EARTHQUAKE DRILL

ECs get together with your co-workers, individually or in groups. Cover the items below. You may also want to give your coworkers copies of the Earthquake attachment.

1.
Do a walk through the office. Where will you “drop” in your cubicle? Look at nearby areas too. If you're away from your cubicle when an earthquake hits, where are good places to drop, cover, and hold? (This applies if you’re away from work too.)

· Stay away from windows and things that can tip, fall or drop on you.

· Do not go to a door opening unless there’s no door. (It can swing back-and-forth and injure you.)
· Get under a working surface, desk or table. Under systems working surfaces, crouching beside a small file cabinet likely offers more protection.  

· If you can’t get under a stable surface, get down low next to something stable like a chair, small cabinet or couch. Cover your head with your arms or hands. With a chair, put your head under it if you can and hold on.

2.
Note in your area those things that can be bolted or secured to keep them from falling on you. Examples are:

· File cabinets, heavy shelves, and equipment. Meril Craig of Facilities says you can put in a work order if you want cabinets or bookcases secured. As time permits, they’ll help out. However if you secure bookcases and cabinets to the wall, plan to have them there a good number of years. Otherwise, secure them back-to-back to each other or in the shape of an “L.”

· Look at office spaces to see if large objects or even heavy binders could fall on and injure you.  Move them to a low shelf.

3. In a drill or in the real thing, shout  EARTHQUAKE!  DROP, COVER, and HOLD!
4. After the shaking stops, loudly and firmly tell your coworkers to stay put. Assess the situation.  

· Are there obvious signs of serious quake damage? If yes, evacuate immediately. If no, is evacuation necessary? Is it safer to stay inside or to evacuate? In a serious earthquake, evacuate. Check to see which exit is safe before you evacuate your coworkers.

· Evacuation depends not necessarily on the shaking your building has. Gentle building swaying may make one jittery, but it prompts evaluation not evacuation. Arrange to have your facilities’ people check your building for damage at once.

· In a minor quake, conditions will allow the SEC to have time to get input from top management before making the evacuation decision. The SEC then informs the ECs. Be aware that you may be out 1 to 2 hours or more before given permission to return.

5. If you evacuate, remind co-workers to take their personal necessities (medicine, coat, car keys and umbrella) and follow you to the designated area. Once there, they must check in so we know they are out and are safe.

6. If you evacuate and later get permission to return, take precautions against aftershocks once back inside. Close blinds to protect against flying glass, set heavy items on floor, turn off sensitive equipment, tape shut file cabinets, etc.


DROP, COVER, AND HOLD

1. Stay away from WINDOWS and anything that can tip, fall or drop on you.

2. Stay away from DOORWAYS - Doors can swing back-and-forth and injure you. 

3. DROP under a working surface, desk or table.

· With systems furniture, crouch beside a small file cabinet 

· If you can’t get under a stable surface, get down low next to a small file cabinet, chair, couch, or anything stable.  COVER your head with your arms or hands.  With a chair, put your head under it if you can.

4. HOLD on to your cover (chair, table, etc) or brace against a wall until the shaking stops.

5. With limited mobility: If seated, bend over your knees, if you must stand, lean into a wall, cover your head with your arms.

6. After the shaking stops, stay put and wait for directions from your evacuation coordinator. 

7. If you evacuate, take personal necessities, e.g., medicine, coat, keys and umbrella.  Follow your evacuation coordinator, who will guide you to a designated area.  Stay with your coordinator until your name is checked off.

8. If you do not evacuate, decide which precautions to take in case of aftershocks: Close blinds to protect against flying glass, set heavy items on floor, turn off sensitive equipment, tape shut file cabinets, etc.

YOUR EVACUATION COORDINATORS ARE:

(Look for the Blue Vest and Helmet)




(Name of EC)
(Name of EC)




(Name of Alt), Alternate  
(Name of Alt), Alternate

