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EARTHQUAKE  

Earthquake evacuation should only occur if the building becomes unsafe (i.e. gas leak, fire). During an 
earthquake you will usually be safer inside. Stay in the immediate area until regional damage 
assessment reports and safe transit routes are confirmed by authorities. In case of an earthquake: 

 Drop-down to the floor. 
 Cover-take cover under a sturdy desk, table or other furniture. If that is not possible, seek 

cover against an interior wall and protect you head and neck with your arms. Avoid danger 

spots near windows, hanging objects, mirrors or tall furniture. 
 Hold on-if you take cover under a sturdy piece of furniture, hold on to it and be prepared to 

move with it. Hold the position until the ground stops shaking and it is safe to move. There is 

danger of falling debris. If you are outdoors, move away from buildings, falling objects, and 

power lines. 

If required to evacuate, do not use the elevators, proceed to the nearest stairwell and exit the building. 

AFTER EARTHQUAKE 

Be prepared for aftershocks. If you are outside, do not return to your classroom until authorized.  

FIRE 

If you discover a Fire or smell Smoke: 

 Any staff discovering fire or smoke will signal the fire alarm, and report the fire to the Campus      
Director.  

 Call 9-1-1. 

 If the fire is in an occupied room, remove anyone from immediate danger. 

 Confine the fire or smoke by closing doors as you leave the area. 

 Evacuate via the safest and closest stairwell to the safe refuge area. 

 
Fire emergency evacuation plan is simple when in a single level structure. Remember R.A.C.E, which 
stands for Rescue-Alarm-Contain-Evacuate.  
 

 Rescue-If possible, help others clear the area.  

 Alarm-tell others, call 911, call the front desk.  

 Contain-close the fire doors to the area.  

 Evacuate-in a multilevel building, employees must have a plan.  
 
All employees are designated fire safety and must communicate with one another. The floor with the 
fire should be evacuated first. The next floor evacuated should be the one above the fire, and then the 
rest of the floors, starting with the highest floor. As safety permits, at least two employees should walk 
the floors as they evacuate to make sure all students and staff are out, or until fire department arrives. 
As the staff helps the students to safety, roll call should be done from the morning sign-in sheets. 
Retrieving the sign-in sheets will be the responsibility of the Instructors and staff.  
 



4 

 EMERGENCY AND SAFETY INFORMATION HANDBOOK 
 

 

After evacuation, all staff and students meet at the park across the street, La Cienega Park located at 
8400 Gregory Way, Beverly Hills, CA. 
 
Fire extinguishers are made for small trash can size fires. If you do not know how to use a fire 
extinguisher, the best thing to do is, R.A.C.E.  To use a fire extinguisher, remember (P.A.S.S.), Pull-
Aim-Squeeze-Sweep.  
 

 Pull the pin. 

 Aim the hose. 

 Squeeze the handle. 

 Sweep at the base of the fire.  
 

Only use a fire extinguisher if: 

 

 You are familiar with the operation of an extinguisher and can use one safely; 
 You have someone with you (with another fire extinguisher); 
 You have your back facing an exit at all times. 

 

If you are trapped in your office during a fire: 

 

 Wedge cloth material along the bottom of the door to keep out smoke. 

 Use the telephone to notify staff. 

 If you must have air, open the window slightly. If outside smoke enters the room, close the 

window.  

FIRE NOTIFICATION 

Notify Police and/or Fire Department by dialing 9-1-1. Give them the following information: 

 

Building address: 291 S. La Cienega Blvd Beverly Hills, CA. 

Cross streets: La Cienega Blvd and Gregory Way. 

Our Telephone number: 310-389-5123. 
 
If you have extinguished the fire, notify a school official. However, if your attempts to extinguish the fire 
with a fire extinguisher are unsuccessful or the Fire is too large, proceed to the nearest stairwell exit.  

 
REPORTING OF CRIMINAL INCIDENCE 

 
The school strives to provide a safe and secure campus for all students and staff members. All 
students and staff members are encouraged to report any and all suspicious campus activity 
immediately upon witnessing the occurrence.  All students should report any knowledge of criminal 
acts or suspicious behavior to the Campus Director or security guards. The school will then take 
appropriate action based upon the information given by the student or staff member. When deemed 
appropriate, local law enforcement authorities will also be notified. Students should report all incidents 
related to sexual assault for inclusion in the school's crime statistics. Any pastoral and/or professional 
counseling will be kept in the strictest of confidence and will only be used for the purpose of 
disclosing such an incident in the school's annual disclosure of its crime statistics. 
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EMERGENCY RE INJURY AND/OR ILLNESS OF STUDENTS, FACULTY AND STAFF 

 

If an employee, visitor or contractor becomes ill or injured while on campus, execute the following: 

 
 Call 9-1-1 and ask for medical assistance.  
 Notify an Emergency Safety Officer. 
 Do not remove the injured or ill person unless relocation is necessary to prevent further injury. 
 Assist the Emergency Response Provider or Police in keeping the area clear and escorting 

response personnel to the scene. 
 Post a person by the entrance/elevator to escort emergency personnel and paramedics. 
 Notify the employee's supervisor of the incident, who will complete a Supervisor's Report of 

Injury and initiate appropriate investigative procedures. 
 Accompany the injured or ill person to the Student Health Center or to a hospital if medical 

treatment is provided off-campus.
 

BOMB THREAT 
 

The following are steps one should take when receiving a bomb threat over the phone: 
 

 Do not put the caller on hold or transfer the call. 
 Do not interrupt the caller. 
 Call 911 from a campus phone. Make sure you give the police dispatcher your name, 

exact location, including building and room number. 
 Notify your supervisor and an Emergency Safety Officer and follow their instructions.  
 Evacuate to our meeting area. 
 After evacuating, be sure to assemble a safe distance from the building and have a 

barrier between you and the building in question. 

 

EMERGENCY RESPONSE AND NOTIFICATION POLICY 

Notification will be given to students and staff via the phone system. 

 First individual informed of an immediate threat to our students and staffs health or 
safety, must contact front desk at Ext 101 or 310-289-5123. 

 The desk person will then contact Staff person or persons who are able to activate 
emergency notification system (ENS). 

 The threat must be verified for severe weather, outbreak (virus), earthquake, gas 
leak, rioting, nearby chemical spill/hazardous waste. There is a Threat Level 
indicator for each threat in part two. 

 In the event of an intruder with a gun or a person threatening our health and 
safety, we must act fast. Secure doors to keep intruder away from students and 
staff. 

 There will be no time to verify this threat; we must activate the ENS, secure all 
classrooms and notified police right away. Example: student tells staff member "I 
saw a man with a gun on first floor" - immediately announce to secure all doors via 
the ENS and call 911. The safety persons will then make contact with classroom 
teachers to make sure all doors are secure. The message should be repeated. 
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 Two-way radios should be used between key personal and front desk. A frequency 
should be agreed on and not changed. This would be only for immediate threat. 

 Key personal would make sure all staff/students are notified and safe. 
 All other threats will be verified and all information as it pertains to our staff and 

students will be released so they can make the best judgment for their own health 
and safety in a timely matter. 

 
INTRUDER/HOSTAGE PROTOCOL 

 
Intruder - when an unauthorized person enters school property:  
 

 Notify Campus Director.  

 Ask another staff person to accompany you before approaching guest/intruder.  

 Politely greet guest/intruder and identify yourself.  

 Ask guest/intruder the purpose of his/her visit.  

 Inform guest/intruder that all visitors must register at the main office.  

 If intruder’s purpose is not legitimate, ask him/her to leave. Accompany intruder to exit.  
 
 If intruder refuses to leave:  
 

 Warn intruder of consequences for staying on school property.  

 Notify security or police and Campus Director if intruder still refuses to leave.  

 Give police full description of intruder. (Keep intruder unaware of call for help if possible). 

 Walk away from intruder if he/she indicates a potential for violence. Be aware of intruder’s 
actions at this time (where he/she is located in school, whether he/she is carrying a weapon 
or package, etc).  

 Maintain visual contact with intruder from a safe distance.  
 
 Hostage Situation:  
 

 If hostage taker is unaware of your presence, do not intervene.  

 Notify the Campus Director.  

 Campus Director or designee will announce LOCKDOWN action.  

 The SC or designee will ensure staff outside are notified of the LOCKDOWN and to move 
students away from the building to the outside assembly areas.  

 Teachers and staff will implement LOCKDOWN procedures upon hearing the alert. If outside, 
move to campus assembly areas and wait for further instructions.  

 Everyone should remain in lockdown until given the “All Clear” or if directed in person by a 
uniformed law enforcement officer.  

 
 If taken hostage:  
 

 Follow instructions of hostage taker.  

 Try not to panic. Calm students if they are present.  

 Treat the hostage taker as normally as possible.  

 Be respectful to hostage taker.  

 Ask permission to speak and do not argue or make suggestions. 
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SEVERE WEATHER PROTOCOL 

When a Severe Weather Watch or Warning has been issued in the area near the school.  

Severe Weather Watch has been issued:  

 Monitor NOAA Weather Stations (National Weather Service, Weather Channel, or 
television).  

 Bring all persons inside building(s).  
 Be prepared to move students from mobile classrooms into the building.  
 Close windows and blinds.  
 Review severe weather drill procedures and location of safe areas. Severe 

weather safe areas are under desks, in hallways and interior rooms away from 
windows.  

 Avoid gymnasiums and cafeterias with wide free-span roofs and large areas of 
glass windows.  

 Review “DROP COVER and HOLD” procedures with students.  
 Assign support staff to monitor all entrances and weather conditions.  

Severe Weather Warning has been issued in an area near school or severe weather has 
been spotted near school  

 The Campus Director will announce SHELTER-IN-PLACE alert signal.  
 The CD will direct students and staff inside the building to immediately move to 

interior safe areas, closing classroom doors after exiting. 
 Ensure that students are in “DROP, COVEFR and HOLD” positions until the 

danger passes. 
 The CD will direct students and staff outside to REVERSE EVACUATE into the 

building. 
 If outside, students and staff should move to the nearest interior safe area. If time 

does not permit, have students get down in the nearest ravine or open ditch or low 
spot away from trees or power poles. 

 Evacuate students and staff from any mobile classrooms in to the building. 
 Remain in safe area until warning expires or until emergency personnel have 

issued an all-clear signal.  
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PART TWO 
 
 

Emergency management within the State of California is overseen and directed by the Governor’s 

Office of Emergency Services.  

See Attachment 4. 

The school is located within Disaster Management Area E in Los Angeles County and in the 
Southern Administrative Region of the State Office of Emergency Services. We are located 
seven miles west downtown Los Angeles. The following hazards that could impact the 
school: 

 

 Threat Assessment 1 Major Earthquake 

 Threat Assessment 2 Hazardous Materials 

 Threat Assessment 3 Flooding 

 Threat Assessment 4 Landslide/Mudflow 

 Threat Assessment 5 Tsunami 

 Threat Assessment 6 Civil Unrest 

 Threat Assessment 7 Terrorism 

 Threat Assessment 8 Public Health Emergency (Pandemic) 

 Threat Assessment 9 National Security Emergency 
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PART THREE  

Jeanne Clery Act 

The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, 
codified at 20 USC 1092(f) as part of the Higher Education Act of 1965, is a federal law that 
requires colleges and universities to disclose certain timely and annual information about 
campus crime and security policies. All public and private institutions of postsecondary 
education participating in federal student aid programs are subject to it. Violators can be fined 
up to $27,500 by the U.S. Department of Education, the agency charged with enforcement of 
the act and where complaints of alleged violations should be made, or face other enforcement 
action. 

The Clery Act, originally enacted by Congress and signed into law by President George Bush in 
1990 as the Crime Awareness and Campus Security Act of 1990, was championed by Howard 
& Connie Clery after their daughter Jeanne was murdered at Lehigh University in 1986. They 
also founded the non-profit Security On Campus, Inc. in 1987. Amendments to the Act in 1998 
renamed it in memory of Jeanne Clery. 

Annual Report 

School have to publish an annual report every year by October 1st that contains 3 years worth of 
campus crime statistics and certain security policy statements including sexual assault policies 
which assure basic victim's rights, the law enforcement authority of campus policy and where 
students should go to report crimes. The report is to be made available automatically to all 
current students and employees while prospective students and employees are to be notified of 
its existence and afforded an opportunity to request a copy. Schools can comply using the 
Internet so long as the required recipients are notified and provided the exact Internet address 
where the report can be found and paper copies are available upon request. A copy of the 
statistics must also be provided to the U.S. Department of Education. 

Crime Statistics 

Each School must disclose crime statistics for the campus, unobstructed public areas 
immediately adjacent to running through the campus, and certain non-campus facilities 
including Greek housing and remote classrooms The statistics must be gathered from campus 
policy or security, local law enforcement, and other school officials who have "significant 
responsibility for student and campus activities" such as student judicial affairs directors. 
Professional mental health and religious counselors are exempt from reporting obligations, but 
may refer patients to a confidential reporting system which the school has to indicate where 
nor not it has. 
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Crime on Campus Statistics  

BEVERLY HILLS MAIN CAMPUS 

C r i m e  2 0 0 6  2 0 0 7   2 0 0 8   2 0 0 9   2 0 1 0    2 0 1 1   2 0 1 2  

Liquor Law Violation 0 0 0 0 0 0 0 

Arson 0 0 0 0 0 0 0 

Drug Abuse Violation 0 0 0 0 0 0 0 

Weapons possession 0 0 0 0 0 0 0 

Aggravated Assaults 0 0 0 0 0 0 0 

Motor Vehicle Thefts 0 0 0 0 0 0 0 

Burglaries 0 1 0 0 0 0 0 

Robberies 0 0 0 0 0 0 0 

Forcible Sex Offenses 0 0 0 0 0 0 0 

Non-Forcible Sex Offenses 0 0 0 0 0 0 0 

Murders/Non-negligent  

manslaughter 
0 0 0 0 0 0 0 

Negligent manslaughter 0 0 0 0 0 0 0 

Crimes involving bodily injury  

reported to local police or campus  

personnel that shows evidence of  

prejudice based on race, gender,  

religion, sexual orientation,  

ethnicity, or disability 

0 0 0 0 0 0 0 

 

Hate Crimes T h e r e  w e r e  n o  r e po r t e d  h a t e  c r i m e s  f o r  

t h e  y e a r s  2 0 0 6  t h r o u g h  2 0 1 2 .  

  




