
EARTHQUAKE

EARTHQUAKE

1. During the earthquake:
 a. Stay calm and try to calm and reassure others.
 b. If indoors, stay indoors. Seek refuge under a sturdy desk or table. Drop to knees, clasp both hands   
     behind neck, bury face in arms, and make the body as small as possible. Close eyes and cover ears   
     with forearms.
 c. If outdoors, get into an open area away from tree, building, walls, and power lines.
 d. Stay away from windows, shelves, heavy objects or anything that can fall.
 e. Do not rush for exist. Stairways may be broken and walkways may be jammed with people.
 f. Do not use elevators as the power may go off. 

After an earthquake, an emergency operation center (EOC) is established in C-105 in C-Building (or another 
area as directed by the president or designee) should damage occur, all or part of the college may be closed.

2. After the Earthquakes
 a. Evacuate building if the earthquake seemed serious enough to cause structural damage by   
     moving quickly to the evacuation point shown on the emergency Exit Plan posted at the main   
     entrance of building.
 b.Expect aftershocks. Move carefully and use extreme caution when moving around damaged build 
     ing because aftershocks can cause further damage.
 c. Check for injuries, trapped persons and disabled persons in you vicinity.
 d. Check for fires. If you can, extinguish with a fire extinguisher. If not, leave the area and call the   
     college sheriff’s office at ext. 3611 (from your mobile phone dial 213-763-3611).
 e. Clean up spilled chemicals or other potentially harmful materials, or contact safety officer ext:   
     3632.
 f.  Do not use electrical equipment, turn electrical switches on/off or light matches, etc.
 g. Do not use telephones unless an emergency requires it.
 h. Check closets and storage shelf areas. Open doors carefully and watch for falling objects.
 i.  Listen for damage reports and evacuation information. Do not spread rumors.
 j.  Do no return to an evacuated building until instructed to do so by emergency personnel. 
 k. Do not return to an evacuated building until instructed to do so by emergency personnel.

  

BOMB THREATS

BOMB THREATS

• Bomb threats are usually received by telephone.
• The person receiving a bomb threat should remain calm and attempt to obtain as much information as   
  possible from the caller by using the “TELEPHONE THREAT” listed below.
• Call the Sheriff’s Department ext. 3611 (from your mobile phone dial 213-763-3611). Give your name,   
  location and telephone number. Inform the dispatcher of the situation, including any information you may         
  have as to the location of the bomb, time it is set to explode, and time when you received the call.
• Inform your supervisor and/or department head. 

1. Suspicious Object or Package
    In the event a suspicious object or potential bomb is observed on campus, do not handle the object.   
    Immediately clear the area and call the college sheriff office at ext. 3611 (from your mobile phone dial   
    213-763-3611)
2. Evacuation of the area
 A. If instructed to evacuate, move a safe distance away from the building.
 B. If inclement weather conditions exist, move to another building a safe distance away.
 C. Do not return to an evacuated building unless instructed to do so by emergency personnel.

TELEPHONE THREAT

1. ATTEMPT TO KEEP THE CALLER TALKING IN ORDER TO GET THE FOLLOWING:
 • When will the device explode?
 • Where is the device located?
 • What does the device look like?
 • What kind of incendiary device is the bomb?
 • Did the caller place the device?
 • Why did the caller place the device?

2. ATTEMPT TO DETERMINE AND RECORD THE FOLLOWING:
 • Caller’s speech pattern or accent
 • Background noises, caller’s name or address from which call being made
 • Caller’s age and sex
 • Caller’s emotional state
 • Date and time of call

3. IMMEDIATELY CONTACT COLLEGE SHERIFF Ext: 3611 ( from your mobile phone dial 213-763-3611)

UTILITY FAILURE

UTILITY FAILURE

Utility failure can occur at any time. The most common utility failure experienced at the college are electrical 
power outages which are usually brief and generally do not disrupt activities for more than a few moments 
at any given time. IN the event of a major or potential danger to members of the college community, all or 
part of the college will be closed. Employees are not to leave the campus until authorized to do so by the 
college president or designee. 

1. Electrical/light failure: most campus buildings are equipped with emergency light systems designed to   
    provide enough illumination in corridors and stairs for safe exiting. In the event of electrical failure, call       
    physical plant ext. 3612. Give your name, location and advise the person answering the phone of the   
    situation.

If you are in an unlighted area, proceed cautiously to an area that has emergency lights or evacuate the 
building. Provide assistance to students, visitors, and staff in your immediate area including impaired person.

2. Elevator failure: all elevators are equipped with emergency alarms. Stay calm. Use the intercom telephone   
    or emergency button. College personal will be dispatched to the elevator for assistance.
3. Plumbing failure/flooding: cease using all electrical equipment, vacate the area, and call physical plant ext.  
    3612
4. Steam line failure: vacate the area and call physical plant ext. 3612
5. Ventilation: if smoke or burning smells come from the ventilation system, vacate the area immediately and  
    call physical plant ext. 3612.
6. Telephone system failure: should a telephone instrument become inoperable during the course of a r 
    outine work day, send a work request to communications service.  
    Should college telephones become inoperable during an emergency situation such as that associated   
    with an earthquake, a runner-communication has been established. When dispatching a runner, the   
    primary point of contact should be the emergency operations center (EOC) C-105 in C-Building, (or anoth 
    er area as directed by the president or designee) 

EMERGENCY RESPONSE TELPHONE NUMBERS

EMERGENCY RESPONSE TELPHONE NUMBERS

LATTC-SHERIFF TELEPHONE NUMBERS FOR EMERGENCY
In case of an emergency, you should immediately contact the College’s Sheriff’s Office on campus
The College Sheriff Department is available seven days a week, 24 hours a day, to respond to an 
emergency that may occur

Dial Ext 3611 or 911 to reach the College Sheriff’s office from any campus phone
 • You may also press the extension button marked “EMERGENCY”, on all campus phones.
 • If you are using the campus emergency yellow telephone station “press emergency button to   
   connect you direct” to College Sheriff’s Office
 • If you are using a campus pay phone, you may dial *80 to reach the College Sheriff’s office.
 • If you use your cell phone you may dial 213-763-3611 to connect to the College Sheriff’s Office
Please note if you dial 911 from your cell phone or pay phone on campus, it will not connect directly to 
the College Sheriff’s, but it will connect to outside emergency services

ENVIRONMENTAL HEALTH AND SAFETY
In case of health and safety including environmental issues, immediately contact the Environmental Health 
and Safety at Ext: 3632 or 213-763-3632

PHSYICAL PLANT
In case of maintenance, operating systems and custodial services, immediately contact Physical Plant at: Ext: 
3612 or 213-763-3612

FIRE-FIRE ALARM

FIRE-FIRE ALARM

1. Before a fire situation arises:
 a. Know the location of the extinguisher in your area, as well as how to use it.
 b. Become familiar with the emergency exit plan for your department. Emergency evacuation map is   
     posted in each floor next to elevator
  2. Upon discovering a fire:
 a. Close the door to the room where the fire is located. Immediately sound the building fire alarm. 
 b. Call the College Sheriff’s Office at ext: 3611 (from your mobile phone dial 213-763-3611) and   
      Safety Officer Ext: 3632. Give your name, department, and location of fire. Do not hang up until    
      the dispatcher tells you to do so.
3. If the fire is small, you may wish to fight it with a fire extinguisher or building fire house.
4. If the fire is large, very smoky, or rapid-spreading, evacuate the building immediately. Inform others in the      
    building who may not have responded to the alarm to evacuate immediately. The alarm may not sound       
    continuously. If the alarm stops, continue to evacuate. Warn others who may enter the building after the   
    alarm stops.
5. Walk; do not run, to the nearest exit.
6. When fire alarms sound, do not use elevators. Elevators may become inoperative and trap individuals.   
    Give assistance to (help carry, if necessary) all disabled persons in using the stairs.
7. Evacuate to a distance of at least 500 feet from the building and stay out of the way of emergency person 
    nel. Do not return to the building until instructed to do so by emergency personnel and/or the safe to   
    return fire alarm sound.
8. Notify emergency personnel on the scene

IF YOU SUSPECT SOMEONE MAY BE TRAPPED INSIDE THE BUIDING 

CHEMICAL SPILLS/FIRE

CHEMICAL SPILLS/FIRE

a. If chemicals come in contact with your skin, immediately flush the affected area with clear water. You may   
    use the emergency shower or eye wash if available.
b. Call the Sheriff’s Department on ext. 3611 dial (from your mobile phone dial 213-763-3611) and Safety   
    Officer ext. 3632. Give your name, and location of fire. Do not hang up until the dispatcher tells you to do   
    so.

1. If a chemical fire occurs: 
 a. Upon discovering a chemical fire, close windows and doors where the fire is located and immedi 
     ately sound the building alarm.
 b. Call the Sheriff’s Department on ext. 3611 and Safety Officer ext: 3632.
2. If the spill is large, very smoky, or rapidly spreading, evacuate the building immediately. The alarm may not   
    sound continuously. If the alarm stops, continue to evacuate. Warn others who may enter the buildings   
    after the alarm stops.
3. Walk; do not run, to the nearest exit.
4. When fire alarms sound, do not use elevators. An elevator may become inoperative and a trap. Give assis 
    tance to (help carry, if necessary) all disabled persons in using the stairs.
5. Evacuate to a distance of at least 500 feet from the building and stay out of the way of emergency person 
    nel. Do not return to the building until instructed to do so by emergency personnel.

Notify emergency personnel on the scene if you suspect someone may ne trapped inside the building

EVACUATION A PERSON WITH DISABILITIES

EVACUATION A PERSON WITH DISABILITIES

It is suggested that the wheelchair occupant or person with mobility impairment prepare prepare for emer-
gencies ahead of time by instructing a classmate or instructor on how to assist him/her in case of emergen-
cy.
In the event of an emergency, persons in wheelchairs and other disabled individuals should observe the 
following evacuation procedures: 
 1. Flash light on and off to alert deaf of hard of hearing persons. Write notes to explain what is hap        
     pening.
 2. All persons should move toward the nearest exit.
  a. As a first choice, the wheelchair occupant or person with mobility impaired may use build 
      ing elevators, but never in the case of fire or earthquake.
  b. As a second choice, when a wheelchair occupant or other person with mobility impairment   
      reaches an obstruction such as a staircase(s) he/she should request assistance from others   
      in the area.
  c. Assistance is not immediately available, the wheelchair occupant or person with mobility   
      impairment should stay in the exit corridor or the stairway or landing. S(he) should continue  
      to call for help until rescued. Persons who cannot speak loudly should carry a whistle or   
      have other means of attracting the attention of others.

CRIME IN PROGRESS

CRIME IN PROGRESS

1. DO NOT attempt to apprehend or interfere with the criminal except in the case of self-protection.
2. If safe, stop and take time to get good description of the criminal. Note height, weight, sex, race, approx 
    mate age, clothing method and direction of travel, and his/her name if known. The information is utmost       
    help to the investigation-officers. If the criminal is outstanding characteristics.
3. Call the College Sheriff’s Department on ext. 3611 (from your mobile phone dial 213-763-3611). Give   
    your name, location and department. Advise dispatcher of the situation and stay on the line until told to   
    do otherwise. If you are safe in your place, remain where you are until contacted by the College Sheriff’s   
    personnel.

CIVIL DISTUBANCE OR DEMONSTRATION

CIVIL DISTUBANCE OR DEMONSTRATION

1. DO NOT interfere with the person who creates disturbance or with authorities on the scene.
2. If a civil disturbance and/or demonstration becomes unlawful, call the college sheriff’s Department ext.   
    3611 (from your mobile phone dial 213-763-3611). To avoid escalating the situation, use a private office  
    to place this call whenever possible.
3. Calmly alert all employees in the area to the situation.
4. Continue with your normal routine as much as possible. If the disturbance is outside, stay away from doors  
    and windows.
5. If a threat to a person or property is evident, cease operation and plan to evacuate the area. Lock all doors:  
    secure all files, documents, and equipment.

SAFETY REPRESENTATIVES/EMERGENCY NUMBERS

SAFETY REPRESENTATIVES/EMERGENCY NUMBERS

In the event of emergency, Safety Representatives and Alternates that have been designated to assist with 
evacuation, gathering, communicating information and implementing corrective action

BUILDING: ________  SAFETY REP: ________ OFFICE: ________ EXT: ________

               ALTERNATE:  ________ OFFICE: ________ EXT: ________
     

                 ALTERNATE:  ________ OFFICE: ________ EXT: ________

Identify department personnel who may possess specialized knowledge pertaining to
Departmental operation who may be of assistance to Emergency Response Team members:
                                            
                                            NAME       OFFICE              EXT:
 ______________________________            ____________         ________

 ______________________________            ____________         ________

 ______________________________            ____________         ________
 

          INTRODUCTION

INTRODUCTION

The information guide is being disseminated to assist LATTC employees and students in responding to 
different emergencies that they may confront in the course of their duties or while attending classes. This 
guide is a summary of the College’s Emergency Response Plan (ERO), a copy of this Emergency Response 
Summary Plan (ERSP) is located on the Environmental Health and Safety Website. This guide should be 
posted in a visible area where it will be immediately available during emergency.
Please become familiar with the contents of this guide. In the event of an emergency, it will serve as a quick 
reference for effective action(s). New employees and students should become familiar with the ERSP as part 
of the departmental orientation program.
The name of the Safety Representatives and Alternates working within the building should be listed in 
“SAFTEY REPRESENTATIVES/EMERGENCY NUMBERS”
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