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Earthquake Evacuation Drill Workflow and Action Items

	Drill Phase
	Control Time
	Actions to be taken by students and faculties on campus
	Notes

	Before earthquakes occur, 

announce: “This morning at 9:21, there will be an earthquake drill exercise. Everyone on campus shall participate in the drill exercise.”
	September 21st, 
09:00
	Every department (office) and every disaster prevention seed team members (class leaders) of the class in progress complete instructing the evacuation routes, shutting off lighting and power, assigning responsibilities to selected persons and announcing the evacuation locations. Counselors of dormitories and managers of I house use the broadcast systems to announce the drill guidelines to students remaining in the dormitories.

	1. Re-emphasize and explain the drill process and the key actions of taking cover.
2. Complete shutting off lighting, instructing the evacuation routes, and announcing the evacuation locations.
3. Explain to participants in odd number floors to use the left side of stairs and participants in even number floors to use the right side of stairs when leaving the buildings.

	When earthquakes occur, 

announce: “Earthquake! Earthquake! All students, faculties, and staff, please take cover in place immediately! ”
	September 21st, 09:21
	Faculties and students shall take cover in place immediately; disaster prevention seed team members of every office, every class in progress (class leaders), dormitory (counselors of dormitories, managers of I house) provide the protection guidelines.
	1. Protect the head and body. Preferable locations to take cover are (in the order of priority) (1) under the table (2) next to the pole (3) next to the cement wall.

2. Indoor: When taking cover under the table, hold the table legs by both hands firmly.

3. Outdoor: Drop immediately; protect the head and avoid falling objects (special attention to large items, such as the basketball back stop).
4. Faculties and disaster prevention seed team members remind students the precise actions to take cover and not to talk and scream.

5. For areas where the broadcast systems are unable to reach, the keepers of facilities shall use alarms or other methods/systems to notify people within the facilities to participate the drill.
6. Keepers of every facility shall control the use of elevators (expect visitors who are handicapped or have limited mobility).
7. The duration lasts at least for 1 minute.

	When earthquakes slow down, announce: “Earthquake slows down! Earthquake slows down! All students, faculties, and staff, please proceed to gather at the outdoor evacuation locations.


	September 21st,
09:22
	1. Follow the instructions to evacuate according to the designated routes.

2. Reach the designated evacuation locations.

3. Disaster prevention seed team members of every office, every class in progress shall complete counting of participants after all personnel gather at the evacuation locations. After, instruct all participants to proceed to the relevant gathering locations. Once the controllers complete the verification, participants return to classes and classes resume. (Participants at the 1 and 7 gathering locations proceed with the fire drill exercise.)
4. The counting reports are delivered back to the drill command center by assigned controllers.
	1. Use lighter handbags (backpacks), magazine bags or books to protect the head.

2. Students of limited mobility will be provided with assistance by assigned personnel before the drill in order to be escorted to the evacuation locations. During the drill, the assigned personnel shall carry out the evacuation process precisely (classmates in the same class are preferable to be the assigned personnel).
3. Do not talk, run, push during the drill. Follow the guiders’ instructions and proceed as a (class) group to the safe evacuation locations.

4. Disaster prevention seed team members of every office, every class in progress shall complete counting of participants, record and sign on the counting reports.

5. After, return to the classroom and continue the class as it is scheduled.

	Note
	Students who are in outdoor areas and are not in the class shall proceed to the gathering locations and sign up on the drill during the time when earthquakes slow down.


