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FOREWORD 

FOREWORD 

San Mateo County’s Big Five protocols provide a shared understanding of emergency response 
using common language across the county’s 23 school districts and 20 law enforcement 
agencies. 

First released in 2014 after a year-long stakeholder engagement process involving experts 

emergency. The Big Five action responses are Shelter in Place; Drop, Cover, and Hold On; Secure 
Campus; Lockdown/Barricade; and Evacuation. 

Mateo County Coalition for Safe Schools and Communities. The Steering Committee meets 
regularly to review activities, analyze emerging challenges, and make recommendations. 

In addition to the Big Five, the Coalition’s portfolio includes the following countywide 
protocols: Student Threat Assessment, Suicide Prevention Toolkit, Child Sexual Abuse 
Protocol, and . In 2022-23, the Coalition 

drugs. 

Additionally, the Coalition for Safe Schools and Communities assists the 23 districts with 

of all plans. 

and community environments so all youth may thrive and succeed. 
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DISASTER SERVICE WORKER 

When a local emergency is proclaimed 

When a state of emergency is proclaimed 

When a federal disaster declaration is made 

WHAT DOES A DISASTER SERVICE WORKER DO? 

normal work hours 

site at hours outside the normal workday 

System and may perform a variety of duties including oversight of shelter 
care, communications, logistics, first aid and comfort, or community 
support and safety 

When pressed into disaster service, employees’ Workers Compensation 

employer pays the overtime. These circumstances apply only when a 
local or state emergency is declared. 

To provide effective support as a Disaster Service Worker, employees must have 
confidence their own families are well prepared to deal with emergencies in their absence. 
The time and energy a staff member commits to being prepared at home will provide 
the best assurance they are capable of dealing with the emergency situation at the school/ 
work site. 
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CALLING 911 

Response is the process of implementing appropriate actions while an emergency situation is 

hand. This may include calling or texting 911. 

of medical response. 

WHEN REPORTING AN EMERGENCY: 

Remain calm and speak slowly and clearly 

Be prepared to provide name, location of the incident, and caller’s 
location, if different from the scene of the emergency 

Although caller ID information may transfer immediately to the 911 

repetitious 

Do not hang up until the Dispatcher says to do so 

CALLING 911 FROM A CELL PHONE: 

exact address 

TEXT TO 911: 

if you can. Text if you can’t. 

When calling 911, time is of the essence. Remain calm; speak slowly and clearly. 
The 911 Dispatcher needs to gather the correct information the first time they ask for it. 
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INCLUSIVE PRACTICES 

The needs of students will vary depending on the student 

It is important to model confidence and competence during a drill or 
emergency incident 

All students need to know that it is okay to feel afraid, sad, angry, or 

what they are feeling or experiencing 

Consider creating an Individual Emergency Plan for each student 

For students with unique needs, consider creating an 
Individual Emergency Plan for each student. 
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THINK ON YOUR FEET 

In the event of an emergency, quick thinking is imperative for survival. During a crisis, an 

include: 

Get off campus 

Hide 

Go into Lockdown/Barricade 

Fight against an assailant in the most extreme circumstances 

Understanding and practicing these options can help an individual respond decisively and in 

explosions, and shouting. It is not uncommon for people experiencing a dangerous situation 

individuals think clearly and quickly during a chaotic scene. Proper training should include 
helping staff recognize the sounds of danger. Train staff and students to act decisively and 

LOOK, LISTEN AND LEAVE: FIRE ALARM 
The LOOK, LISTEN, AND LEAVE protocol is an important action to practice when training 

LOOK, LISTEN, AND LEAVE are: 

LOOK - open the classroom door and look out. Do you see smoke or fire? 

notice anything out of the ordinary? 

LISTEN - in addition to the alarm, are there other sounds? Do you hear 

LEAVE - having determined it is safe to do so, direct students to leave 
the room toward the pre-determined evacuation spot. 
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IMMEDIATE ACTION RESPONSE: 
THE BIG FIVE 

The Big Five is a set of IMMEDIATE ACTION RESPONSES
in any variety of emergency situations. When an emergency occurs, it is critical that staff 

immediate steps to protect themselves, their students, and other people on campus. 

of The Big Five protocols. 

IMMEDIATE ACTION RESPONSE: THE BIG FIVE 

BIG FIVE ACTION WHEN WHAT 

SHELTER IN 
PLACE 

Environmental hazards, 
dangerous air quality due to 
smoke or other contaminants, 
fire off-site, dangerous wildlife in 
the area, or severe weather 

Isolate students and st aff from the 
outdoor environment Go inside.
If hazard is airborne, close doors, 
windows, and air vents. Shut down 
air conditioning/heating units 

DROP, COVER 
AND HOLD ON 

Earthquake, explosion, or falling 
debris 

Protect students and st aff from 
falling debris, drop to the floor, 
take cover under heavy furniture and 
hold on.

SECURE 
CAMPUS 

Potential threat of violence in 
the surrounding community and/ 
or police activity off-campus 
and nearby 

Calmly direct all staff/students 
indoors Close and lock all 
classrooms/office doors Continue 
instruction as planned. Remain 
indoors until other wise directed. 

LOCKDOWN/ 
BARRICADE 

Violent intruder on campus 

Immediately seek safety indoors 
Once inside, lock and barricade all 
doors. Cover windows and turn off 
lights. Remain quiet and aler t  No 
one is allowed to enter or exit for 
any reason unless directed by law 
enforcement 

EVACUATION 

Bomb threat, chemical/gas leak , 
fire inside the building or nearby 
premises, severe weather aler t, 
after an ear thquake or explosion, 
or when implementing Student 
Release/Reunification 

Use the “Look, Listen, and Leave” 
protocol. Once it is deemed safe 
to exit buildings, lead students and 
school staff from school buildings to 
a predetermined location. 

Emergency Management Resource Guide. 
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SHELTER IN PLACE

SHELTER IN PLACE is a short-term measure implemented to isolate students and staff from 

wildlife or other environmental hazards. The procedures may necessitate closing and sealing 

air conditioning systems to prevent exposure to the outside air; and turning off pilot lights. 

SHELTER IN PLACE 
types of emergencies: 

External chemical release 

Fire in the community 

Hazardous material spills 

Unhealthy air quality outside 

Dangerous wildlife on or near campus 

A Shelter-in-Place response may require that HVAC systems  be shut down to provide 
protection from contaminated outside air. Students and staff may freely move about 
inside the buildings, but no one should leave the protected space until directed by fire 
officials, law enforcement, or site administration. 

SHELTER IN PLACE: 

shut down immediately depending on the hazard 

Allows for free movement within classrooms or offices 
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DROP, COVER, AND HOLD ON 

DROP, COVER AND HOLD ON is the immediate action taken in the event of an earthquake 

Earthquake 

Explosion 

In the event of an explosion, earthquake, or other event causing falling debris, immediately 
“DROP, COVER, and HOLD ON.” Students and staff should drop to the floor, duck under a 
sturdy desk or table, cover the head with arms and hands, and hold onto furniture. Turn away 
from windows to stay clear of breaking glass. Individuals in wheelchairs can secure against an 
interior wall and lock the wheels. Protect head by covering with arms if possible. 

DROP, COVER, AND HOLD ON: 

cover face and head with arms and hold onto something sturdy 

earthquake, even if there is no fire 

Stay alert to aftershocks 

Assist those with special needs to ensure safe cover for all 

Evacuate only if
or location is in a tsunami zone 
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SECURE CAMPUS

SECURE CAMPUS is implemented when the threat of violence or police action in the 
surrounding community requires precautionary measures to ensure the safety of staff and 
students. When a campus is in SECURE CAMPUS status, classroom instruction and/or 

remain inside through the duration of the event, except for essential needs. Outer gates and 
NOT LOCKED

entering school grounds. 

Command Team shall assist in escorting students and staff who may need to leave the 

Bathrooming/Toileting 

Medical Needs/Response 

Mental Health/Wellness Needs/Response 

of emergencies: 

Potential threat of violence in the surrounding community 

Law enforcement activity in the surrounding community 

A SECURE CAMPUS LOCKDOWN / BARRICADE as circumstances 
demand in which case instruction immediately ceases and students and staff follow 
LOCKDOWN / BARRICADE procedures. 

Secure Campus allows for instruction to continue while the school takes preventative 
action in the event of a threat in the neighborhood surrounding a school. Lock all classroom/ 
office doors, close entrance and exit points on the school's perimeter, and continue 
classroom instruction. 
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SECURE CAMPUS

SECURE CAMPUS: 

Is intended to prevent a potential threat present in the community 
from entering campus 

Heightens school safety while honoring instructional time 

Requires that all exterior classroom/office doors are locked and 
remain locked 

Is intended to prevent intruders from entering occupied areas 

Requires that students and staff remain in SECURE CAMPUS 
status until ALL CLEAR 
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LOCKDOWN / BARRICADE 

LOCKDOWN / BARRICADE

LOCKDOWN / BARRICADE, students are to always remain in designated classrooms or 

types of emergencies: 

Gunfire 

Threat of extreme violence outside the classroom 

During a LOCKDOWN / BARRICADE

safety procedures. 

Lockdown/Barricade requires closing and locking doors and barricading with heavy 
objects. No one is allowed to enter or exit until door-to-door release by law enforcement 

or School Incident Commander who will unlock door from the outside with keys. 

LOCKDOWN / BARRICADE: 

any warning 

Demands quick action; an active shooter, for example, can fire 
one round per second 

Requires common sense thinking under duress; do what must 

Once a room is secured, no one is allowed to enter or exit 
under any circumstances 

Prioritize clear communication. Remove face covering if necessary. 
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LOCKDOWN / BARRICADE 

THINK ON YOUR FEET 
In the event of a Violent Intruder on campus, quick thinking is imperative for survival. 
Especially when an active threat of violence is present, an individual must think on their feet 

during a chaotic scene. Proper training should include helping staff recognize the sounds of 
danger and teaching them to forcefully communicate and take necessary action. 

These actions would likely include: 

ESCAPE / GET OFF CAMPUS: 

immediate vicinity 

Safely get off campus; find a position of cover or safe place 

Guide/encourage others you might encounter on the way to follow 
you to safety 

Call 911 immediately to report location and request emergency 
services if necessary 

Once in a safe place – stay there 

HIDE / LOCKDOWN / BARRICADE: 

Clear all hallways; get students and staff inside immediately 

for Lockdown/Barricade as practiced 

Direct all those in the room to remain still and quiet; turn off/ 
silence cell phones 

hiding place on campus 
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LOCKDOWN / BARRICADE 

FIGHT: 

in the environment such as fire extinguishers or chairs 

There are documented instances where aggressive action on the part 
of the victims resulted in stopping the attacker 

resort response 

LOOK, LISTEN, AND LEAVE: FIRE ALARM 
If site alarm is triggered during Lockdown/Barricade, always respond with caution and 
LOOK and LISTEN LEAVE. 

LOOK - open the classroom door and look out. Do you see smoke or fire? 

notice anything out of the ordinary? 

LISTEN - in addition to the alarm, are there other sounds? Do you hear 

LEAVE - only after determining it is safe to do so, direct students to leave 
the room toward the pre-determined evacuation spot 
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EVACUATION 

EVACUATION

EVACUATION
emergencies: 

Chemical accident 

Explosion or threat of explosion 

Fire 

Earthquake 

EVACUATION 
“DROP, COVER, and HOLD ON” protocol. Students and staff should 

hold onto furniture. 

THINK ON YOUR FEET: 
LOOK, LISTEN, AND LEAVE - FIRE ALARM 

Before evacuation, take a moment to look outside the door 
for any potential dangers. Listen for anything unusual that might 

pose a safety risk. Once it’s determined the path is safe, 
evacuate the office or classroom to a designated safe area. 

EVACUATION: 

or off-site 

Requires that students remain with assigned teachers unless 

Requires that staff and students assist those with special needs 
to ensure for safe egress of all 
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EVACUATION 

EVACUATION ROUTES: 
Take care in choosing a designated evacuation area. Consider whether there is a clear route to 
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