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	DRAFT Active Shooter, March 19, 

	Working staff—Pat, Jamila, Sherita, Katrina, Margaret 

	
	
	

	Date & Time
	Location
	Activity  
	Staff Assigned 

	Advance work

	
	
	
	

	March 11
	
	Send confirmations
	Jamila & staff

	Thurs., March 1
	
	Complete flash drives, badges, handouts, bags with books and grenades, evaluation forms
	Jamila, Sherita, Letty

	Friday, March 15
	Pat’s Office
	Staging area

	

	
	
	

	
	
	

	Monday, March 18


	Monday, 11 am
	 
	Load and leave for LAC + USC
	Jamila, 

	Monday, noon
	LAC + USC, Large Auditorium 
	Set up registration, A/V, vendor tables
	Pat, Daniel, Jamila 

	
	
	
	

	
	
	
	


	Tuesday, March 19


	6 am
	Large Auditorium Registration Area
	Set Up; check bus transportation
Ambassadors in position—one at lot ten and another at lot 12 to direct to building.  

Vendors should arrive and unload at Materials Management Office
	

	7 am
	Large Auditorium
	Continental breakfast is set up; vendors in position
Open registration—distribute color group badges, agenda, ground rules/safety page, attendee list, resolve any balances due or substitutions, waiver signed by each attendee, 
Slide on screen shows logos of HASC, AlliedBarton and less prominently the three other sponsors.  Two banners on sides of stage.

Speakers check A/V


	Sherita, Letty, Margaret 
Katrina to be assigned a/v

Daniel and Darren

	
	
	
	

	8:15 am
	Large Auditorium
	Pat self introduces welcomes/ thanks attendees asks group to take their seats.  Ask to silence cell phones and for safety purposes, please give up undivided attention.
Intros and thanks Ken Bukowski, AlliedBarton
	

	8:17 to 8:20 am
	Large Auditorium
	Ken speaks
	

	
	
	
	

	8:20 to 9:45 am
	Large Auditorium
	Daniel and Darren self introduce.  Present orientation.  Session ends with directions to all four groups, where to go next session.
	

	9:30 am
	Hallways, Elevators, stairwells
	Ambassadors take positions to direct traffic
	Daniel’s group

	9:45 am
	Large Auditorium
	Water available
	?

	10 to 11:30 am
	Small Auditorium
	Group X

Lisa and Caryn self introduce; 
	Jamila checks in

	10 -- 11:30 am
	ED Room 1350
	ER Drill
	Facilitators:   Darren Morgan and Frank Michaud

Safety Officer:  Miguel Gonzales

Law enforcement, observers/scribes in position.  
Aviva has volunteered to scribe (needs job description)


	
	2nd Floor Office GH2640
	
	Facilitators:  Kawika Feltman and Chris 

Law enforcement, 

HASC staff volunteer  (needs job description)

	11:30 am – 12:30 pm
	Large conference Room
	Lunch (box lunches)
	Jamila checks for arrival of lunch
Ask LAC for additional trash removal.

	12:30 pm to  2 pm
	ED Room 1350


	
	Same as previous 

	12:30 pm to  2 pm
	2nd Floor Office GH2640
	
	

	12:30 pm to 2 pm
	Small Auditorium
	Lisa and Caryn self introduce
	

	2:15 to 2:45 pm
	Large Auditorium
	Merritt Schreiber
	Daniel introduces

	2:45 to 4:15
	Large Auditorium
	
	Daniel and Darren introduce panelists

	4:15 wrap up
	
	
	Daniel and Darren end day

	
	
	
	Staff collects evaluations in return for CEUs

	
	
	
	 

	
	
	
	


Active Shooter Drill, Staffing Plan and Flow for the Day, March 19

