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The Li-Ming Chinese Academy Emergency Announcement
Standard Operating Procedure

Example: Incase the Montgomery County school facilities are closed due to the inclement weather.
(School closing for community activities per ICB web posting)

Vincent Want (2 ¥ 3% Li-Ming Facility Coordinator with ICB) will closely contact OCUPF and wait for
words from him (Usually not until early morning on Sunday, but sometimes we did get words on Sat.). In

case facility closes, Vincent will notify Wei-Tung Liao (%% & 4t Principal). Vincent will call:

(1) Wen-Lu Chao (3} 2= 4, Allhands editor) - send an emergency Allhands e-mail and inform Webmaster
to put announcement on li-ming.org.
(2) Li Wang (2 ., Curriculum & Instruction Department) - call Assistant Directors — call teachers under

their groups — call room parents — room parents will use the-classphone-tree e-mail to notify every
family in the class

(3) Man-Mei Chang (5& /& 4%, Extracurricular Department) - devise own procedure to notify
extracurricular teachers and students (e. g., Taichi, Zumba, Chinese painting etc.) who DO NOT have
children in Li-Ming language classes.

(4) Mei-Fen Yen (2 32 %, Room Parents Coordinator) - on standby to answer questions from class

arents.

(5) I:,)D\II Deputy Principals - to staffs in their departments who DO NOT have children in Li-Ming
language classes (e.g., Wen-Wen Lu g < <, Yi-Hsin Yan %] 2 47,JJ Chou F& 2 ;§ , Gene Chou % £

v ..etc.).
(6) Jack Wan (& & %, PA president) to cancel breakfast, lunch orders, and other PA activities in time.



