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Benton County Sheriff’s Office 

Drop, Cover and Hold Exericse Outline 
 Oregon Administrative Rule 104-020-000, Earthquake Preparedness Drill 

 Drop, Cover and Hold 
 

Updated:  February 17, 2004 
 
 

Purpose 
To assist organizations in the planning and conduct of annual earthquake, self-protective measure drills as 
per organization guideline, policy or Oregon Administrative Rule1. 
 
 
Exercise Steps 
It is generally recommended to involve staff and/or supervisory personnel from workgroups who will 
participate in any planned exercise in the planning, implementation and evaluation of the exercise.  These 
key personnel can help design an exercise that will test important functions or systems and highlight 
successes or weaknesses that deserve attention in their unique work area.  They can also help to ensure 
serious participation and follow through on the part of their represented employee groups. 
 

A. Review organizational policy regarding 1) emergency procedures (earthquake), 2) 
evacuation, 3) securing worksites/facilities, and 4) the public and on-site visitors, including 
non-English speaking persons, persons with disabilities, infants, or others that present  
communication or physical challenges. 

 
Note:  Steps B & C are interdependent and do not necessarily occur in separate sequence. 

 
B. Identify exercise participants, workgroups, worksites/locations.  Identify exercise assessors 

who may also participate but who will be assigned to observe the response of others.  
Assessors will gather and provide important feedback to the exercise conductor at the 
conclusion of the drill. 

 
C. Set exercise objectives, i.e., “…to exercise worksite emergency self-protective response,” 

“…to test our emergency communications plan,” “…to exercise evacuation and assembly 
point drills,” “…to test new policy or procedures,” and so on.  List all objectives, but it is 
recommended to keep the focus narrow and specific.  Objectives should be achievable and 
performance measurable.  Involve employee groups/work units in setting objectives that may 
be relevant and unique to their situation and operation. 

 
D. Set exercise date, time and determine how exercise will be announced, i.e., loudspeaker, 

radio, telephone, verbally, at the predetermined date/time.   
 

                                                 
1 Senate Bill 13, Earthquake Preparedness Drills (language attached). The purpose of the rule is to provide guidance for state 
and local government agencies of any size and other employers with 250 or more full-time employees to conduct mandatory 
annual earthquake drills for employees located within office buildings.   
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E. Inform staff.  Determine whether you wish to pre-warn staff or supervisory personnel of the 
exercise date, time, expectations.  In either case, make certain that any announcements contain  
“This is an exercise…” as the first communication. 

 
F. Train employees and review policies/procedures.  Conduct relevant training and review of 

policies and procedures prior to the exercise.  (Note:  In some cases, exercises are conducted 
without prior training to identify deficiencies or to underscore the need to take corrective 
action.  This approach is generally not recommended as it emphasizes failure versus success.)  
Make sure that both training and exercises/drills include a physical  practice of appropriate and 
expected behaviors or skills.  This is particularly important where counter-intuitive, self-
protective measures are advocated (drop, cover and hold versus running out of doors, for 
example).  Physically practicing the correct procedures will help employees imprint and recall 
correct behaviors in an emergency. 

 
Benton County Emergency Management staff can provide training to your organization or 
workgroup in this area with some particularly convincing and relevant examples of why we are 
concerned about earthquakes in Benton County and why “drop, cover and hold” is the 
proscribed self-protective measure when the shaking starts … even in older buildings.  The 
presentation is generally 40-60 minutes and can be adjusted some for available time.  Call 
541.766-6864 for more information. 

 
G. Conduct the exercise/drill.  Be sure to announce the exercise in a way that everyone within 

listening range knows it is an exercise, example, “This is an exercise for an earthquake.  The 
building is shaking now.”  You may add, “Take Cover.”  If you may be communicating with 
hearing impaired personnel or visitors, be sure to also communicate in a way that is clear for 
them.   

 
Designated exercise assessors should carefully observe employee responses and behaviors, 
including evacuation and assembly if that is a part of your exercise.  Between 30-60 seconds 
after announcement of an earthquake, announce that the shaking has stopped.  (Typical  
duration for an initial earthquake is between 15 and 50 seconds.)  Participants should not leave 
their cover until they are told the shaking has stopped.   

 
H. Conclude the exercise.  Announce conclusion of the exercise.  Either after the shaking has 

stopped, or after participants have carefully evacuated, gathered and accounted for everyone at 
the assembly point, depending upon your exercise.   

 
Your exercise may also include lead or supervisory personnel gathering other members and 
encouraging evacuation behaviors and/or a cursory clearing and marking2 of workspaces after 
employees egress. 
 

I. Assessors gather feedback from assigned areas, noting problems, challenges, concerns in 
addition to their observations of employee behavior. 

 
                                                 
2 Example, one Corvallis School has a trained and equipped search team of staff members who go back into the building and 
conduct a methodic search for lingering or injured people.  As each room is “cleared,” the door is shut and a garbage can is 
placed directly in front of the door – communicating that the room has been searched. 
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J. Exercise debrief.  Assessors, exercise conductor and management/supervisory staff debrief 
the exercise and document/record participation, results and corrective actions needed. 

 
K. Provide feedback to employees and implement corrective actions. 
 
 
Attachments:   Exercise Outline/Worksheet “Drop, Cover, Hold” 

OAR 104.020.000, Earthquake Preparedness Drills 
Drop, Cover and Hold On! 
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Exercise Outline/Worksheet – ”Drop, Cover, Hold” 

     
A.  Review Organization Policy 
 Initial Review completed by:  Date: 
  Exercise Coordinator:  
 Work unit reviews completed by:   
  Unit/Supervisor: Date: 
  Unit/Supervisor: Date: 
  Unit/Supervisor: Date: 
  Unit/Supervisor: Date: 
  Unit/Supervisor: Date: 
  Unit/Supervisor: Date: 
  Unit/Supervisor: Date: 
  Unit/Supervisor: Date: 
  Unit/Supervisor: Date: 
 

B. Set Exercise Objectives (specific, measurable) 
 1.  
 2.  
 3.  
 4.  
 5.  
 6.  
 7.  
 8.  
 9.  
 10.  
 

C.  Identify Exercise Participants 
  Work Unit Supervisor Designated Assessor 
     
     
     
     
     
     
     
     
     
     
 

D. Set Exercise Date, Time, Location 
 Date: Time:  
  Location(s): 
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E.  Inform Key Staff of Exercise   
 Date:   
     
     
F.  Conduct Staff Training 
 Work Unit Supervisor Date Trained 
    
    
    
    
    
    
    
    
    
G.  Conduct Drill 
 Date: Time: # Participants:  
    
H, I, J.  Conclude Drill, Gather and Review Feedback 
 Date: Time: Location: 
    
K.  State/Implement Corrective Measures (list) Completed Date: 
 1.  
 2.  
 3.  
 4.  
 5.  
 6.  
 7.  
 8.  
 9.  
 10.  
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Oregon Administrative Rule  

CHAPTER 104 - DIVISION 20 
EARTHQUAKE PREPAREDNESS DRILLS 

 
104-020-000 
Purpose 
 
The purpose of the rule is to provide guidance for state and local government agencies and employers 
with 250 or more full-time employees to conduct mandatory annual earthquake drills for employees 
located within office buildings.   
 
104-020-010 
Definitions 

 
(1) "State and local agency” means a state or local government office, department, division, bureau, 

board, or commission that is assigned, renting, leasing, owning or controlling office space for 
carrying out its duties either in one or multiple locations.  'State or local agency' includes the 
legislative assembly (i.  e.  legislators) when in regular session.   

 
(2) "Employers with 250 or more full-time employees" mean employers with 250 or more full time 

employees in Oregon, who are not state and local agencies.   
 

(3) “Office Building” means a building whose primary function is office work.  It does not include 
those non-office buildings whose primary function is manufacturing, assembly, warehouse, 
laboratory, maintenance, or other non-office situations.   

 
(4) “Earthquake drill”, as outlined in guidelines established by Oregon Emergency Management, 

means drop, cover, and hold or other protective action, if drop, cover and hold is not possible.   
 
104-020-020 
Drill Requirements 
 
Those required to conduct the drill are certain office employees of state and local agencies and certain 
office employees of other employers who have 250 or more full-time employees.   

 
(1) State and local agencies 

 
a. State and local agencies fall under the drill requirement regardless of the type (full and 

part time) and number of employees and number of works sites.   
 
b. All office employees are required to drill, except where there is a mix of office and non-

office employees at a work site.  If the office employees at a mixed work site are in the 
majority they are required to drill.  If not, they are not required to drill.  If an agency has 
more than one work site, each work site is evaluated separately according to this majority 
rule.  A work site is defined as a site that has one street address, which may contain one or 
more buildings.   
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(2) Employers with 250 or more full time employees 
 
a. Employers with 250 or more full time employees fall under the drill requirement 

regardless of the number of work sites.  The 250 or more full-time employees include all 
full time employees.   

 
b. All office employees (including both full and part time) are required to drill, except where 

there is a mix of office and non-office employees at a work site.  If the office employees at 
the mixed work site are in the majority they are required to drill.  If not, they are not 
required to drill.  If an employer has more than one work site, each work site is evaluated 
separately according to this majority rule.  A work site is defined as a site that has one 
street address, which may contain one or more buildings.   

 
104-020-030 
Drill Guidelines 

 
(1) The earthquake drill shall be the drop, cover and hold, or if not possible, other protective action.  

Written information on pre-designated evacuation routes and procedures for exiting the building 
shall be made available to employees.   

 
(2) Guidelines for the drill and evacuation procedures are posted on the web sites of Oregon 

Emergency Management (OEM) and the State Department of Geology and Mineral Industries 
(DOGAMI).   

 
104-020-040 
Drill Records 

 
(1) Each state and local agency and employer with 250 or more full-time employees shall maintain a 

file that documents the date the earthquake drill was conducted.  The file can be either 
maintained at one central location, for those agencies or employers that have multiple locations, 
or maintained at each location.  If maintained at a central location, the record shall be kept in the 
office of the agency or company head.  If maintained at each agency location, then the record 
shall be kept in the office of the manager at that site.   

 
(2) For those agencies, companies and organizations that fit the drill criteria, drill waivers may be 

granted each year in exceptional circumstances and for good cause.  Petitions must be submitted 
by the executive head of the state agency, local agency, company, or organization requesting the 
waiver to the Earthquake Program Coordinator, Oregon Emergency Management, 595 Cottage 
St.  NE, Salem, OR 97301.   

 
Stat.  Auth.  : Chapter 366, Oregon Laws 2001 
Stats.  Implemented: Chapter 366, Oregon Laws 2001 
 
 
Examples 
State/local agencies
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1. A state agency has three locations: two office sites and one maintenance yard.  Full and part time 
employees at the two office sites are required to drill.  The maintenance yard has 20 full and part 
employees, with only two in the office.  The office employees at the maintenance site are not 
required to drill, because they make up less than 50% of the employees at that site.   

 
2. A local public works agency has one site: a maintenance shop/yard.  Only 5% of the full and part 

time employees are in the office.  The rest are road crews, mechanics, etc.  The office employees 
are not required to drill.   

 
250 or more full time employees  
 

1. A company has less than 200 full time employees at one site in Oregon: an office building.  The 
office employees are not required to drill.   

 
2. A company has 300 full time employees at three sites in Oregon: a corporate office, one 

manufacturing site, and one mixed site.  The company evaluates their drill status based on the 50% 
rule.  The corporate office has 120 full and part employees (all office employees).  The employees 
are required to drill.  The manufacturing site has 120 full and part time employees in which 10% 
are in offices.  The office employees are not required to drill.  The mixed site has 120 full and part 
time employees in which 55% are in offices.  The office employees are required to drill.   



Drop, Cover and Hold Earthquake Drill 
DROP    COVER    HOLD 

     
 
When an earthquake strikes:

• If you are indoors when an earthquake strikes, stay there.  Drop, cover, and hold, alongside or 
beneath something sturdy - protecting your head, neck and eyes by pressing your face against your 
arm, until the shaking stops.  If there is no “cover,” go to an interior wall or doorway, crouch low 
and protect your head, neck and eyes.  For example, sit on the floor against an interior wall away 
from windows, skylights, doors, and things that could fall.   

• If you are outdoors, move quickly and safely into the open, away from electrical lines, trees, and 
buildings.  Drop to the ground and wait for the shaking to stop.   

• If you are driving, carefully and slowly bring your vehicle to a stop at the side of the road away 
from traffic.  Do not stop on or under bridges, under power lines or near roadway signs that might 
fall.  Once the shaking has stopped, you can continue driving, but watch carefully for possible 
damage to the roadway.   

Resources 
Homeowner Resources: 
Institute for Business and Home Safety  
http://www.  ibhs.  org/natural_disasters/earthquake.  
asp?id=3  
Preparedness Resources 
American Red Cross – Prepare for Life 
http://www.  prepareforlife.  org  
American Red Cross, Oregon Trail Chapter 
http://www.  redcross-pdx.  org/  
Mitigation and Partner Resources 
Partners for Disaster Resistance: Showcase State
http://www.  oregonshowcase.  org  
Oregon Emergency Management 
http://www.  osp.  state.  or.  us/oem  
Federal Emergency Management Agency - 
Mitigation and Preparedness  
http://www.  fema.  gov/mit  
http://www.  fema.  gov/lib07  

General Information on Earthquakes 
Oregon Dept.  of Geology and Mineral 
Industries 
http://www.  OregonGeology.  com  
Cascadia Region Earthquake Workgroup 
Household and Business Protection 
Information:  
http://www.  crew.  org/mitigation/homemit.  html 
http://www.  crew.  org/mitigation/busmit.  html  
US Geological Survey Oregon Earthquake 
History  
http://www.  neic.  cr.  usgs.  
gov/neis/states/oregon/oregon_history.  html  
National Tsunami Hazard Mitigation Program 
http://www.  pmel.  noaa.  gov/tsunami-hazard  
University of Washington Department of Earth 
and Space Sciences  
http://www.  geophys.  washington.  edu  
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http://www.ibhs.org/natural_disasters/earthquake.asp?id=3
http://www.ibhs.org/natural_disasters/earthquake.asp?id=3
http://www.ibhs.org/natural_disasters/earthquake.asp?id=3
http://www.prepareforlife.org/
http://www.redcross-pdx.org/
http://www.redcross-pdx.org/
http://www.oregonshowcase.org/
http://www.osp.state.or.us/oem
http://www.fema.gov/mit
http://www.fema.gov/mit
http://www.fema.gov/lib07
http://www.fema.gov/lib07
http://www.%20%20oregongeology.%20%20com/
http://www.crew.org/mitigation/homemit.html
http://www.crew.org/mitigation/homemit.html
http://www.crew.org/mitigation/busmit.html
http://wwwneic.cr.usgs.gov/neis/states/oregon/%20oregon_history.html
http://wwwneic.cr.usgs.gov/neis/states/oregon/%20oregon_history.html
http://wwwneic.cr.usgs.gov/neis/states/oregon/%20oregon_history.html
http://webmail.uoregon.edu/redirect?http://www.pmel.noaa.gov/tsunami-hazard
http://webmail.uoregon.edu/redirect?http://www.geophys.washington.edu
http://webmail.uoregon.edu/redirect?http://www.geophys.washington.edu
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EARTHQUAKE EVACUATION EVALUATION AND CHECKLIST  
 
Is our building safe for occupancy after an earthquake?  
State employees work in all kinds of buildings for all kinds of uses and in dozens of jurisdictions across 
the state.  The earthquake risk varies across Oregon.  Furthermore, earthquakes come in many 
magnitudes, making it difficult to predict the amount of damage that may occur.   
In a minor quake it may not be necessary to evacuate the building.  On the other hand, if there is 
significant damage it is best to evacuate.   
 
The EARTHQUAKE EVALUATION GUIDE can be used for two purposes:  

 
(1) After a quake the Site Emergency Coordinator (SEC), with input from top management 

and Evacuation Coordinators (ECs), must decide about evacuation.  The SEC and ECs can 
use the guide to help decide whether it’s safe or unsafe to remain inside.   

 
(2) If evacuation takes place and there are no facilities people on hand to check for safe re-

entry, employees must decide for themselves, just as they would in their own homes.  
Occupancy is likely safe if: 

 
a. the quake leaves little evidence of damage outside the building or across the 

neighborhood and town, and  
 
b. the basic inspection finds no or little evidence of damage to the building and its 

interior components.   
 
A quake that causes noticeable damage within the building and surrounding area calls for more care.   
 
We used the EVALUATION GUIDE and still are unsure the building is safe.  Shall we call in 
professionals to inspect it?  
 

Professionals understand structural damage issues.  They include engineers, building inspectors, 
architects, contractors, or people with construction background that are familiar with building 
construction.  Those who have been trained and registered by the Building Codes Division may also 
post a building as safe or unsafe to occupy.  Registered inspectors work with the local building 
official who coordinates the review of buildings in their jurisdiction, based on priority ranking.  
Hospitals and care facilities, police and fire stations, emergency centers, water and sewer plants and 
schools are at the top of the list.   

 
Since it may be some time before you can obtain a professional inspection, you may not be able to 
wait.  If there are no facilities people on hand, make a judgment call based on circumstances.  
Consider such things as whether there are landslides, large fissures, or movement in the surrounding 
ground.  Per Evaluation Guide, what is the extent of damage to the building?  What do local 
authorities on radio or TV say about damage to utilities, roads, and adjacent buildings in the area?  
 
If your building appears to be unsafe, assume staying inside or re-entering is dangerous.  There may 
be hidden damage to the structure, gas lines, electrical, water, sewer, or other building components.  
If there is damage, it may be worsened suddenly by an aftershock.  If still unsure whether the 
building is safe to occupy, call in the professionals.  
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Instructions:  Inspect your building for conditions listed below.  Use the answers to help make 
your decision of whether the building is safe to occupy.   

EARTHQUAKE EVALUATION GUIDE  YES NO 
MORE 

REVIEW 
NEEDED 

Conditions 1-12 are critical life safety issues.  If there is fire, pull alarm and evacuate.  If 
response to any other item is YES, STOP and go report to your SEC or top manager and 
evaluate at once.   

1. Fire?  If yes, pull the fire alarm!     
2. Smell natural gas or overturned LPG tanks?     
3. Building collapsed, partially collapsed, or moved 

off its foundation?     

4. Roof or floor framing separated from vertical 
supports or broken open?     

5. Arcing wires or equipment?     
6. Large diagonal or stepped cracking in un-

reinforced masonry walls?     

7. Collapsed, out of plumb, or tilted floors or walls?     
8. Collapsed suspended ceiling, lights or ducts?     
9. Significant cracks in beams or supports?     
10. Dislodged or buckled columns, support posts, or 

roof trusses?     

11. Danger from falling hazards from adjacent 
buildings that are damaged?     

12. Facades, windows, or parapets fallen from 
building or dislodged?     

 

EARTHQUAKE EVALUATION GUIDE  
Page 2 YES   NO 

MORE 
REVIEW 
NEEDED 

Continue inspection if answers to above are NO.  Go through rest of the checklist.  No 
condition below alone may be critical, but put together they are important in your evaluation 
decision.  If your answer is NO for all, it is questionable that you need to evacuate.   

13. Water leaks?     
14. Chunks of fallen plaster or paint?     
15. Other fallen debris in building?     
16. Office furnishings have fallen or tipped over?     
17. Light fixtures have come loose?     
18. Office equipment damaged?     
19. Windows or mirrors have cracked?     
20. Wall cracks more than 1/4 of an inch wide?     
21. Cracks that extend clear through wall?     
22. “X” shaped cracks in exterior wall?     
23. Sudden loss of phone or power?     
24. Sticking doors?     

 



 
Drop, Cover and 

Hold On! 
 
 

(From the Earthquake Survival Program) 
 

Whether you are in your home, a classroom, a 
high-rise or another type of building, it is 
important to know how to protect yourself during 
an earthquake.  Falling and fallen objects cause 
most earthquake-related injuries.  Practice 
earthquake safety actions such as the “Drop, Cover 
and Hold” drill.  Teach yourself and members of 
your family to react automatically and correctly 
when the shaking starts - to save lives and prevent 
injuries.  Practice. 
 
HOW? 
If you are outdoors, get into an open area, away 
from trees, buildings, walls and power lines.  If you 
are indoors, follow the steps below. 
 
DROP or drop down to the floor.  Stay away from 

windows, bookcases, heavy mirrors, hanging 
plants and other heavy objects that could fall.  
Watch for falling plaster or ceiling tiles. 

 
Take COVER under or beside something sturdy. 

Seek COVER against an interior wall if it is 
not possible to take cover under a sturdy desk, 
table or other piece of furniture.  If you’re in 
bed, get down along side the bed – not under it.  
Protect your head and neck with your arms.  
Avoid danger spots near windows, hanging 
objects, mirrors or tall furniture.  Stay under 
COVER until the shaking stops. 
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HOLD ON to your cover.  Be prepared to move 

with it.  HOLD the position until the shaking 
stops and it is safe to move. 

 
 

 
WHERE? 
Earthquakes do not always occur when you and 
your family are at home or school.  Here are some 
additional safety tips if you are at other locations 
when the shaking starts: 
 

If you are in a HIGH-RISE BUILDING and are 
not near a sturdy desk, table or other piece of 
furniture, move against an interior wall, DROP 
and COVER your head with your arms.  Do not 
use elevators.  Expect fire alarms and 
sprinklers to activate. 

If you are OUTDOORS, move to a clear area, 
away from trees, signs, buildings or electrical 
wires and poles. 

If you are on a SIDEWALK near BUILDINGS, 
move into a doorway to protect yourself from 
falling bricks, glass, plaster and other debris.  
HOLD ON until the shaking stops. 

If you are DRIVING, pull over to the side of the 
road and stop.  Avoid overpasses, power lines 
and other hazards.  Stay inside the vehicle 
until the shaking stops. 

If you are in a CROWDED STORE or other 
PUBLIC PLACE, DROP, COVER and HOLD.  
Move away from display shelves containing 
objects that could fall. 

If you are in a WHEELCHAIR, stay in it.  If 
possible, move to COVER.  Lock your wheels 
and protect your head with your arms. 

If you are in the KITCHEN, move away from the 
refrigerator, stove and overhead cupboards.  
[Take time NOW to anchor appliances and 
install security latches on cupboard doors to 
reduce hazards.] 

If you are in a STADIUM or THEATER, stay in 
your seat and protect your head with your 
arms.  Stay calm. 

 
Experience Says… 
Be prepared for earthquake aftershocks.  Plan 
where you will take cover when they occur. 
 
 
For more information, contact: 
Benton County Sheriff’s Office 

Emergency Management 
180 NW 5th Street 
Corvallis, OR  97330 
541.766.6864, 766-6052 - fax 
http://co.benton.or.us/sheriff/ems/index.htm
 
 

http://co.benton.or.us/sheriff/ems/index.htm
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