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Foreword 
 

In line with the recommendation of 2030 Sendai framework for 

disaster risk reduction (DRR), in reducing the death rate due to disasters 

and the number of residents exposed to disasters, economic losses, the 

damage of vital infrastructures, and the failures of basic services, the 

Government through the National Disaster Management Agency develops 

a policy on reducing the Disaster Risk Index until 2019 by 30%. 

The Ministry of Education and Culture, who is responsible to 

manage education, has the obligation to reduce the disaster risk level in 

education units through the implementation of safe schools/madrasa 

(SMAB). As of 2013, a total of 25,620 schools/madrasas have made 

numerous efforts to reduce various risks including the disaster risks. 

In 2011, parties comprising the government, international 

development partners, and business professionals formed the National 

Secretariat for Safe School to oversee the advocation and implementation 

of SMAB.  Starting in 2016, the National Secretariat for Safe School is 

operating under the coordination of the Directorate of Supervision of 

Special Education and Services (PKLK). Therefore, in order to reduce the 

disaster risk index at Special Schools (SLB), the Directorate of PKLK 

together with the development partners for safe school develop the 

Technical Guidelines for the Implementation of Safe School/Madrasa 

(SMAB) for children with special needs.  The guidelines are adapted from 

the technical guidelines for the implementation of SMAB developed by 

BNPB. 

We would like to thank all parties involved in the technical 

guidelines’ development. We hope that these guidelines can provide clear 

directions for SLB in establishing SMAB for children with special needs. 
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PREFACE 
 

 

Through the Coordinating Ministry for People's Welfare in 2010, the Indonesian 
government committed to a ‘One million Safe Schools and Hospitals’ global campaign. 
It is based on the UN International Strategy for Disaster Reduction (ISDR) program, 
specifically building resilient cities by focusing on the risks in the urban areas. In line 
with that objective, National Disaster Management Agency (BNPB) supports the Safe 
School campaign through the issuance of the BNPB Head Regulation (PERKA) No. 4 of 
2012 on the Guidelines for the Implementation of Safe School/Madrasa (SMAB). The 
issuance of this PERKA is also a follow-up action of 2005-2015 Hyogo Framework for 
Action (HFA). Currently, it serves as the 2015-2030 Sendai Framework for Disaster Risk 
Reduction/SFDRR. 

 
In supporting the disaster management goals in the 2015-2019 National Medium 
Term Development Plan (RPJMN) namely reducing the disaster risk index at high 
risk areas, BNPB through the mandate as the disaster management Coordinator 
develops the Policy on Decreasing Disaster Risk Index until 2019 by 30% by 
increasing the disaster management capacity in the District/City level through 71 
regional resilience indicators. One of the indicators is the implementation of safe 
school/madrasa. In establishing Safe School/Madrasa, BNPB takes 4 (four) 
national-level actions, specifically the action to develop policies/guidelines, provide 
facilitators, and conduct the implementation as well as monitoring and evaluating. 

 
Have taken the characteristics of children with special needs into accounts, these 
technical guidelines deserve our highest appreciation. These technical guidelines are 
expected to serve as the reference in the Implementation of Safe School/Madrasa in 
the region including at the special schools to ensure the accomplishment of the 
predefined goals. 
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CHAPTER I 
INTRODUCTION 

 

 

A. Background 
Geographically, Indonesia is located on a series of tectonic 
plates: Australasian, Pacific, Eurasian, and Philippine, rendering 
the country vulnerable to geological changes. The interaction of 
these plates creates tectonic plates (red line) inducing 
earthquakes and formation of a series of volcanoes. Indonesia 
has 129 active volcanoes. Currently, all of which are being 
monitored by the Directorate of Volcanology and Geological 
Hazards Mitigation (ESDM). The tectonic plates are monitored 
by the Meteorological, Climatological, and Geophysical Agency 
(BMKG), which is responsible to provide immediate information 
on earthquakes and tsunamis. Its volcano-rich nature poses 
Indonesia under the threat of volcanic eruption. In addition, 
there are 5,590 watersheds (DAS) located throughout Sabang 
to Merauke that contribute to the formation of the archipelago. 

 

 

Indonesian climates are greatly influenced by its location and 
geographical characteristics spreading as vast as 6,400 km 
between the Pacific Ocean and the Indian Ocean. Indonesia 
has 3 basic climate patterns: monsoonal, equatorial, and local 
climate system. This causes dramatic differences of rainfall 
patterns in the country. Indonesia’s geographical location on the 
contact area of Australasian, Pacific, Eurasian, and Philippine 
tectonic plates makes it vulnerable to earthquakes and 
landslides caused by the tectonic plates’ movements. 
Earthquakes with certain magnitudes in a particular location can 
cause tsunamis and floods. The 2004 earthquakes occurred in 
Aceh had caused tsunami that resulted in great impact and 
killed 230,000 people in more than 14 countries. 

 

 

According to the data from the National Disaster Management 
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Agency (BNPB), over the last 30 years (1982-2014), there have 
been 13,729 disaster occurrences dominated by floods and 
followed by landslides, strong winds, droughts, and other 
disasters. The highest number of fatalities, however, was 
caused by earthquake that is followed by tsunami (resulting in 
174,101 deaths), earthquake (15,250 deaths), flood and 
landslide (7,555 deaths) and other disasters (28,603 deaths). 
The most recent data shows that, on average, there are ten 
earthquakes occur each year which results in considerable 
damages in Indonesia. The complex and challenging condition 
is made worse with the impacts of climate change. Climate 
change will continue to create great impacts on the intervention 
of humanity program and developmental program. Further, it 
will pose more challenges to the development and organization 
of education sector. 

 

 

In addition to fatalities, disasters may cause physical damages. 
Among others are damages on public service buildings that 
eventually disturb the daily activities. Among the existing public 
service facilities, basic service building, such as school building 
and those related to health care, such as hospital, community 
health center, assisting community health center, and integrated 
service post, are social facilities in which human becomes the 
priority. 

 

 

- 2004: The earthquakes and tsunami in Aceh caused 
173,000 casualties and destroyed 2,000 school buildings. 

- 2006: The earthquake in Yogyakarta destroyed 2,900 
school buildings and caused 6,000 casualties. 

- 2009: The earthquake in West Java killed 79 people, 
destroyed 2,091 school buildings, and demolished 35 
school buildings. 

- 2009: The earthquake in West Sumatra caused 1,247 
school buildings to be heavily damaged, 919 moderately 
damaged, and 670 
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lightly damaged.  The earthquake killed 1,100 people. 
- 2010: The earthquake and Tsunami in Mentawai caused 7 

schools to be heavily damaged. 
- 2013:  The earthquake in Bener Meriah and Central Aceh 

caused 327 schools and 30 madrasas to be heavily 
damaged. 

- 2013: The eruption of Mt. Sinabung in Sumatera caused 
185 schools to be heavily damaged, some of them had to 
be relocated. 

- 2013:  The earthquake in North Lombok caused 30 schools 
to be heavily damaged. 

- 2014: The eruption of Mt. Kelud in East Java caused 394 
schools in Kediri to be heavily damaged. 

 

 

Fortunately, most of the disasters occurred outside active 
school hours, thus causing no fatality, except in Padang, West 
Sumatra in 2009, where many students were injured and 
several others died. School that are not strongly built are 
vulnerable in terms of security. It does not only threaten the 
lives of the children, but also causes damage or destruction for 
the physical infrastructure, leading to the loss of economic asset 
for a country. Furthermore, the great cost to reconstruct the 
buildings will disturb the state financial and economy condition 
in general. 

 

 

The efforts taken by the Government and the Regional 
Government within the last four years included the documenting 
comprehensive data about the school condition in Indonesia, of 
whether they are in the categories of severe, moderate, light or 
total damage.  These were then followed by conducting the 
repairing process for the damaged schools. However, new 
schools are to be built and schools with light damage may be 
subject to heavy damage in a few years. From the above 
condition, it can be concluded that the school condition will 
evolve. It will be unfortunate that less concern is given in the 
attempt to structurally construct safe school. Therefore, 
rehabilitation, repair, and construction of new school buildings 
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are necessary to implement the school safety principles. 
 
 

The technology of “retrofitting” or “strengthening” can also be 
implemented so that school buildings with heavy damage are 
not to be destroyed completely before any renovation. Instead, 
they can be strengthened to minimize the cost. Furthermore, 
the retrofitting of the school building, along with the 
improvement on the access to the school building for the school 
members with special needs or disabilities, can also contribute 
to the efforts to develop the self-evacuation ability of all school 
members. 

 
 

Besides, safer school construction and retrofit approaches 
involving broader community in combining new knowledge and 
disaster prevention skills can have wider impact to the school. 
School safety approach can become a model for constructing 
and improving the security level for the renovation of residence, 
community health center, and other buildings. Schools can also 
often be a connecting and learning place for the society. 
Children are the fastest learners in terms of receiving 
knowledge. They are not only capable of integrating new 
knowledge within their daily life, but they are also the sources of 
inspiration for the family and society in their environment in 
terms of healthy and safe behaviors that they obtained from 
school. 

 

 

Related to the efforts to protect the citizen from disaster, the 
Government of Indonesia has implemented the Law No. 24 
Year 2007 on Disaster Mitigation. The law clearly stated that 
everyone has the right to obtain education, training, counseling, 
and skills in the implementation of disaster management, both 
in situations where there is no disaster or a situation of potential 
disaster. It is through education that disaster risk reduction 
efforts are expected to achieve broader targets and can be 
introduced earlier to all students, teachers, and other education 
personnel for example by integrating disaster risk reduction 
education into school curricula and extracurricular activities. In 
addition, schools should also implement school safety principles 
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in new school construction or school building rehabilitation 
programs in a sustainable way and follow the advance 
development of building construction technology in accordance 
with local condition. 

 

 

In response to the situation, The Ministry of Education and 
Culture year 2010 issued the Circular Letter No. 
70a/MPN/SE/2010 on Mainstreaming Disaster Risk Reduction 
(DRR) at Schools and, at the same time, committed itself to the 
‘One Million Safe Schools and Hospitals’ global campaign on 29 
July 2010. That circular letter is addressed to the Governors 
and Regents/Mayors across Indonesia and encourages them to 
pay attention to the following three key points: (1) the need for 
implementing school disaster management; (2) the 
implementation of the DRR mainstreaming strategy at school, 
with either structural or non-structural mechanism, to bring 
about the culture of preparedness and safety at school; and (3) 
using this circular letter as the guidelines for implementing the 
DRR mainstreaming strategy at school. 

 

 

On 25 August 2011, the Vice Minister of National Education, the 
Vice Minister of Public Works, the Deputy of Disaster 
Preparedness and Response of BNPB, the Ministry of Public 
Works, DRR National Platform, business owners, Universities, 
and a number of NGOs initiated the establishment of National 
Secretariat for Safe School to supervise the implementation of 
Safe School in Indonesia. On 20 June 2013, the management 
of the National Secretariat for Safe School was transferred to 
BNPB by virtue of the decision achieved in the director-level 
coordination meeting led by the Deputy of Disaster 
Preparedness and Response of the BNPB, whose management 
has been transferred to the Ministry of Education and Culture 
since the DRR month of 2014. 

 

 

By virtue of that multi-party initiative, the Head of BNPB signed 
the Head of the National Disaster Management Agency 
Regulation (PERKA) Number 4 of 2012 on the Guidelines for 
the Implementation of Safe School/Madrasa (SMAB) on 30 April 
2012. The Perka was issued by the Ministry of Education and 
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Culture on the commemoration of the National Education Day, 2 
May 2012. The issuance of this PERKA is the follow-up on the 
Hyogo Framework for Action (HFA) 2005- 2015. HFA was born 
from the commitment of 168 countries in the world to develop 
the disaster resilience of the communities and countries by the 
implementation of DRR in the five-priority action area. As the 
follow-up, at the 2015 World Conference of DRR in Sendai, 
Japan, the Sendai Framework for Disaster Risk Reduction 
2015-2030 was launched. 

 

 

Up to 2013, it has been recorded that 26,620 schools had 
received the intervention from various programs, including 
disaster risk reduction program at the education unit. 

 

 

B. Objectives 
1. Building the culture of preparedness, safety, and cultivating 

the disaster risks reduction as well as building resilience of 
the school community in coping with disasters 
in a planned, integrated and coordinated manner with the 
use of available resources in order to provide protection to 
students, teachers, education personnel, and the 
community nearby the school from the disaster threats and 
impacts; 

2. Disseminating and developing the disaster knowledge to 
the community through school; 

3. Providing recommendations to the relevant parties on the 
condition of the building structures and the accessibility of 
the school environment as the effort to reduce the disaster 
risks that can reach all school members (inclusive); 

4. Developing the safe school/madrasa program. 
 

 

C. Legal Framework 
1. Law of the Republic of Indonesia Number 20 of 2003 on 

National Education System; 
2. Law Number 24 of 2007 on Disaster Management; 
3. Law Number 23 of 2014 on Local Government; 
4. Law Number 8 of 2016 on Persons with Disabilities; 
5. Regulation of the Minister of Education and Culture 
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Number 70 of 2009 on Inclusive Education; 
6. Regulation of the Minister of Education and Culture 

Number 23 of 2013 on the Amendment to the Regulation of 
the Minister of National Education Number 15 of 2010 on 
Primary Education Minimum Service Standards in 
District/City; 

7. Regulation of the Minister of Education and Culture 
Number 72 of 2013 on Education with Special Services; 

8. Regulation of the Minister of Education and Culture 
Number 23 of 2015 on Character Development; 

9. Regulation of the Minister of Education and Culture 
Number 82 on Violence in Education Units; 

10. Regulation of the Minister of Education and Culture 
Number 18 of 2016 on Introduction of School Environment 
for New Students; 

11. Regulation of the Minister of Women Empowerment 
Number 8 of 2014 on Child Friendly School; 

12. Head of BNPB Regulation Number 13 of 2013 on Gender 
Mainstreaming in Disaster Management; 

13. Head of BNPB Regulation Number 14 of 2014 on 
Management, Protection, and Participation of People with 
Disabilities in Disaster Management; 

14. Head of BNPB Regulation Number 4 of 2012 on the 
Implementation of Safe School/Madrasa; 

15. Minister of Education and Culture Circular Number 70a of 
2010 on Disaster Risk Reduction Mainstreaming at 
Schools. 

 

 

D. Technical References for SMAB Implementation 
1. Technical Guidelines for DRR Government Assistance and 

Social Assistance in the Directorate of Supervision of 
Special Education and Services; 

2. Comprehensive safe school/madrasa information sheets; 
3. Technical Guidelines for establishing SMAB in educational 

units through DRR program of the Directorate of 
Supervision of Special Education and Services; 

4. Safe school/madrasa road map, the Ministry of Education 
and Culture 2015-2019; 
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E. School Location 
1. School is located in a disaster-prone area. 

 

 

F. School Criteria 
1. Public School, 
2. Inclusive School, and 
3. Special School 

 

 

G. Implementation Stages 
1. Preparation; 
2. Facilitator Training and Debriefing (Special School’s 

Teachers, Education Quality Assurance Agency (LPMP), 
Non-Governmental Organizations, BPBD Facilitators); 

3. Inclusive SMAB Implementation in the Region; 
4. Monitoring and Evaluation. 

 

 

H. Facilitator 
Safe School/Madrasa implementation in the Region is 
supported by facilitators consisting of the trained SLB Teachers, 
LPMP, BPBD, Non-Governmental Organizations, 
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and professionals competent in SMAB fields and the SMAB 
facilitators formed by BNPB. 

 

 

Facilitators are a Team responsible to work with the school 
community in facilitating the implementation of safe 
school/madrasa in accordance with the specified targets as well 
as to build commitment and agreement for the sustainability of the 
safe school/madrasa implementation program. 

 

 

I. Scope of the Implementation in the Region 
 

 

No. Activity Duratio
n 

Number 
of 
Participan
t 

Target 

1 Workshop on the 

Preparation of SMAB 

Implementation for 

Stakeholders in Charge of 

Education and Disaster 

Sector 

1 day 40 
people 

Stakeholders in Charge 

of Education and 

Disaster Sector 

2 Initial Independent (Baseline) 
Assessment by 

School 

2 days 20 

people 

Educators, Education 

Personnel, School 

Committee, 
Students, including 
those 

with special needs. 3 DRR and Safe School 

Training for Educators, 

Education Personnel, School 

Committee, and Village 

Government 

3 days 40 

people 

Educators, Education 

Personnel, School 

Committee, Village 

Government 

4 DRR and Safe School Training 
for 

Children/Students 

4 days 30 
students 

All students 

including those with 

special needs. 

5 Workshop on the Participatory 

and Inclusive Disaster Risk 

Assessment by taking into 

account the capacity of the 

school community with special 

needs 

2 days 10 

people 

Educators, Education 

Personnel, School 

Committee, 

Students, including 
those with special 
needs. 

6 Workshop on the Action 

Plan Development and 

Disaster Preparedness 

Team Formation 

2 days 10 

people 

Educators, Education 

Personnel, School 

Committee, and 

Student 

Representatives.  
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No. Activity Duratio
n 

Number 
of 
Participan
t 

Target 

7 Workshop on the Preparation 

of School Disaster Emergency 

Response Procedures, 

Evacuation Route Map, 

Evacuation Signage, Assembly 

Point, and School Publication 

Media 

4 days 15 

people 

Educators, Education 

Personnel, School 

Committee, and 

Student 

Representatives 

8 Preparedness Simulation in 
School Environment 

2 days 100 

people 

Educators, Education 

Personnel, School 

Committee, and All 

Students, Including 

Those with Special 

Needs 

9 Final Independent (Endline) 

Assessment 

2 days 20 

people 

Educators, Education 

Personnel, School 

Committee, 

Residents Nearby 

the School, Student 

Representatives 

10 Workshop on the Evaluation of 
the 

Implementation and Follow 

Up Plans 

1 day 30 

people 

Educators, 

Education Personnel, 

School Committee, 

BPBD, Education 

Office/Department of 

Religious Affairs, 

Legislative Officials, 

Student 

Representatives 

 

*Notes: 
The number of the participants is adjusted to the school 
situation and condition and the students’ disability types. 

 

J. Principles of the Implementation 
The implementation of Safe School/Madrasa according to its 
objectives is multi-sectoral and requires the cooperation of 
various parties. The basic principles of Safe Schools/Madrasa 
underlie cross-sectoral cooperation to strive for synergy in 
realizing Safe School/Madrasa. The main principles are as 
follows: 
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1. Disaster Risk Reduction-Based 
School/Madrasa is intended to reduce the disaster risks 
and ensure the comfort and safety of the learning process. 
In this case, besides contributing to the geological disaster 
risk reduction such as earthquakes and tsunamis, the 
implementation of Safe School/Madrasa is intended to 
reduce the disaster risk caused by environmental damage, 
such as floods and landslides, which occurrences are 
increasing. 

 

 

2. Inclusive 
The implementation of Safe School/Madrasa actively 
involves all school community including those with 
disabilities or special needs in order to ensure that no one 
left in the emergencies. In this case, the Safe 
School/Madrasa organizers have to consider the physical 
and non-physical access expansion to ensure the active 
participation of the school community with disabilities. 

 

 

3. Child-Friendly 
The implementation of Safe School/Madrasa is based on 
the fulfillment of child growth and protection rights. It is 
intended to provide attention to the children's abilities and 
active participations in the best interest of them. 
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CHAPTER II 
IMPLEMENTATION 

 

 

A. Workshop on the Preparation of SMAB Implementation for 
the Stakeholders in Charge of Education and Disaster 
Sectors in the Region 

 

 

1. OBJECTIVES 
a. Disseminating the knowledge on the Safe 

School/Madrasa (SMAB) framework; 
b. Sharing the information regarding SMAB 

implementation through the DRR Directorate-BNPB 
programs; 

c. Obtaining the relevant multi-parties’ commitments and 
supports in establishing SMAB. 

 
 

Notes: 
- SMAB evaluation needs to be conducted prior to 

obtaining the funding from the Regional Budget 
(APBD) (activity 10) 

 

 

2. OUTCOMES 
a. Participants have the knowledge on the SMAB 

framework and objectives, 3 comprehensive and 
inclusive SMAB pillars, and the SMAB implementation; 

b. The information regarding SMAB implementation 
through the DRR Directorate-BNPB programs is widely 
shared; Equating the perception on the roles and 
duties of the 
regional heads, key Regional Working Unit (SKPD), 
and legislative officials in mainstreaming DRR in 
education and other sectors relevant to the objectives 
of SMAB implementation; 

c. The relevant multi-parties’ commitments and supports 
in following up the SMAB implementation are realized. 
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3. MEANS OF VERIFICATION 

a. Minutes; 
b. The Activity Reports and the Follow Up Plans of SMAB 

Implementation; 
c. Photo or Video; 
d. The list of the workshop facilitators and participants as 

well as the results of the independent assessments 
conducted by the facilitators. 
 

4. INFORMANTS AND PARTICIPANTS 
a. INFORMANTS 

Regional Legislative Council (DPRD) (Commission in 
charge of education), Education Office, Regional 
Disaster Management Agency (BPBD), Non-
Governmental Organizations, and professionals 
competent in the SMAB field, and Facilitators. 
 

b. PARTICIPANTS 
40 people consisting of: 
 

Institutions Number of 
People Regional Development Planning Agency (Bappeda) 2 people 

BPBD 2 people 

Education Technical Management Unit (UPTD) 2 people 

Education Office in PKLK field 1 person 

Principal of the school 1 person 

Teachers of the school 3 people 

Teachers from other schools 3 people 

School Committee 2 people 

Department of Religious Affairs 2 people 

Women Empowerment and Children Protection Office 2 people 

Office of Public Works and Human Settlements 2 people 

Department of Social Affairs, Social Rehabilitation for People 
with Disabilities section 1 person 

Health Office 1 person 

Environmental Agency 1 person 

BMKG 2 people 
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SAR 1 person 

Indonesian Red Cross Society (PMI) 1 person 

Scout Movement (PRAMUKA) 1 person 

Military Command Post of Indonesian National Armed 
Forces (TNI Korem) 

1 person 

Precinct Police (POLRES) 1 person 

Sub-district representatives 1 person 

Religious figure 1 person 

Traditional leader 1 person 

Organization Focusing on Gender Issues 1 person 

Organization Focusing on Children Issues 1 person 

Organization for People with Disabilities 1 person 

Village/Kelurahan Government Elements 2 people 

Business Professionals 2 people 

Press 2 people 

 
 

5. LOCATION AND DURATION 
District/City :    
Location :    
Date :    
Time :    

 
 
 
 
 

(1 day) 

 

6. TOOLS, SUPPORTING FACILITIES, AND MATERIALS 
a. The materials needed are the copies of material 

documents; 
b. The tools needed are: LCD projector, laptops/PCs, 

printer, camera, metaplan, markers, flip charts, sound 
system, etc. 

c. Workshop locations and facilities accessible by all 
participants including those with disabilities. 

 

 

7. PREPARATION 
a. BPBD and Facilitators shall conduct official visit to the 

Regional Head, SKPD, and DPRD (prior to the 
preparation workshop); 

b. Map the actors; 
c. Map the workshop participants and informants; 
d. Facilitator shall conduct the independent assessment; 
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II 

 
 

e. Create the terms of reference for the activity; 
f. Contact the participants and informants; 
g. Specify the time and location for the implementation; 
h. Prepare the invitation letters and other administrative 

documents; 
i. Conduct the promotion. 

 
Notes: 
The actors, participants, and informants mapping in every 
stage of SMAB activity must not only include the identities 
identification but also the assessment of the needs, 
abilities, and potentials of all parties’ active contributions. 
The organizer uses the mapping results as the basis for 
developing the accessible action plan for all parties to 
make them, including those representing people with 
disabilities, contribute actively. 

 
8. AGENDA 

 
 
TIME 

 
MATERIAL/ACTIVITY 

INDICATOR 

OUTCOME 

Session 1 Greetings and Opening 

Regional Head 

The opening is 

conducted properly 

Session 2 Panel Discussion and Question and 

Answer Session 

DPRD Policies on the 

implementation of SMAB by the 
DPRD Education 

Office/Department of Religious 

Affairs Policies on the 
implementation of SMAB by the 

Education Office and the 
Department of Religious Affairs 

Regional Disaster Risk Profile and 

Follow-Up Policies of the 
implementation of SMAB by BPBD 
Moderator:  Facilitator 

 
Knowing the DPRD 

policies Knowing 

the Education 
Office/Department 

of Religious Affairs 
Policies on SMAB 

Knowing the 

Regional Disaster 
Risk Profile and the 

Follow-up Policies 
on SMAB 

 
 
 
 
 

TECHNICAL GUIDELINES FOR THE IMPLEMENTATION OF SMAB SAFE SCHOOLI MADRASA 
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TIME 

 
MATERIAL/ACTIVITY 

OUTCOME 

INDICATORS 

Session 3 Panel Discussion and Question and 

Answer Session 

Comprehensive and inclusive 

SMAB Framework and Learning 
by facilitators/Organizations for 

People with Disabilities 
Representatives. 

 
Practical and strategic efforts in 
the implementation of a 

comprehensive and inclusive 
SMAB by PKLK Office 

Stages of 2016 SMAB 

Implementation by facilitator 

Moderator: Facilitator/BPBD 

 
Knowing the SMAB 

framework and the 
implementation 

principles 

Knowing the practical 

and strategic 

efforts in initiating a 
comprehensive and 

inclusive SMAB 

Knowing the stages of 

SMAB implementation 

Session 4 Closing District/City 

Education Office 
 

 

B. School Initial Independent Assessment (Baseline) 
1. OBJECTIVES 

a. Identifying the hazards, vulnerabilities, and 
capacities in the school/madrasa environment and 
surroundings; 

b. Identifying the structural and non-structural conditions 
of the safe school/madrasa; 

c. Identifying the needs of the school community, 
including that of those with disabilities. 

 

 

2. OUTCOMES 
a. Data on the hazards, vulnerabilities, and capacities of 

the surrounding environment of the school/madrasa; 
b. Data on the structural and non-structural condition of 

safe school/madrasa; 
c. Data on the needs of the school community; 
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d. Data on the school community with special needs; 
e. Document on the school independent assessment analysis 

results; 
f. The Safe School/Madrasa implementation plan in 

accordance with the school independent assessment 
results. 

 

 

3. MEANS OF VERIFICATION: 
a. Independent assessment data collection tools; 
b. Set of independent assessment data; 
c. The school condition assessment results before the 

implementation of Safe School/Madrasa; 
d. Minutes; 
e. Activity Documentations. 

 

 

4. PARTICIPANTS 
The participants involved in this process are 10 students, 
including students of inclusive education and 10 people 
(principal, educators, education personnel, and school 
committees). 

 

5. LOCATION AND TIME 
District/City :    
Location :    
Date : (2 days)  
Time :    
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6. TOOLS, SUPPORTING FACILITIES, AND MATERIALS 
a. Materials needed: copies of the materials; 
b. Tools needed: LCD projector, laptop/PC, 

printer, camera, metaplan, marker, flip chart, 
sound system, etc.; 

c. Workshop location and facilities accessible 
by all participants including those with 
disabilities. 

 

 

7. PREPARATION 
a. Create the terms of reference of the activity; 
b. Identify the potential participants and informants 

c. Contact the participants and informants; 
d. Prepare the location; 
e. Prepare the administration and finances; 
f. Distribute the tasks. 

 

 

8. AGENDA 
 

TIME MATERIAL/ACTIVITY OUTCOME INDICATORS 

Session 1 Introduction to the 

Assessment Tools (Head of 

BNPB Regulation No. 4 of 

2012 and inclusion needs 

assessment) by the 

Facilitator {the usage 

instructions and important 

aspects to be included in 

the assessment) 

Familiar with the 

independent assessment 

tools 

Able to conduct 

independent assessment 

Session 2 Assessment 

implementation by the 

participants 

The assessment is 

conducted the independent 

assessment results can be 

used as the reference for the 

comprehensive and inclusive 

safe school/madrasa 

implementation. 

Session 3 Result compilation 

by facilitator 

Initial Assessment Result 

(baseline) 
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C. DRR and Inclusive Safe School/Madrasa Trainings for 
Educators, Education Personnel, School Committee, and 
Village Government 
1. OBJECTIVES 

a. Disseminating the knowledge of Safe School/Madrasa 
framework; 

b. Training educators, education personnel, 
and school committee to guide the implementation of 
Safe School/Madrasa at school; 

c. Training educators, education personnel, and school 
committee on the inclusive Safe School/Madrasa 
initiation involving the entire school community, 
including those with disabilities; 

d. Obtaining supports and encouraging the involvement 
of the village government, school committee, and the 
local community. 

 

 

2. OUTCOME 
a. The knowledge on Safe School/Madrasa framework 

is disseminated; 
b. Training for educators, education personnel, and 

school committee in guiding the implementation of 
Safe School/Madrasa at school is carried out; 

c. Educators, education personnel, and school 
committee have a good understanding on the 
principles of inclusive Safe School/Madrasa 
implementation, 

d. The supports and involvement of the village 
governments, school committee, and the local 
community are obtained. 

 

 

3. MEANS OF VERIFICATION: 
a. Activity minutes; 
b. Inputs for workshops on disaster risk assessment 

assessment review; 
c. Follow-up plan document; 



TECHNICAL 

INSTRUCTI

ONS 

DISASTER SAFE SCHOOL/MADRASA FOR 
CHILDREN WITH SPECIAL NEEDS 20 TECHNICAL INSTRUCTIONS FOR THE 

IMPLEMENTATION OF SMAB 

 

 

d. Other activity documentations. 
 

 

4. INFORMANTS AND PARTICIPANTS 
a. INFORMANTS 

Education Office, Regional Disaster Management 
Agency (BPBD), and Facilitators. 

 

 

b. PARTICIPANTS 
The number of the participants involved in the activity 
is 30 people detailed as follows:  

 
No. Institution Number of 

Participant 

Description 

1 School 5 people Principal, Educators, and 
Education Personnel, 

2 School committee 5 people Members 

3 Village Government 15 people Head of village, 

Village Community 
Empowerment Agency 
(LPMD), religious figures, 
community figures, youth 
organizations, Family 
Welfare Movement (PKK). 
Village health worker, 
Village Supervisory Non-
Commissioned Officers 
(babinsa), head of hamlet. 

4 Community nearby the 

school, including the 

representatives of 

women and people 

with disabilities. 

5 people  

 Number of Participant 30 people  

 

5. LOCATION AND TIME 
District/City    
Location    
Date    
Time 

 
 
 
 
 

(3 days) 
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6. TOOLS, SUPPORTING FACILITIES, AND MATERIALS 
a. Materials needed: copies of the material 

documents; 
b. Tools needed:  LCD projector, laptop/PC, printer, 

camera, metaplan, marker, flip chart, sound system, 
etc.; 

c. Workshop location and facilities accessible 
by all participants including those with disabilities. 
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7. PREPARATION 
a. Create the terms of reference of the activity; 
b. identify the potential participants and informants; 
c. Contact the participants and informants; 
d. Prepare the location; 
e. Prepare the administration and finances; 
f. Distribute the tasks. 

 
8. AGENDA 

a. Training Agenda Day 1 
 

Time Material/Activity Outcome Indicator 

Session 

1 

Greeting and Opening 

(BPBD) DRR Mainstreaming in 
Education Sector, and the roles of 
BPBD in mainstreaming DRR in 
education and other sectors 
related to the implementation of 
Safe School/Madrasa (Facilitator) 

The opening 

is carried out 

 
The roles of BPBD in 
mainstreaming DRR in 
education and other sectors 
are understood 

Session 

2 

Comprehensive and inclusive 

policies for Safe School/Madrasa 

implementation 

Framework of comprehensive and 

inclusive Safe School/Madrasa 

implementation 

 

Informant: Facilitator 

The policies on the 

implementation of 

comprehensive and inclusive 

Safe School/Madrasa are 

understood the framework of 

comprehensive and inclusive 

Safe School/Madrasa 
implementation is understood 

Session 

3 

Introduction to a participatory and 

inclusive disaster risk assessment 

framework 

 
Participatory disaster risk 
assessment: Disaster hazard 
analysis 

 
Informant: Facilitator 

The principles and aspects of 

participatory and inclusive 

disaster risk assessment are 

understood 

 
The results of the training 
can be used as inputs for 
workshops on the 
participatory and inclusive 
disaster risk assessment 
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Time Material/Activity Outcome Indicator 

Session 

4 

Efforts and actions for the 

implementation of disaster 
management relevant to the 
disaster threats and potential 
risks (in line with the village’s 
potential disaster risks) - both 
structural and non-structural 

 
 
 
Informant: Facilitator 

The disaster management 

actions/efforts before the 
occurrence of 
earthquakes/tsunami are 
understood. The disaster 
management 
actions/efforts during 
earthquakes/tsunami are 
understood. The disaster 
management 
actions/efforts following 
earthquakes/tsunami are 
understood. 

 

 

b. Training Agenda Day 2 
 

Time Material/Activity Outcome Indicator 

Session 
1 

Participatory and Inclusive 

Disaster Risk Assessment: 
Capacity Analysis 

 
 
 
Informant: Facilitator 

The results of the training 

can be used as inputs for 
workshops on the 
participatory and inclusive 
disaster risk assessment 

Session 

2 

Participatory 

Disaster Risk Assessment: 
Vulnerability Analysis, including 
the vulnerabilities of the school 
community representing children, 
women, elderly, and people with 
disabilities. 

 
Informant: Facilitator 

The results of the training 

can be used as inputs for 
workshops on the 
participatory and inclusive 
disaster risk assessment 

Session 

3 

Participatory disaster risk 

assessment: Disaster Risk 

Prioritization 

 

Informant: Facilitator 

The results of the training 
can be used as inputs for 
workshops on the 
implementation of 
participatory disaster risk 
assessment 
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Time Material/Activity Outcome Indicator 

Session 

4 

Pillar 1: Safe Learning Facilities 
 
 
 
 
 
 
Pillar 2: Disaster Management 
Implementation at School. 

 
 
 
 
Pillar 3: Disaster Management 
Education 

 
 
 
 
Analysis on the contribution of the 
village government and school 
committee in supporting the Safe 
School/Madrasa implementation 
and sustainability 

 
 
 
Informant: Facilitator 

The aspects of Pillar 1 of 

Safe School/Madrasa along 

with its inclusive 

implementation are 

understood 

 
Aspects of Pillar 2 of Safe 
School/Madrasa along with 
its inclusive implementation 
are understood 

 
Aspects of Pillar 3 of Safe 
School/Madrasa along with 
its inclusive implementation 
are understood 

 
The contribution of the 
village government and 
school committee in 
supporting the Safe 
School/Madrasa 
implementation and 
sustainability is understood 

 
The potential collaboration 
between the school and 
village in the implementation 
of inclusive and sustainable 
Safe School/Madrasa is 
understood 

 

b. Training Agenda Day 3 
 

Time Material/Activity Outcome Indicator 

Session 
1 

Basic Facilitation Technique The facilitation ability is 

improved 
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Time Material/Activity Outcome Indicator 

 
 
Inclusive facilitation technique 
(taking into account the specific 
abilities and needs of every 
participant in receiving, sharing, 
and utilizing the information) 
Source: Facilitator 

 
The ability to facilitate various 
needs and abilities of the 
workshop/training 
participants is improved the 
ability in ensuring the active 
participation and contribution 
of all parties during facilitation 
is improved. 

Session 

2 

DRR integration into the 

school subjects 

Source: {Teachers or Curriculum 
Development Team) Education 
Office 

The way to integrate DRR 

into the school subjects is 

known 

Session 

3 

Follow-Up Plan 

Informant: Facilitator 
A follow-up plan is 

developed 

 

D. DRR and Safe School Training for Students 
1. OBJECTIVES 

a. Disseminating knowledge on the concept of Safe 
School/Madrasa; 

b. Improving the participants’ knowledge and skills on 
recognizing threats, capacities, and vulnerabilities 
at school and the surroundings; 

c. Improving the students’ knowledge and skills 
on the disaster preparedness including the procedures 
of safe evacuation during disaster; 

d. Improving the students’ knowledge on the causes, 
impacts, and signs of disasters as well as the 
necessary actions to be taken during disasters; 

e. Improving the students’ knowledge and skill on First 
Aid (FA); 

f. Encourage children’s active participation in 
establishing Safe School/Madrasa. 
 
 

2. FACILITATION METHOD 
a. Special Elementary School/Elementary 

School/Madrasa Ibtidaiya (SDLB/SD/MI) 
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1) Facilitation is delivered in the form of games 
(learning by playing); 

2) Facilitation uses simple language easily 
understood by all students, including those with 
special needs. 

3) Facilitation uses learning media adjusted to the 
ability and needs of the students with special 
needs in understanding and applying the received 
information (practices, films, songs, poems, plays, 
mock-up, illustrations, flip charts, and puppet 
stage); 

4) Facilitation is delivered indoor and outdoor by 
considering the accessibility for the students with 
special needs. 

 

 

b. Special Secondary and Special Upper Secondary 
(SMPLB and SMALB) 
1) Facilitation is delivered in the form of small group 

discussion; 
2) Facilitation is delivered in the form of case study; 
3) Facilitation is delivered in the form of lectures and 

discussion; 
4) Role-playing: 
5) Facilitation uses learning media adjusted to the 

ability and needs of the students in understanding 
and applying the received information (practices, 
films, songs, poems, plays, 
mock-up, illustrations, flip charts, and puppet 
stage); 

6) Facilitation is delivered indoor and outdoor by 
considering the accessibility for the students with 
special needs. 

 

 

3. OUTCOME 
a. The knowledge on the Safe School/Madrasa concept is 

disseminated;
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b. The participants’ knowledge and skills on recognizing 
threats, capacities, and vulnerabilities is improved; 

c. The students’ knowledge and skills on the 
preparedness including the evacuation procedure 
practice at school is improved; 

d. The students’ knowledge on the causes, impacts, and 
signs of disasters as well as the necessary actions to 
be taken during disasters is improved; 

e. School map and the information regarding threats, 
capacities, vulnerabilities, and evacuation routes is 
developed. 

f. Children, including those with special needs, actively 
participate in the implementation of Safe 
School/Madrasa. 

 

 

4. MEANS OF VERIFICATION: 
a. Activity Minutes 
b. School map and the information regarding threats, 

capacities, vulnerabilities, and evacuation routes 
(Inputs for Workshops on Disaster Risk Assessment 
Review); 

c. Follow-Up Plan Document; 
d. Documentations of the students’ involvement, 

including those with special needs, in the training; 
e. Document of the evacuation simulation for students; 
f. Other activity documentations. 

 

 

5. PARTICIPANTS 
a. The training should facilitate 30 participants, including 

students with special needs. 
b. The training should facilitate 30 students, including 

students with special needs. 
 

 

Notes: 
- The participation must be gender-balanced; 
- Involve the students with special needs to ensure that 

their skills and skills are properly facilitated in the Safe 
School/Madrasa activities. 
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- For SMPLB/SMP/MTS and SMA/MA/SMALB: consider 
involving students who are active in the school 
organization (Student Executive Organization (OSIS), 
Class Representative Assembly (MPK), Scout, Youth 
Red Cross (PMR), Youth Science Group (KIR), etc.). 

 

6. LOCATION AND TIME 
District/City :     
Location :     
Date :     
Time :    

 
 
 
 
 

(4 days) 

 

7. PREPARATION 
a. Conduct the coordination with school regarding the 

schedule of the activity; 
b. Prepare the location; 
c. Prepare the materials; 
d. Prepare the parents’ permission forms (if the activity is 

conducted outside the school and/or after school). 
 

 

8. TOOLS, SUPPORTING FACILITIES, AND MATERIALS 
a. Material needed: copies of the material documents; 
b. Tools needed: Videos on disaster management 

simulation at school, LCD projector, laptop/PC, printer, 
camera, metaplan, marker, flip chart, etc.; 

c. Workshop location and facilities accessible by all 
participants including those with disabilities. 

 

 

9. Other references or activity outputs/outcomes needed: 
a. Comprehensive safe school information sheet; 
b. Safe school/madrasa implementation framework; 
c. Psychology of child development; 
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d. 2015-2019 Safe School/Madrasa Roadmap issued by 
the Ministry of Education and Culture; 

e. Disaster communication, information, and education 
media developed by the Ministry of Education and 
Culture, Safe School National Secretariat, 
Members of the Consortium for Disaster Education, 
and other qualified agencies. 

f. Inclusive disaster communication, information, and 
education media developed by the members of 
the Consortium for Disaster Education. 

 
10. AGENDA 

 

Session Material/Activity Note Method Tools and 
Materials 

Day 1 
- 

- 
- 

- 
- 
- 

- 
- 

- 
- 

- 
- 

- 
- 

- 
learning facilities 
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Session 

 
Material/Activity 

 
Note 

 
Method 

Tools and 

Materials 

Day 2 

Session 

1 

Day 1 Review    

Session 
2 

Introducing the Safe 

School 

implementation efforts 

Children know 

the efforts to 

establish Safe 

School 

Presentation, 

watching 

video 

Markers, 

metaplan, 

blank 

papers 

 Coffee break    

Session 
3 

Creating school map School map Group 

activities, 

observing the 

school 

environment 

Markers, 

metaplan, 

blank 

papers 

Session 
4 

Threats mapping Threat map Group 

activities, 

observing the 

school 

environment 

Markers, 

metaplan, 

blank 

papers 

 Prayer and lunch 

break 

   

Session 
5 

Continuing the threat 

mapping 

Threat map Group 

activities, 

observing the 

school 

environment 

Markers, 

metaplan, 

blank 

papers 

Day 3 

Session 

1 

Day 2 Review    

Session 

2 

Capacity and 

vulnerability 

mapping 

Capacity map, 

evacuation 

map, and 

vulnerability 

map 

Group 

activities, 

observing 

school 

environment 

Markers, 

metaplan, 

blank 

papers 

 Coffee break    

Session 
3 

Actor Mapping Actor Map Group 
activities, 

Markers, 

metaplan, 

blank 

papers  
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Session 

 
Material/Activity 

 
Description 

 
Method 

Tools and 

Materials 

Session 
4 

Disaster 

preparedness (i.e. 

floods, earthquakes, 

etc. depending on the 

threats at school) 

Children know the 

causes, signs, 

and impacts of 

disaster as well 

as the actions to 

be taken during 

disasters suited to 

their abilities. 

Conducting 

simulation, 

watching 

video, singing 

a song, 

explanation 

Markers, 

metaplan, 

blank 

papers, 

LCD 

projector, 

Laptop, 

video 

 Prayer and lunch 
break 

   

Session 
5 

Continuing 

the preparedness 
session 

Children know 

the cause, signs, 

and impacts of 

disaster as well 

as the actions to 

be taken during 

disasters suited 

to their abilities. 

Conducting 

simulation, 

watching 

video, singing 

a song, 

explanation 

Markers, 

metaplan, 

blank 

papers, 

LCD 

projector, 

Laptop, 
video 

Day 4 

Session 

1 

First Aid (FA) by the 

Red Cross or SAR 

 Explaining, 

practicin

g, role-

playing 

 

Session 
2 

Reflection and Follow-
Up Plan 

Follow-Up Plan Brainstorming Markers, 

metaplan, 

blank 

papers.  
 

Notes: Conduct more playing sessions, singing, and drawing 
activities for children. Try to make the children’s drawings, 
such as poster and other drawings, as the learning media. 
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The content of information and the way it is delivered 
should be adjusted to the children abilities in understanding 
and applying the received information. 

 

 

Check annex 1 to see the procedure for 
children/students training implementation. 

 

 

E. Workshop on the Participatory Disaster Risk Assessment 
1. OBJECTIVES 

Implementing a simple analysis of threats, vulnerabilities, 
and capacities as well as classifying the disaster risk 
priorities at school and use them as the reference in 
establishing safe school/madrasa. 

 

 

2. OUTCOME 
The implementation of the simple analysis of threats, 
vulnerabilities, and capacities as well as the classification 
of the disaster risk priorities at school and use them as the 
reference in establishing safe school/madrasa. 

 

 

3. MEANS OF VERIFICATION: 
a. Document on the School Participatory Disaster Risk 

Assessment; 
b. School Disaster Risk Map (Participatory); 
c. Other activity documentations. 

 

 

4. PARTICIPANTS 
10 people comprising the principal, educators, education 
personnel, school committee representatives, students, 
and other school staffs (security guard/school canteen 
manager). The participation must be gender-balanced, 
including the involvement of people with special needs or 
adjusted to the available resources. 
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5. LOCATION AND TIME 
District/City, environment school, 2 days;    
Location: School Building Day/Date : 

 

 

6. TOOLS AND MATERIALS: 
a. Material needed: copies of the material documents; 
b. Tools needed: paperboard, metaplan, marker, flip 

chart, LCD projector, standing banner, etc.; 
c. Workshop location and facilities accessible by all 

participants including those with disabilities. 
 

 

7. PREPARATION 
a. Create the terms of reference of the activity; 
b. Identify the potential participants and informants; 
c. Contact the participants and informants; 
d. Brief the informants; 
e. Prepare the location; 
f. Prepare the administration and finances; 
g. Distribute the tasks. 

 

 

8. INPUTS 
a. Input Document on the Disaster Risk Assessment from 

the Teacher, School Committees, and Village 
Government Training Activities; 

b. Input Document on the Disaster Risk Assessment from 
the Children Training Activities; 

c. Information of the Disasters that had and often 
occurred at the School/Madrasa. 

d. The history of Disaster at the Village; 
e. Disaster Risk Assessment at the Village Community (if 

any). 
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Note: the participatory risk assessment should involve the 
representatives of the entire school community, including 
women and people with disabilities to ensure more 
comprehensive and inclusive assessment results. 

 

 

9. AGENDA 
a. Workshop Agenda Day 1 

 

Time Activity Outcome Indicator 

Session 

1 

Introduction to the 

School Participatory Disaster 
Risk Assessment 

- Participants understand 

the definition of and the terms 
used in disaster risk 
assessment 

- Participants understand 

the matrix of disaster risk 

assessment 

Session 

2 

Identifying Threats The disaster threats at school 

are identified 

Session 

3 

Threat Analysis Threat analysis in the form of 

threat ranking matrix based on 

the general indicators of the 

disaster threats. 

Session 

4 

Vulnerability Analysis The vulnerabilities of the school 

in terms of human, socio-cultural, 

economic, infrastructure, natural, 

and environmental aspects are 

identified 

Session 

4 

Capacity Analysis The school capacity 

is identified 
 

b. Workshop Agenda Day 2 
 

Time Activity Outcome Indicator 

Session 1 Creating the School’s The school disaster risk map 

 Disaster Risk Map is created 

Session 2 Verifying the results of The verified results of the threats, 

 the Analysis and School vulnerabilities, and capacities 

 Disaster Risk Map analysis that have been discussed 

in the school disaster risk map 

   
Session 3 Follow-Up Plan All parties agreed upon the 

  Tasks distributions 
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Check annex 2 to see the implementation of the 
participatory disaster risk assessment. 

 

 

F. Workshop on the Preparation of Action Plan and Formation 
of Disaster Preparedness Team in Schools/Madrasas 
1. OBJECTIVES 

a. Preparing an action plan based on the results of the 
disaster risk assessment that had previously been 
carried out and whose priorities were agreed upon; 

b. Forming a School Disaster Preparedness Team 
consisting of the principal, teachers, education 
personnel, other staffs (security/school canteen 
manager) student representatives (representing 
female students and students with disabilities), school 
committee representatives and the community nearby 
the school. 

 

 

2. OUTCOMES 
a. An action plan is developed based on the results of the 

disaster risk assessment that had previously been 
carried out and whose priorities were agreed upon; 

b. Formation of a School Disaster Preparedness Team 
consisting of principal, teachers, education personnel, 
other staffs (security/school canteen manager), 
student representatives including female 
students and students with disabilities, and the school 
committee representatives. 

 

 

3. VERIFICATION TOOLS 
a. School action plan document; 
b. Structure of the school disaster preparedness team; 
c. Document of duties and responsibilities of the school 

disaster preparedness team; 
d. Activity documentations. 
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4. PARTICIPANTS 
10 people, including the principal, teachers, education 
personnel, and other staffs (security/school canteen 
manager), students, and the school committee 
representatives. 

 

 

5. LOCATION AND TIME 
District/City, school environment, 2 days;    
Location of Activity: School 
Building Day/Date : 

 

 

6. TOOLS AND MATERIALS 
a. The results document of the Disaster Risk Assessment 

that have been duplicated; 
b. List of full names of school principal, teachers, 

education personnel, students who are active in school 
activities; 

c. Tools needed include: laptops, printers, paperboards, 
metaplans, markers, flipcharts etc.; 

d. Workshop location and facilities accessible by all 
participants including those with disabilities. 

 

 

7. PREPARATION 
a. Creating a Terms of Reference for Activities; 
b. Identifying the prospective participants and facilitators; 
c. Preparing the place of activity; 
d. Preparing the administration. 

 

 

8. INPUTS 
a. School Disaster Risk Assessment Document; 
b. School Disaster Risk Map. 

 

 

9. AGENDA 
a. Workshop Agenda Day-1 (Preparation of School 

Action Plan) 
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II 

 

 
 

Time Activity Outcome Indicator 

Session
-1 

Introducing the Objectives 

of Activities 

 

Session
-2 

Discussing and exploring 

the school needs based 

on the disaster risk 
assessment 

The disaster management 

efforts/actions in School 
including the development 

(continuation) of the 

implementation of Safe 
School/Madrasa Session

-3 
Discussing the priority 

scale of the school action 
plan 

The School Action Plan 

Priorities/Activities are 
identified 

Session
-4 

Formulating and 

establishing the school 
action plans 

Compilation of documents 

of school action plan to 

be approved by the 
Principal 

 

 

b. Workshop Agenda Day-2 (Formation of School 
Disaster Preparedness Team) 

 

Time Activities Outcome Indicator 

Session
-1 

Introducing the Objectives of 
the 

Activities 

Terms of Reference Draft 

for the School Disaster 
Preparedness Team Session

-2 
Discussing the terms and 

criteria for the prospective 

School Disaster 

Preparedness Team 
Discussing the 

formulation of tasks and 
functions of the School 

Disaster Preparedness 

Team 

The terms and criteria of 

prospective School 

Disaster Preparedness 

Team are identified the 
tasks and functions of the 

School Disaster 
Preparedness Team are 

formulated 
Session
-3 

Discussing the selection and 

appointment of School 
Disaster Preparedness 
Team 

The School Disaster 

Preparedness Team 

is formed and 

authorized through the 
Principal Decree  

 

The procedure for preparing an action plan and forming a 
disaster preparedness team at school can be reviewed in 
annex 3. 
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G. Workshop on the Preparation of Standard Operating 
Procedure for School Emergency Response and 
Publication Media 
1. OBJECTIVES 

a. Preparing a standard operating procedure for school 
emergency response based on the results of the 
disaster risk assessment that had previously been 
carried out and agreed upon; The standard operating 
procedure is equipped with the Evacuation Route Map, 
Signage, Assembly Point, and early warning system; 

b. Creating and posting the Evacuation Route Map, 
Signage, and Assembly Point; 

c. Creating school publication media to communicate the 
outcomes 

 

 

2. OUTCOMES 
a. A standard operating procedure for school emergency 

response based on the results of the disaster risk 
assessment that had previously been carried out and 
agreed upon is prepared. The standard operating 
procedure equipped with the Evacuation Route Map, 
Signage, Assembly Point, and early warning system is 
easy to understand and accessible by the school 
community; 

b. Evacuation Route Map, Signage, and Assembly Points 
are prepared; 

c. School publication media to communicate the 
outcomes are created. 

 

 

3. VERIFICATION TOOLS 
a. School Emergency Plan Documents and Standard 

Operating Procedure for Emergencies (including the 
evacuation of school community to safe haven); 

b. Evacuation Route Map; 
c. Plans for making and posting the evacuation signage 

and assembly points; 
d. Other activity documentations. 
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4. PARTICIPANTS 
15 people including the principal, teachers, educators, 
education personnel, and other staffs (security/school 
canteen manager), and school committee representatives 
carrying out the participatory school disaster risk 
assessment. 

 

 

5. LOCATION AND TIME 
District/City, school environment, 4 days;    
Location of Activity: School 
Building Day/Date : 

 

 

6. TOOLS AND MATERIALS 
a. Material needed is the copies of material documents; 
b. Tools needed include: cameras, laptops, blank papers, 

metaplan, markers, flipcharts, etc.; 
c. Workshop locations and facilities accessible by all 

participants including those with disabilities; 
 

 

7. PREPARATION 
a. Creating the terms of reference for activities; 
b. Creating the schedule for activities; 
c. Identifying the prospective participants and resource persons; 
d. Contacting the participants and resource persons; 
e. Preparing the place as well as the tools and materials; 
f. Preparing the administration and financing; 
g. Agreeing on the division of tasks. 

 

 

8. INPUTS 
a. School map (including the location of hazards and 

safety support); 
b. School Disaster Risk Assessment (including the 

School Disaster Risk Map); 
c. Documents on the profile of the school/madrasa, 

regional demographic data. 
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9. AGENDA 
a. Workshop Agenda Day-1 

 
Time Activities Outcome Indicator 

Session-
1 

Introduction: Presentation of the 
disaster risk assessment results at 

school 

Re-discussing the 
threats, risks, 

vulnerabilities and 

capacities at school 

Session-
2 

Presentation by resource 
persons: definition, function and 

types of standard operating 

procedure 

The importance of the 
standard operating 

procedure and its types 

is understood. 

Session-
3 

Focus Group Discussions: 

divided into 3 groups, the theme 

of the discussion is the parties 

and their roles in the disaster 

management at school. 

The parties along with 

their roles in school 

disaster management 

are identified 

Session-

4 

Conclusion Day 1  

 

 
 

b. Workshop Agenda Day-2 
 

Time Activities Outcome Indicator 

Session-
1 

Review Day 1 

Focus Group Discussion: 

Participants are divided into 3 

groups 

Supplemental 
documents are compiled 

Session-

2 

Continuing the Focus Group 

Discussions 

The initial draft of standard 

operating procedure is 

developed 

Session-

3 

Group presentation 

Identification of evacuation route 

on the school map 

Inputs on the initial draft of 

the standard operating 

procedure are collected 

School evacuation map draft 

is developed 

Session-
4 

Plenary session Standard operating 
procedure and school 

evacuation map drafts are 

developed 
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c. Workshop Agenda Day-3 
 

Time Activities Outcome Indicator 

Session
-1 

Preparation of the publication 
media 

Publication media 
are prepared 

Session
-2 

Presentations and conclusions Conclusions 

 

d. Workshop Agenda Day-4 
 

Time Activities Outcome Indicator 
Session
-1 

Posting and disseminating 

information as well as testing 

the evacuation map, signage, 

assembly points and school 
publication media 

Evacuation route 

map, signage, 

assembly points and 

school publication 
media are posted and 

disseminated 

 
 

The procedure for the implementation of Workshop on the 
Preparation of School Emergency Response Standard 
Operating Procedure and Publication Media can be 
reviewed in the annex. 

 

 

H. Preparedness Simulation at Schools/Madrasas 
1. OBJECTIVES 

Testing the standard operating procedures that have been 
prepared and agreed upon. 

 
2. OUTCOMES 

a. The School/Madrasa community including those with 
disabilities fully understands their respective roles; 

b. The School/Madrasa community knows the self-
evacuation during emergencies; 

c. The school community is committed to carrying out the 
School Disaster Emergency Response Procedures 
that have been prepared and agreed upon. 
 
 



TECHNICAL INSTRUCTIONS FOR THE IMPLEMENTATION OF SMAB DISASTER 

SAFE 
FOR CHILDREN WITH SPECIAL NEEDS 

 

 

3. VERIFICATION TOOLS 

a. Simulation information plan; 

b. Simulation operational plan; 
c. Documentation of the implemented simulation activities. 

 
4. PARTICIPANTS 

The school community and the representatives of the 
government and the local community. 

 
5. LOCATION AND TIME 

District/City, school environment, 2 days; _ 
Location of Activity : School Building Day/Date 

 

 

6. TOOLS AND MATERIALS 
a. Materials needed are the copies of material 

documents 
b. Tools needed include: megaphones, laptops, printers, 

paperboards, metaplans, markers, flipcharts etc.; 
c. The supporting simulation tools adjusted to the types of 

threats to be simulated. 
 

 

7. PREPARATION 
a. Creating the terms of reference for activities; 
b. Identifying the prospective participants and resource 

persons; 
c. Contacting the participants and resource persons; 
d. Preparing the place of activity; 
e. Preparing the administration and financing; 
f. Agreeing on the division of tasks. 
g. Simulation Agenda Day-1 

 

Time Activities Outcome Indicator 

Session-
1 

First Aid Training First aid 
information and 

  skills are disseminated 

Session-
2 

Disseminating the standard 
operating procedures of disaster 
preparedness to the entire school 
community 

Information about 
disaster 
preparedness 
and standard 
operating procedure 
is disseminated. 

Session-
3 

Testing s  



TECHNICAL 

INSTRUCTI

ONS 

DISASTER SAFE SCHOOL/MADRASA FOR 
CHILDREN WITH SPECIAL NEEDS 46 TECHNICAL INSTRUCTIONS FOR THE 

IMPLEMENTATION OF SMAB 

 

 

h. Simulation Agenda Day-2 
 

Time Activity Outcome Indicator 

Session
-1 

Simulation School community is able to 

carry out the emergency 

standard operating procedures 

at school 

Simula- 

tion-2 

Evaluation of simulation Outcomes and 

input of the simulation activities 

are disseminated 

 

8. INPUTS 
a. Input documents for the disaster risks assessment 

activities obtained from the trainings for teachers, 
school committee, and village government; 

b. Input documents for disaster risks assessment activities 
obtained from the trainings for children. 

 

 

Preparedness Simulation Procedures in the school 
environment can be seen in annex 5. 

 

 

I. Final Independent (Endline) Assessment 
1. OBJECTIVES 

a. Re-identifying the structural and non-structural 
conditions of the safe school/madrasa; 

b. Obtaining an overview of the structural and non-
structural conditions of safe schools/madrasas. 

 
2. OUTCOMES 

a. The structure and non-structural conditions of the safe 
school/madrasa are identified; 

b. An overview of the structural and non-structural 
conditions of safe schools/madrasa is obtained. 

 

 

3. VERIFICATION TOOLS 
a. The results of the condition assessment of the 

School/Madrasa after the implementation of SMAB 
activities; 

b. Minutes Document; 
c. Documentation of Activities 
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4. PARTICIPANTS 
The number of the participants involved is 10 students on the 
first day and 10 people (principal, teachers, 
education personnel, and school committee). 

 
5. LOCATION AND TIME 

District/City, school environment, 2 days; _ 
Location of Activity : School Building Day/Date 

 

 

6. TOOLS AND MATERIALS 
a. Material needed is the copies of material documents; 
b. The tools needed include:  LCD Projectors, Laptops/PCs, 

printers, cameras, metaplans, markers, flipcharts, sound 
systems, etc.; 

c. Workshop places and facilities accessible by all 
participants including those with disabilities; 

 

 

7. PREPARATION 
a. Creating the terms of reference for activities; 
b. Identifying the prospective participants and resource 

persons; 
c. Contacting the participants and resource persons; 
d. Preparing the place of activity; 
e. Preparing the administration and financing; 
f. Agreeing on the division of tasks. 

 
8. AGENDA 

 
Time Material/Activities Outcome Indicator 

Session-

1 

Implementing the assessment Assessment implemented 

Session-

2 

Compiling outcomes Assessment results 

Session-

3 

Analyzing the outcomes and follow-

up 

plans 

Follow-up 

plans are available 
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J. Workshop on the Implementation Evaluation and Follow-Up 
Plans 
1. OBJECTIVES 

Evaluating the final outcomes of the SMAB implementation 
as a learning process to improve similar programs in the 
future. 

 

 

2. OUTCOMES 
The final results of the SMAB implementation as a learning 
process to improve similar programs in the future. 

 

 

3. VERIFICATION TOOLS 
a. Reports on program implementation process; 
b. Program achievement documents; 
c. Program endline assessment results data/checklist. 

 

 

4. PARTICIPANTS 
30 people, including: Key Regional Working Units 
(SKPDs), members of the relevant legislative commissions, 
principal, teachers, education personnel, school 
committees, and student representatives. 

 

5. LOCATION AND TIME 
District/City :      
Place :      
Date :      
Time :    

 
 
 
 
 

(1 day) 

 

6. TOOLS AND MATERIALS 
a. Material needed is the copies of material documents; 
b. Tools needed include: laptops, printers, paperboards 

metaplans, markers, flipcharts etc.; 
c. Workshop places and facilities accessible by all 

participants including those with special needs. 
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7. PREPARATION 
a. 
b. 

Creating the terms of reference for activities; 
Identifying the prospective participants and resource 
persons; 

 

c. Contacting the participants and resource persons; 
d. 
 
e. 

Preparing the place as well as the tools and materials; 
for those with special needs; 
Preparing the administration and financing; 

f
o
r 

f. Agreeing on the division of tasks.  

 

8. AGENDA 
a. Workshop Agenda 

 

Time Material/Activities Outcome Indicator 
Session
-1 

Greeting and Opening of the 

BNPB-DRR Program on the 
Implementation of SMAB 

Participants know the 

outcomes of the SMAB 
program 

Session
-2 

Outcomes presentation 

(school action plan) 

 

Session
-3 

Feedback (reflection, input, 

and notes on the outcomes of 

the SMAB implementation). 

Best practices generated 

from the program 

implementation and 

future recommendations 

are identified 

Session
-4 

Commitment and follow-up 

plans (advocacy plans/including 

SMAB campaigns in the 
regions) 

Program follow-up 

plans are developed 

 

 

Procedure for Workshop on the Implementation Evaluation 
and Follow-up Plans 
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CHAPTER III 
REPORTING 

 

Report Format 
 

 

INTRODUCTION (Executive Head of BPBD) 
CHAPTER I INTRODUCTION 

1.1. Background 
a. The Condition of Threats at School 
b. School Conditions (location, number of teachers 

and education personnel, number of teachers 
and education personnel with special needs, 
number of students, number of students with 
special needs, and number of classes) 

c. School Plan 
1.2. Objectives 
1.3. Activity Schedule 

 

 

CHAPTER II IMPLEMENTATION 
2.1 Workshop on the Preparation of the Implementation 

of Safe School/Madrasa for Disaster Management 
Stakeholders 
a) Place and Time 
b) List of Participants (disaggregated by gender, 

age and disability) 
c) Facilitator/Resource Person and Material 
d) Agenda 
e) Outcome achieved 

2.2. Initial Independent (Baseline) Assessment 
a) Place and Time 
b) List of Participants (disaggregated by gender, 

age and disability) 
c) Facilitator/Resource Person and Material 
d) Agenda 
e) Outcome achieved 

2.3. Training for Teachers, Education Personnel, School 
Committee and Village Government 
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a) Place and Time  

b) List of Participants (disaggregated by gender, 
age, and disability) 

gender, 

c) Facilitator/Resource Person and Material  

d) Agenda  

e) Outcome achieved  

Student Training 
a) Place and Time  

b) List of Participants (disaggregated by gender, 
age, and disability) 

gender, 

c) Facilitator/Resource Person and Material  

d) Agenda  

e) Outcome achieved  

Workshop on Participatory Risk Assessment 
a) Place and Time  

b) List of Participants (disaggregated by gender, 
age, and disability) 

gender, 

c) Facilitator/Resource Person and Material  

d) Agenda  

e) Outcome achieved  

 

 

 
 
 
 
 
 
 
 
 
 
 

2.4. 
 
 
 
 
 
 
 
 
 

2.5. 
 
 
 
 
 
 
 
 
 

2.6. Preparation of the Action Plan and Formation of 
Disaster Preparedness Team 
a) Place and Time 
b) List of Participants (disaggregated by gender, 

age and disability) 
c) Facilitator/Resource Person and Material 
d) Agenda 
e) Outcome achieved 

2.7. Workshop on the Preparation of Standard Operating 
Procedure for School Emergency Response, 
Evacuation Route Map, Assembly Points, and 
Publication Media 
a) Place and Time 
b) List of Participants (disaggregated by gender, 

age and disability) 
c) Facilitator/Resource Person and Material 
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d) Agenda 
e) Outcome achieved 

2.8. Pre-Implementation and Implementation of 
Simulation 
a) Place and Time 
b) List of Participants (disaggregated by gender, 

age and disability) 
c) Facilitator/Resource Person and Material 
d) Agenda 
e) Outcome achieved 

2.9. Final Independent (Endline) Assessment 
a) Place and Time 
b) List of Participants (disaggregated by gender, 

age and disability) 
c) Facilitator/Resource Person and Material 
d) Agenda 
e) Outcome achieved 

2.10. Workshop on the Implementation Evaluation and 
Follow-Up Plans 
a) Place and Time 
b) List of Participants (disaggregated by gender, 

age and disability) 
c) Facilitator/Resource Person and Material 
d) Agenda 
e) Outcome achieved 

 

 

CHAPTER III RECOMMENDATIONS AND FOLLOW-UP 

PLANS CHAPTER IV CLOSING 

ANNEX 
a. Photos of activities (according to stages) 
b. Video Documentations 
c. Initial Independent Assessment 
d. School Risk Assessment 
e. Action plan 
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f. School Disaster Preparedness Team 
g. Standard Operating Procedure for School Disaster 

Emergency Response 
h. Evacuation Route Map 
i. School Publication Media 
j. Final Independent Assessment 
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ANNEX 
 

 

1. Children/Student Training Procedure 
2. Procedure for Workshop on the Participatory Disaster Risk 

Assessment 
3. Procedure for Workshop on the Preparation of Action Plan, 

Formation of Disaster Preparedness Team at School 
4. Workshop on the Preparation of Standard Operating Procedure 

for School Emergency Response and Publication Media 
5. Procedure for Preparedness Simulation in the School 

Environment 
6. Procedure for Workshop on the Implementation Evaluation and 

Follow-up Plans 
7. List of BPBD 
8. List of the recommended institutions/agencies/facilitators 
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ANNEX 1: 
 

 

CHILDREN/STUDENT TRAINING PROCEDURE 
 

 

1. What is a Safe School/Madrasa? Why is Safe School/Madrasa 
important? How do you establish a Safe School/Madrasa? Who 
are the parties involved in the implementation of a Safe 
School/Madrasa?; 

2. What is a hazard? Why do we conduct hazard analysis? 
How do we conduct a hazard analysis? 

3. What are the required efforts and actions to do in implementing 
the disaster management related to disaster hazards and 
potential disaster risks?; 

4. What is capacity? Why do we assess capacity? 
How do we do a capacity assessment? 

5. What is vulnerability? Why do we assess vulnerability? 
How do we do a vulnerability assessment? 

6. Pillar 1 - safe school facilities: Is the school situated in a 
disaster-safe location? What are the types of disaster threats 
present at the school?; Is the school building disaster-safe?; 
Are school buildings accessible and supportive for the self-
evacuation of the school community, including those with 
special needs? 

7. Pillar 2 - school disaster management: What kind of 
management should the school have to ensure that the school 
community members are protected and safe from the threats of 
the existing disasters? Name several concrete examples of the 
required school 
management. What are some processes to be done to realize 
school disaster management? Who should be involved in the 
drafting process?; why is inclusive disaster management 
important? How do we realize the inclusive disaster 
management? 

8. Pillar 3 - risk reduction and resilience education: How can DRR 
education be integrated into school lessons? Is it possible for 
DRR education to be carried out through local content or  
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extracurricular activities? How do we ensure that all students, 
including those with special needs, are actively involved in the 
school DRR education? 

9. Developing the work plan of DRR program in the 
implementation of SMAB; 

10. Analyzing the contributions of the village government and 
school committee in supporting the implementation and 
sustainability of SMAB; 

11. Preparing a follow-up plan. 
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ANNEX 2: 
 

 

PROCEDURE FOR WORKSHOP ON 
PARTICIPATORY DISASTER RISK MANAGEMENT 

 

 

1. Introduction 
Resource person/facilitator presents the material on disaster 
risk and the method for disaster risk assessment. 

 
2. Threat Identification and Analysis 

a. Group discussion. The facilitator may divide the participants 
into several groups. All groups discuss the types of threats 
faced by the school and its surrounding environment and 
analyze the characteristics, causes, impacts and probabilities 
of threats. The discussion results can be presented and 
completed in a joint discussion to get a complete and 
comprehensive result; 

 

 

b. The facilitator guides a plenary session to assess the general 
indicators for disaster hazards. The results are then listed in 
a hazard ranking matrix and agreed upon. Below is the matrix 
used; 

 

Types 
of 

disaster 
threats 

Disaster threats 
characteristics 

Causes Impacts incurred Occurrence 
probability (the 

possibility of 
disaster 

occurrence) 

Description 

What 
kind of 
disaster 
threats 
present 
at the 
school? 

What are the 
characteristics of 
the disaster 
threats? 
In general, the 
characteristics 
include: the 
damage intensity, 
signs and 
warnings, 
distance from the 
source of the 

What 
causes or 
triggers 
the 
disaster? 
How 
does the 
disaster 
occur? 

What are the 
impacts of the 
disaster? 
To obtain the more 
specific information, 
the impacts of a 
disaster are divided 
into the following 
categories namely: 
the number of 
deaths, the number 
of injured people, 

How is the 
probability of 
disaster 
occurrence in 
the future? Will 
the disaster 
happen again 
next year or 
unexpectedly? 

The information 
deemed necessary 
but is not included 
in the table. 



 

 

threat, 
impacts/hazards 
occurrence 
speed, frequency, 
period, and 
duration. 

the number 
infrastructures 
damaged, the 
number of schools 
damaged, the 
intensity of 
environmental 
damage, and 
economic loss. 

 

c.  The identification of impacts and probabilities can 
be completed with an assessment indicated by 1-
5 or 1-3 scale. The example of probability and 
impact determination using the scale 1 to 5 is as 
follows: 

 

Probability Impact 

5 = Most Definitely (the disaster is going to occur next 
year with the probability of 100%) 
4 = Most Likely (the disaster will likely to occur next 
year or once in the next 10 years with the probability 
of 10-100%) 
3 = Likely (the disaster will likely to occur next year or 
once in the next 100 years with the probability of 1-
10%) 
2 = Less Likely (the disaster is less likely to occur once 
in 100 years) 
1 = Not Likely (the disaster occurrence cannot be 
ascertained) 

5 = Very Severe (the probability of an area to be 
totally damaged and destroyed is 100%) 
4 = Severe (the probability of an area to be damaged 
is 50-75%) 
3 = Moderate (the probability of an area to be 
damaged is 10-50%) 
2 = Mild (the probability of an area to be damaged is 
less than 10%) 
1 = Very Mild (the area is not damaged) 

 

3. Vulnerability Assessment 
a. Group discussion. The facilitator divides the participants into 

several groups. All groups discuss the school vulnerabilities 
in terms of the five aspects of livelihood namely human, 
social, cultural, economic, infrastructural and environmental 
aspects. Below is the example matrix used. If possible, 
analyze the level of vulnerability with reference to the said 
aspects; 

b. Below is the example of the result of a vulnerability 
assessment for the threat of volcanic eruption (please note 
that this example is the result of assessment conducted to a 
village, not a school). 

 
SCHOOLI MADRASA 



DISASTER SAFE SCHOOL/MADRASA FOR 
CHILDREN WITH SPECIAL NEEDS 52 TECHNICAL INSTRUCTIONS FOR THE 

IMPLEMENTATION OF SMAB 

I 
 

 

FOR  
 
 
 
 
ILDREN WITH SPECIAL NEEDS 

Aspect Impact Vulnerability 
Cause of Impact 

Level 

Humans 130 people deaths 
300 people injured 
People are suffering 
from URTI 

Insensitivity/ignorance 
Lack of knowledge on 
the signs of volcanic 
eruption 
Living in areas prone to 
volcanic eruption 
Unawareness 
Failure to evacuate 
Breathing in the 
volcanic ash/not 
wearing masks 

 

Nature/Environment Crop failure on 45 
hectares of plantation 
Water sources are 
polluted by volcanic 
ash 

Harvest has yet to be 
done 
Crop failure due to 
contamination by 
volcanic ash 
contamination 
Water sources are 
situated in the areas 
affected by volcanic 
ash 

 

Physical/Infrastructural 
Aspect 

Houses (roof damage) 
- 50 houses 

mildly 
damaged 

- 10 houses 
moderately 
damaged 

- 2 houses 
heavily 
damaged 

1 village government 
office heavily damaged 

Living in areas prone to 
volcanic eruption 
Level roof (lack of 
slope) leading to 
deposit of volcanic ash 

 

 
 

c. The discussion results can be presented and completed in 
a joint discussion to get a complete and comprehensive 
result. 
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Aspect Impact Vulnerability 
Cause of Impact 

Level 

Humans 130 people deaths 
300 people injured 
People are suffering 
from URTI 

Insensitivity/ignorance 
Lack of knowledge on 
the signs of volcanic 
eruption 
Living in areas prone to 
volcanic eruption 
Unawareness 
Failure to evacuate 
Breathing in the 
volcanic ash/not 
wearing masks 

 

Nature/Environment Crop failure on 45 
hectares of plantation 
Water sources are 
polluted by volcanic 
ash 

Harvest has yet to be 
done 
Crop failure due to 
contamination by 
volcanic ash 
contamination 
Water sources are 
situated in the areas 
affected by volcanic 
ash 

 

Physical/Infrastructural 
Aspect 

Houses (roof damage) 
- 50 houses 

mildly 
damaged 

- 10 houses 
moderately 
damaged 

- 2 houses 
heavily 
damaged 

1 village government 
office heavily damaged 

Living in areas prone to 
volcanic eruption 
Level roof (lack of 
slope) leading to 
deposit of volcanic ash 

 

 

 

4. Capacity Assessment 
a. Group Discussion. The facilitator may divide the 

participants into several groups. Discuss the school 
capacity in terms of the five aspects of livelihood. The 
capacity identified in these five aspects cover the following 
components namely: Policy, Preparedness and Community 
Participation; 

b. The matrix used is as follows: 
 



I 
 

 

II 

 
Aspect 

Existing 
Capacity 

Required 
Capacity 

 

Capacity 
Level 

    

    

    

    

 

5. Risk Analysis 
a. The Vulnerability and Capacity Assessments Results are 

then used in Risk Analysis to find out the threats with the 
highest risk at the school/madrasa; 

b. Below is the matrix used in the analysis. 
 

Threat 
Occurrence 

frequency 

Impacts Impact 

coverage 
Capacity Total 

Loss Casualties 

   
     

     
     
     
     
     
     

 

Filling Out Method: Fill the "Threat" column with the types of 
threats that have been identified. Fill the next columns 
(Frequency, Loss, Casualties, Impact Coverage, and Capacity) 
with the values of the scale of 1-5. Fill the "Amount" column with 
the sum of the numbers on each row. 
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Value 

 
Frequency 

Total 

Loss 

Total 

Casualties 

Impact 

coverage 

 
Capacity 

1 Very Rare: 
more than 5 
years 

Less than 5 
million 

Less than 1-5 
people 

Household Very high 

2 Rare 
4-5 years 

Less than 

10 million 

Around 

5-10 people 

Neighborhood 
Unit (RT) 

High 

3 Moderate 
2-3 years 

Around 50 
million 

Around 10- 
50 people 

Community Unit 
(RW) 

Moderate 

4 Often: 1 

year 

Around 50-
100 million 

Around 50- 
100 people 

Hamlet Low 

5 Very Often: 

every month 

Up to 100 
million 

Up to 100 
people 

Village Very low: 

 

6. Disaster Risk Map 
a. This disaster risk map creation is intended to find out, 

understand, and document the types and distribution of the 
threats, risky assets, weaknesses and strengths. Risk 
maps are also useful to provide visualizations when 
discussing and agreeing on the solutions to village 
problems such as 1) evacuation assembly points, 2) 
shortest and safest evacuation routes, etc.; 

b. The facilitator explains the mapping purpose and results, if 
necessary, complete with the examples of mapping result; 

c. All participants agree on the map elements. Agree on the 
objects or elements to be drawn on the map. In the context 
of school disaster risk management, normally the map 
elements include; 1) roads, 2) school buildings, 3) school 
vulnerable/hazardous areas, 4) safe evacuation routes, 5) 
evacuation destination points, 6) threat-impacted areas, 7) 
direction of the threats, 7) locations of the danger signs, as 
well as the natural elements within the school such as 
gardens, forest, river, or hill; 

d. Start drawing the map. After the map elements are agreed 
upon, the drawing process can begin. It is recommended to 
use different symbols and/or colors for each element; 
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e.  Check the field. When the drawing is completed, conduct a 
field checking together by referring to the drawn map. 
Record the important findings to be added to or improved 
on the map. This step is necessary to ensure that all 
important aspects are taken into account. Finish the 
process by expressing appreciation and discussing the next 
steps. 
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APPENDIX 3 
 

 

WORKSHOP PROCEDURES FOR THE DEVELOPMENT 
OF ACTION PLANS, THE FORMATION OF DISASTER 

PREPAREDNESS TEAM AT SCHOOL 
 

 

Detailed Process of the School Action Plan Development 
1. Explanation for the facilitator of the 'School Action Plan' (SAP). 

SAP is a community activity plan in the form of tables to 
manage disaster risk reduction and also as a guideline to the 
supporting stakeholders (e.g. village officials, UPTD/Education 
Office, etc.). SAP was developed based on disaster risk 
assessment. In this case, an inclusive disaster risk assessment 
will produce an inclusive RAS; 

 

 

2. SAP prioritizes the efforts or actions of DRR (prevention, 
mitigation, and preparedness); 

 

 

3. The action should be prioritized if it should be done 
immediately. Otherwise, it will lead to a bad impact. However, 
the community action plan (RAK) activities in disaster safe 
school/madrasa (SMAB) are focused on the school community 
to (a) increase the knowledge and skills of all school community 
to save themselves from disasters or to achieve zero victims, 
(b) to have the ability to deal with critical conditions in school, 
(c) be able to prepare and carry out emergency need 
assessment in the event of incidents or disasters. 
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II 

 
 

Baseline Table/Checklist of the Initial School Capacity for 
the Need Identification 

 
INDICATORS 

SUB-
INDICATOR
S 

No. KEY QUESTIONS 
ANS WER 

Yes No 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The location 
is safe from 
disasters 

 

 
 
 
Natural 
Disaster 
History 

1 There are building boundary lines in 
our school/madrasa. 

  

2 Our school/madrasa is not located on a former 
landfill (TPA) site and a former mining area. 

  

3 Our school/madrasa buildings have 
never been damaged by natural 
disasters. 

  

4 Our school/madrasa buildings have not been 
rebuilt/strengthened after the damage 
occurred. 

  

 
 
 
 
 
 

School/Madrasa 
Conditions 
against the 
Earthquake 
Exposure 

5 Our school/madrasa buildings are designed to 
be earthquake resistant. 

  

6 The classroom doors and gates of our 
school/madrasa are quite wide for rescue 
during an earthquake. 

  

7 Our school/madrasa already has evacuation 
route signs in the event of an earthquake. 

  

8 Our school/madrasa already has assembly 
point signs in the event of an earthquake 

  

125 Our school/madrasa is not located in an 
earthquake prone area 

  

126 Our school/madrasa is not located in an area 
that has been hit by major earthquakes 

  

127 Our school/madrasa is not covered in vegetation 
which is dangerous if there is an earthquake. 

  

 
 

 
School/Madrasa 
Conditions 
against the 
Tsunami 
Exposure 

131 Our school/madrasa is not located in a tsunami-
prone area 

  

132 Our school/madrasa is not located in an area 
that has been hit by a tsunami 

  

133 The design of our school/madrasa is 
tsunami-resistant 

  

134 Our school/madrasa already has evacuation 
route signs in the event of a tsunami 

  

135 Our school/madrasa already has assembly 
point signs in the event of a tsunami 

  

 

 
School/Madrasa 
Conditions 
against 
Volcanic Eruption 
Exposure 

141 Our school/madrasa is not located in a 
volcanic disaster-prone area 

  

142 Our school/madrasa is not located in an area 
close to the cold lava flows 

  

143 Our school/madrasa has never 
experienced the effects of volcanic eruption. 

  

144 The design of our school/madrasa building 
takes into account the risk of being exposed 
to volcanic eruptions 
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the partition 
wall 

Condition
s against 

Other 

II 

 
 

INDICATORS SUB No. KEY QUESTIONS ANSWERS 
INDICATORS Yes No 

151 Our school/madrasa is not in a steep slope 
area which can slide at any time 

School/Madrasa 152 Our school/madrasa is not located in 
 an area that has been 
affected by landslides 

against 153 Our school/madrasa is far from landslides 
Landslide  the center location of 
 the previous landslide 

154 The design of our school/madrasa takes into 
account the threat of landslides around 

161 The design of our school/madrasa takes into 
account the risk of fire. 

162 The classroom doors and the gates of our 
school/madrasa are quite wide for rescue in 
the event of 

School/Madrasa fire 
Conditions 163 Our school/madrasa already has against 
 evacuation route signs if there is fire Fire 
Exposure 164 Our school/madrasa already has 
 assembly point signs in the event of 

fire. 

165 Our school/madrasa is not located in a 
densely populated area prone to fire 

School/Madrasa 171 Our school/madrasa is not located in an 
area prone to other disasters. 
(........................................
................................ ......................................................................... 

Disaster ......................................................................... 
Exposure ......................................................................... 

...............} 

Foundation 211 There is a foundation system under 
the school/madrasa building. 

221 The building has beams/foundation tie 

beams. 

222 The school/madrasa building has ring 

Beams beams. 
223 The beams are free from damage (cracks, breaks, 

detached from the bond). 

224 The installation of iron frame 
{rebar} is strong and good. 

231 The school/madrasa building has columns. 

BUILDING 232 All columns are free from damage (cracks, 

STRUCTUR
E 

Columns breaks, detached from the bond). 
233 Each corner of the column made of wood 

has a diagonal support. 

241 The walls of the school/madrasa buildings are 
made of lightweight materials. 

Walls 242 The school/madrasa walls are free of 
cracks. 

243 There are nails to connect the wall with sills. 

251 The roof is made of lightweight 

Roof materials. 
252 The roof cover is properly installed to the 

roof truss. 

DESIGN Partition Wall 311  already tied to 
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INDICATORS SUB No. KEY QUESTIONS ANSWERS 
INDICATORS Yes No 

AND the closest component. 

CLASS Ceilings 321 The platen or grid has been fastened with 
ARRANGEMENT   into the roof system. 

331 The classroom doors open outwards. 

332 The windows with glass have been cross 

Door and bonded between the angles as the lateral ties 

Window on the structure, or the window is coated with 
a plastic film so that in the event of 
earthquakes, the broken glass will not 

harm anyone. 

341 Check that the hanging objects from the 

ceiling will not 

collide with each other when there is an 
earthquake. 

342 Check that the lights have been installed 

firmly and precisely in place. 

Permanent ornament 343 The flagpole has been embedded well 
and strong in place. 

344 The signboards in the school/madrasa area 

are tied properly. 

345 The tiles have been installed properly to 

the roof structure. 

Is there an adequate gap between the 
seat and the student desk? 

Is there an adequate gap between the 
student chairs? 

Place arrangement Is the sitting position of the students with 
special needs arranged to help them in 

evacuation? 
Are the seats of students and teachers far 

away from objects that might harm them, for 

example cabinets, bookcases, etc.? 

351 If there are stairs, are the handrails 
Stairs installed firmly and 

properly? 

Are there ramps to support the mobility 

independence of school members who use a 

wheelchair including the independence during 

internal evacuation 

Accessibility in a disaster situation? 
There is a guiding block to support 
the mobility independence of school members with 

vision difficulties including the independence 

during evacuation in a disaster situation? 

Floors and 361 Floors are free from cracks. 

Ceramics 362 The floor tiles are still intact. 

371 There is an evacuation site or open 
area. 

372 The evacuation routes are safe from falling 
Surrounding objects. 

373 Dead or brittle trees have been cut so that 

they will not be uprooted when the 

earthquake occurs. 

FACILITIES Electrical Equipment 411 The necessary equipment has been 

installed AND {telephone, TV,  properly to avoid INFRASTRUCTURE
 computers,   from the top of the shelf 

or table. 
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INDICATORS SUB No. KEY QUESTIONS ANSWERS 
INDICATORS Yes No 

SUPPORT lights, fans, 412 Telephones placed on the table are etc.) 
 quite far from the edge so that they 

will not fall. 

413 Speakers, computers, and other electronic 

devices have been placed 
properly so that they will not block out the 

evacuation route during a disaster. 

414 The important computer files have been 

stored periodically in another backup 
storage. 

421 Bookshelves and filing cabinets have been 

installed properly on the wall or floor. 

422 The bookshelves, shelves, filing cabinets are 
still in a good condition (not weathered). 

423 The bookshelves are equipped with 
cantilevers or cables on the edge, to keep the 
books from falling. 

424 Fragile items are already in a fairly and 

Furnitures stable place. 

425 Shelves that store first aid kits are 
located in an easily accessible place and 
not easily broken. 

426 The wheeled shelves have been blocked to 

prevent the rack from sliding in the event of 
earthquakes. 

427 The table is made of material that is 

strong enough to withstand the fall of 
rubble. 

428 The table corners have been flattened and 

blunted to avoid injury. 

Is there go bag containing emergency kits 
including first aid kits in each class? 

Is there an evacuation floor plan in each 
class? 

 
Is there a fire extinguisher in each class? 

431 Pictures, boards, and wall hangings already 
Pictures and are firmly mounted on the wall and 
Boards located in a harmless location. 

Dangerous 441 Chemical goods have been stored according 
to and Poisonous  the recommendations from the 
manufacturers. 

Materials 442 LPG gas cylinders have been well secured 
and closed tight. 

451 The connection on the piping is strong enough to 
Utilities and avoid damage in the event of 
Others earthquakes. 

452 The piping is located on the evacuation route. 

461  A fire extinguisher is available. 

462 The fire extinguisher box has been tied 
Other utilities securely. 

463 The fire extinguisher is secured with a

 easily removable strap. 
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INDICATORS SUB No. KEY QUESTIONS ANSWERS 
INDICATORS Yes No 

571    Cable protectors have been tied laterally 
Electrical Equipment so that they will not easily separated from the 
bond. 

1 The school/madrasa has subjects that 
contain the history of disaster in the 
school/madrasa environment. 

2 The school/madrasa has subjects that 
contain the human vulnerability and life 
resources in relation to disasters. 

3 The school/madrasa has subjects that contain 
the human capacity and life resources in 
relation to disasters. 

4 The school/madrasa has subjects that 
contain the disaster risk reduction efforts in 
the school/madrasa environment. 

5 The school/madrasa has extracurricular 
activities that educate children to do 
observation activities about disaster 
hazards/threats in the school/madrasa 
environment. 

6 The school/madrasa has extracurricular 
activities that educate children to conduct a 
structural capacity and vulnerability 
assessment of the school/madrasa. 

7 The school/madrasa has extracurricular 

activities that educate children to conduct 
Knowledge, a non structural capacity and 
Attitudes, and  vulnerability assessment of the 

school/madrasa Actions 8 The school/madrasa has activities to 
improve skills in school 
disaster risk reduction efforts. 

9 The school/madrasa once held the 
dissemination of information on the 
implementation of 

disaster safe school for all the 
school/madrasa community including 
children. 

10 The dissemination of information on the 
implementation of the disaster safe school is 
carried out periodically at least once a year. 

Certain disaster evacuation simulations (e.g. 
floods, landslides, earthquakes, etc.) involving 
all school community including those with 
special needs are carried out regularly at least 
3 times a year. 

11 The school/madrasa once held a 
preparedness training activity that 
involved all school/madrasa community 
including children. 

12 The preparedness training activities involving 
all school/madrasa community are conducted 
regularly at least once a year. 

13 The school/madrasa already 
considers the ability of all school 
community  including 
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INDICATORS SUB No. KEY QUESTIONS ANSWERS 
INDICATORS Yes No 

with special needs in understanding and 
practicing the DRR knowledge. 

 
1 The school/madrasa releases a written 

statement in the program which supports 
the Disaster Risk Reduction (DRR) efforts. 

2 The school/madrasa releases a written 
statement in its activity and budget plan 
which supports the DRR efforts. 

3 The school/madrasa has a bulletin 
board/book/module/poster/other media 
which contains knowledge and information 
about DRR and can be accessed by all the 
school/madrasa community including 
children with special needs. 

4 There are school/madrasa members who 
participate in the DRR activities which 

School/Madrasa is carried out by other parties (e.g. training, 

 teacher meeting, student jamboree, etc.). 
Policy 5 Every school member including children 

with special needs has the opportunity 
to participate in the DRR activities held by 
other parties (e.g. training, teacher meeting, 
student jamboree, etc.). 

6 The school/madrasa has integrated the 
implementation of disaster safe 
school/madrasa into the School Activity and 
Budget Plan. 

7 The annual School Activity and Budget 
Plan includes the implementation activities 
of disaster safe school/madrasa 
structurally. 

8 The annual School Activity and Budget 

Plan includes the implementation activities 
of disaster safe school/madrasa 

non-structurally. 
1 The school/madrasa has the result 

documents of the vulnerability and capacity 
assessments 
for the disaster threats in the 
school/madrasa environment. 

2 The result documents of the vulnerability and 
capacity assessment for the disaster threats in 
the school/madrasa school/madrasa 
environment are arranged participatively 

Preparedness involving girls and 

Planning boys. 
3 The result documents of the vulnerability and 

capacity assessment for the disaster threats in the 

school/madrasa school/madrasa environment 
are regularly updated. 

4 There is a written agreement regarding the 
roles and responsibilities of school/madrasa 
community in the event of a disaster. 

5 The school/madrasa community including children 
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INDICATORS SUB No. KEY QUESTIONS ANSWERS 
INDICATORS Yes No 

actively and participatively designing 

evacuation routes and signs that are easy to 

read and follow, both inside and outside the 

classroom. 

6 The school/madrasa community including children 

actively and participatively making the 

Evacuation Maps 

7 The school/madrasa community including 

children agrees on the location of the 
assembly points for 

the evacuation with parents/guardians of the 
students and surrounding communities. 

8 The school/madrasa has a fixed procedure 
for integrated evacuation in the event of a 
disaster 

9 The school/madrasa has conducted a drill of 

integrated evacuation procedures. 

10 The school/madrasa conducts a regular 
integrated evacuation procedure drill at least 
once a year. 

11 The school/madrasa has held a disaster 

evacuation drill which was attended by 
children, teachers, principals, school 

committees, 

and other school members, including 

children with special needs. 

12 The school/madrasa community including children 

renews the integrated evacuation plan based on the 

results of the evaluation after the drill was carried out. 

13 The disaster evacuation drills which are 
attended by all school/madrasa community, 
including children with special needs, school 

committees, and other school members are 

conducted regularly. 

14 The neighborhood residents around 

the school/madrasa also join in the 

drill. The school preparedness 

planning considers the needs and 
capabilities of all school community including 

those with special needs in a disaster situation. 

1 The school/madrasa has a UKS (school 

health unit) room including the first aid 
kits that can be used immediately after a 

disaster. 

2 The school/madrasa has 

stretchers/ropes, tarps/tents/other safety 
equipment. 

Resource 3 The school/madrasa students 

Mobilization  institutionalize the DRR activities under 

the 
 student council (OSIS) coordination. 

4 There are students including those with 

special needs involved in 

the DRR activities in the school/madrasa 
that have a role as a planner. 

5 There are students including those with 

special needs involved in 
the DRR activities in the school/madrasa that have a role 
as an organizer 

 

 
 
 

TECHNICAL INSTRUCTIONS FOR THE IMPLEMENTATION OF SMAB DISASTER SAFE SCHOOL/MADRASA 
FOR CHILDREN WITH SPECIAL NEEDS 



 

 

II 

 
 

INDICATORS 
SUB 

INDICATORS 
No. KEY QUESTIONS 

ANS WERS 

Yes No 

  6 There are students including those 

with special needs involved in the DRR activities 

in the school/madrasa that become the member 

of a monitoring and evaluation team. 

  

 The school has a support mechanism to 
ensure children with special needs are 
involved in disaster preparedness efforts and 
are not left behind during a disaster. 

  

7 The school/madrasa holds a meeting with the 

teachers, students, school committee, 

administration staff, and other 
school/madrasah members to introduce the 

DRR efforts. 

  

8 The internal meeting is conducted regularly.   

9 The school/madrasa forms a task force of 

disaster management involving teachers, 

students, school committee, administration staff, 

and other school/madrasa members. 

  

10 The school/madrasa once held an 

external meeting with residents around the 

school/madrasa environment and 

BPBD/other government agency 

representatives to introduce the DRR efforts 

in the surrounding area of the 

school/madrasa. 

  

11 The external meeting is carried out 

regularly. 
  

 
 

The participants were asked to identify the disaster risk 
reduction programs (prevention, mitigation, and preparedness) 
that could and might be done next year, with the help of the 
table below. 

 

 

Table of Priority Efforts/Actions (in the first year) 
(Prevention/Mitigation and Preparedness) 

 
 

No. 
 

Program 
 

Target 
 

Organizer 
Alai 

Resource 
1 2 3 4 5 

1     
2     
3     
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Prevention/Mitigation and Preparedness Activities 

(in the first year) 
 

 

No. Activity Target 
 

Location 
 

Time 
Total 

Budget 
Sources of 

Funding 
Organizer/ 
Coordinator 

1 2 3 4 5 6 7 8 

1        
2        
3        

 

- The two tables below are not to be filled in, please use them to 
assist you in monitoring and evaluating as well as formulating 
the follow-up plans which have been carried out during the 
year. 

 

 

Monitoring and Evaluation Table 
 

 

Activity 
 

Target 
 

Indicator 
 

Realization 
Resource  

Information 
Budget Others 

       

       
       

 

Follow-Up Plan Table (in year 1) 
 

 

Activity 
 

Indicator 
Resource  

Information 
Person in charge Time 

     

     
     

 

Process Description 
Formation of the Disaster Preparedness Team 

- The Disaster Preparedness Team is formed based on the 
sector needs in the Emergency Plan that has been prepared. 
The task is adjusted to the actions that have been formulated 
in the Emergency Plan. 



 

 

- 
Examples of Job Description for the Disaster Preparedness Team 

 

 
 
 
 

 
POSITION 

WORK DESCRIPTION 
NORMAL TIME EMERGENCY TIME NORMAL TIME 

NORMAL TIME 

(PRE-DISASTER) 

BEFORE 

DISASTER 

DURING 

DISASTER 

AFTER 

DISASTER 

NORMAL TIME 

(POST-DISASTER) 

PROTECTOR Becomes a communicator 

between the Disaster 

Preparedness Team and 

the school community. 

Responsible for the 

continuity of the Disaster 

Preparedness Team. 
Becomes the top manager 
of the disaster 
preparedness at the 
school level. 

Ensuring teamwork 

readiness Responsible 

for early warning 

activation 

Leading the 

rescue 

evacuation 

Deciding what actions are 
deemed necessary 

with the Disaster 

Preparedness Team 

Ensuring the capacity of the 

school community and the 

Disaster Preparedness Team 

in the disaster management 

Leading the Disaster 

Preparedness Team 

evaluation 

HOMEROOM 
TEACHER 

Accompanying the 

Disaster Preparedness 

Team in implementing 

the programs and 

activities 

Helping the Disaster 

Preparedness Team's 

readiness 

Helping the principal in 
early warning activation 

Together with the 

Disaster 

Preparedness 

Team to conduct 

the rescue 

Monitoring the 
surroundings 

together with the Disaster 
Preparedness Team and 

helping the principal 
coordinate with the 
external parties and 
school community, for 

example in the student 
pickup. 

Helping the principal to 

ensure the capacity of the 

school community and the 

Disaster Preparedness 

Team in disaster 

management 

 
HEAD 

Responsible for the 

implementation of 

disaster management 
Coordinating with the 

principal, 

Ensure each field 

coordinator is ready 

Ensure each field 

coordinator 

performs the task 

Conducting data collection 

Making sure all the school 

members have been 
evacuated 

Ensuring the capacity of the 

Disaster Preparedness Team 

in disaster management 



 

 

 

 
 
 
 

 Homeroom Teachers, 

Teachers, and external 

parties relevant to 

disaster management 

conduct internal 

coordination of the 

preparedness team for 

the implementation of 

disaster management 

activities 

    

VICE 
HEAD/SECRETARY 

Replacing the head if 

he/she is unable 

Recording the program 
and/or activities of the 

Disaster Preparedness 
Team and the 

documentation. 

Helping check the 
administrative works 

Recording the victims 
and reporting them to 
the First Aid Team 

Preparing an evaluation 
sheet 

Preparing 
information updates 
to the Disaster 
Preparedness Team 

EARLY WARNING Making an early 
warning tool 
Disseminating 
information of the early 
warning tool to the 
school community 

Ready and alert 

when the weather is 

cloudy and when it 

rains 

Ring the early 

warning tool 

Helping in guiding the 

school members to the 

evacuation site 

Helping the teacher 

monitor the surroundings 

Updating the early warning 

system 

DISSEMINATION OF 
INFORMATION 

Conducting the 

dissemination of 

information to the 

school community 

about disasters around 

the school 

Helping teams in need Helping teams in need Helping teams in need Conducting the 

dissemination of 
information about the 
disaster management 
updates to the school 
community 

EVACUATION AND 

RESCUE 
Creating evacuation 

routes 

Determine the 

assembly points 

Securing of the 

evacuation routes 

Guiding all school 

community to the 

appropriate relocation 

site 

Helping the teachers to 

calm the students 

Updating the evacuation 
site 
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 the temporary 
assembly point and 
the assembly point 
Creating the 
evacuation route 
signs 
Determining the 
support mechanism 
for the school 
communities with 
disabilities who are 
not able to do self-
evacuation 

 according to the 
agreed route. 
 
Making sure that 
there are no school 
communities, 
including those with 
special needs, are left 
behind during the 
evacuation 
 
Seeking for external 
help if necessary 

Being aware of the 
disaster aftershocks 
 
Making sure that there are 
no school communities 
who return to school 
before the situation is safe 

 

FIRST AID Preparing and 
providing the First 
Aid 
Practicing the First 
Aid 

Preparing the First Aid 
necessities 

Providing the First Aid 
to the disaster victims 
(school communities) 

Calming the wounded 
victims 

Updating the skills and 
knowledge of the First 
Aid 

LOGISTICS Preparing and 
providing the 
disaster 
preparedness tools, 
including ropes, 
tents, HT/Radio 
Maintaining the 
disaster 
preparedness tools 

Preparing and providing 
the disaster 
preparedness tools, 
including ropes, tents, 
HT/Radio 
 

Helping to use the 
disaster preparedness 
tools, 
helping to direct the 
victims to the 
assemble point 
 
Identifying the logistic 
needs during the 
evacuation 
 
Seeking for external 
help if necessary 

Collecting the unused 
tools 

Checking and updating 
the logistic supply 

 

 

 

*The position and description can be developed as needed. The Disaster Preparedness Team can be 
formed per type of disaster threat, if there is more than one type of disaster threat. This Disaster 
Preparedness Team needs to be collaborative in developing the operational procedures or school 
emergency plans. Therefore, overlapping responsibilities which can cause ineffective operation can be 
avoided. 
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ANNEX 4 
 

 

PROCEDURE FOR WORKSHOP ON THE PREPARATION OF 
SCHOOL EMERGENCY STANDARD OPERATING 

PROCEDURE AND PUBLICATION MEDIA 
 

 

DAY 1 

a. The facilitator presents the school disaster risk assessment results 

that has been carried out previously; 

b. The resource person explains the definition and function of School 

Disaster Emergency Response; 

c. FGD. The facilitator divides the participants into 3 groups, each 

group consists of 5 people, to discuss the parties to be involved in 

the event of a disaster at school, with the help of a table indicating 

the parties, the tasks assigned, time, and location; 

Parties 
Task 

Assigned 
Time Location 

    

 

d. The discussion results are presented in plenary session.  

Presentation of each group; 

e. The facilitator provides conclusion and closing for Activity of Day 1. 
 

DAY 2 
Preparation of the Standard Operating Procedure 
a. The facilitator provides a brief review of the outcomes of Day 1; 

b. The facilitator introduces the standard operating procedure covering 
the importance of standard operating procedures preparation, their 
functions, coverages, etc.  

c. The facilitator guides the participants to identify the complementary 

data needed for the preparation of the standard operating procedure; 

d. FGD. Participants are divided into 3 groups; each group consists of 5 

people. Participants discuss about the actions to be done and by 

whom before the incident, at the time of the incident, and after the 

incident; 



DISASTER SAFE SCHOOL/MADRASA FOR 
CHILDREN WITH SPECIAL NEEDS 74 TECHNICAL INSTRUCTIONS FOR THE 

IMPLEMENTATION OF SMAB 

 

 

 

e. School Disaster Emergency Response Standard Operating 
Procedure is a written standard/guideline that is used to 
encourage and mobilize a group to achieve the goals. It 
ensures the "Coordination of who does what; individual or team" 
and the "Communication coordination line: authority and 
responsibility". Standard operating procedure is also helpful to 
fully understand the roles and functions of each position in an 
emergency (including during the simulation/drill) and clarify the 
tasks, authority and responsibilities of the relevant officials. 
Essentially, the function of a standard operating procedure is to 
ensure that the officials or team conduct the tasks seamlessly; 

f. The participants are asked to present the discussion results and 
later, based on the inputs generated during the presentation, 
draft the standard operating procedure. 

 

 

DAY 3 
Creating the School Evacuation Map 
a. A part of the evacuation map creation is to map the safe zones 

within the school. This activity aims to ensure that all school 
components have the common understanding on the disaster 
threats and the safe areas or zones at school. Involve the 
teachers and students in this map creation to ensure that they 
memorize it. [School and classrooms floorplans are created by 
the students, especially those of the 3th, 4th, 5th and or 6th 
grade]. Emphasize the advantages of the school safe zones 
map; 

b. The process of creating a safe zone map is carried out in stages; 
c. Steps for creating a school disaster evacuation map: 

1) Present the disaster risk assessment results at school. 
2) Invite the participants to participate in the school 

environment observation to determine the safe and 
hazardous/vulnerable zones. 

3) Divide the participants into groups, one group consists of 5 people. 
4) Ask each group to make a school floorplan as a base map. 
5) Ask the groups to mark the evacuation routes, temporary 

assembly points and final gathering points, as well as safe 
and vulnerable areas on the school floorplan. 

6) Ask them to complete the maps with information and legend. 
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7) Ask the groups to do a presentation. 
8) Discuss and comment on the results. 
9) Provide a conclusion for the map produced. 

d. Consider: The safety of the evacuation area, the children with 
special needs, the need for training of personnel in the 
designated assignments and responsibilities to ensure 
seamless implementation, and the need for evaluation to 
improve the plan (including the results of simulation/drill 
evaluation). 

 
 
 

Examples of School Emergency Standard Operating Procedures 
Before the Incident 

 
WHO WHAT WHEN WHERE 

Teacher/Principal Immediately ring the 
agreed early warning 
system (school bell). 

 
 
 
 
 
 
 
 
 
 
≤ the 
first 5 
minutes 

In the teacher’s room to 
make sure that all school 
components hear the 
warning. 

Give a signal to enter 
the classroom. 

In all school areas to 
make sure everyone 
hears/sees the warning. 

Teachers/Security Staff Turn off the gas 
source and electricity. 

Canteen and electric meter. 

Close and lock 
windows and doors 

All classrooms and other 
rooms 

Students Stay calm, immediately 
hide under a table, 
cover head after 
hearing the early 
warning and wait for 
the instruction to go to 
the evacuation site. 

Classroom 

Security 
Staff/Teachers/Students 

Stay at school until 
there is a signal from 
the Principal 

Until the 
signs and the 
storm 
subside 

In all classrooms and other 
rooms 
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Examples of School Emergency Standard Operating 
Procedures at the Time of the Incident 

 
Teachers In the case of storm, 

immediately conduct self-
evacuation and give sign to the 
students to enter their 
respective classrooms and 
take cover under the tables. 

≤ the 
second 5 
minutes 

Evacuation to 
Classrooms 

Close the windows and the 
doors. 

Classrooms 

Ensuring that the students 
have covered themselves 
properly and the number of 
students matches the 
attendance list on that day. 

Anticipate the warning to exit 
the classrooms and head to 
the Evacuation Site. 

Students Immediately respond to the 
Teacher’s sign to evacuate to 
the classroom and make sure 
that they have taken cover 
under their respective tables 
properly. 

Ensure that their seatmates 
are present and call the 
teacher if they need any help. 

Stay under the tables until the 
Teacher signs them to head to 
the Evacuation Site 
(Schoolyard) and wait until 
their parents pick them up. 

School Security 
Staffs/Teachers/Students 

Stay at the school site Until the 
storm 
passes 

Each classroom 
and room 
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Examples of School Emergency Standard Operating 
Procedures After the Incident 

 
Principal Sounding the safety signal so that the 

teacher instructs the students to move to 
the evacuation site 

≤ the third 5 
minutes 

Principal room 

Teacher Signaling the students to move to the 
Evacuation Site (School Yard) in an orderly 
manner and seeking to provide the best 
assistance for the students who face 
difficulties in performing self-evacuation 

Each classrom and room 

Student Moving calmly and orderly to the 
Evacuation Site (School Yard) and, if 
possible, seeking assistance for their peers 
who face difficulties in performing self-
evacuation 

Evacuation to the School 
Yard 

Teacher Checking the attendance of each student 
and providing assistance for those in need  

Evacuation Site/Yard 

Disaster 
Preparedness Team 

Helping the teachers count the students to 
make sure that their number fits the 
attendance list of that day and providing 
help if required by the teachers 

Teacher/Principal Calling BPBD, Village officials, and 
Community Health Center to report the 
disaster and calling the parents to pick up 
their children 

≤ the fourth 5 
minutes 

Calming the students down 

Principal Calming the school members down and 
provide instructions 

As necessary 

Teacher of Religion 
Subject 

Calming the school members down and 
leading the prayer 

As necessary 

Teacher/Teacher  Providing treatment and accompaniment 
for the injured people together with the 
Disaster Preparedness Team, Community 
Health Center, and Indonesian Red Cross 
and, if necessary, taking them to the 
hospital 

As necessary 

Teacher/Parent Making sure that the parents take their 
children home from the designated 
evacuation site. 

≤ the first 5 
minutes 
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ANNEX 5 
 

 

PROCEDURE FOR THE PREPAREDNESS SIMULATION 
IN THE SCHOOL ENVIRONMENT 

 

 

Preparation 
a. Create and post the evacuation routes and assembly point 

signage as well as the school evacuation maps; 
b. Arrange the simulation scenarios; 
c. Set up an evacuation simulation schedule; 
d. Identify the simulation needs; 
e. Promote the activity in advance to the school community so 

they know what to do in an emergency. The school community 
understanding the dangers being faced and having the 
knowledge of emergency management is more confident in 
overcoming and reducing the fear to respond to emergencies 
appropriately; 

f. It is better to do this preparation activity together with the 
students. 

 

 

Several things that must be included in the identification are: 
a. List of the students in each class; 
b. List of the teachers and education personnel; 
c. List of the needs of the school community members with special 

needs; 
d. The threat scenario agreed (time, level of the threat); 
e. Readiness (teachers, supervising teacher, teacher blowing the 

whistle/ringing the bell/sounding the siren, teacher serving as 
the first aid officials in simulation, students making the sounds, 
injured victims, etc.); 

f. Simulation items/equipment such as whistles, bells, sirens, 
stopwatches/clocks, first aid kit; 

g. Provision of the simulation equipment taking into account the 
special needs of school community members with disabilities; 

h. Evaluation questions/checklist; 
i. Cameras/camcorders to document activities; 
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j. Teachers to check the readiness of the equipment or provisions 
prior to the simulation. Furthermore, the school must provide 
guidance to the students in advance on what to do and how to 
do it; 

 

 

Example of the Implementation of Earthquake Simulation 
a. Each class conducts teaching and learning activities as usual; 
b. One teacher blows a whistle/rings a bell/sounds the siren/rings 

the school bell, first sound is the sign to indicate the occurrence 
of an earthquake; 

c. Teachers in each class shout out the word "earthquake" or do 
specific signals to inform the students with hearing difficulty; 

d. Some students make sounds like the vibrating tables, chairs, 
glass, fallen pencil case, etc. according to the magnitude of the 
Richter scale; 

e. Teachers ensure that every student conducts the correct and 
safe evacuation procedures; 

f. The evaluation for this simulation is conducted together and 
guided by one or two teachers by giving a number of questions 
provided in the open question or evaluation checklist; 

g. Evaluation questions include whether all school community 
members including those with special needs are actively 
involved in the preparation and implementation of evacuation 
simulations. 
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ANNEX 6 
 

 

PROCEDURE FOR WORKSHOP ON THE IMPLEMENTATION 
EVALUATION AND FOLLOW-UP PLAN 

 

 

Program Evaluation 
a. The facilitator guides the process of all program activities 

evaluation by explaining its objectives and how to fill out the 
evaluation form; 

b. The program outcomes in the form of (the copy of) process 
reports and activity achievement documents can be shared or 
displayed to the participants; 

c. All members of the Working Group are invited to express their 
opinions about the best practices and methods conducted 
during the program implementation process, matters that can be 
emphasized as a part of the community capacity factor, as well 
as the methods to be improved. 

 

 

Evaluation Question 
a. Was the community involved in the activities conducted? Was 

the community voluntarily involved in the entire activities and 
decision-making process?; 

b. In terms of the benefits of the Safe School/Madrasa-related 
activities for the school, were the methods and approaches 
applied in line with the community behavior/practices to achieve 
the defined goals?; 

c. Do the students enjoy the benefits of the program 
implemented? Are there any needs/problems that have not 
been addressed through the program?; 

d. Were the school community members with special needs 
actively involved in the preparation and implementation of the 
program activities? 

e. Do the school community members with special needs enjoy 
the benefits of the program implemented? 

f. What are the improvements required to enhance the 
participation and inclusivity of the program? 



TECHNICAL 

INSTRUCTI

ONS 

DISASTER SAFE SCHOOL/MADRASA FOR 
CHILDREN WITH SPECIAL NEEDS 80 TECHNICAL INSTRUCTIONS FOR THE 

IMPLEMENTATION OF SMAB 

 

 

II 

 
 

g. Were there any good or bad changes made in the program 
implementation?; 

h. What made the planned activities slowly or failed 
to be implemented?; 

i. Are there any things that need to be avoided and improved in 
order to achieve the goal?; 

J. Have all program indicators been achieved? If not, why?; 
k.  How is the sustainability of the safe school/madrasa program? 

Do the local government and the school have a strategy to 
continue the program?; 

 

 

Endline Assessment 
The facilitator then assists the Working Group to conduct the 
Safe School endline assessment to be compared with the results of 
the baseline assessment conducted at the beginning of the program 

 

 

Activities Outputs Verification Tools Document Description 
Process Documentation 

1 2 3 4 5 
 
 
 
 
 
 
 
 
 
 

Filing out Are the outcomes Is the process Is the Column:
 of the expected of achieving outcomes outcomes 

formulated 
activities have been has been formulated has been registered 

achieved? How or in the 
participation document is reflected in or text? Was the
 in media Is it still effective 
and media: photo, in the form of a 
draft? efficient? How metaplan, Is the benefit of
 flipchart, final? Are these 
activities? minutes, reports need to be 

activities or legalized? 

other media. Has it been 
legalized? 

 
 
 
 

TECHNICAL INSTRUCTIONS FOR THE IMPLEMENTATION OF SMAB DISASTER SAFE SCHOOL/MADRASA 
FOR CHILDREN WITH SPECIAL NEEDS 



 

 

 



TECHNICAL INSTRUCTIONS FOR THE IMPLEMENTATION OF SMAB DISASTER 

SAFE 
FOR CHILDREN WITH SPECIAL NEEDS 

 

 

II 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TECHNICAL INSTRUCTIONS FOR THE IMPLEMENTATION OF SMAB DISASTERSAFE SCHOOL/MADRASA 
FOR CHILDREN WITH SPECIAL NEEDS 



 

 

 



TECHNICAL INSTRUCTIONS FOR THE IMPLEMENTATION OF SMAB DISASTER 

SAFE 
FOR CHILDREN WITH SPECIAL NEEDS 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ADAPTED FROM THE TECHNICAL INSTRUCTIONS 

FOR THE IMPLEMENTATION OF SMAB ISSUED BY 

BNPB 


