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Senate Bill 187: Comprehensive School Safety Plan Purpose 
 
The California Education Code (sections 32280-32288) outlines the requirements of all schools operating any kindergarten and any 
grades 1 to 12, inclusive, to write and develop a school safety plan relevant to the needs and resources of that particular school. 
 
In 2004, the Legislature and Governor recast and renumbered the Comprehensive School Safety Plan provisions in SB 719 and AB 
115. It is the intent ofthe Legislature in enacting the provisions to support California public schools as they develop their mandated 
comprehensive safety plans that are the result of a systematic planning process, that include strategies aimed at the prevention of, 
and education about, potential incidents involving crime and violence on school campuses. 
 
The historical requirement of the Comprehensive School Safety Plan was presented in Senate Bill 187, which was approved by the 
Governor and chaptered in 1997. This legislation contained a sunset clause that stated that this legislation would remain in effect 
only until January I, 2000. Senate Bill 334 was approved and chaptered in 1999 and perpetuated this legislation under the 
requirement of the initial legislation. 
 
Comprehensive School Safety Plans are required under SB 719 & AB 115 and contains the following elements: 
 
Assessment of school crime committed on school campuses and at school-related functions 

• Child abuse reporting procedures 
• Disaster procedures 
• Suspension and expulsion policies 
• Procedures to notify teachers of dangerous pupils 
• Discrimination and harassment policies 
• School wide dress code policies 
• Procedures for safe ingress and egress 
• Policies enacted to maintain a safe and orderly environment 
• Rules and procedures on school discipline 
• Hate crime reporting procedures 

 
The Comprehensive School Safety Plan will be reviewed and updated by March 1st every year. In July of every year, the school will 
report on the status of its school safety plan including a description of its key elements in the annual school accountability report 
card. 
 
A copy of the Comprehensive School Safety Plan is available for review at https://rbhs.rbhsd.org/. 
 
Safety Plan Vision 
Safe Schools Plan Vision of Red Bluff High 
 
Vision Statement: 
 
Everyone will have a safe place to learn and work, in a supportive environment in order to fulfill job duties and educational needs. 
 
Mission Statement: 
 
Our mission at Red Bluff High School is to inspire and support each student to achieve academic excellence in a safe, healthy, and 
respectful environment every day.  
 
Red Bluff High School Profile Data: 
 
Pride and Strengths: 
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• Relationships: The strong professional bonds we form with students and among staff is our main source of strength. 
Many students have lunch in their teacher’s classrooms thus also setting up the possibility for stronger communication. 
Teachers also greet students at the door at the start of each period and a large number of teachers are coaches, club 
advisors, or lead extra-curricular activities. 

 Advocacy and Interventions: Students have a voice on campus through student government. They participate in and 
organize rallies, clubs, and other student activities. Students also write and publish a student newspaper as well as run a 
radio station. Students also participate in the safety committee and interview panels. 

School Safety:  

 Staff and students participate in safety training and drills. Some training and drills are provided on site. All coaches are 
provided with proper certifications. The emergency plan is reviewed on a yearly basis. The Catapult communication 
system is in place for emergency situations that greatly increases communication. In addition, a surveillance system is in 
place and a SRO is on campus. 

Beliefs 
 We believe in an equitable access to a wide range of challenging classes and meaningful learning opportunities for 

students. 
 We believe in bell to bell student engagement featuring relevant and challenging student learning every period every day. 
 We believe in Promoting and nurturing student learning as well as emotional and physical wellness. 
 We believe in a sense of belonging, respect, and empowerment among staff, students, and our community. 
 We believe in a school culture where diversity is accepted and respected. 
 We believe in a collaborative decision making process involving staff, students, and our community. 
 We believe in a positive, safe, attractive, and clean campus. 
 We believe that students should graduate with a plan for success in their future. 

SCHOOL SAFETY AND CRIME ASSESSMENT: 
 
Red Bluff High School recognizes that a safe school needs to assess itself by identifying problems, collecting information regarding 
those problems, and sharing information with all involved. Crime statistics are reported and collected using CALPADS. Red Bluff High 
School's crime statistics can be found at the following California Department of Education link: http://data1.cde.ca.gov. Red Bluff 
High School also recognizes that keeping crimes at a minimum requires constant monitoring. During the school day, teachers, 
administrators, the SRO, and campus supervisors work to be vigilant in and around campus.  
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Components of the Comprehensive School Safety Plan (EC 32281) 
 
Red Bluff High School Safety Committee 
Ryan Vercruysse, Cari Rodriquez, Markus Vossi, Karrie Roth, Renee Hodges, Suzanne Davis, Laura Fletcher, Lela Martinez, Arnold 
Jimenez, Diondra Wilfong, Jason Davis 
 
Assessment of School Safety 
Red Bluff High School recognizes that a safe school needs to assess itself by identifying problems, collecting information regarding 
those problems, and sharing information with all involved. Crime statistics are reported and collected using CALPADS. Red Bluff High 
School’s crime statistics can be found at the following California Department of Education link: http://data1.cde.ca.gov. 
Red Bluff High School also recognizes that keeping crimes at a minimum requires constant monitoring. During the school day, 
teachers, administrators, the SRO, and campus supervisors work to be vigilant in and around campus. A campus supervisor attended 
training the summer of 2016 at the NASRO Safe School Conference in Anaheim, CA. 
 
School Profile 
 
Red Bluff High School (RBHS) is a four year comprehensive high school located in the northwest section of Red Bluff. The large 
campus is adjacent to Douglass, First, and Franklin streets. Established in 1887, RBHS is the oldest high school in Tehama County. The 
neighborhood is mostly single family dwellings with a small amount of apartments. The campus is open with fencing along the west 
and south ends of the campus. 
Our current enrollment is approximately 1430 students. 
 
 
 
 
Ethnic Profile 
 
There is some ethnic diversity in our school population. The ethnic profile of the school is listed below. 
Caucasion  66% 
Hispanic  25% 
American Indian or Alaskan Native  .3% 
Native Hawaiian/Pacific Islander  1% 
Filipino  .2% 
Black/African American  1.2% 
Asian  0.4% 
Other  3.7% 
 
Staff Profile 
 
All members of the Red Bluff High School certificated staff have a teaching credential as regulated by the California Commission on 
Teacher Credentialing. There are 93 certificated full time and part time staff members at Red Bluff High School. All 93 instructors 
teach courses within their area of authorization. Thirty certificated staff members have a master’s degree. 
 
 
 
Strategies and Programs to Provide and Maintain a High Level of Safety (EC 32281(a)1, items A-J) 
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Red Bluff High School has Professional Learning Communities. Our teachers have been meeting in their designated subjects to 
develop common assessments, best practice teaching strategies, and develop learning goals.  Students select from a large variety of 
courses that will lead them to graduation. These courses include numerous AP level courses and dual enrollment with Shasta 
College. Our English Learner (EL) program offers three tiers. Visual and performing arts continues to be an important part of our 
curriculum and plays an important part in many students’ high school experience. Course options include percussion, Drama, Music, 
Drama, Dance, and Art. Our Agriculture Program offers students choices that include Equine Science, Ag Mechanics, and Ag 
Leadership. Our Special Education department supports students with special educational needs with the main part of the program 
focusing on co-teaching. We have recently re incorporated AVID into our programs and we are looking into ways to add 
interventions for students needing academic help or enrichment, this year there will be AVID at every grade level. Career Technical 
Education is a graduation requirement and course offerings have grown tremendously. 
 
Support Services and Programs: 
 
Student support services at RBHS include four counselors, two psychologist, a school nurse and nurse assistant, a librarian assistant, 
and a two associate principals. 
Outside agencies providing services to our students include Alternatives to Violence, Migrant Education, College Options, Gear Up, 
and Children First Counseling. 
 
 
Anti-Violence Measures 
 
Safety Committee Meetings 
The Safety Committee gets together on a regular basis to discuss safety concerns and plan future events. The team is made up of 
administrators, students, teachers, and classified staff, as well as campus supervisors and a SRO. We take a preventive approach to 
safety issues on campus and work to develop lasting solutions. 
Peer –Tutoring Program 
Peer tutors volunteer to provide individual tutoring to students needing assistance in any subject. Peer tutoring is provided two 
times a week at lunch or after school. In addition, tutoring is available in the library from staff three times a week. 
School Expectations Assembly 
The school administration has started a protocol of holding an assembly with incoming 9th grade students at the beginning of the 
year to clearly state expectations and inform students of any policy or rule changes for the new year. 
 
Student Behavior Expectations (posted in all rooms with explanations) 
Leave it better. 
Be prepared and willing to learn. 
Treat yourself and others with respect. 
 
Campus Supervision 
Three full time campus supervisors are now in place. The supervisors are assigned to be out and about campus from 7:30 AM to 4:00 
PM. In addition teachers rotate checking hallways and bathrooms during their prep periods. There is also a rotating group of 
teachers supervising key areas of campus before and after school. Three administrators and the Dean of students also supervise 
before school, at break, lunch, and after school. All home athletic and extracurricular activities are also supervised. 
 
Hate Crime and Anonymous Bully Reporting 
RBHS has set up an anonymous bully and crime reporting though the home page. Students are encouraged to report any bullying 
and definitions of possible types of bullying are provided. Any complaints are followed up in a timely fashion. Each situation is taken 
seriously and investigated. 
 
Crisis Counseling 
In the event of a crisis, whether personal or school wide, the counseling department and administration coordinate an effort to 
serve all students in need. The school psychologist and outside agencies like ATV and youth groups can also be involved depending 
on the situation. Crisis counseling can be provided to individuals and small groups. 
 
Frosh Success/Intervention 
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All 9th graders take a Health course designed to get them ready for high school.  In addition to topics dealing with health they also 
work on organizational skills and motivation. Associate principals monitor all 9th graders for attendance and grades. Students are 
identified and offered additional support or program changes. 
 
Place/Physical Environment/Safety: 
School Facilities and Safety 
Most teachers have their own classrooms and have a place to do preparations. RBHS maintains six computer labs and eight mini labs 
throughout campus. There are four mobile labs with 19 computers each and the school is equipped with Wifi. The school has over 
900 computers and also has over 1000 chromebooks to be used in the various departments. 
 
The maintenance, custodial, and grounds staff do an effective job of maintaining clean facilities. 
Our school has a recently updated emergency plan and evacuation procedures are practiced per state law. Staff and students will 
participate in four lockdown procedures as a preventive case of a critical incident. We also practice during unstructured time to 
allow for a “run, hide, fight” role play. New gates and fence repairs to separate and secure the main part of campus from the track 
and farm have been put in.  Fencing and gates were also installed between the PAC and the Scene shop for added security. 
Additional fencing to close off the area between the east end of the baseball field thus closing off all access to Brickyard Creek will 
also be installed soon. The insurance inspectors as well as the City Fire authorities regularly conduct safety inspections to ensure 
compliance with all pertinent codes and regulations. 
 
A combined effort between teachers, administrators, the SRO, and supervisor has the goal of having a safe campus atmosphere for 
everyone on a daily basis. The overall feel at Red Bluff High school is one of a friendly, safe and supportive place to work and learn. 
 
 
 
(A) Child Abuse Reporting Procedures (EC 35294.2 [a] [2]; PC 11166) 
CHILD ABUSE REPORTING PROCEDURES 
 
Child abuse as severe consequences and the district has a responsibility to protect students by facilitating the prompt reporting of 
known and suspected incidents of child abuse.   Reasonable suspicion means that is objectively reasonable for a person to entertain 
a suspicion, based upon facts that could cause a reasonable person in a like position, drawing when appropriate on his/her training 
and experience, to suspect child abuse of neglect. 
 
Any mandated reporter who has knowledge of or who reasonably suspects that a child is suffering serious emotional damage or is at 
a substantial risk of suffering serious emotional damage based on evidence of severe anxiety, depression, withdrawal, or untoward 
aggressive behavior toward self or others, may make a report to the appropriate agency. 
 
Employees who are mandated reporters are obligated to report all known or suspected incidents of child abuse and neglect.  The 
reporting duties of mandated reporters are individual and cannot be delegated to another person. Mandated reports shall not 
investigate any suspected incidents but rather shall cooperate with agencies responsible for investigating and prosecuting cases of 
child abuse and neglect. 
 
Child abuse or neglect includes the following: 
1.    A physical injury inflicted by other than accidental means on a child by another person 
2.    Sexual abuse of a child as defined in Penal Code 11165.1 
3.    Neglect as defined in Penal Code 11165.2 
4.    Willful harming or injuring of a child or the endangering of the person or health of a child 
5.    Unlawful corporal punishment or injury 
 
Child abuse or neglect does not include: 
1.    A mutual affray between minors 
2.    An injury caused by reasonable and necessary force used by a peace officer acting within the course and scope of his/her 
employment 
3.    An injury resulting from the exercise by a teacher, vice principal, principal or other certificated employee of the same degree of 
physical control over a student that a parent/guardian would be privileged to exercise, not exceeding the amount of physical control 
reasonably necessary to maintain order, protect property, protect the health and safety of students, or maintain proper and 
appropriate conditions conducive to learning. 
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4.    An injury caused by a school employee’s use of force that is reasonable and necessary to quell a disturbance threatening 
physical injury to persons or damage to property, to protect himself/herself, or to obtain weapons or other dangerous objects within 
the control of the student. 
5.    Physical pain or discomfort caused by athletic competition or other such recreational activity voluntarily engaged in by the 
student. 
 
Initial Telephone Report 
In cases of suspected child abuse or neglect, the principal or designee is notified immediately.  As soon as practicably possible, a 
report is made by telephone to Child Protective Services and the police department.  When the report is made, the reporter shall 
note the name of the official contacted, the date and time contacted, and any instructions or advice received. The phone number for 
CPS is 
1-800-323-7711 
 
Written Report 
Within 24 hours of receiving the information concerning the incident, the mandated reporter shall prepare and send to CPS a 
written report that includes a completed Department of Justice form.   The address for Child Protective Services is: 
 
PO Box 1515, Red Bluff Ca. 96080 
 
 
 
(B) Disaster Procedures (EC 35295-35297; GC 8607 and 3100) 
 
Disaster Plan (See Appendix C-F) 
LOCKDOWN PROCEDURES 
 
LOCKDOWN is initiated to isolate students and school staff from danger when there is a crisis inside the building and movement 
within the school might put students and staff in jeopardy. LOCKDOWN is used to prevent intruders from entering occupied areas of 
the building. The concept of LOCKDOWN is no one in, no one out. All exterior doors are locked, and students and staff must remain 
in the classrooms or designated locations at all times. Teachers and other school staff are responsible for accounting for students 
and ensuring that no one leaves the safe area. LOCKDOWN is not normally preceded with an announcement. This ACTION is 
considered appropriate for, but is not limited to, the following types of emergencies: 

 Gunfire 
 Rabid animal at large 
 Extreme violence outside the classroom 

LOCKDOWN differs from SHELTER-IN-PLACE because it does not involve shutting down the HVAC systems and does not allow for the 
free movement within the building. 
 
ANNOUNCEMENT: 
 
1. Initiate the Catapult communication system/or; 
 
2. Initiate siren/or; 
 
2. Make an announcement in person directly or over the public address system: 
 
Example: "Attention please. We have an emergency situation and must Lockdown." 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Make the announcement. Instruct teachers and staff to immediately lock doors and remain in the classroom or secured 
area until further instructions are provided. 

 Call 911. Initiate the Catapult communication system. Provide location, status of campus, all available details of situation. 
 When clearance is received from appropriate agencies, give the ALL CLEAR instruction to indicate that it is safe to unlock 

the doors and return to the normal class routine. 
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 Notify parents via social media and all call of the emergency, how it was handled and, if appropriate, what steps are being 
taken in its aftermath. 

STAFF ACTIONS: 
 If it is safe to clear the hallways, bathrooms and open areas, direct students to the closest safe classroom. 
 Implement LOCKDOWN procedures. 
 Teachers lock classroom doors and keep all students inside the classroom until further notice. Do not open the door until 

notified by an administrator or law enforcement. 
 Instruct students to lie down on the floor. 
 Close any shades and/or blinds if it appears safe to do so. 
 Remain quiet and calm in the classroom or secured area until further instructions are provided by the principal or law 

enforcement. 
 All staff who are in possession of a radio will maintain the radio in possession and on channel 1. 

STUDENT ACTIONS: 
 Move quickly and quietly to the closest safe classroom. 
 If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial closet, office area, library. Lock the 

door or move furniture or trash can to bar access to the room. Remain quiet until further instructions are provided by 
the principal or police. 

SOFT LOCKDOWN PROCEDURES 
 
Possible reasons for a Soft Lockdown to be initiated: 

 Police Request due to police action in close proximity to the school 
 Dangerous person in the vicinity 
 Dangerous animal on school grounds 

Soft Lockdown Procedures: 
 Check outside classroom door or through windows to locate and pull students from the hallways into the classroom. 
 Lock doors or pull LockBlock, turn off lights, close blinds. 
 You MAY allow people into the room after locking and closing door. 
 All staff who are in possession of a radio will maintain the radio in possession and on channel 1. 
 Continue normal instruction. 
 Be aware of the student(s) you have allowed to leave the classroom, for example to use the restroom, and be prepared to 

provide this information if asked. 
 Do not allow students to leave the classroom until the soft lockdown is over. 
 Check email occasionally for updates. 
 A Soft Lockdown will be cleared using Catapult, telephone intercom, an all call and an email. 

SHELTER IN PLACE PROCEDURES 
 
SHELTER IN PLACE is a short-term measure implemented when there is a need to isolate students and staff from the outdoor 
environment to prevent exposure to airborne contaminants. The procedures include closing and sealing doors, windows and vents; 
shutting down the classroom/building heating, ventilation and air conditioning systems to prevent exposure to the outside air; and 
turning off pilot lights. 
 
SHELTER IN PLACE allows for the free movement of staff and students within the building, although one should not leave the room 
until further instructions are received. Those in bungalows and buildings with exterior passageways must remain in the classroom 
while SHELTER IN PLACE is instituted. It is appropriate for, but not limited to, gas leaks, external chemical release, dirty bombs and 
hazardous material spills. 
 
ANNOUNCEMENT: 
 



Comprehensive School Safety Plan 11 of 70 10/5/18 

1. Make an announcement in person directly or over the public address system: Example: "Attention please. We have a hazard in the 
community and are intitating Shelter in Place." 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Make an announcement on the public address system. Give clear instructions, remain calm and convey reassurance that 
the situation is under control. 

 When clearance is received from appropriate agencies, give the ALL CLEAR instruction to indicate that the normal school 
routine can resume. 

 Make arrangements for central HVAC shutdown, as necessary. 

TEACHER and STAFF ACTIONS: 
 Immediately clear students from the halls. Stay away from all doors and windows. 
 Keep all students in the classroom until further instructions are received. Assist those needing special assistance. 
 Secure individual classrooms: a) close and lock doors and windows; b) shut down the classroom HVAC system; c) turn off 

local fans in the area; d) seal gaps under doors and windows with wet towels or duct tape; e) seal vents with aluminum 
foil or plastic wrap; and f) turn off sources of ignition, such as pilot lights. 

 Take attendance and call report in to school secretary. Wait for further instructions. 

STUDENT ACTIONS: 
 Students and staff should remain inside with windows and doors securely closed and air conditioning units turned off. 
 Those who are outside should immediately move to the protection of an inside room. 
 Do not go outdoors until you receive further instructions. 
 Proceed to the classroom, if it is safe to do so. If not, follow teacher or staff directions to nearby classrooms or other 

rooms (e.g., auditorium, library, cafeteria, multi-purpose room). If these are unsafe, follow instructions to proceed to an 
alternative indoor location. 

EVACUATION PROCEDURES 
 
EVACUATION is implemented when conditions make it unsafe to remain in the building. This ACTION provides for the orderly 
movement of students and staff along prescribed routes from inside school buildings to a designated outside area of safety. 
EVACUATION is considered appropriate for, but is not limited to, the following types of emergencies: 

 Fire 
 Explosion or threat of explosion 
 Bomb threat 
 Post earthquake 
 Chemical accident 

ANNOUNCEMENT: 
 
1. Fire alarm (bell or horn signal). 
 
2. Make an announcement over the public address 
 
system: 
 
Example: "Attention please. We need to institute an EVACUATION" 
 
3. Use messengers with oral or written word to deliver additional instructions to teachers in hold areas. 
 
PRINCIPAL/SITE ADMINISTRATOR: 

 The Assembly Area should be a safe location on the school campus away from the building and emergency response 
equipment that may arrive at the school. If unsafe for the current emergency, designate an alternate Assembly Area. 

 When clearance to return to the buildings is determined or received from appropriate agencies, announce ALL CLEAR to 
return to classrooms and resume school activities. 
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 Communicate via social media and all call a brief written description of the emergency, how it was handled and, if 
appropriate, what steps are being taken in its aftermath. 

STAFF ACTIONS: 
 Wait until the EVACUATION order has been given over the intercom. 
 Teachers are to take their students to their designated Assembly Area. 
 Instruct students to leave the building in an orderly manner using the designated evacuation routes and reassemble in 

the assigned Assembly Area. 
 Take the emergency backpack and student roster when leaving the building and take attendance when the class is 

reassembled in a safe location. Report attendance to the Incident Commander/designee. 
 Remain in the Assembly Area until further instructions are given. 
 Wait for another ACTION or the ALL CLEAR instruction to return to school buildings and normal class routine. 

HOW TO ASSIST THOSE WITH DISABILITIES DURING AN EVACUATION The needs and preferences of non-ambulatory individuals will 
vary. Those at ground floor locations may be able to exit without help. Others may have minimal ability to move, and lifting may be 
dangerous. Some non-ambulatory people also have respiratory complications. Remove them from smoke and vapors immediately. 

 Teachers are to take their students to their designated Assembly Area. 
 Announce the type of emergency. 
 Offer your arm for guidance. 
 Tell person where you are going, obstacles you encounter. 
 When you reach safety, ask if further help is needed. 
 Turn lights on/off to gain person’s attention -OR- 
 Indicate directions with gestures –OR- 
 Write a note with evacuation directions. 
 To evacuate individuals using crutches, canes or walkers 
 Evacuate these individuals as injured persons. 
 Assist and accompany to evacuation site, if possible -OR- 
 Use a sturdy chair (or one with wheels) to move person -OR- 
 Help carry individual to safety. 
 To evacuate individuals using wheelchairs 
 Give priority assistance to wheelchair users with electrical respirators 
 Most wheelchairs are too heavy to take downstairs; consult with the person to determine the best carry options. 
 Reunite person with the wheelchair as soon as it is safe to do so. 

DROP, COVER & HOLD AND PROCEDURES 
 
DROP, COVER AND HOLD ON is the action taken during an earthquake to protect students and staff from flying and falling debris. It 
is appropriate action for: 

 Earthquake 
 Explosion 

ANNOUNCEMENT: 
 
The following announcement will be made over the public address system and by teachers in classrooms: 
 
Example: “Attention please. We are experiencing seismic activity." 
 
STAFF AND STUDENT ACTIONS: 
 
Inside 

 Arrange desks so that they do not face windows. 
 Instruct students to move away from windows. 
 Immediately drop to the floor under desks, chairs or tables. With back to windows, place head between knees, hold on to 

a table leg with one hand and cover the back of the neck with the other arm. 
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 Remain in place until shaking stops or for at least 20 seconds. When quake is over, leave building. Do not run. Avoid 
routes with architectural overhangs. Do not re-enter building until declared safe by competent authority. 

Outside 
 Instruct students to move away from buildings, trees, overhanging wires and DUCK, COVER and HOLD ON. 
 Upon the command DUCK, COVER AND HOLD ON, immediately move away from objects which might topple over, drop to 

the ground or get under a table close by, place head between knees, and cover back of neck with arms and hands. 
 Remain in place until shaking stops or for at least 20 seconds. 

For your protection, follow DUCK, COVER AND HOLD ON procedures. Get under a table or desk, away from windows and anything 
that could fall and hurt you. Hold that position until the shaking stops or until you receive further instructions. 
 
ALL CLEAR PROCEDURES 
 
ALL CLEAR is used to conclude other immediate actions taken upon an emergency to notify staff and students that normal school 
operations can resume. ALL CLEAR signifies that the emergency is over. This is the final ACTION used to conclude the following 
actions: 

 DUCK, COVER and HOLD ON 
 SHELTER IN PLACE 
 EVACUATION 
 STANDBY 
 LOCKDOWN 

ANNOUNCEMENT: 
 
1. Make the following announcement in person directly or over the public 
 
address system: 
 
Example: “Your attention please. (Pause) ALL CLEAR. (Pause) 
 
2. Use Parent Telephone Notification System, if appropriate. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Determine that the emergency is over and it is safe to resume classes. It may be necessary to talk to first responders to 
make this determination. 

 Make the ALL CLEAR announcement. 
 Send home with students for their parents/guardians a brief written description of the emergency, how it was handled 

and, if appropriate, what steps are being taken in its aftermath. 

STAFF ACTIONS: 
 As soon as the ALL CLEAR announcement has been made, return to the classroom or to desks and chairs, unlock doors 

and windows, and immediately begin discussions and activities in classrooms to assist students in addressing fear, 
anxiety and other concerns. 

 Use Parent Telephone Alert System, if appropriate. 

 
Public Agency Use ofSchool Buildings for Emergency Shelters 
 
 
(C) School Suspension, Expulsion and Mandatory Expulsion Guidelines 
Suspension and Expulsion/Due Process 
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Suspension from school means removal of a student from ongoing instruction for adjustment purposes. However, "suspension" does 
not mean any of the following: (Education Code 48925) 
 
1. Reassignment to another education program or class at the same school where the student will receive continuing instruction for 
the length of day prescribed by the Governing Board for students of the same grade level. 
 
2. Referral to a certificated employee designated by the principal to advise students. 
 
3. Removal from the class, but without reassignment to another class or program, for the remainder of the class period without 
sending the student to the principal or designee as provided in Education Code 48910. Removal from a particular class shall not 
occur more than once every five school days. 
 
Expulsion means removal of a student from the immediate supervision and control, or the general supervision, of school personnel. 
(Education Code 48925) 
 
Day means a calendar day unless otherwise specifically provided. (Education Code 48925) 
 
School day means a day upon which the schools of the district are in session or weekdays during the summer recess. (Education 
Code 48925) 
 
Student includes a student's parent/guardian or legal counsel. (Education Code 48925) 
 
Principal's designee means one or more administrators or, if there is not a second administrator at one school site, a certificated 
person specifically designated by the principal, in writing, to assist with disciplinary procedures. Only one such person may be 
designated at any time as the principal's primary designee and only one such person may be designated as secondary designee for 
the school year. The names of such persons shall be on file in the principal's office. (Education Code 48911) 
 
School property, for the purposes described in Education Code 48900, includes, but is not limited to, electronic files and databases. 
(Education Code 48900(t)) 
 
Notice of Regulations 
 
At the beginning of each school year, the principal of each school shall ensure that all students and parents/guardians are notified in 
writing of all school rules related to discipline, suspension and expulsion. . (Education Code 48900.1, 48980) 
 
(cf. 5144 - Discipline) 
 
(cf. 5145.6 - Parental Notifications) 
 
Grounds for Suspension and Expulsion 
 
Any student, including a student with disabilities, may be subject to suspension or expulsion when it is determined that he/she: 
 
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities)) 
 
1. Caused, attempted to cause, or threatened to cause physical injury to another person or willfully used force or violence upon the 
person of another, except in self-defense. (Education Code 48900(a)) 
 
A student who aids or abets the infliction or attempted infliction of physical injury on another person, as defined in Penal Code 31, 
may be suspended, but not expelled. However, such a student may be suspended or expelled pursuant to Education Code 48900(a) 
when he/she has been adjudged by a juvenile court to have committed, as an aider or abettor, a crime of physical violence in which 
the victim suffered great or serious bodily injury. (Education Code 48900(t)) 
 
2. Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other dangerous object unless, in the case of possession 
of any object of this type, the student had obtained written permission to possess the item from a certificated school employee, 
with the principal or designee's concurrence (Education Code 48900(b)) 
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(cf. 5131 - Conduct) 
 
(cf. 5131.7 - Weapons and Dangerous Instruments) 
 
3. Unlawfully possessed, used, sold, or otherwise furnished, or was under the influence of, any controlled substance as defined in 
the Health and Safety Code 11053-11058, alcoholic beverage, or intoxicant of any kind (Education Code 48900(c)) 
 
(cf. 5131.6 - Alcohol and Other Drugs) 
 
4. Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in Health and Safety Code 11053-11058, 
alcoholic beverage or intoxicant of any kind, and then sold, delivered, or otherwise furnished to any person another liquid, 
substance or material and represented same as controlled substance, alcoholic beverage or intoxicant (Education Code 48900(d)) 
 
5. Committed or attempted to commit robbery or extortion (Education Code 48900(e)) 
 
6. Caused or attempted to cause damage to school property or private property (Education Code 48900(f)) 
 
7. Stole or attempted to steal school property or private property (Education Code 48900(g)) 
 
8. Possessed or used tobacco or any products containing tobacco or nicotine products, including but not limited to cigars, cigarettes, 
miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets and betel, except that this restriction shall not prohibit a 
student from using or possessing his/her own prescription products. (Education Code 48900(h)) 
 
(cf. 5131.62 - Tobacco) 
 
9. Committed an obscene act or engaged in habitual profanity or vulgarity (Education Code 48900(i)) 
 
10. Unlawfully possessed offered, arranged, or negotiated to sell any drug paraphernalia, as defined in Health and Safety Code 
11014.5 (Education Code 48900(j)) 
 
11. Disrupted school activities or otherwise willfully defied the valid authority of supervisors, teachers, administrators, other school 
officials, or other school personnel engaged in the performance of their duties (Education Code 48900(k)) 
 
(cf. 5131.4 - Student Disturbances) 
 
12. Knowingly received stolen school property or private property (Education Code 48900(l)) 
 
13. Possessed an imitation firearm. 
 
Imitation firearm means a replica of a firearm that is so substantially similar in physical properties to an existing firearm as to lead a 
reasonable person to conclude that the replica is a firearm (Education Code 48900(m)) 
 
14. Committed or attempted to commit a sexual assault as defined in Penal Code 261, 266c, 286, 288, 288a or 289, or committed a 
sexual battery as defined in Penal Code 243.4 (Education Code 48900(n)) 
 
15. Harassed, threatened, or intimidated a student who is a complaining witness or witness in a school disciplinary proceeding for 
the purpose of preventing that student from being a witness and/or retaliating against that student for being a witness. (Education 
Code 48900(o)) 
 
16. Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma. (Education Code 48900(p)) 
 
17. Engaged in, or attempted to engage in, hazing. (Education Code 48900(q)) 
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Hazing means a method of initiation or pre-initiation into a student organization or body, whether or not the organization or body is 
officially recognized by an educational institution, which is likely to cause serious bodily injury or personal degradation or disgrace 
resulting in physical or mental harm to a former, current, or prospective student. Hazing does not include athletic events or school-
sanctioned events. (Education Code 48900(q)) 
 
18. Engaged in an act of bullying. (Education Code 48900(r)) 
 
Bullying means any severe or pervasive physical or verbal act or conduct, including communications made in writing or by means of 
an electronic act, directed toward one or more students that has or can reasonably be predicted to have the effect of placing a 
reasonable student in fear of harm to himself/herself or his/her property; cause the student to experience a substantially 
detrimental effect on his/her physical or mental health; or cause the student to experience substantial interferences with his/her 
academic performance or ability to participate in or benefit from the services, activities, or privileges provided by a school. 
 
Bullying shall include any act of sexual harassment, hate violence, or harassment, threat, or intimidation, as defined in Education 
Code 48900.2, 48900.3, or 48900.4 (items #20-22 below), that has any of the effects described above on a reasonable student. 
 
Electronic act means the transmission of a communication, including, but not limited to, a message, text, sound, image, or post on a 
social network Internet web site, by means of an electronic device, including, but not limited to, a telephone, wireless telephone, or 
other wireless communication device, computer, or pager. A post on a social network Internet web site shall include, but is not 
limited to, the posting or creation of a burn page or the creation of a credible impersonation or false profile for the purpose of 
causing a reasonable student any of the effects of bullying described above. 
 
Reasonable student means a student, including, but not limited to, a student who has been identified as a student with a disability, 
who exercises average care, skill, and judgment in conduct for a person of his/her age, or for a person of his/her age with his/her 
disability. (Education Code 48900(r)) 
 
(cf. 1114 - District-Sponsored Social Media) 
 
(cf. 5131.2 - Bullying) 
 
(cf. 6164.4 - Identification and Evaluation of Individuals for Special Education) 
 
(cf. 6164.6 - Identification and Education under Section 504) 
 
19. Made terrorist threats against school officials and/or school property. (Education Code 48900.7) 
 
A terrorist threat includes any written or oral statement by a person who willfully threatens to commit a crime which will result in 
death or great bodily injury to another person, or property damage in excess of $1,000, with the specific intent that the statement is 
to be taken as a threat, even if there is no intent of actually carrying it out. (Education Code 48900.7) 
 
A student in grades 4-12 is also subject to suspension or recommendation for expulsion when it is determined that he/she: 
 
20. Committed sexual harassment as defined in Education Code 212.5 (Education Code 48900.2) 
 
Sexual harassment means conduct which,, when considered from the perspective of a reasonable person of the same gender as the 
victim, is sufficiently severe or pervasive as to have a negative impact upon the victim's academic performance or to create an 
intimidating, hostile, or offensive educational environment. (Education Code 212.5, 48900.2) 
 
(cf. 5145.7 - Sexual Harassment) 
 
21. Caused, attempted to cause, threatened to cause, or participated in an act of hate violence as defined in Education Code 233 
(Education Code 48900.3) 
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Hate violence means any act punishable under Penal Code 422.6, 422.7, or 422.75. Such acts include injuring or intimidating another 
person, interfering with the exercise of a victim's civil rights, or damaging a victim's property because of the victim's race, ethnicity, 
religion, nationality, disability, gender, gender identity, gender expression, or sexual orientation; a perception of the presence of any 
of those characteristics in the victim; or the victim's association with a person or group with one or more of those actual or 
perceived characteristics. (Education Code 233; Penal Code 422.55) 
 
(cf. 5145.9 - Hate-Motivated Behavior) 
 
22. Intentionally engaged in harassment, threats, or intimidation against district personnel or students that is sufficiently severe or 
pervasive to have the actual and reasonably expected effect of materially disrupting classwork, creating substantial disorder, and 
invading the rights of school personnel or students by creating an intimidating or hostile educational environment (Education Code 
48900.4) 
 
(cf. 5145.3 - Nondiscrimination/Harassment) 
 
A student may be suspended or expelled for any of the acts listed above if the act is related to school activity or school attendance 
occurring at any district school or within any other school district, at any time, including but not limited to, the following: (Education 
Code 48900) 
 
1. While on school grounds 
 
2. While going to or coming from school 
 
(cf. 5131.1 - Bus Conduct) 
 
3. During the lunch period, whether on or off the school campus 
 
(cf. 5112.5 - Open/Closed Campus) 
 
4. During, going to, or coming from a school-sponsored activity 
 
Removal from Class by a Teacher and Parental Attendance 
 
A teacher may remove any student from his/her class for the remainder of the day and the following day for any act listed in 
"Grounds for Suspension and Expulsion" above. (Education Code 48910) 
 
When removing a student from his/her class, the teacher shall immediately report this action to the principal or designee and send 
the student to the principal or designee for appropriate action. If that action requires the continuing presence of the student at 
school, he/she shall be appropriately supervised during the class periods from which he/she has been removed. (Education Code 
48910) 
 
As soon as possible, the teacher shall ask the student's parent/guardian to attend a parent-teacher conference regarding the 
removal. A counselor or psychologist may attend the conference if it is practicable, and a school administrator shall attend if either 
the parent/guardian or teacher so requests. (Education Code 48910) 
 
A student removed from class shall not be returned to class during the period of removal without the approval of the teacher of the 
class and the principal. (Education Code 48910) 
 
A student removed from class shall not be returned to class during the period of removal without the approval of the teacher of the 
class and the principal. (Education Code 48910) 
 
A student removed from class shall not be placed in another regular class during the period of removal. However, if a student is 
assigned to more than one class per day, he/she may be placed in any other regular classes except those held at the same time as 
the class from which the student was removed. (Education Code 48910) 
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The teacher of any class from which a student is removed may require the student to complete any assignments and tests missed 
during the removal. (Education Code 48913) 
 
Pursuant to Board policy, a teacher may provide that the parent/guardian of a student whom the teacher has removed attend a 
portion of a school day in his/her child's classroom. When a teacher makes this request, the principal shall send the parent/guardian 
a written notice that the parent/guardian's attendance is requested pursuant to law. (Education Code 48900.1) 
 
The notice shall specify that the attendance may be on either the date the student is scheduled to return to class or within one week 
thereafter. 
 
This notice shall also: 
 
1. Inform the parent/guardian when his/her presence is expected and by what means he/she may arrange an alternate date 
 
2. State that if the parent/guardian does not have a means of transportation to school, he/she may ride the school bus with the 
student 
 
3. Ask the parent/guardian to meet with the principal after the visit and before leaving school, as required by Education Code 
48900.1 
 
Suspension by Superintendent, Principal, or Principal's Designee 
 
The Superintendent, principal, or designee may suspend a student for any of the acts listed in "Grounds for Suspension and 
Expulsion" above. A student may be suspended only when the Superintendent or principal has determined that other means of 
correction have failed to bring about proper conduct in the student. (Education Code 48900.5) 
 
However, the Superintendent, principal, or designee may impose a suspension upon a first offense if he/she determines that the 
student violated items #1-5 listed in "Grounds for Suspension and Expulsion" above or if the student's presence causes a danger to 
persons or property or threatens to disrupt the instructional process. (Education Code 48900.5) 
 
In addition, the Superintendent, principal or designee shall immediately suspend any student found at school or at a school activity 
to be: (Education Code 48915) 
 
1. Possessing, as verified by a district employee, selling or otherwise furnishing a firearm, unless the student had obtained prior 
written permission to possess the item from a certificated school employee, with the principal or designee's concurrence 
 
2. Brandishing a knife, as defined in Education Code 48915(g) 
 
3. Unlawfully selling a controlled substance listed in Health and Safety Code 11053-11058 
 
4. Committing or attempting to commit a sexual assault or committing a sexual battery as defined in item #14 under "Grounds for 
Suspension and Expulsion" above. 
 
5. Possessing an explosive as defined in 18 USC 921 
 
A student may be suspended from school for not more than 20 school days in any school year, unless for purposes of adjustment, 
the student enrolls in or is transferred to another regular school, an opportunity school, or continuation school or class, in which 
case suspension shall not exceed 30 days in any school year. However, this restriction on the number of days of suspension does not 
apply when the suspension is extended pending an expulsion. (Education Code 48903, 48911, 48912) 
 
(cf. 6184 - Continuation Education) 
 
The district may count suspensions that occur while a student is enrolled in another school district toward the maximum number of 
days for which the student may be suspended in any school year. (Education Code 48903) 
 
Suspensions shall be initiated according to the following procedures: 
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1. Informal Conference: Suspension shall be preceded by an informal conference conducted by the principal, designee or the 
Superintendent with the student and, whenever practicable, the teacher, supervisor or school employee who referred the student 
to the principal. At the conference, the student shall be informed of the reason for the disciplinary action, presented with the 
evidence against him/her; and given the opportunity to present his/her version and evidence in support of his/her defense. 
(Education Code 48911 
 
This conference may be omitted if the principal, designee or the Superintendent determines that an emergency situation exists. An 
emergency situation involves a clear and present danger to the lives, safety or health of students or school personnel. If a student is 
suspended without this conference, both the parent/guardian and student shall be notified of the student's right to return to school 
for the purpose of a conference. The conference shall be held within two school days, unless the student 
 
waives his/her right to it or is physically unable to attend for any reason. In such a case, the conference shall be held as soon as the 
student is physically able to return to school. (Education Code 48911) 
 
2. Administrative Actions: All requests for student suspension are to be processed by the principal or designee. A school employee 
shall report the suspension, including the name of the student and the cause for the suspension, to the Superintendent or designee. 
(Education Code 48911) 
 
3. Notice to Parents/Guardians: At the time of the suspension, a school employee shall make a reasonable effort to contact the 
parent/guardian by telephone or in person. Whenever a student is suspended, the parent/guardian shall be notified in writing of the 
suspension. (Education Code 48911) 
 
This notice shall state the specific offense committed by the student. (Education Code 48900.8) 
 
In addition, the notice may state the date and time when the student may return to school. If school officials wish to ask the 
parent/guardian to confer regarding matters pertinent to the suspension, the notice may also add that state law requires the 
parent/guardian to respond to such requests without delay. 
 
4. Parent/Guardian Conference: Whenever a student is suspended, school officials may meet with the parent/guardian to discuss 
the cause(s) and duration of the suspension, the school policy involved, and any other pertinent matter. (Education Code 48914) 
 
While the parent/guardian is required to respond without delay to a request for a conference about his/her child's behavior, no 
penalties may be imposed on the student for the failure of the parent/guardian to attend such conference. The student may not be 
denied readmission solely because the parent/guardian failed to attend the conference. (Education Code 48911) 
 
5. Extension of Suspension: If the Board is considering the expulsion of a suspended student from any school or the suspension of a 
student for the balance of the semester from continuation school, the Superintendent or designee may, in writing, extend the 
suspension until such time as the Board has made a decision. (Education Code 48911) 
 
Any extension of the original period of suspension shall be preceded by notice of such extension with an offer to hold a conference 
concerning the extension, giving the student an opportunity to be heard. This conference may be held in conjunction with 
 
a meeting requested by the student or parent/guardian to challenge the original suspension. Extension of the suspension may be 
made only if the Superintendent or designee determines, following a meeting in which the student and the student's 
parent/guardian were invited to participate, that the student's presence at the school or at an alternative school would endanger 
persons or property or threaten to disrupt the instructional process. (Education Code 48911) 
 
Suspension by the Board 
 
The Board may suspend a student for any of the acts listed in "Grounds for Suspension and Expulsion" above and within the limits 
specified in "Suspension by Superintendent, Principal, or Designee" above. (Education Code 48912) 
 
The Board may suspend a student enrolled in a continuation school or class for a period not longer than the remainder of the 
semester if any of the acts listed in "Grounds for Suspension and Expulsion" occurred. The suspension shall meet the requirements 
of Education Code 48915. (Education Code 48912.5) 
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When the Board is considering a suspension, disciplinary action, or any other action (except expulsion) against any student, it shall 
hold closed sessions if a public hearing would lead to disclosure of information violating a student's right to privacy under Education 
Code 49073-49079. (Education Code 35146, 48912) 
 
(cf. 9321 - Closed Session Purposes and Agendas) 
 
The Board shall provide the student and his/her parent/guardian with written notice of the closed session by registered or certified 
mail. Upon receiving this notice, the student or parent/guardian may request a public meeting, and this request shall be granted if 
made in writing within 48 hours after receipt of the Board's notice. However, any discussion that conflicts with any other student's 
right to privacy still shall be held in closed session. (Education Code 35146, 48912) 
 
Authority to Expel 
 
A student may be expelled only by the Board. (Education Code 48918(j)) 
 
The Board shall expel, as required by law, any student found to have committed any offense listed below under "Mandatory 
Recommendation and Mandatory Expulsion." (Education Code 48915) 
 
For all other grounds listed above under "Grounds for Suspension and Expulsion," the Board shall order a student expelled upon the 
recommendation of the Superintendent, principal or designee, only if the Board makes a finding of either or both of the following: 
(Education Code 48915 (b) and (e)) 
 
1. That other means of correction are not feasible or have repeatedly failed to bring about proper conduct 
 
2. That due to the nature of the violation, the presence of the student causes a continuing danger to the physical safety of the 
student or others 
 
Mandatory Recommendation for Expulsion 
 
Unless the Superintendent, principal, or designee finds that expulsion is inappropriate due to particular circumstances, the 
Superintendent, principal, or designee shall recommend a student's expulsion for any of the following acts: (Education Code 48915 
(a)) 
 
1. Causing serious physical injury to another person, except in self-defense 
 
2. Possession of any knife as defined in Education Code 48915(g), explosive or other dangerous object of no reasonable use to the 
student 
 
3. Unlawful possession of any controlled substance, as listed in Health and Safety Code 11053-11058, except for the first offense for 
the possession of not more than one ounce of marijuana, other than concentrated cannabis 
 
4. Robbery or extortion 
 
5. Assault or battery, as defined in Penal Code 240 and 242, upon any school employee 
 
Mandatory Recommendation and Mandatory Expulsion 
 
The Superintendent, principal, or designee shall recommend that the Board expel any student found at school or at a school activity 
to be: (Education Code 48915 (c)) 
 
1. Possessing, as verified by a district employee, or selling or otherwise furnishing a firearm, unless the student had obtained prior 
written permission to possess the firearm from a certificated school employee, with the principal or designee's concurrence 
 
2. Brandishing a knife as defined in Education Code 48915(g) at another person 
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3. Unlawfully selling a controlled substance listed in Health and Safety Code 11053- 11058. 
 
4. Committing or attempting to commit a sexual assault or committing a sexual battery as defined in item #14 under "Grounds for 
Suspension and Expulsion" above 
 
5. Possessing an explosive as defined in 18 USC 921. 
 
Upon finding that the student committed any of the above acts, the Board shall expel the student. (Education Code 48915) 
 
Student's Right to Expulsion Hearing 
 
Any student recommended for expulsion shall be entitled to a hearing to determine whether he/she should be expelled. The hearing 
shall be held within 30 school days after the Superintendent, principal, designee determines that the student has committed one of 
the acts listed under "Grounds for Suspension and Expulsion." (Education Code 48918(a)) 
 
The student is entitled to at least one postponement of an expulsion hearing for a period of not more than 30 calendar days. The 
request for postponement shall be in writing. Any subsequent postponement may be granted at the Board's discretion. (Education 
Code 48918(a)) 
 
If the Board finds it impracticable during the school year to comply with these time requirements for conducting an expulsion 
hearing, the Superintendent or designee may, for good cause, extend the time period by an additional five school days. Reasons for 
the extension shall be included as a part of the record when the expulsion hearing is held. (Education Code 48918(a)) 
 
If the Board finds it impractical to comply with the time requirements of the expulsion hearing due to a summer recess of Board 
meetings of more than two weeks, the days during the recess shall not be counted as school days. The days not counted during the 
recess may not exceed 20 school days, as defined in Education Code 48925. Unless the student requests in writing that the expulsion 
hearing be postponed, the hearing shall be held not later than 20 calendar days prior to the first day of the next school year. 
(Education Code 48918(a)) 
 
Once the hearing starts, all matters shall be pursued with reasonable diligence and concluded without unnecessary delay. (Education 
Code 48918(a)) 
 
Rights of Complaining Witness 
 
An expulsion hearing involving allegations of sexual assault or sexual battery may be postponed for one school day in order to 
accommodate the special physical, mental or emotional needs of a student who is the complaining witness. (Education Code 
48918.5) 
 
Whenever the Superintendent or designee recommends an expulsion hearing that addresses allegations of sexual assault or sexual 
battery, he/she shall give the complaining witness a copy of the district's suspension and expulsion policy and regulation and shall 
advise the witness of his/her right to : (Education Code 48918.5) 
 
1. Receive five days' notice of his/her scheduled testimony at the hearing 
 
2. Have up to two adult support persons of his/her choosing present in the hearing at the time he/she testifies 
 
3. Have a closed hearing during the time he/she testifies 
 
Whenever any allegation of sexual assault or sexual battery is made, the Superintendent or designee shall immediately advise 
complaining witnesses and accused students to refrain from personal or telephone contact with each other during the time when an 
expulsion process is pending. (Education Code 48918.5) 
 
Written Notice of the Expulsion Hearing 
 
Written notice of the expulsion hearing shall be forwarded to the student and the student's parent/guardian at least 10 calendar 
days before the date of the hearing. The notice shall include: (Education Code 48918(b)) 
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1. The date and place of the hearing 
 
2. A statement of the specific facts, charges, and offense upon which the proposed expulsion is based 
 
3. A copy of district disciplinary rules which relate to the alleged violation 
 
4. Notification of the student's or parent/guardian's obligation, pursuant to Education Code 48915.1, to provide information about 
the student's status in the district to any other district in which the student seeks enrollment. This obligation applies when a student 
is expelled for acts other than those described in Education Code 48915(a) or (c) 
 
(cf. 5119 - Students Expelled from Other Districts) 
 
5. The opportunity for the student or the student's parent/guardian to appear in person or be represented by legal counsel or by a 
nonattorney advisor. 
 
Legal counsel means an attorney or lawyer who is admitted to the practice of law in California and is an active member of the State 
Bar of California. 
 
Nonattorney advisor means an individual who is not an attorney or lawyer, but who is familiar with the facts of the case and has 
been selected by the student or student's parent/guardian to provide assistance at the hearing. 
 
6. The right to inspect and obtain copies of all documents to be used at the hearing 
 
7. The opportunity to confront and question all witnesses who testify at the hearing. 
 
8. The opportunity to question all evidence presented and to present oral and documentary evidence on the student's behalf, 
including witnesses. 
 
Conduct of Expulsion Hearing 
 
1. Closed Session: Notwithstanding the provisions of Government Code 54953 and Education Code 35145, the Board shall conduct a 
hearing to consider the expulsion of the student in a session closed to the public unless the student requests in writing at least five 
days prior to the hearing that the hearing be a public meeting. If such request is made, the meeting shall be public unless another 
student's privacy rights would be violated. (Education Code 48918(c)) 
 
Whether the expulsion hearing is held in closed or public session, the Board may meet in closed session to deliberate and determine 
whether or not the student should be expelled. If the Board admits any other person to this closed session, the parent/guardian, the 
student, and the counsel of the student shall also be allowed to attend the closed session. (Education Code 48918(c)) 
 
If a hearing that involves a charge of sexual assault or sexual battery is to be conducted in public, a complaining witness shall have 
the right to have his/her testimony heard in closed session when testifying in public would threaten serious psychological harm to 
the witness and when there are no alternative procedures to avoid the threatened harm, including but not limited to videotaped 
deposition or contemporaneous examination in another place communicated to the hearing room by closed-circuit television. 
(Education Code 48918(c)) 
 
2. Record of Hearing: A record of the hearing shall be made and may be maintained by any means, including electronic recording, as 
long as a reasonably accurate and complete written transcription of the proceedings can be made. (Education Code 48918(g)) 
 
3. Subpoenas: Before commencing a student expulsion hearing, the Board may issue subpoenas, at the request of either the student 
or the Superintendent or designee, for the personal appearance at the hearing of any person who actually witnessed the action that 
gave rise to the recommendation for expulsion. After the hearing has commenced, the Board or the hearing officer or administrative 
panel may issue such subpoenas at the request of the student or the County Superintendent of Schools or designee. All subpoenas 
shall be issued in accordance with the Code of Civil Procedure 1985-1985.2 and enforced in accordance with Government Code 
11455.20. (Education Code 48918(i)) 
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Any objection raised by the student or the Superintendent or designee to the issuance of subpoenas may be considered by the 
Board in closed session, or in open session if so requested by the student, before the meeting. The Board's decision in response to 
such an objection shall be final and binding. (Education Code 48918(i)) 
 
If the Board determines, or if the hearing officer or administrative panel finds and submits to the Board, that a witness would be 
subject to unreasonable risk of harm by testifying at the hearing, a subpoena shall not be issued to compel the personal attendance 
of that witness at the hearing. However, that witness may be compelled to testify by means of a sworn declaration as described in 
item #4 below. (Education Code 48918(i)) 
 
4. Presentation of Evidence: Technical rules of evidence shall not apply to expulsion hearing, but relevant evidence may be admitted 
and used as proof only if it is the kind of evidence on which reasonable persons can rely in the conduct of serious affairs. The 
decision of the Board to expel must be supported by substantial evidence that the student committed any of the acts pursuant to 
Education Code 48900 and listed in "Grounds for Suspension and Expulsion" above. (Education Code 48918(h)) 
 
Findings of fact shall be based solely on the evidence at the hearing. While no finding shall be based solely on hearsay, sworn 
declarations may be admitted as testimony from witnesses whose disclosure of their identity or testimony at the hearing may 
subject them to an unreasonable risk of physical or psychological harm. (Education Code 48918 (f)) 
 
In cases where a search of a student's person or property has occurred, evidence describing the reasonableness of the search shall 
be included in the hearing record. 
 
5. Testimony by Complaining Witnesses: The following procedures shall be observed when hearings involve allegations of sexual 
assault or sexual battery by a student: (Education Code 48918, 48918.5) 
 
a. Any complaining witness shall be given five days' notice before being called to testify. 
 
b. Any complaining witness shall be entitled to have up to two adult support persons, including but not limited to a parent/guardian 
or legal counsel, present during his/her testimony 
 
c. Before a complaining witness testifies, support persons shall be admonished that the hearing is confidential. 
 
d. The person presiding over the hearing may remove a support person whom he/she finds is disrupting the hearing. 
 
e. If one or both support persons are also witnesses, the hearing shall be conducted in accordance with Penal Code 868.5. 
 
f. Evidence of specific instances of prior sexual conduct of a complaining witness shall be presumed inadmissible and shall not be 
heard unless the person conducting the hearing determines that extraordinary circumstances require the evidence to be heard. 
Before such a determination is made, the complaining witness shall be given notice and an opportunity to oppose the introduction 
of this evidence. In the hearing on the admissibility of this evidence, the complaining witness shall be entitled to be represented by a 
parent/guardian, legal counsel or other support person. Reputation or opinion evidence regarding the sexual behavior of a 
complaining witness shall not be admissible for any purpose. 
 
g. In order to facilitate a free and accurate statement of the experiences of the complaining witness and to prevent discouragement 
of complaints, the district shall provide a nonthreatening environment. 
 
(1) The district shall provide a room separate from the hearing room for the use of the complaining witness before and during breaks 
in testimony. 
 
(2) At the discretion of the person conducting the hearing, the complaining witness shall be allowed reasonable periods of relief 
from examination and cross-examination during which he/she may leave the hearing room. 
 
(3) The person conducting the hearing may: 
 
(a) Arrange the seating within the hearing room so as to facilitate a less intimidating environment for the complaining witness. 
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(b) Limit the time for taking the testimony of a complaining witness to the hours he/she is normally in school, if there is no good 
cause to take the testimony during other hours 
 
(c) Permit one of the support persons to accompany the complaining witness to the witness stand 
 
6. Decision: The Board's decision as to whether to expel a student shall be made within 40 school days after the student is removed 
from his/her school of attendance, unless the student requests in writing that the decision be postponed. (Education Code 48918(a)) 
 
Alternative Expulsion Hearing: Hearing Officer or Administrative Panel 
 
Instead of conducting an expulsion hearing itself, the Board may contract with the county hearing officer or with the Office of 
Administrative Hearings of the State of California for a hearing officer. Alternatively, the Board may appoint an impartial 
administrative panel composed of three or more certificated personnel, none of whom shall be members of the Board or on the 
staff of the school in which the student is enrolled. (Education Code 48918(d)) 
 
A hearing conducted by the hearing officer or administrative panel shall conform to the same procedures applicable to a hearing 
conducted by the Board as specified above in "Conduct of Expulsion Hearing," ," including the requirement to issue its decision 
within 40 school days of the student's removal from school, unless the student requests that the decision be postponed. (Education 
Code 48918(a) and (d)) (Education Code 48918 (a) and (d)) 
 
The hearing officer or administrative panel shall, within three school days after the hearing, determine whether to recommend 
expulsion of the student to the Board. If expulsion is not recommended, the expulsion proceeding shall be terminated and the 
student shall be immediately reinstated. The Superintendent or designee shall place the student in a classroom instructional 
program, any other instructional program, a rehabilitation program, or any combination of these programs after consulting with 
district staff, including the student's teachers, and with the student's parent/guardian. The decision to not recommend expulsion 
shall be final. (Education Code 48918(e)) 
 
If expulsion is recommended, findings of fact in support of the recommendation shall be prepared and submitted to the Board. All 
findings of fact and recommendations shall be based solely on the evidence presented at the hearing. The Board may accept the 
recommendation based either upon a review of the findings of fact and recommendations submitted or upon the results of any 
supplementary hearing the Board may order. (Education Code 48918(f)) 
 
In accordance with Board policy, the hearing officer or administrative panel may recommend that the Board suspend the 
enforcement of the expulsion for a period of one year. (Education Code 48917, 48918) 
 
Final Action by the Board 
 
Whether the expulsion hearing is conducted in closed or public session by the Board, a hearing officer, or an administrative panel, 
the final action to expel shall be taken by the Board at a public meeting. (Education Code 48918(j)) 
 
(cf. 9321.1 - Closed Session Actions and Reports) 
 
If the Board conducts the hearing and reaches a decision not to expel, this decision shall be final, and the student shall be reinstated 
immediately. 
 
Upon ordering an expulsion, the Board shall set a date when the student shall be reviewed for readmission to a school within the 
district. For a student expelled for an act listed under "Mandatory Recommendation and Mandatory Expulsion" above, this date shall 
be one year from the date the expulsion occurred, except that the Board may set an earlier date on a case-by-case basis. For a 
student expelled for other acts, this date shall be no later than the last day of the semester following the semester in which the 
expulsion occurred. If an expulsion is ordered during the summer session or the intersession period of a year-round program, the 
Board shall set a date when the student shall be reviewed for readmission not later than the last day of the semester following the 
summer session or intersession period in which the expulsion occurred. (Education Code 48916) 
 
At the time of the expulsion order, the Board shall recommend a plan for the student's rehabilitation, which may include: (Education 
Code 48916) 
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1. Periodic review as well as assessment at the time of review, for readmission 
 
2. Recommendations for improved academic performance, tutoring, special education assessments, job training, counseling, 
employment, community service or other rehabilitative programs 
 
With parent/guardian consent, students who have been expelled for reasons relating to controlled substances or alcohol may be 
required to enroll in a county-sponsored drug rehabilitation program before returning to school. (Education Code 48916.5) 
 
Written Notice to Expel 
 
The Superintendent or designee shall send written notice of the decision to expel to the student or parent/guardian. This notice shall 
include the following: 
 
1. The specific offense committed by the student for any of the causes for suspension or expulsion listed above under "Grounds for 
Suspension and Expulsion" (Education Code 48900.8) 
 
2. The fact that a description of readmission procedures will be made available to the student and his/her parent/guardian 
(Education Code 48916) 
 
3. Notice of the right to appeal the expulsion to the County Board of Education (Education Code 48918) 
 
4. Notice of the alternative educational placement to be provided to the student during the time of expulsion (Education Code 
48918) 
 
5. Notice of the student's or parent/guardian's obligation to inform any new district in which the student seeks to enroll of the 
student's status with the expelling district, pursuant to Education Code 48915.1 (Education Code 48918) 
 
Decision Not to Enforce Expulsion Order 
 
In accordance with Board Policy, when deciding whether to suspend the enforcement of an expulsion order, the Board shall take 
into account the following criteria: 
 
1. The student's pattern of behavior 
 
2. The seriousness of the misconduct 
 
3. The student's attitude toward the misconduct and his/her willingness to follow a rehabilitation program 
 
The suspension of the enforcement of an expulsion shall be governed by the following: 
 
1. The Board may, as a condition of the suspension of enforcement, assign the student to a school, class or program appropriate for 
the student's rehabilitation. This 
 
rehabilitation program may provide for the involvement of the student's parent/guardian in the student's education. However, a 
parent/guardian's refusal to participate in the rehabilitation program shall not be considered in the Board's determination as to 
whether the student has satisfactorily completed the rehabilitation program. (Education Code 48917) 
 
2. During the period when enforcement of the expulsion order is suspended, the student shall be on probationary status. (Education 
Code 48917) 
 
3. The suspension of the enforcement of an expulsion order may be revoked by the Board if the student commits any of the acts 
listed under "Grounds for Suspension and Expulsion" above or violates any of the district's rules and regulations governing student 
conduct. (Education Code 48917) 
 
4. When the suspension of the enforcement of an expulsion order is revoked, a student may be expelled under the terms of the 
original expulsion order. (Education Code 48917) 
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5. Upon satisfactory completion of the rehabilitation assignment, the Board shall reinstate the student in a district school. Upon 
reinstatement, the Board may order the expunging of any or all records of the expulsion proceedings. (Education Code 48917) 
 
6. The Superintendent or designee shall send written notice of any decision to suspend the enforcement of an expulsion order 
during a period of probation to the student or parent/guardian. The notice shall inform the parent/guardian of the right to appeal 
the expulsion to the County Board, the alternative educational placement to be provided to the student during the period of 
expulsion, and the student's or parent/guardian's obligation to inform any new district in which the student seeks to enroll of his/her 
status with the expelling district, pursuant to Education Code 48915.1(b). (Education Code 48918(j)) 
 
7. Suspension of the enforcement of an expulsion order shall not affect the time period and requirements for the filing of an appeal 
of the expulsion order with the County Board. (Education Code 48917) 
 
Right to Appeal 
 
The student or parent/guardian is entitled to file an appeal of the Board's decision with the County Board. The appeal must be filed 
within 30 days of the Board's decision to expel, even if the expulsion order is suspended and the student is placed on probation. 
(Education Code 48919) 
 
The student shall submit a written request for a copy of the written transcripts and supporting documents from the district 
simultaneously with the filing of the notice of appeal with the County Board. The district shall provide the student with these 
documents within 10 school days following the student's written request. (Education Code 48919) 
 
Notifications to Law Enforcement Authorities 
 
Prior to the suspension or expulsion of any student, the principal designee shall notify appropriate city or county law enforcement 
authorities of any student acts of assault which may have violated Penal Code 245. (Education Code 48902) 
 
The principal or designee also shall notify appropriate city or county law enforcement authorities of any student acts which may 
involve the possession or sale of narcotics or of a controlled substance. In addition, law enforcement authorities shall be notified 
regarding any acts by students regarding the possession, sale or furnishment of firearms, explosives, or other dangerous weapons in 
violation of Education Code 48915(c)(1) or (5) or Penal Code 626.9 and 626.10. (Education Code 48902) 
 
Within one school day after a student's suspension or expulsion, the principal or designee shall notify appropriate city or county law 
enforcement authorities, by telephone or other appropriate means, of any student acts which may violate Education Code 48900 (c) 
or (d), relating to the possession, use, offering or sale of controlled substances, alcohol or intoxicants of any kind. (Education Code 
48902) 
 
Post-Expulsion Placements 
 
The Board shall refer expelled students to a program of study that is: (Education Code 48915, 48915.01) 
 
1. Appropriately prepared to accommodate students who exhibit discipline problems 
 
2. Not provided at a comprehensive middle, junior or senior high school or at any elementary school, unless the program is offered 
at a community day school established at such a site 
 
3. Not housed at the school site attended by the student at the time of suspension 
 
(cf. 6158 - Independent Study) 
 
(cf. 6185 - Community Day School) 
 
When the placement described above is not available, and when the County Superintendent so certifies, students expelled for acts 
described in items #6 through #13 and #20-22 under 
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"Grounds for Suspension and Expulsion" above may be referred to a program of study that is provided at another comprehensive 
middle, junior, or senior high school, or at an elementary school. (Education Code 48915) 
 
The program for a student expelled from any of grades K-6 shall not be combined or merged with programs offered to students in 
any of grades 7-12. (Education Code 48916.1) 
 
Readmission After Expulsion 
 
Readmission procedures shall be as follows: 
 
1. On the date set by the Board when it ordered the expulsion, the district shall consider readmission of the student. (Education 
Code 48916) 
 
2. The Superintendent or designee shall hold a conference with the parent/guardian and the student. At the conference the 
student's rehabilitation plan shall be reviewed and the Superintendent or designee shall verify that the provisions of this plan have 
been met. School regulations shall be reviewed and the student and parent/guardian shall be asked to indicate in writing their 
willingness to comply with these regulations. 
 
3. The Superintendent or designee shall transmit to the Board his/her recommendation regarding readmission. The Board shall 
consider this recommendation in closed session if information would be disclosed in violation of Education Code 49073-49079. If a 
written request for open session is received from the parent/guardian or adult student, it shall be honored. 
 
4. If the readmission is granted, the Superintendent or designee shall notify the student and parent/guardian, by registered mail, of 
the Board's decision regarding readmission. 
 
5. The Board may deny readmission only if it finds that the student has not satisfied the conditions of the rehabilitation plan or that 
the student continues to pose a danger to campus safety or to other district students or employees. (Education Code 48916) 
 
6. If the Board denies the readmission of a student, the Board shall determine either to continue the student's placement in the 
alternative educational program initially selected or to place the student in another program that serves expelled students, including 
placement in a county community school. (Education Code 48916) 
 
7. The Board shall provide written notice to the expelled student and parent/guardian describing the reasons for denying re-
admittance into the regular program. This notice shall indicate the Board's determination of the educational program which the 
 
Board has chosen. The student shall enroll in that program unless the parent/guardian chooses to enroll the student in another 
school district. (Education Code 48916) 
 
Maintenance of Records 
 
The district shall maintain a record of each suspension and expulsion, including its specific cause(s). 
 
Expulsion records of any student shall be maintained in the student's mandatory interim record, and sent to any school in which the 
student subsequently enrolls upon written request by that school. (Education Code 48918(k)) 
 
(cf. 5125 - Student Records) 
 
The Superintendent or designee shall, within five working days, honor any other district's request for information about an expulsion 
from this district. (Education Code 48915.1) 
 
(cf. 5119 - Students Expelled from Other Districts) 
 
Outcome Data 
 
The Superintendent or designee shall maintain the following data: (Education Code 48900.8, 48916.1) 
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1. The number of students recommended for expulsion 
 
2. The specific grounds for each recommended expulsion 
 
3. Whether the student was subsequently expelled 
 
4. Whether the expulsion order was suspended 
 
5. The type of referral made after the expulsion 
 
6. The disposition of the student after the end of the expulsion period 
 
 
(D) Procedures to Notify Teachers of Dangerous Pupils (EC 49079) 
NOTIFICATION TO TEACHER OF STUDENT CONDUCT 
2018-2019 SCHOOL YEAR 
 
Student_____________________________________    Sex_______    DOB ____________   Grade ________    Date of Incident 
__________________ 
 
To Student's Teacher(s): The above named student has engaged in, or is reasonably suspected to have engaged in, one or more of 
the acts indicated below. You are being provided with notification of the student's conduct pursuant to the requirements of 
Education Code Section 49079. You may review the student's records if you need more specific information. Any information 
provided pursuant to this notice shall be received in confidence for the limited purpose for which it was provided. Further 
dissemination is prohibited. 
 
STUDENT INCIDENT (E.C. 48900) 
a.Caused, attempted to cause, or threatened to cause physical injury to another person. 
(Circle if applicable:) Mutual Combat 1 Battery 2 
 
b.Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other dangerous object unless, in the case of possession of 
any object of this type, the pupil had obtained written permission to possess the item from a certificated school employee, which is 
concurred in by the principal or the designee of the principal. 
 
c.Unlawfully possessed, used, sold, or otherwise furnished, or been under the influence of, any controlled substance listed in 
Chapter 2 (commencing with Section 11053) of Division 10 of the Health and Safety Code, an alcoholic beverage, or an intoxicant of 
any kind. 
 
d.Unlawfully offered, arranged, or negotiated to sell any controlled substance as listed in Chapter 2 (commencing with Section 
11053 of Division 10 of the Health and Safety Code, an alcoholic beverage, or an intoxicant of any kind, and then either sold, 
delivered, or otherwise furnished to any person another liquid, substance, or material and represented the liquid, substance, or 
material as a controlled substance, alcoholic beverage, or intoxicant. 
 
e.Committed or attempted to commit robbery or extortion. 
 
f.Caused or attempted to cause damage to school property or private property. 
 
g.Stole or attempted to steal school property or private property. 
 
h.*Possessed or used tobacco, or any products containing tobacco or nicotine products, including but not limited to cigarettes, 
cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets, and betel. *(Teacher notification not required for 
this incident.) 
 
i.Committed an obscene act or engaged in habitual profanity or vulgarity. 
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j.Had unlawful possession of, or unlawfully offered, arranged, or negotiated to sell any drug paraphernalia, as defined in Section 
11014.5 of the Health and Safety Code. 
 
k.Disrupted school activities or otherwise willfully defied the valid authority of supervisors, teachers, administrators, school officials 
or other school personnel engaged in the performance of their duties. 
 
l.Knowingly received stolen school property or private property. 
 
m.Possession of an imitation firearm. 
 
n.Committed or attempted to commit a sexual assault or committed a sexual battery. 
 
o.Harassed, threatened, or intimidated a pupil who is a complaining witness or witness in a school disciplinary proceeding for the 
purpose of either preventing that pupil from being a witness or retaliating against that pupil for being a witness, or both. 
 
p.Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma. 
 
q.Engaged in, or attempted to engage in, hazing as defined in Section 32050. 
 
r. Engaged in an act of bullying. 
 
.2Committed unwelcome sexual advance, request for sexual favors, and other verbal, visual, or physical conduct of a sexual nature, 
as defined in Education Code Section 212.5. This section only applies to grades 412. (E.C. 48900.2) 
 
.3Caused, threatened to cause, or participated in an act of hate violence. This section only applies to grades 412. (E.C. 48900.3) 
 
.4Harassment, threats, or intimidation that is so severe that it actually causes, or can reasonably be expected to cause, material 
disruption of classwork, substantial disorder, and the invasion of the rights of student(s) by creating intimidating or hostile education 
environment. This section only applies to grades 412 (E.C. 48900.4) 
 
.7 Has made terroristic threats against school officials or school property, or both. (E.C. 48900.7) 
 
 
 
 
RECORD OF TEACHER REVIEW 
Date 
Signature 
Date 
Signature 
Date 
Signature 
Date 
Signature 
Date 
Signature 
Date 
Signature 
Date 
Signature 
Date 
Signature 
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(E) Sexual Harassment Policies (EC 212.6 [b]) 
 
 
 
Discrimination Policy 
 
 
 
District program sand activities shall be free from discrimination, including harassment, with respect to a student’s actual or 
perceived sex, gender, ethnic group identification, race, national origin, religion, color, physical or mental disability, age or sexual 
orientation. 
 
 
 
The Board of Trustees shall ensure equal opportunities for all students in admission and access to the educational program, 
guidance and counseling programs, athletic programs, testing procedures, and other activities.  School staff and volunteers shall 
carefully guard against segregation, bias and stereotyping in instruction, guidance and supervision. 
 
 
 
The Board prohibits intimidation or harassment of any student by any employee, student or other person in the district.  Staff shall 
be alert and immediately responsive to student conduct that may interfere with another student’s ability to participate in or benefit 
from school services, activities or privileges. 
 
 
 
Students who harass other students shall be subject to appropriate discipline, up to an including counseling, suspension and/or 
expulsion.  An employee who permits or engages in harassment may be subject to disciplinary action, up to and including dismissal. 
 
 
The Human Resources Director  handles complaints regarding discrimination and inquiries regarding policies.  Any student who feels 
that he/she is being harassed should immediately contact a school employee or the principal.  Any student who observes an incident 
of harassment should report the harassment to a school employee or the principal, whether or not the victim files a complaint. 
 
 
 
 
 
Student Sexual Harassment Policy 
 
 
 
The Board prohibits sexual harassment of students by other students, employees or other persons, at school or at school-sponsored 
or school-related activities.  The Board also prohibits retaliatory behavior or action against persons who complain, testify, assist or 
otherwise participate in the complaint process established pursuant to this policy and the administrative regulation. 
 
The Board expects students or staff to immediately report incidents of sexual harassment to the student’s teacher, Principal, Vice-
Principal or Designee or to another District Administrator.  Any student who engages in the sexual harassment of anyone in or from 
the District may be subject to disciplinary action up to and including expulsion.  Any employee who permits or engages in sexual 
harassment may be subject to disciplinary action up to and including dismissal. 
 
DEFINITION 
Committed sexual harassment as defined in Education Code 212.5.  Pursuant to Education Code 48900.2, the conduct constitutes 
harassment if it would be considered by a reasonable person of the same gender as the victim to be sufficiently severe or pervasive 
to have a negative impact upon the victim’s academic performance or to create an intimidating, hostile, or offensive educational 
environment. 
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INSTRUCTION/INFORMATION 
The Superintendent or designee shall provide to all district students age-appropriate instruction and information on sexual 
harassment.  Such instruction and information shall include: 
1.     What behavior constitute sexual harassment, including the fact that sexual harassment could occur between people of the 
same gender 
2.     A clear message that students do not have to endure sexual harassment 
3.     Encouragement to report observed instances of sexual harassment, even where the victim of the harassment has not 
complained 
4.     Information about the person(s) to whom a report of sexual harassment should be made. 
 
 
COMPLAINT PROCESS 
Any student who feels that he/she is being or has been subjected to sexual harassment shall immediately contact his/her teacher or 
any other employee.  A school employee to whom a complaint is made shall, within 24 hours of receiving the complaint, report it to 
the principal or designee.  Any school employee who observes any incident of sexual harassment 
 
involving a student shall report this observation to the principal or designee, whether or not the victim files a complaint.  In any case 
of sexual harassment involving the principal or any other district employee to whom the complaint would ordinarily be made, the 
employee who receives the student’s report or who observes the incident shall report to the Director of Personnel or the 
Superintendent or designee. 
 
The principal or designee to whom a complaint of sexual harassment is reported shall immediately investigate the complaint in 
accordance with administrative regulation. Where the principal or designee finds that sexual harassment occurred, he/she shall take 
prompt, appropriate action to end the harassment and address its effects on the victim.  The principal or designee shall also advise 
the victim of any other remedies that may be available.  The principal or designee shall file a report with the Superintendent or 
designee and refer the matter to law enforcement authorities, where required. 
 
DISCIPLINARY MEASURES 
Any student who engages in sexual harassment of anyone at school or at a school-sponsored or school-related activity is in violation 
of this policy and shall be subject to disciplinary action. 
 
For students in grades 4 through 12, disciplinary action may include suspension/or expulsion, provided that in imposing such 
discipline the entire circumstances of the incident(s) shall be taken into account. 
 
RECORD KEEPING 
The Superintendent or designee shall maintain a record of all reported cases of sexual harassment to enable the district to monitor, 
address and prevent repetitive harassing behavior in its schools.  All complaints and allegations of sexual harassment shall be kept 
confidential except as necessary to carry out the investigation or take other subsequent necessary action. 
 
PROHIBITED SEXUAL HARASSMENT CONDUCT 
Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual favors or 
other unwanted verbal, visual or physical conduct of a sexual nature made against another person of the same or opposite gender, 
in the educational setting, when: 
1.     Submission to the conduct is explicitly or implicitly made a term or condition of a student’s academic status or progress 
2.     Submission to or rejection of the conduct by a student is used as the basis for academic decisions affecting the student 
3.     The conduct has the purpose or effect of having a negative impact on the student’s academic performance, or of creating an 
intimidating, hostile or offensive educational environment 
4.     Submission to or rejection of the conduct by the student is used as the basis for any decision affecting the student regarding 
benefits and services, honors, programs, or activities available at or through any district program or activity 
 
Types of conduct which are prohibited in and which may constitute sexual harassment include, but are not limited to: 
1.     Unwelcome leering, sexual flirtations or propositions 
2.     Sexual slurs, epithets, threats, verbal abuse, derogatory comments or sexually degrading descriptions 
3.     Graphic verbal comments about an individual’s body, or overly personal conversation 
4.     Sexual jokes, notes, stories, drawings, pictures or gestures 
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5.     Spreading sexual rumors 
6.     Teasing or sexual remarks about students enrolled in a predominantly single-gender class 
7.     Massaging, grabbing, fondling, stroking or brushing the body 
8.     Touching an individual’s body or clothes in a sexual way 
9.     Purposely cornering or blocking normal movements 
10.   Displaying sexually suggestive objects 
11.   Continuing to express sexual interest after being informed that the interest is unwelcome 
12.   Making reprisals, threats of reprisal, or implied threats of reprisal following a negative response. 
 
NOTIFICATIONS 
A copy of the district’s sexual harassment policy and regulations shall: 
1.     Be included in the notifications that are sent to parents/guardians at the beginning of each school year 
2.     Be displayed in a prominent location in the main administrative building or other area where notices of district rules, 
regulations, procedures and standards of conduct are posted 
3.     Be provided as part of any orientation program conducted for new students at the beginning of each quarter, trimester, 
semester or summer session 
4.     Appear in any school or district publication that sets forth the school’s or district’s comprehensive rules, regulations, procedures 
and standards of conduct 
5.     Be provided to employees and employee organizations 
 
COMPLAINT PROCEDURE 
1.     Informal Resolution 
a.     Students and or staff members who feel aggrieved because of conduct that may constitute sexual harassment should directly 
inform the persons engaging in conduct that such conduct is offensive and must stop. 
b.     Students and or staff members who feel aggrieved because of conduct that may constitute sexual harassment shall inform the 
Principal, Vice Principal, immediate supervisor, or designee so that he/she may take remedial action. 
2.     Formal Complaints 
a.     An aggrieved student may file a written complaint with the Principal, Vice Principal, or designee.  A copy of the written 
complaint shall be forwarded to the Superintendent or his designee. 
b.     The informal resolution procedures set forth above are not a precondition to the filing of a complaint. 
c.     Students filing a complaint need not file a complaint with a person they feel is sexually harassing them. 
 
INVESTIGATION OF COMPLAINTS AT SCHOOL (SITE-LEVEL GRIEVANCE PROCEDURE) 
1.     The principal or designee shall promptly investigate all complaints of sexual harassment.  In so doing, he/she shall talk 
individually with: 
a.     The student who is complaining 
b.     The person accused of harassment 
c.     Anyone who witnessed the conduct complained of 
d.    Anyone mentioned as having related information 
2.     The student who is complaining shall have an opportunity to describe the incident, present witnesses and other evidence of the 
harassment, and put his/her complaint in writing. 
3.     The principal or designee shall discuss the complaint only with the people described above.  When necessary to carry out 
his/her investigation or for other good reasons that apply to the particular situation, the principal or designee also may discuss the 
complaint with the following persons: 
a.     The Superintendent or designee 
b.     The parent/guardian of the student who complained 
c.     If the alleged harasser is a student, his/her parent/guardian 
d.    A teacher or staff member whose knowledge of the students involved may help in determining who is telling the truth 
e.     Child protective agencies responsible for investigating child abuse reports 
f.     Legal counsel for the district 
g.     Law enforcement 
4.     When the student who complained and the alleged harasser so agree, the principal or designee may arrange for them to 
resolve the complaint informally with the help of a counselor, teacher, administrator, or trained mediator.  The student who 
complained shall never be asked to work out the problem directly with the accused person unless such help is provided and both 
parties agree. 
5.     In reaching a decision about the complaint, the principal or designee may take into account: 
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a.     Statements made by the persons identified above 
b.     The details and consistency of each person’s account 
c.     Evidence of how the complaining student reacted to the incident 
d.    Evidence of any past instances of harassment by the alleged harasser 
e.     Evidence of any past harassment complaints that were found to be untrue 
6.     To determine the severity of the harassment, the principal or designee may take into consideration: 
a.     How the misconduct affected one or more students’ education 
b.     The type, frequency and duration of the misconduct 
c.     The number of persons involved 
d.    The age and gender of the person accused of harassment 
e.     The subject(s) of harassment 
f.     The place and situation where the incident occurred 
g.     Other incidents at the school, including incidents of harassment that were not related to gender 
7.     The principal or designee shall write a report of his/her findings, decision, and reasons for the decision and shall present this 
report to the student who complained and the person accused. 
8.     The principal or designee shall give the Superintendent or designee a written report of the complaint and investigation.  If the 
principal or designee verifies that sexual harassment occurred, this report shall describe the actions taken to end the harassment, 
address the effects of the harassment on the student harassed, and prevent retaliation or further harassment. 
9.     Within ten school days after receiving the complaint, the principal or designee shall determine whether or not the student who 
complained has been further harassed.  The principal or designee shall keep a record of this information and shall continue this 
follow-up. 
 
ENFORCEMENT 
The Superintendent or designee shall take appropriate actions to reinforce the district’s sexual harassment policy.  As needed, these 
actions may include any of the following: Removing vulgar or offending graffiti; providing staff inservice and student instruction or 
counseling; notifying parents/guardians of the actions taken; notifying child protective services and/or law enforcement; taking 
appropriate disciplinary action.  In addition, the principal or designee may take disciplinary measures against any person who is 
found to have made a complaint of sexual harassment that he/she knew was not true. 
 
APPEAL TO THE BOARD OF TRUSTEES 
The complainant may appeal the decision of the Superintendent to the Board of Trustees in writing.  The Board of Trustees shall 
hear the matter at the next regularly scheduled meeting.  At the conclusion of the hearing the Board shall adopt written findings of 
fact and make a decision. 
 
 
 
 
General Harassment Policy 
 
 
 
It is the policy of the 
Red Bluff Joint Union High School District 
to provide fair and equal treatment to all staff members.  In an effort to advance this policy, we have found it necessary to formulate 
a statement regarding harassment.  Harassment creates a negative work environment and affects the work performance of all 
employees. 
 
 
1.     Pursuant to Education Code section 212.5, unwelcome advances, requests for favors, and other verbal, visual or physical 
conduct constitute harassment when: 
 
 
 
A.    Submission to the conduct is made either an explicit or implicit condition of employment, status or promotion. 
 
B.    Submission to, or rejection of, the conduct is used as the basis for an employment decision affecting the harassed employee. 



Comprehensive School Safety Plan 34 of 70 10/5/18 

 
C.    The harassment substantially interferes with an employee’s work performance or creates an intimidating, hostile, or offensive 
work environment. 
 
D.    Submission to, or rejections of, the conduct is the basis for any decision affecting the benefits, services, honors, programs or 
other available activities. 
 
 
 
2.     Unlawful harassment may take many forms, including but not limited to: 
 
 
 
A.    VERBAL CONDUCT such as epithets, derogatory comments, slurs or unwanted advances, invitations or comments. 
 
B.    VISUAL CONDUCT such as derogatory posters, cartoons, drawings, or gestures. 
 
C.    PHYSICAL CONDUCT such as assault. Blocking normal movement, or interference with work directed at you because of your sex 
or other protected basis. 
 
D.    THREATS AND DEMANDS to submit to sexual requests in order to keep your job or avoid some other loss, and offers of job 
benefits in return for sexual favors. 
 
E.    RETALIATION for having reported the harassment. 
 
 
 
3.     Any person believing he/she is a victim of harassing behavior should notify the Assistant Superintendent of Personnel or a 
District Office Management person unassociated with the employee’s assigned worksite.  The Assistant Superintendent of Personnel 
or the District Office Management Person will: 
 
 
 
A.    Fully inform the employee of his/her rights. 
 
B.    Appoint a three (3) member committee to immediately conduct a thorough, objective and complete investigation of the alleged 
harassment, report the committee findings to the Superintendent, or the Board of Education if the Superintendent is the accused 
harasser, who must make a determination about whether unlawful harassment occurred and communicate this alleged finding to 
the harasser and any other concerned party; and the Superintendent of the Board of Education will take prompt and effective 
remedial action if harassment has occurred.  The action must be commensurate with the severity of the offense and be made known 
to the victim. 
 
 
ALL HARASSING BEHAVIOR IS CONSIDERED MISCONDUCT AND MAY SUBJECT AN EMPLOYEE TO DISCIPLINARY ACTION AND/OR 
IMMEDIATE TERMINATION. 
 
Special privacy safeguards will be applied in handling harassment complaints.  To the extent feasible, the identity of the charging 
party and the person accused of harassment will be kept confidential. 
 
 
(F) School-wide Dress Code Relating to Gang-Related Apparel (EC 35183) 
The Red Bluff Joint Union High School believes that a healthy and safe learning environment is essential for student learning and 
college/career readiness. We feel that a minimal dress standard establishes a positive tone of behavior, which fosters respect for self 
and others. It is with these concepts in mind that the district establishes the following dress standards. 
 
Wearing apparel shall be clean, safe and not disruptive to the instructional process: 
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 Outer clothing must adequately cover all undergarments. 
 Front and back midriffs must be covered. 
 Shorts and skirts must exceed past the thumbs from hanging arms. 
 Tops must have two straps, with no undergarment showing. 
 No pajamas/sleepwear except on dress up days. 
 No gang related clothing or apparel. Determination at the discretion of the administration. 
 Clothing which displays illegal substances, obscenities, racial/ethnic slurs, or sexually suggestive is not allowed. 
 Unnecessary safety pins, spikes, chains, or pointed objects are not allowed. 
 All students must wear shoes or sandals. 
 Disruptive clothing to the educaitonsl process will not be allowed. Determination at the discretion of the administration. 

In order to promote safety and to eliminate distractions to the educational process, the site administration may need to modify the 
dress code. Violations of the dress code will result in disciplinary actions such as, changing clothes, detention, or suspension. 
 
Students: Be prepared to change clothes if you are in violation. 
 
Parents: Please be prepared to bring a change of clothes for your student or pick up items that are in violation. 
 
(I) School Discipline Rules and Consequences (EC 35291 and EC 35291.5) 
 
Red Bluff High School Student Conduct Code 
 
 
Conduct Code Procedures 
Discipline Policy 
 
 
VEHICLES SUBJECT TO SEARCH 
By entering school property, the person driving any vehicle is deemed to consent to a complete vehicle search, all its compartments 
and contents, by school officials or law enforcement personnel for any reason whatsoever. This notice applies to all vehicles of any 
type and is in force 24 hours a day (California Vehicle Code, section 21113 A). 
 
BULLYING and CYBERBULLYING definitions 
Bullying includes any severe or pervasive physical or verbal act of conduct, including communications made in writing or by means of 
an electronic act, as defined, including but not limited to sexual harassment, hate violence, harassment, threats, or intimidation that 
has the effect or can reasonably be predicted to have the effect of placing a reasonable pupil, as defined, in fear of harm to that 
pupil’s or those pupils’ person or property, causing a reasonable pupil to experience a substantially detrimental effect on his or her 
physical or mental health, academic performance, or ability to participate in or benefit from the services, activities or privileges 
provided by a school. 
Cyberbullying includes the transmission of harassing communications, direct threats, or other harmful texts, sounds, or images on 
the Internet, social media or other technologies using a telephone, computer, or any wireless communication device. Cyberbullying 
also includes breaking into another person’s electronic account and assuming that person’s identify in order to damage that person’s 
reputation. Students are required to accept and sign off assenting to the terms of a Technology and Internet Use Agreement where 
students provide assurances that they will not engage in cyberbullying. 
CAMPUS BEAUTIFICATION / CLEAN-UP 
Students who commit minor violations of the Code of Conduct may be assigned campus clean-up duty. Typically this will occur just 
before or just after lunch or snack break and only with permission from the next period’s teacher to miss 10-20 minutes of class. 
Students will be provided with sanitary gloves and a “pick-up” tool if requested. 
 
LUNCH DETENTION 
Lunch detention is served during lunch in the back of the library and is supervised by a credentialed teacher. Students must report 
immediately to detention and may not eat or use their electronic devices in detention. They may do work in detention. Students will 
be released with sufficient time to get and eat lunch from the cafeteria. With prior arrangement from administration, students may 
serve detention with another teacher or before or after school. 
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SUSPENSION FROM CLASS (EC 48910) 
A teacher may suspend any student from the teacher’s class for any violation of EC 48900 for that day and the following day. The 
teacher shall send the student to the principal/designee for appropriate action. The student shall not be returned to the class during 
the period of suspension without agreement between the teacher and principal. As soon as possible, the teacher will notify the 
student’s parent/guardian of the suspension. The student will be placed in the in-house suspension room for the duration of the 
class suspension and the violation will be noted in his/her record. 
 
RECOMMENDATION FOR EXPULSION 
The principal or superintendent shall immediately suspend and shall recommend expulsion of a student that he or she determines 
has committed any of the following acts unless the principal or superintendent finds that expulsion is inappropriate due to the 
particular circumstance (EC 48915): 
1. Causing serious physical injury to another person except in self-defense. (EC 48900 (a)) 
2. Possession of any knife or other dangerous object of no reasonable use to the pupil. (EC 48900 (a) (2) and (b)) This includes 
weapon and controlled substance “look-a-likes”. 
3. Unlawful possession of any controlled substance listed in chapter 2 of division 10 of the Health and Safety Code. (EC 48915 (a)(3)) 
4. Robbery or extortion. (EC 48900 (e)) 
5. Assault or battery on school personnel. EC 48900 (a)(1) and Penal Codes. 
 
MANDATORY RECOMMENDATION FOR EXPULSION 
The principal or superintendent shall immediately suspend and shall recommend expulsion of a student that he or she determines 
has committed any of the following acts: 
1. Possessing, selling or otherwise furnishing any firearm. (EC 48915(c)(1) and 48900(b)) 
2. Brandishing a knife at another person. (EC 48915(c)(2) 
3. Unlawfully offered, arranged, or negotiated to sell any controlled substance, alcoholic beverage or intoxicant of any kind. (EC 
48900(c)) 
4. Committed or attempted to commit a sexual assault. (EC 48900(n)) 
5. Possession of an explosive. (EC 48900(b)) 
 
THE RED BLUFF STUDENT CODE OF CONDUCT 
 
These charts represent behavioral expectations and associated consequences, based on school policy, the California Education Code, 
and the California Penal Code. Repeat offenses result in a more progressively serious disciplinary response. If corrective action does 
not bring about proper conduct, school administration may recommend the student for expulsion. Administration reserves the right 
to determine alternative consequences than those prescribed in these charts based on the severity of a particular infraction and the 
previous discipline record of the student. 
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(J) Hate Crime Reporting Procedures and Policies 
HATE CRIME REPORTING PROCEDURES 
 
The Board affirms the right of every student to be protected from hate-motivated behavior.  It is the intent of the Board to promote 
harmonious relationships that enable students to gain a true understanding of the civil rights and social responsibilities of people in 
our society.  Behavior or statements that degrade an individual on the basis of his/her race, ethnicity, culture, heritage, gender, 
sexual orientation, physical/mental attributes, religious beliefs or practices shall not be tolerated. 
 
Any student who feels that he/she is a victim of hate-motivated behavior shall immediately contact the principal or designee.  If the 
student believes that the situation has not been remedied by the principal or designee, he/she may file a complaint in accordance 
with district complaint procedures. 
 
Staff who receive notice of hate-motivated behavior or personally observe such behavior shall notify the principal, Superintendent 
of designee, and law enforcement, as appropriate.  Students demonstrating hate-motivate behavior shall be subject to discipline in 
accordance with Board policy and administrative regulation. 
 
In addition, the district shall provide counseling and appropriate sensitivity training and diversity education for students exhibiting 
hate-motivated behavior.  The district shall also provide counseling, guidance and support, as necessary, to those students who are 
the victims of hate-motivated behavior. 
 
The Superintendent or designee shall ensure that staff receives appropriate training to recognize hate-motivated behavior and 
methods for handling such behavior in appropriate ways.  The district shall provide age-appropriate instruction to help promote 
understanding of and respect for human rights.  At the beginning of each school year, students and staff shall receive a copy of the 
district’s policy on hate-motivated behavior. 
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Safety Plan Review, Evaluation and Amendment Procedures 
 
Prior to April of each year, the Red Bluff High School Safety Committee reviews, evaluates, and revises if needed the Safety Plan.  
After approval, the Plan is reviewed and approved by the District Safety Committee.  The board of trustees reviews and approves the 
Safety Plan at its regular April board meeting. 
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Safety Plan Appendices 
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Emergency Contact Numbers 
 
Utilities, Responders and Communication Resources 
 

Type Vendor Number Comments 

Emergency Services All emergencies 911  

School District Red Bluff Joint Union High 
School District 530-529-8700  

Law 
Enforcement/Fire/Paramed
ic 

Red Bluff Fire Department 530-527-1126  

Law 
Enforcement/Fire/Paramed
ic 

Red Bluff Police Deparment 530-527-3131  

Law 
Enforcement/Fire/Paramed
ic 

Tehama County Sheriff 
Department 530-529-7900  

Local Hospitals St. Elizabeth 530-529-8000  

Law 
Enforcement/Fire/Paramed
ic 

California Highway Patrol 530-527-2034  

Radio Station KBLF 530-527-5253  

Public Utilities PG&E 1-800-743-5000  

Public Utilities Water- City of Red Bluff 530-527-4300  
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Safety Plan Review, Evaluation and Amendment Procedures 
 

Activity Description 
(i.e. review steps, meetings conducted, approvals, etc) Date and Time Attached Document 

(description and location) 
Red Bluff High School Safety Committee   

Red Bluff Joint Union High School District Safety Committee   

Red Bluff Joint Union High School District Board of Trustees   
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Red Bluff High School Incident Command System 
 

--------     Incident Commander     

--------     Rich Hassay--------     

--------           

--------   Safety Officer   Public Information Officer   

--------   Sara Smith--------   Todd Brose--------   

--------           

--------   Scribe       

--------   Mike Fox--------       

--------           

--------           

Operations ------- Planning/ 
Intelligence  Logistics  Finance/Administration 

Mike Fox, MTO-------- ------- Wendy Drury--------  Mike Fox, MTO--------  Dee Himes-------- 

--------           

--------           

--------  First Aid & Search 
Teacher A        

--------  Ty Minto--------        

--------           

--------  
Student Release & 

Accountability 
TeacherB 

       

--------  Renee Hodges--------        
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Incident Command Team Responsibilities 
 
Standardized Emergency Response Management System Overview 
The California Standardized Emergency Management System (SEMS) is designed to centralize and coordinate emergency response 
through the use of standardized terminology and processes. This greatly facilitates the flow of information and resources among the 
agencies participating in response to an emergency. SEMS consists of five functions: 
Red Bluff High School 
 
INCIDENT RESPONSE TEAM 
 
2018-2019 
 
Incident Commander: Richard Hassay, Principal  
 
Incident Commander Assistant:  Ryan Vercruysse, AP 
 
Liaison/Intelligence:     Wendy Drury, AP 
 
Operations/Logistics:     Mike Fox, Director MOT 
 
Operations/Logistics Support:   Mike Blaney (Electrician) 
 
Scribe(s):       Mike Fox, TOA 
 
Safety:        Sara Smith 
 
Public Information     Todd Brose 
 
Responsibilities of Incident Commander - (Rich Hassay or first on scene) 

 Notify 9-1-1 and district office 
 Take proactive action to stabilize the scene. 
 Assess potential danger and unsafe conditions. 
 Assume command; select and establish appropriate command post. 
 Establish communication with appropriate officials to determine specifics of location and threat level. 
 Classify threat level: Brief incident personnel. 
 Invoke EMERGENCY AUTHORITY to assert immediate action plan to correct unsafe conditions. 
 Supervise and direct the activities of all personnel. 
 Provide regular updates of the scope and size of the incident to Incident Command personnel. 
 Work with District Personnel to approve the release of all information to the news media. 
 Refer pertinent information to Operations/Logistics. 

De-escalate process: Coordinate reports to all Incident Command personnel. 
 
Set objectives and approve plans for return to normal operations. 

 Complete activity log, and after-incident reports for school debriefing. 
 Prepare plan of incident for debriefing 

Responsibilities of Incident Commander/Assistant(s)  
 Communicate to staff as directed by the Incident Coordinator. 
 Identify responding agencies to determine locations of all assisting personnel. 
 Continually update incident action plans. 
 Maintain activity logs, and complete after-incident reports. 

Responsibilities of Scribe(s) 
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 Maintain ongoing command post journal. 
 Maintain and display an updated map of the incident location and response. 
 Update minutes from briefings. 

Responsibilities of Operations/Logistics 
 Work with responding agencies. 
 Advice the Incident Coordinator of resources needed. 
 Coordinate and process requests for additional resources. 
 Issue operational orders to implement directives of the Incident Coordinator. 
 Provide Incident Coordinator with frequent status updates. 
 Provide information to appropriate emergency/responding agencies. 
 Establish staging area for resource delivery. 
 Maintain an activity log, and prepare after-activity reports for debriefing. 
 Request resources with Public Information/district office and supporting agencies. 
 Inform Incident Coordinator of resources being deployed. 

Responsibilities of Operations/Logistics Assistant 
 Maintain a visible chart of resources requested. 
 Maintain staging area, and staging personnel. 
 Establish and maintain communications between stating area and Operations/Logistics. 
 Maintain a log of the agencies deployed, and the location of safety personnel 

Responsibilities of Safety/Logistics  
 Coordinate escort of students to guardians. 
 Maintain log of students remanded to guardians. 
 Monitor operational activities to assess potential danger and unsafe conditions. 
 Maintain a safe and clear entrance and exit to site. 

Responsibilities of Liaison/Intelligence 
 Identify agency representatives/emergency personnel upon arrival and alert Incident Coordinator. 
 Maintain contact with responding agencies, and locations of assisting personnel. 

Responsibilities of Public Information- Todd Brose 
 Prepare information summary on media coverage for command post personnel. 
 Provide an escort to media and other officials to designated meeting areas as necessary. 
 Arrange for meetings between news media and incident personnel as directed by the Incident Coordinator. 
 Obtain copies of all media released and post them in the command post for review. 

 
Management 
During an emergency, the Incident Commander directs response actions from a designated Command Post. To effectively do this, 
the Incident Commander must constantly assess the situation, and develop and implement appropriate strategies. The Incident 
Commander must be familiar with the available resources, accurately document all response actions, and effectively communicate 
response strategies to others participating in the response. This function is typically filled by the school principal. The principal is 
assisted in carrying out this function by a Public Information & Liaison Officer and Safety Officer. 
 
Planning & Intelligence 
Planning and Intelligence involves the use of various methods to efficiently gather information, weigh and document the information 
for significance, and actively assess the status of the emergency. This understanding and knowledge about the situation at hand is 
vital to the effective management of a response. These activities are performed by a single person who reports directly to the 
Incident Commander. 
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Operations 
All response actions are implemented under by Operations. This includes staff performing first aid, crisis intervention, search and 
rescue, site security, damage assessment, evacuations, and the release of students. 
 
Logistics 
Logistics supports the response by coordinating personnel; assembling and deploying volunteers; providing supplies, equipment, and 
services; and facilitating communications among emergency responders. 
 
Finance & Administration 
Finance & Administration involves the purchasing of all necessary materials, tracking financial records, timekeeping for emergency 
responders, and recovering school records following an emergency. These activities are performed by a single person who reports 
directly to the Incident Commander. 
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Types of Emergencies & Specific Procedures 
 
Aircraft Crash 
Emergency response will depend on the size of the aircraft, nature of the crash, and proximity to the school. If it is safe to remain 
inside the building, all students should be kept in the school under supervision. The crash may also result in an explosion, chemical 
spill or utility interruption. 
 
Aircraft crashes into the school 
 
STAFF ACTIONS: 

 Notify Principal. 
 Move students away from immediate vicinity of the crash. 
 EVACUATE students from the building using primary and/or alternate fire routes to a safe assembly area away from the 

crash scene. Take class roster/nametags and emergency backpack. 
 Check school site to assure that all students have evacuated. 
 Take attendance at the assembly area. 
 Report missing students to the Principal /designee and emergency response personnel. 
 Maintain control of the students a safe distance from the crash site. 
 Care for the injured, if any. 
 Escort students back to the to the school site when emergency response officials have determined it is safe to return to 

the building. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Notify police and fire department (call 911). 
 Determine immediate response procedures, which may include EVACUATION or OFF-SITE EVACUATION. 
 Notify District Superintendent, who will contact the Office of Emergency Services. 
 Arrange for first aid treatment and removal of injured occupants from building. 
 Secure area to prevent unauthorized access until the Fire Department arrives. Ensure that students and staff remain at a 

safe distance from the crash. 
 Account for all building occupants and determine extent of injuries. 
 Do not re-enter building until the authorities provide clearance to do so. 

Aircraft crashes near school 
 
STAFF ACTIONS: 

 Notify Principal. 
 Move students away from immediate vicinity of the crash. 
 Remain inside with students unless subsequent explosions or fire endanger the building. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Notify police and fire department (call 911). 
 Initiate SHELTER IN PLACE, if warranted. 
 Ensure that students and staff remain at a safe distance from the crash. 
 Notify District Superintendent, who will contact the Office of Emergency Services. 
 Fire department officials will secure area to prevent unauthorized access. Do not enter affected areas until the 

appropriate authorities provide clearance to do. 

 
Animal Disturbance 
EMERGENCY RESPONSE ANIMAL DISTURBANCE 
 
If there is a rabid or uncontrollable animal on campus, implement this procedure when any wild animal threatens the safety of the 
students and staff. 
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PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Isolate the students from the animal. Close doors and lock tables as a means to isolating the animal. 
 If the animal is outside, keep students inside and institute a LOCKDOWN. 
 If the animal is inside, initiate an EVACUATION outside to a protected area away from the animal 
 Contact the Marin Humane Society for assistance in removing the animal. 
 If the animal injures anyone, seek medical assistance from the school nurse. 
 Notify parent/guardian and recommended health advisor. 

STAFF/TEACHER ACTIONS: 
 If the animal is outside, keep students inside. Lock doors and keep students away from the windows. 
 If the animal is inside, EVACUATE students to a sheltered area away from the animal. 
 Notify the principal if there are any injuries. 

STINGING INSECTS 
 
EMERGENCY RESPONSE ALLERGIC REACTION 
 
There are many types of medical conditions that may trigger an allergic reaction, among them anaphylactic shock, diabetes and 
sickle cell anemia. Possible symptoms of an allergic reaction include skin irritation or itching, rash, hives, nasal itching or sneezing, 
localized swelling, swollen tongue, restlessness, sweating, fright, shock, shortness of breath, vomiting, cough and hoarseness. School 
nurses have a specialized health care plan for certain conditions and should be contacted for any sign of allergic reaction. 
 
STAFF ACTIONS: 

 If imminent risk, call 911. 
 Send for immediate help (Firs Aid, CPR, medical) and medication kit (for known allergies). 
 Notify principal. 
 Assist in getting “Epi” (Epinephrine) pen for individuals who carry them (usually in backpack), and prescription 

medications (kept by school nurse). 
 If an insect sting, remove stinger immediately. 
 Assess situation and help student/staff member to be comfortable. 
 Move student or adult only for safety reasons. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 If imminent risk, call 911 (always call 911 if using “Epi” pen). 
 Notify parent or guardian. 
 Administer medication, by order of a doctor, if appropriate; apply ice pack to affected area, keep victim warm or take 

other actions as indicated. 
 Observe for respiratory difficulty. 
 Attach a label to the person’s clothing indicating: time & site of insect sting or food ingested, name of medicine, dosage 

and time administered. 

OTHER PREVENTATIVE/SUPPORTIVE ACTIONS: 
 Keep an “Epi” pen in the school office and notify staff as to location. 
 Emergency health card should be completed by parents for each child and should be easily accessible by school 

personnel. 
 Provide bus drivers with information sheets for all known acute allergic reactors. 

 
Armed Assault on Campus 
Firearm/Shooting 
 
EMERGENCY RESPONSE SHOOTING 
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Immediate response to a rapidly changing incident is critical. In most cases, initiate LOCKDOWN procedures to isolate students from 
danger or send them to a secure area. Safety must always be the foremost consideration. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Remain calm. Do not confront the shooter(s). 
 Assess the situation: 

+Is the shooter in the school? 
 
+ Has shooter been identified? 
 
+ Has the weapon been found and/or secured? 

 Depending on the situation, initiate LOCKDOWN or EVACUATION, as appropriate. 

 Call 911. Provide essential details of the situation, i.e., suspect, location, weapons, number of persons involved, motive, 
injuries/casualties, actions taken by the school (e.g. LOCKDOWN). 

 Identify command post for police to respond. Assist police in entering the school; provide officers with critical 
information. 

 Ensure injured students and staff receive medical attention. 
 If shooter has left, secure all exterior doors to prevent re-entry. 
 If a firearm is known to exist, do not touch it. Allow a law enforcement officer to take possession of the weapon. 
 Keep crime scene secure. Organize OFF-SITE EVACUATION, if necessary, or prepare to continue with classes. 
 Isolate and separate witnesses. 
 Gather information for police about the incident and everyone involved with it: 

+Name of suspect(s) 
 
+ Location of shooting 
 
+ Number and identification of casualties and injured 
 
+ Current location of the shooter(s) 

 Prepare written statements for telephone callers and media. Refer media inquiries to designated Public Information 
Officer. 

 Prepare letter for students to take home to their families. 
 Arrange for immediate crisis counseling for students and staff. 
 Provide liaison for family members of injured students and staff members. 
 Debrief staff and school police officers. 
 Provide informational updates and counseling, if appropriate, to staff, students and their families during the following 

few days. 

STAFF ACTIONS: 
 If gunfire is heard inside the school, implement LOCKDOWN immediately. Do not wait for the LOCKDOWN 

announcement. 
 Alert the principal/site administrator. 
 Take immediate action to prevent casualties. If it is safe to clear hallways, bathrooms and open areas, direct students to 

the closest classroom. 
 Isolate the suspect and/or area. Move others to a safe area to protect them from danger. Implement LOCKDOWN or 

EVACUATION, as appropriate. 
 Only evacuate once you have verbal confirmation. 
 Provide first aid for victims, if needed. 
 Account for all students. 
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 Remain calm and quiet in the secured area away from doors and windows. No one out, no one in until further 
instructions are provided by the principal or law enforcement. 

 Assist police officers – provide identity, location and description of individual and weapons. 

STUDENT ACTIONS: 
 Move quickly and quietly to the closest safe classroom. 
 If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial closet, office area, library. 
 Lock the door or move furniture or trash can to bar access to the room. 
 Remain quiet until further instructions are provided by the principal or law enforcement. 

EMERGENCY RESPONSE WEAPON 
 
The brandishing of any weapons poses an immediate threat to students and staff. Response is the same whether the weapon is 
used, seen or suspected but not in use. Safety must always be the foremost consideration. A person wielding a weapon will usually 
respond best to calm, reasonable talk. In addition to calming the individual, talking allows time for law enforcement officials and 
other professionals to arrive. 
 
STAFF ACTIONS: 

 Remain calm. Take immediate action to prevent casualties. Isolate the suspect and/or area. Move others to a safe area to 
protect them from danger. 

 Alert the principal/site administrator. 
 Make no effort to intervene. Allow a law enforcement officer to take possession of the weapon. 
 Provide first aid for victims, if needed. 
 Account for all students. 
 Assist police officers – provide identity, location and description of individual and weapons. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Remain calm. Depending on how the situation unfolds, initiate LOCKDOWN or EVACUATION, as needed. Do not confront 

the suspect. 
 Call 911. Provide essential details of the situation, i.e., suspect, location, weapons, number of persons involved, motive, 

actions taken by the school (e.g. LOCKDOWN). 
 Identify command post for police to respond. Assist police to enter the school. Provide officers with critical information. 

Accompany the police officer to the student suspected of having a weapon. 
 If suspect has left, secure all exterior doors to prevent re-entry. 
 Isolate and separate witnesses. Instruct them to write a statement of events while waiting for police to arrive. 
 Gather information about the incident for the police: 

+Name of student with weapon. 
 
+Location of witness when weapon was seen. 
 
+What did the student do with the weapon after it was displayed? 
 
+What is the current location of the student with the weapon? 

 Reserve a private area for the student to be taken and questioned. Allow police officer to thoroughly search student with 
another adult witness present. Police officer should take possession of and secure any weapon located. 

 Assign an administrator to remove all of the suspected student’s belongings (book bag, clothing, etc.) from the classroom. 
Do not allow the student to pick-up or carry his own belongings. 

 Search student’s belongings, including--but not limited to --backpack, purse, locker, and auto, if applicable. 
 Notify parents/guardians. 
 Follow procedures for student disciplinary actions. Take photo of weapon to be included in the expulsion proceedings. 
 Secure a detailed written statement from witnesses including staff. 
 Provide post-event trauma counseling for students and staff, as needed. 
 Provide informational updates to staff, students and their families during next few days to squelch rumors. 



Comprehensive School Safety Plan 53 of 70 10/5/18 

HOSTAGE/BARRICADED SUBJECT 
 
Hostage situations may unfold rapidly in a variety of ways. Events may range from a single perpetrator with a single hostage to 
several perpetrators with many hostages. Specific actions by school staff will be limited pending arrival of law enforcement officers. 
It is their responsibility to bring the situation to a successful conclusion. When as much of the school has been evacuated as can be 
accomplished, school staff should focus on providing support as needed to the police department, communicating with parents, and 
providing counseling for students. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS 

 Call 911. Provide all known essential details of the situation: 

+Number of hostage takers and description 
 
+Type of weapons being used 
 
+Number and names of hostages 
 
+Any demands or instructions the hostage taker has given 
 
+Description of the area 

 Identify an assembly area for responding officers away from the hostage situation. Have school liaison wait at assembly 
area for police to arrive. 

 Protect building occupants before help arrives by initiating a LOCKDOWN or EVACUATION (or combination of both) for all 
or parts of the building. 

 Secure exterior doors from outside access. 
 When police arrive, assist them in a quiet, orderly evacuation away from the hostage situation. 
 Gather information on students and/or staff involved and provide the information to the police. If the parent of a student 

is involved, gather information about the child. 
 Identify media staging area, if appropriate. Implement a hotline for parents. 
 Account for students as they are evacuated. 
 Provide recovery counseling for students and staff. 

STAFF ACTIONS: 
 If possible, assist in evacuating students to a safe area away from the danger. Protect students by implementing a 

LOCKDOWN. 
 Alert the principal/site administrator. 
 Account for all students. 

 
Biological or Chemical Release 
BIOLOGICAL/CHEMICAL THREAT 
 
This is an incident involving the discharge of a biological substance in a solid, liquid or gaseous state. Such incidents may include the 
release of radioactive materials. A biological agent can be introduced through: 

 postal mail, via a contaminated letter or package 
 a building’s ventilation system 
 a small explosive device to help it become airborne 
 a contaminated item such as a backpack, book bag, or other parcel left unattended 
 the food supply 
 aerosol release (for example, with a crop duster or spray equipment) 
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Defense against biological release (e.g. anthrax, smallpox, plague, ricin etc.) is difficult because usually appear after some time has 
lapsed. Indicators that may suggest the release of a biological or chemical substance include multiple victims suffering from: watery 
eyes, choking or breathing difficulty, twitching or the loss of coordination. Another indicator is the presence of distressed animals or 
dead birds. Determine which scenario applies and implement the appropriate response procedures. 
 
STAFF ACTIONS Outside the building : 

 Notify principal. 
 Move students away from immediate vicinity of danger. 
 Segregate individuals who have been topically contaminated by a liquid from unaffected individuals. Send affected 

individuals to a designated area medical attention. 
 Follow standard student assembly, accounting and reporting procedures. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:  
 Initiate SHELTER IN PLACE. 
 Shut off HVAC units. 
 Move to central location where windows and doors can be sealed with duct tape. 
 Call 911. Provide location and nature of the emergency and school actions taken. 
 Notify District Superintendent of the situation. 
 Turn on a battery-powered commercial radio and listen for instructions. 
 Complete the Biological and Chemical Release Response Checklist 
 Remain inside the building until the Department of Health or Fire Department determines it is safe to leave. 
 Arrange for psychological counseling for students and staff. 

STAFF ACTIONS Inside the building : 
 Notify principal or site administrator. 
 Segregate individuals who have been topically contaminated by a liquid from unaffected individuals. 
 Implement EVACUATION or OFF-SITE EVACUATION, as appropriate. Send affected individuals to a designated area for 

medical attention. 
 Follow standard student assembly, accounting and reporting procedures. 
 Prepare a list of those who are in the affected area to provide to emergency response personnel. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Initiate EVACUATION of building to move students away from immediate vicinity of danger. 
 Move up-wind from the potential danger. 
 Call 911. Provide exact location and nature of emergency. 
 Designate security team to isolate and restrict access to potentially contaminated areas. 
 Wait for instructions from emergency responders-- Health or Fire Department. 
 Notify District Superintendent of the situation. 
 Arrange for immediate psychological counseling for students and staff. 
 Complete the Biological and Chemical Release Response Checklist 
 Wait to return to the building until it has been declared safe by local HazMat or appropriate agency. 

THOSE WHO HAVE DIRECT CONTACT WITH BIOLOGICAL AGENT: 
 Wash affected areas with soap and water. 
 Immediately remove and contain contaminated clothing. 
 Do not use bleach on potentially exposed skins. 
 Remain in safe, but separate area, isolated from those who are unaffected, until emergency response personnel arrive. 

AIR POLLUTION 
 
Severe air pollution may affect students and staff who are susceptible to respiratory problems. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 



Comprehensive School Safety Plan 55 of 70 10/5/18 

 Develop and maintain a file of students and staff who have or are susceptible to respiratory problems. The file should 
contain data on the location of such persons at different times during the day. 

 Meet with physical education teachers and other teachers directing strenuous activity programs and determine alternate 
programs available during an air pollution episode. 

 When notified by the district office or news media of a smog advisory, inform all staff to stay indoors and minimize 
physical activity. 

 Cancel all athletic competitions and practices and any other activities that require strenuous physical activity such as 
marching band, pep squad etc. 

 Instruct employees to minimize strenuous physical activity. 
 Cancel any events that require the use of vehicles. 
 Urge staff and high school students to minimize use of vehicles. 

STAFF ACTIONS: 
 Remain indoors with students. 
 Minimize physical activity. 
 Keep windows and doors closed. 
 Resume normal activities after the All Clear signal is given. 

CHEMICAL SPILL/TOXIC EMISSIONS 
 
This incident could be the result of spilled cleaning chemicals within the school building, in the school lab, a material a student brings 
to school, or a broken gas main. Any such accidents could endanger the students and staff. Hazardous material spills may occur 
inside a building, such as a spill in a chemistry lab. 
 
PERSON DISCOVERING SPILL: 

 Alert others in immediate area to leave the area. 
 Close windows and doors and restrict access to affected area. 
 Notify principal/site administrator. 
 DO NOT eat or drink anything or apply cosmetics. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Notify Fire Department and the Department of Public Health. Provide the following information: 

+School name and address, including nearest cross street(s) 
 
+ Location of the spill and/or materials released; name of substance, if known 
 
+ Characteristics of spill (color, smell, visible gases) 
 
+ Injuries, if any 
 
+ Your name and telephone number 

 Notify Maintenance/Building and Grounds Manager to shut off mechanical ventilating systems. 
 If necessary, proceed with school EVACUATION using primary or alternate routes, avoiding exposure to the chemical 

fumes. 
 Post a notice on the school office door stating location of alternate school site. 
 Notify District Superintendent of school status and location of alternate site. 
 Send home with students for their parents/guardians a brief written description of the emergency, how it was handled 

and, if appropriate, what steps are being taken in its aftermath. 

STAFF ACTIONS: 
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 If EVACUATION is implemented, direct all students to report to nearest designated building or assembly area. Take class 
roster and emergency backpack and student kits. Check that all students have left the building. Students are not to be 
left unattended at any time during evacuation process. -Students are to remain quiet during evacuation. 

 Upon arrival at evacuation site, take attendance. Notify principal/site administrator of any missing students. 
 Upon arrival at evacuation site, take roll and report attendance to 
 Principal immediately. Notify emergency response personnel of any missing students. 
 Do not return to the building until emergency response personnel have determined it is safe. 

 
Bomb Threat/ Threat Of violence 
BOMB THREAT 
 
EMERGENCY RESPONSE BOMB THREAT 
 
In the event that the school receives a bomb threat by telephone, follow the Bomb Threat Checklist on the next page to document 
information about the threat. Keep the caller on the telephone as long as possible and listen carefully to all information the caller 
provides. Make a note of any voice characteristics, accents, or background noises and complete the Bomb Threat Report as soon as 
possible. 
 
PERSON RECEIVING THREAT BY TELEPHONE: 

 Listen. Do not interrupt caller. 
 Keep the caller on the line with statements such as "I am sorry, I did not understand you. What did you say?" 
 Alert someone else by prearranged signal to notify the telephone company to trace the call while the caller is on the line. 
 Notify site administrator immediately after completing the call. 
 Complete the Bomb Threat Checklist. 

PERSON RECEIVING THREAT BY MAIL: 
 Note the manner in which the threat was delivered, where it was found and who found it. 
 Limit handling of item by immediately placing it in an envelope so that fingerprints may be detected. Written threats 

should be turned over to law enforcement. 
 Caution students against picking up or touching any strange objects or packages. 
 Notify principal or site administrator. 

PRINCIPAL/SITE ADMINISTATOR ACTIONS: 
 Call 911. 
 If the caller is still on the phone, contact the phone company to trace the call. Tell the telephone operator the name of 

school, name of caller, phone number on which the bomb threat came in. This must be done quickly since the call cannot 
be traced once the caller has hung up. 

Telephone Bomb Threats 
 
1. Remain calm/courteous. 
 
2. Read phone’s visual display. 
 
3. Listen, don’t interrupt. 
 
4. Keep caller talking. Pretend hearing difficulty. 
 
5. Notice details: background noises, voice description. 
 
6. Ask: When? Where? What? How? 
 
7. Don’t touch any suspicious objects. 
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8. Call 911 
 Instruct staff and students to turn off any pagers, cellular phones or two-way radios. Do not use those devices during this 

threat since explosive devices can be triggered by radio frequencies. 
 Determine whether to evacuate the threatened building and adjoining buildings. If the suspected bomb is in a corridor, 

modify evacuation routes to bypass the corridor. 
 Use the intercom, personal notification by designated persons, or the PA system to evacuate the threatened rooms. 
 If it is necessary to evacuate the entire school, use the fire alarm. 
 Notify the District Superintendent of the situation. 
 Direct a search team to look for suspicious packages, boxes or foreign objects. 
 Do not return to the school building until it has been inspected and determined safe by proper authorities. 
 Avoid publicizing the threat any more than necessary. 

SEARCH TEAM ACTIONS: 

 Use a systematic, rapid and thorough approach to search the building and 

surrounding areas. 

 Check classrooms and work areas, public areas (foyers, offices, bathrooms 

and stairwells), unlocked closets, exterior areas (shrubbery, trash cans, debris boxes) and power sources (computer rooms, gas 
valves, electric panels, telephone panels). 

 If suspicious item is found, make no attempt to investigate or examine object. 

STAFF ACTIONS: 
 Evacuate students as quickly as possible, using primary or alternate routes. 
 Upon arrival at the designated safe site, take attendance. Notify the principal/site administrator of any missing students. 
 Do not return to the building until emergency response officials determine it is safe. 

EMERGENCY RESPONSE BOMB THREAT CHECKLIST 
 
To be completed by person receiving the call 
 
CALL RECEIVED BY: _______________________ DATE __________ TIME 
 
_________ 
 
REMAIN CALM! Notify other staff by prearranged signal while caller is on the line. Listen. Do not interrupt the caller except to ask: 
 
1. What time is the bomb set for? 
 
___________________________________________ 
 
2. Where has it been 
 
placed?________________________________________________ 
 
3. What does it look like? 
 
_________________________________________________ 
 
4. Why are you doing 
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this?_________________________________________________ 
 
5. Who are you? 
 
_________________________________________________ 
 
Words used by caller: ____________________________________________________ 
 
____________________________________________________ 
 
Description of caller: -Male -Female -Adult -Juvenile 
 
Estimate age of caller: _______ Other notes: 
 
_________________________ 
 
Voice characteristics: - Loud - Soft - Deep - High Pitched 

 Raspy - Pleasant - Intoxicated - Nasal - Other 

_______________________________________________ 
 
Speech: - Rapid - Slow - Disguised - Normal 

 Laughing - Slurred - Lisp - Stutter - Other 

________________________________________________ 
 
Manner: - Calm - Angry - Irrational - Excited 

 Coherent - Incoherent - Deliberate - Crying 
 Emotional - Righteous - Laughing - Foul 

Language: - Excellent - Good - Fair - Poor 
 
Use of certain phrases: 
 
__________________________________ 
 
Accent: - Local - Foreign - Regional 
 
Other 
 
________________________________________________ 
 
Background Noises: - Airplane - Animals - Industrial Machines 

 Static - Motors - Office Machines - Quiet - Music - Party Scene - Street Traffic - Trains - PA System - TV - Voices - Other 
________________ 

THREATENING INTRUDER 
 
All public schools are required to post signs at points of entry to their campuses or buildings from streets and parking lots. The 
following statement should be used on signage: 
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All visitors entering school grounds on school days between 7:30 a.m. and 4:30 p.m. must register at the Main Office. Failure to do 
so may constitute a misdemeanor. 

 - California Penal Code Title 15, Chapter 1.1 § 627.2 To prevent intruders on campus, keep doors secure, use sign-in 
sheets for visitors and cameras and staff to monitor entryways. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Initiate LOCKDOWN. 
 Request intruder to leave campus. Remain calm. Be courteous and confident. Keep distance from the intruder. Speak in 

soft, non- threatening manner. Avoid hostile-type actions, except in cases when necessary to safeguard person or 
property. Listen to the intruder. Give him or her an opportunity to vent. Attempt to be helpful. When talking to the 
intruder, use phrases such as: 

“What can we do to make this better?’ “I understand the problem, and I am concerned.” “We need to work together on this 
problem.”  

 As soon as the conversation or actions of the individual become threatening or violent, call 911 immediately. Provide 
description and location of intruder. 

 Keep subject in view until police or law enforcement arrives. 
 Take measures to keep subject away from students and building. 
 Designate an administrator or staff member to coordinate with public safety at their command post; provide a site map 

and keys to public safety personnel. 
 When scheduling a meeting with an individual known to be aggressive, arrange for another staff member or student 

resource officer to be present. 
 Be available to deal with the media and bystanders and keep site clear of visitors. 

STAFF ACTIONS: 
 Notify the principal/site administrator. Provide description and location of the intruder. Visually inspect the intruder for 

indications of a weapon. 
 Keep intruder in view until police or law enforcement arrives. Stay calm. Do not indicate any threat to the intruder. 
 Isolate intruder from students. Lock classroom and office doors. Close blinds and stay clear of windows and panes of 

glass. Remain inside rooms until the ALL CLEAR instruction is announced. 

 
Bus Disaster 
 
Each school should maintain a folder for each bus serving the school. This folder should contain rosters, including an emergency 
telephone number for each student assigned to ride the bus. The teacher in charge of a special activity trip should prepare trip bus 
folders; one copy of the student emergency contact information should be placed in the trip folder and a second copy should 
accompany the teacher on the trip. Bus drivers may need to make spontaneous, independent decisions, base don the nature of the 
emergency, age of children, location of bus and other unique circumstances. 
 
BUS DRIVER: 

 Turn off power, ignition and headlights. Use safety lights, as appropriate. 
 Evaluate the need for evacuation. 
 Remain with the vehicle. Notify California Highway Patrol. 

STAFF ACTIONS AT THE SCENE: 
 Call 911, if warranted. 
 Notify principal. 
 Implement basic first aid until emergency medical services and/or law enforcement arrives and takes charge of the 

emergency. 
 Move all uninjured students to a safe distance from the accident. 
 Document the names of all injured students and their first aid needs. 
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PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Notify law enforcement. 
 Notify parents/guardians of all students on the bus as soon as accurate information is available. 
 Designate a school staff representative to proceed to any medical treatment facility to which an injured student has been 

taken to assist parents and provide support to students, as appropriate. 
 Notify school community about the incident and status of injured 

students and/or staff. Prepare news release for media, if appropriate. 
 
Earthquake during bus trip 
 
BUS DRIVER ACTIONS: 

 Issue DUCK, COVER and HOLD ON instruction. 
 Stop bus away from power lines, bridges, overpasses, buildings, possible landslide conditions, overhanging trees or other 

dangerous situations. 
 Set brake, turn off ignition and wait for shaking to stop. 
 Check for injuries and provide first aid, as appropriate. 
 Contact the school administrator and bus dispatch to report location and condition of students and the bus. 
 Do not attempt to cross bridges, overpasses or tunnels that may have been damaged. 

If instructed to continue route: 
 Enroute to school, continue to pick up students. 
 Leaving school, continue dropping off students, provided there is a responsible adult at the bus stop. 
 If it is impossible to return to school, proceed to nearest designated shelter indicated on the bus route. Upon arriving at 

the shelter, notify the school administrator. 
 Remain with students until further instructions are received from site administrator. 
 Account for all students and staff throughout the emergency. 

Flood during bus trip: 
 
BUS DRIVER ACTIONS: 

 Do not drive through flooded streets and/or roads. 
 Take an alternate route or wait for public safety personnel to determine safe route. 
 If the bus is disabled, stay in place until help arrives 
 Contact the school administrator and bus dispatch to report location and condition of students and the bus. 
 Do not attempt to cross bridges, overpasses or tunnels that may have been damaged. 
 Account for all students and staff throughout the emergency. 

 
Disorderly Conduct 
CAMPUS DISORDER 
 
A campus disorder is an unauthorized assemblage on the school grounds with the potential to: 

 disrupt school activities; 
 cause injury to staff and students; and/or 
 damage property. 

Precautionary measures must be taken to keep school personnel and students from undue exposure to danger. Efforts should be 
made to remain calm, to avoid provoking aggression, and to keep students in their classrooms. 
 
Inside School 
 
STAFF ACTIONS: 

 Report disruptive circumstances to principal/site administrator. 
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 Avoid arguing with participant(s). 
 Have all students and employees leave the immediate area of disturbance. 
 Lock doors. Account for all students and remain in classroom unless instructed otherwise by the principal or law 

enforcement. 
 Stay away from windows and exterior doors. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 If the students are engaging in civil disobedience, keep the students confined to one room in the school building. 
 Set up a communication exchange with the students, staff and principal. Try to restore order. 
 If unable to calm students and violent or uncontrolled behavior is probably, notify police of situation and request 

assistance. 
 Send home with students for their parents/guardians a brief written description of the emergency, how it was handled 

and, if appropriate, what steps are being taken in its aftermath. 

Outside of School 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Call 911. 
 Move any students who are outside into the school building. If unable to do so, have students lie down and cover their 

heads. 
 Once students are in the school building, lock and secure all exterior doors, including restrooms. Have custodians remove 

trash containers and other burnable items from public access. 
 Cancel all outside activities. 
 Maintain an accurate record of events, conversations and actions. 
 Assign staff members to assist nurse as necessary. 

STAFF ACTIONS: 
 Close and lock classroom doors. Close all curtains and blinds. Keep students away from windows and take precautions to 

protect them from flying glass in the event windows are broken. 
 Instruct students to DUCK AND COVER, lie on the floor and keep students calm. 
 Care for the injured, if any. 
 Remain with students within locked classrooms until all clear is given, regardless of bells and the school schedule. 

 
Earthquake 
Earthquakes strike without warning. Fire alarms or sprinkler systems may be activated by the shaking. The effect of an earthquake 
from one building to another will vary. Elevators and stairways will need to be inspected for damage before they can be used. The 
major shock is usually followed by numerous aftershocks, which may last for weeks. 
 
The major threat of injury during an earthquake is from falling objects, glass shards and debris. Many injuries are sustained while 
entering or leaving buildings. Therefore, it is important to quickly move away from windows, free-standing partitions and shelves 
and take the best available cover under a sturdy desk or table, in a doorway or against an inside wall. All other actions must wait 
until the shaking stops. If persons are protected from falling objects, the rolling motion of the earth may be frightening but not 
necessarily dangerous. 
 
Inside Building 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Direct inspection and assessment of school buildings. Report building damage and suspected breaks in utility lines or 
pipes to fire department responders. 

 Send search and rescue team to look for trapped students and staff. 
 Post guards a safe distance away from building entrances to assure no one re-enters. 
 Notify District Office of school and personnel status. Determine who will inform public information media as appropriate. 
 Do NOT re-enter building until it is determined to be safe by appropriate facilities inspector. 
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 Determine whether to close school. If school must be closed, notify staff members, students and parents. 

STAFF ACTIONS: 
 Give DROP, COVER and HOLD ON command. Instruct students to move away from windows, bookshelves and heavy 

suspended light fixtures. Get under table or other sturdy furniture with back to windows. 
 Check for injuries, and render First Aid. 
 After shaking stops, EVACUATE building. Avoid evacuation routes with heavy architectural ornaments over the entrances. 

Do not return to the building. Bring attendance roster and emergency backpack. 
 Check attendance at the assembly area. Report any missing students to principal/site administrator. 
 Warn students to avoid touching electrical wires and keep a safe distance from any downed power lines. 
 Stay alert for aftershocks. 
 Do NOT re-enter building until it is determined to be safe. 

Outside Building  
 
STAFF ACTIONS: 

 Move students away from buildings, trees, overhead wires, and poles. Get under table or other sturdy furniture with back 
to windows. If not near any furniture, drop to knees, clasp both hands behind neck, bury face in arms, make body as 
small as possible, close eyes, and cover ears with forearms. If notebooks or jackets are handy, hold over head for added 
protection. Maintain position until shaking stops. 

 After shaking stops, check for injuries, and render first aid. 
 Check attendance. Report any missing students to principal/site administrator. 
 Stay alert for aftershocks. 
 Keep a safe distance from any downed power lines 
 Do NOT re-enter building until it is determined to be safe. 
 Follow instructions of principal/site administrator. 

During non-school hours 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Inspect school buildings with Maintenance/Building and Grounds Manager to assess damage and determine corrective 
actions. 

 Confer with District Superintendent if damage is apparent to determine the advisability of closing the school. 
 Notify fire department and utility company of suspected breaks in utility lines or pipes. 
 If school must be closed, notify staff members, students and parents. 
 Arrange for alternative learning arrangement such as portable classrooms if damage is significant and school closing will 

be of some duration. 
 Notify District Office, who will inform public information media as appropriate. 

 
Explosion or Risk Of Explosion 
EMERGENCY RESPONSE EXPLOSION 
 
Emergency response will depend on the type of explosion (smoke bomb, chemical lab incident, etc.) and proximity to the school. All 
students should be kept away from the explosion and under supervision. 
 
PRINCIPAL/SITE ADMINISTRATOR: 

 Determine whether site evacuation should be implemented. If so, sound fire alarm. This will automatically implement 
action to EVACUATE the building. EVACUATION may be warranted in some buildings but others may be used for SHELTER 
IN PLACE. 

 Notify Fire Department (call 911). Provide school name, address, exact location within the building, your name and phone 
number and nature of the emergency. 

 Secure area to prevent unauthorized access until the Fire Department arrives. 
 Advise the District Superintendent of school status. 
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 Notify emergency response personnel of any missing students. 
 Notify utility company of breaks or suspected breaks in utility lines or 
 Determine if Student Release should be implemented. If so, notify pipes. Provide school name, address, location within 

building, your name and phone. 
 Direct a systematic, rapid and thorough approach to search the 

building and surrounding areas. Check classrooms and work areas, public areas (foyers, offices, bathrooms and stairwells), unlocked 
closets, exterior areas (shrubbery, trash cans, debris boxes) and power sources (computer rooms, gas valves, electric panels, 
telephone panels). 
 
staff, students and parents. 

 If damage requires the school to be closed, notify parents and staff of school status and alternate site for classroom 
instruction. Do not return to the school building until it has been inspected and determined safe by proper authorities. 

STAFF ACTIONS: 
 Initiate DROP, COVER AND HOLD ON. 
 If explosion occurred inside the school building, EVACUATE to outdoor assembly area. Keep students and staff at a safe 

distance from the building(s) and away from fire-fighting equipment. 
 Check to be sure all students have left the school site. Remain with students throughout evacuation process. 
 Upon arrival at assembly area, check attendance. Report status to site administrator immediately. 
 Render first aid as necessary. 
 Do not return to the building until the emergency response personnel determine it is safe to do so. 
 If explosion occurred in the surrounding area, initiate SHELTER IN PLACE. Keep students at a safe distance from site of the 

explosion. 

 
Fire in Surrounding Area 
EEMERGENCY RESPONSE FIRE (offsite) 
 
A fire in an adjoining area, such as a wildland fire, can threaten the school building and endanger the students and staff. Response 
actions are determined by location and size of the fire, its proximity to the school and the likelihood that it may endanger the school 
community. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Determine if EVACUATION of school site is necessary. 
 Contact local fire department (call 911) to determine the correct action for your school site. 
 If necessary, begin evacuation of school site to previously identified safe site using school evacuation plan. If needed, 

contact bus dispatch for OFF-SITE EVACUATION. 
 Direct inspection of premises to assure that all students and personnel have left the building. 
 Notify the school district where the school has relocated and post a notice on the office door stating the temporary new 

location. 
 Monitor radio station for information. 
 Do not return to the building until it has been inspected and determined safe by proper authorities. 

STAFF ACTIONS: 
 If students are to be evacuated, take attendance to be sure all students are present before leaving the building site. 
 Stay calm. Maintain control of the students a safe distance from the fire and fire fighting equipment. 
 Take attendance at the assembly area. Report any missing students to the principal/site administrator and emergency 

response personnel. 
 Remain with students until the building has been inspected and it has been determined safe to return to. 
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Fire on School Grounds 
 
EMERGENCY RESPONSE FIRE (onsite) 
 
Should any fire endanger the students or staff, it is important to act quickly and decisively to prevent injuries and contain the spread 
of the fire. All doors leading to the fire should be closed. Do not re-enter the area for belongings. If the area is full of smoke, students 
and employees should be instructed to crawl along the floor, close to walls, which will make breathing easier and provide direction. 
Before opening any door, place a hand an inch from the door near the top to see if it is hot. Be prepared to close the door quickly at 
the first sign of fire. All fires, regardless of their size, which are extinguished by school personnel, require a call to the Fire 
Department to indicate that the “fire is out”. 
 
Within School Building 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Sound the fire alarm to implement EVACUATION of the building. 
 Immediately EVACUATE the school using the primary or alternate fire routes. 
 Notify the Fire Department (call 911). 
 Direct search and rescue team to be sure all students and personnel have left the building. 
 Ensure that access roads are kept open for emergency vehicles. 
 Notify District Office of situation. 
 Notify appropriate utility company of suspected breaks in utility lines or pipes. 
 If needed, notify bus dispatch for OFF-SITE EVACUATION. 
 Do not allow staff and students to return to the building until the Fire Department declares that it is safe to do so. 

STAFF ACTIONS: 
 EVACUATE students from the building using primary or alternate fire routes Take emergency backpack and student kits. 

Maintain control of the students a safe distance from the fire and fire fighting equipment. 
 Take attendance. Report missing students to the Principal/designee and emergency response personnel. 
 Maintain supervision of students until the Fire Department determines it is safe to return to the school building. 

Near the School 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Notify the Fire Department (call 911). The Fire Marshall will direct operations once on site. 
 Determine the need to implement an EVACUATION. If the fire threatens the school, execute the actions above. If not, 

continue with school routine. 

 
Flooding 
FLOOD 
 
Flooding could threaten the safety of students and staff whenever storm water or other sources of water threaten to inundate 
school grounds or buildings. Flooding may occur if a water pipe breaks or prolonged rainfall causes urban streams to rise. Flooding 
may also occur as a result of damage to water distribution systems such as failure of a dam or levee. If weather-related, an alert 
message will be broadcast over the weather radio station. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Issue STAND BY instruction. Determine if evacuation is required. 
 Notify local police department of intent to EVACUATE, the location of the safe evacuation site and the route to be taken 

to that site. 
 Delegate a search team to assure that all students have been evacuated. 
 Post a notice on the office door stating where the school has relocated and inform the District Office. 
 Notify District Superintendent of school status and action taken. 
 Do not allow staff and students to return to the building until proper authorities have determined that it is safe to do so. 
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STAFF ACTIONS: 
 If warranted, EVACUATE students using evacuation plan. Take the class roster, emergency backpack and student comfort 

kits. Take attendance before leaving the campus. 
 Remain with students throughout the evacuation process. 
 Upon arrival at the safe site, take attendance. Report any missing students to principal/site administrator and emergency 

response personnel. 
 Do not return to school building until it has been inspected and determined safe by property authorities. 

BUS DRIVER ACTIONS: 
 If evacuation is by bus, DO NOT drive through flooded streets and/or roads. 
 DO NOT attempt to cross bridges, overpasses or tunnels that may be damaged by flooding. 

SEVERE WIND/WEATHER 
 
Severe weather can be accompanied by high winds, downed trees, and swollen creeks. An emergency response is required when 
this type of weather poses any risk to the staff and students. Assure that each student’s method of returning home is safe and 
reliable. 
 
Severe Storm 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Monitor weather forecasts and weather-related communications to determine onset of storm conditions that may affect 
school operations. 

 Report to site by 6 a.m. to check for power outages, flooding, etc. 
 Determine whether school will be closed or remain open. 
 Notify superintendent of school status. 
 Assign staff to activate staff and parent phone trees 
 Post school status on school website. 
 Notify utility companies of any break or suspected break in utility lines. 
 Take appropriate action to safeguard school property. 
 Upon passage of the storm, return to normal routine. 

Windstorm 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Monitor weather forecasts to determine onset of storm conditions that may affect school operations 
 Notify utility companies of any break or suspected break in utility lines. 
 Keep staff and students in sheltered areas of the building until winds have subsided and it is safe to return to the 

classroom. 
 Take appropriate action to safeguard school property. 
 Upon passage of the storm, return to normal routine. 

STAFF ACTIONS: 
 Evacuate any classrooms bearing full force of wind. Evacuate to lower floor of school building near inside walls. 
 Initiate TAKE COVER with students in the shielded areas within the building. Stay away from windows. 
 Take attendance. Report any missing students to principal/site administrator. 
 Close all blinds and curtains. 
 Avoid auditoriums, gymnasiums and other structures with large roof spans. 
 Remain with students near an inside wall or on lower floors of the building. Make arrangements for special needs, snacks 

and quiet recreational activities. 

 
Loss or Failure Of Utilities 
UTILITY FAILURE/TEMPERATURE STRESS 
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Failure of any of the utilities (electricity, gas, water) during school hours constitutes a condition that must be dealt with on a 
situational basis. Advance notice may be received from a utility company regarding loss of service. In many cases, such loss of service 
will be of short duration and require no special action other than notifying staff of the temporary interruption of service. 
 
PRINCIPAL/SITE ADMINISTRATOR: 

 Notify utility company. Provide the following information: 

+Affected areas of the school site 
 
+Type of problem or outage 
 
+Expected duration of the outage, if known  

 Determine length of time service will be interrupted. 
 Determine desired action, which may include relocation of students and staff, notification of parents, and alternate food 

service. 
 If disruption in service will severely hamper school operation, notify students and staff by appropriate means. 
 Use messengers with oral or written word as an alternate means of faculty notification. 
 Notify District Office of loss of service. 
 Implement plan to provide services without utilities or with alternate utilities. 

A. Plan for Loss of Water 
 
Toilets: Drinking Water: Food Service: Fire Suppression: ____ Other: ____ 
 
B. Plan for Loss of Electricity 
 
Ventilation: ______ Emergency Light: Computers: Other: 
 
C. Plan for Loss of Natural Gas 
 
Heat: Food Service: Other: 
 
 
Motor Vehicle Crash 
A motor vehicle crash may result in a fuel or chemical spill on school property. If the crash results in a utility interruption, refer to 
the section on Utility Failure. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Notify police and fire department (call 911). 
 Determine immediate response procedures, which may include EVACUATION, OFF-SITE EVACUATION or DIRECTED 

TRANSPORTATION. 
 Arrange for first aid treatment and removal of injured occupants from building. 
 Secure area to prevent unauthorized access until the public safety officials (police, sheriff, fire department) arrive. 
 Ensure that students and staff remain at a safe distance from the crash. 
 Account for all building occupants and determine extent of injuries. 
 Notify District Superintendent. 

STAFF ACTIONS: 
 Notify Principal. 
 Move students away from immediate vicinity of the crash. 
 EVACUATE students to a safe assembly area away from the crash scene. Take class roster/nametags and emergency 

backpack. 
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 Check school site to assure that all students have evacuated. 
 Take attendance at the assembly area. 
 Report missing students to the principal /designee and emergency response personnel. 
 Maintain control of the students a safe distance from the crash site. 
 Care for the injured, if any. 
 Escort students back to the to the school site when emergency response officials have determined it is safe to return to 

the building. 

 
Psychological Trauma 
 
Suicide, attempted suicide, and suicidal gestures have a significant detrimental effect, not only on the involved student, but also on 
others in the school community. There is no way to predict who will commit suicide, or when, but there are warning signs, including: 
increasing talk of death, talk about not being worth living and reckless behavior. School staff with reasonable cause to believe that a 
student is suicidal should begin the intervention process immediately. Parents must always be contacted. Attention should focus on 
the safety and best interests of the student, whose health, life or safety may be endangered. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Call ambulance in event of overdose or injury requiring medical attention. 
 Call 911 if immediate threat exists to the safety of the student or others. 
 Calm student by talking and reassuring until police arrive. Try to have the student relinquish devices for and means of 

harming self. If individual is armed with any type of weapon, USE EXTREME CAUTION. Do not attempt to remove the 
weapon from the possession of the individual. Allow police to do so. 

 Cancel all outside activities. 
 Determine if the student's distress appears to be the result of parent or 

caretaker abuse, neglect, or exploitation. If not, contact parents/guardians and encourage them to have the child evaluated. Provide 
a list of referral sources and telephone numbers. 

 If allegations warrant, refer student to Child Protective Services. 
 Contact parents/guardians and inform them of actions taken. 
 Arrange for medical or counseling resources that may provide assistance. 

STAFF ACTIONS: 
 Inform the Principal of what was written, drawn, spoken and/or threatened. 
 Move other students away from the immediate area, but remain with the troubled student until assistance arrives. 
 Calmly talk to the student to determine whether he/she has any life-threatening devices (e.g., gun, knife, drugs, etc.) If 

possible, calmly remove them from the Steps for Suicide Intervention 

1. Stabilize individual 2. Assess risk 3. Determine services needed 4. Inform 5. Follow-up student and the immediate environment. 
Do NOT struggle if you meet resistance. 

 Calmly move the student to a pre-arranged, non-threatening place away from other students where a Threat Assessment 
Team member and a telephone will be close by. 

 
Suspected Contamination of Food or Water 
 
This procedure applies if there is evidence of tampering with food packaging, observation of suspicious individuals in proximity to 
food or water supplies or suspicion of possible food/water contamination. Indicators of contamination may include unusual odor, 
color and/or taste or multiple individuals with unexplained nausea, vomiting or other illnesses. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Call 911. 
 Isolate suspected contaminated food/water to prevent consumption. Restrict access to the area. 
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 Maintain a log of affected students and staff and their systems, the food/water suspected to be contaminated, the 
quantity and character of products consumed and other pertinent information. 

 Provide list of potentially affected students and staff to responding authorities. 
 Provide staff with information on possible poisonous materials in the building. 
 Notify District Superintendent of situation and number of students and staff affected. 
 Confer with Department of Health and Human Services before the resumption of normal school activities. 
 Prepare communication for families advising them of situation and actions taken. 

STAFF ACTIONS: 
 Notify principal/site administrator. 
 Call the Poison Center Hotline 1-800-222-1222. 
 Administer first aid as directed by poison information center. 
 Seek additional medical attention as needed. 

PREVENTATIVE MEASURES: 
 Keep poisonous materials in a locked and secure location. 
 Post the Poison Control Center emergency number in the front office, school clinic and on all phones that can call outside. 
 Post the names of building personnel who have special paramedic, first aid training or other special lifesaving or life-

sustaining training. 

 
Unlawful Demonstration or Walkout 
EMERGENCY RESPONSE CIVIL DISTURBANCE 
 
A civil disturbance is an unauthorized assemblage on the school grounds with the potential to: 
 
+disrupt school activities; 
 
+cause injury to staff and students; and/or 
 
+damage property. 
 
Precautionary measures must be taken to keep school personnel and students from undue exposure to danger. Efforts should be 
made to remain calm, to avoid provoking aggression, and to keep students in their classrooms. 
 
Inside School 
 
STAFF ACTIONS: 

 Report disruptive circumstances to principal/site administrator. 
 Avoid arguing with participant(s). 
 Have all students and employees leave the immediate area of disturbance. 
 Lock doors. Account for all students and remain in classroom unless instructed otherwise by the principal or law 

enforcement. 
 Stay away from windows and exterior doors. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 If the students are engaging in civil disobedience, keep the students confined to one room in the school building. 
 Set up a communication exchange with the students, staff and principal. Try to restore order. 
 If unable to calm students and violent or uncontrolled behavior is probably, notify police of situation and request 

assistance. 
 Send home with students for their parents/guardians a brief written description of the emergency, how it was handled 

and, if appropriate, what steps are being taken in its aftermath. 

Outside of School 
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PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 Call 911. 
 Move any students who are outside into the school building. If unable to do so, have students lie down and cover their 

heads. 
 Once students are in the school building, lock and secure all exterior doors, including restrooms. Have custodians remove 

trash containers and other burnable items from public access. 
 Cancel all outside activities. 
 Maintain an accurate record of events, conversations and actions. 
 Assign staff members to assist nurse as necessary. 

STAFF ACTIONS: 
 Close and lock classroom doors. Close all curtains and blinds. Keep students away from windows and take precautions to 

protect them from flying glass in the event windows are broken. 
 Instruct students to DUCK AND COVER, lie on the floor and keep students calm. 
 Care for the injured, if any. 
 Remain with students within locked classrooms until all clear is given, regardless of bells and the school schedule. 
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Emergency Evacuation Map 
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