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Comprehensive School Safety Plan Purpose 
 
Effective January 1, 2019, Assembly Bill 1747 (Rodriguez), School Safety Plans, became law. This bill requires that during the writing 
and development of the comprehensive school safety plan (CSSP), the school site council or safety committee consult with a fire 
department and other first responder entities in addition to currently required entities. It requires the CSSP and any updates made 
to the plan to be shared with the law enforcement agency, the fire department, and the other first responder entities. 
 
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. 
 
https://www.burtonschools.org/Page/2023 
A copy of the Comprehensive School Safety Plan is available for review at . 
 
Safety Plan Vision 
The Burton School District is committed to providing a safe and secure environment for students and employees. The district has 
established a Safety Plan to assist in preparing for emergencies, managing emergency response efforts, and maintaining a safe 
environment. 
 
The comprehensive safety plan requires identification of security needs, development of prevention and intervention techniques, 
evaluation of physical facilities, and communication with staff and students. Though planning, training, and practice, the students 
and staff at our district will be prepared to respond appropriately to any emergency. This SAFETY PLAN will assist us in providing a 
safe school district conducive to learning. 
 
This plan has been developed in compliance with the California Code of Regulations, Title V, Education, Section 560, and in 
cooperation with state county, and city emergency service officials. The major goal of this plan is to assist us in preparing for 
potential emergency situations. 

https://www.burtonschools.org/Page/2023
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The Burton School District recognizes that each school community has unique needs which must be addressed to complete the SAFE 
SCHOOL PLAN. This plan is designed to be customized by each school safety committee with specific information regarding the 
physical, social, and cultural aspects of the school environment. 
 
This plan is active, not static. It must evolve and adapt to meet the needs of the school community that it serves and the SAFE 
SCHOOL goals of the Burton School District. 
 
In order to maximize the effectiveness of this plan, a team of school personnel should be identified to act as the Crisis Response 
Team (CRT) in the case of school emergencies. The Crisis Response Team should include key personnel who are knowledgeable of 
school procedures, school building layout, fist aid precaution, etc. 
 
Essentially the CRT is a nucleus of staff members, which should include the plan coordinator, who are extremely knowledgeable of 
the SAFE SCHOOL PLAN. Their expertise and their personal qualities to deal with crisis conditions should be thoroughly scrutinized. 
The team supports the efforts of the principal to maintain a safe and orderly environment in the midst of a crisis. 
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Components of the Comprehensive School Safety Plan (EC 32281) 
 
Burton Elementary School Safety Committee 
Communication and Community Engagement Officer Irene Ortega, Superintendent Sergio Mendoza,  Director of Educational 
Technology Alex Tietjen, Assistant Superintendent of Curriculum and Instruction David Shimer, Assistant Superintendent of Student 
Services Julissa Leyva, Director of Maintenance and Operations Tracy Tucker, Porterville Police Department Representative, Fire 
Department Representative/ 
 
Assessment of School Safety 
Burton Elementary is a closed campus from 8:20-3:10. All visitors must go through the office and sign in and obtain a visitors pass. 
There are cameras placed in various places on campus to monitor high traffic areas such as the playgrounds, hallways, front office 
and bathrooms. Burton District has a school resource officer that is available upon request and does frequent drop ins on campus. 
SSC at BES approves safety plans and procedures. We hold fire drills monthly, earthquake drills annually, regular lockdown drills and 
shelter in place. BES ensures playground safety by having aides to supervise and teachers supervising during dismissal. All staff is 
required to wear badges identifying themselves as staff. Vice Principal and principal are present and visible during drop off, pickup, 
lunch and recess. Teachers can refer students who may need discipline to the office. They are met by the vice principal or principal. 
Investigations of incidents are discussed, and all parties are spoken with. There are multiple strategies that are used to restore and 
reduce discipline. Ie; no contact contract, hands off academy, missed recess, social contracts between specific parties, etc. 
 
Strategies and Programs to Provide and Maintain a High Level of Safety (EC 32281(a)1, items A-J) 
Community Day School referrals for short-term placement will be reviewed and approved by the superintendent or district-level 
designee on a case-by-case basis.  Students may not be placed in CDS more than 10 school days per referral, unless there are 
extenuating circumstances (such as repeated referrals or egregious incidents) approved by the superintendent or district-level 
designee. 
 
Referrals may be made after the following behavior interventions have been proven to fail: 
Alternative Discipline Methods (i.e., “Don’t Suspend Me”) 
Other Means of Correction (for discretionary suspendable offenses) 
Clear and Measurable Behavior Plan/Contract 
SST Meeting to Discuss Behavior Interventions and Plan 
Informal In-School Suspension (shadowed by behavior aide) 
In-School Suspension (three or more incidents) 
Suspension Home (one or more days) 
SARB Contract for Behavior 
All incidents and interventions must be documented in Aeries under discipline, assertive discipline, or counseling. 
 
Schools (teachers) are responsible for providing relevant and rigorous school work, in the form of Independent Study packets, 
classroom work, 
 
Burton Elementary also tracks bullying incidents. We record when they are reported, by whom and if the issue is resolved and how. 
 
Burton Elementary has an intensive tier 3 intervention for reading. We screen students for reading level using the STAR reading and 
ROLA. 
1)Reading intervention(students 2 grade levels below or students who are not meeting proficiency on benchmarks) 
2)Identifying students who are not meeting proficiency on district benchmarks and placing them in intervention groups within the 
classroom. 
3) Students will meet daily and focus on reading strategies specifically to their needs. They will be assessed every 6 weeks and exited 
when on grade level. 
 
 
 
(A) Child Abuse Reporting Procedures (EC 35294.2 [a] [2]; PC 11166) 
Board Policy 
Child Abuse Reporting Procedures 
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BP 5141.4 
Students 
 
The Governing Board recognizes that the district has a responsibility to protect students by facilitating the prompt reporting of 
known and suspected incidents of child abuse and neglect. The Superintendent or designee shall establish procedures for the 
identification and reporting of such incidents in accordance with law. 
 
Employees who are mandated reporters, as defined by law and district administrative regulation, are obligated to report all known 
or suspected incidents of child abuse and neglect. Mandated reporters shall not investigate any suspected incidents but rather shall 
cooperate with agencies responsible for reporting, investigating and prosecuting cases of child abuse and neglect. 
 
The Superintendent or designee shall provide training regarding the reporting duties of mandated reporters. 
 
In the event that training is not provided to mandated reporters, the Superintendent or designee shall report to the California 
Department of Education the reasons that such training is not provided. (Penal Code 11165.7) 
 
Parents/guardians may contact the Superintendent or designee to obtain procedures for filing a complaint against a district 
employee or other person whom they suspect has engaged in abuse of a child at a school site. 
 
Administrative Regulation 
Child Abuse Prevention And Reporting 
 
AR 5141.4 
Students 
 
Child abuse or neglect includes the following:  (Penal Code 11165.5, 11165.6) 
 
1. A physical injury or death inflicted by other than accidental means on a child by another person 
 
2. Sexual abuse of a child, including sexual assault or sexual exploitation, as defined in Penal Code 11165.1 
 
3. Neglect of a child 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 as defined in Penal Code 11165.3 
 
5. Unlawful corporal punishment or injury as defined in Penal Code 11165.4 
 
Child abuse or neglect does not include: 
 
1. A mutual affray between minors (Penal Code 11165.6) 
 
2. An injury caused by reasonable and necessary force used by a peace officer acting within the course and scope of his/her 
employment  (Penal Code 11165.6) 
 
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  (Education Code 44807) 
 
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  (Education Code 49001) 
 
5. Physical pain or discomfort caused by athletic competition or other such recreational activity voluntarily engaged in by the 
student  (Education Code 49001) 
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6. Homelessness or classification as an unaccompanied minor (Penal Code 11165.15) 
 
Mandated reporters include, but are not limited to, teachers; instructional aides; teacher's aides or assistants; classified employees; 
certificated pupil personnel employees; administrative officers or supervisors of child attendance; administrators and employees of 
a licensed day care facility; Head Start teachers; district police or security officers; licensed nurses or health care providers; and 
administrators, presenters, and counselors of a child abuse prevention program.  (Penal Code 11165.7) 
 
Reasonable suspicion means that it 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 or 
neglect.  However, reasonable suspicion does not require certainty that child abuse or neglect has occurred nor does it require a 
specific medical indication of child abuse or neglect.  (Penal Code 11166) 
 
Reportable Offenses 
 
A mandated reporter shall make a report using the procedures provided below whenever, in his/her professional capacity or within 
the scope of his/her employment, he/she has knowledge of or observes a child whom the mandated reporter knows or reasonably 
suspects has been the victim of child abuse or neglect.  (Penal Code 11166) 
 
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.  (Penal Code 11166.05, 11167) 
 
Any district employee who reasonably believes that he/she has observed the commission of a murder, rape, or lewd or lascivious act 
by use of force, violence, duress, menace, or fear of immediate and unlawful bodily injury against a victim who is a child under age 
14 shall notify a peace officer.  (Penal Code 152.3, 288) 
 
Responsibility for Reporting 
 
The reporting duties of mandated reporters are individual and cannot be delegated to another person.  (Penal Code 11166) 
 
When two or more mandated reporters jointly have knowledge of a known or suspected instance of child abuse or neglect, the 
report may be made by a member of the team selected by mutual agreement and a single report may be made and signed by the 
selected member of the reporting team. Any member who has knowledge that the member designated to report has failed to do so 
shall thereafter make the report.  (Penal Code 11166) 
 
No supervisor or administrator shall impede or inhibit a mandated reporter from making a report.  (Penal Code 11166) 
 
Any person not identified as a mandated reporter who has knowledge of or observes a child whom he/she knows or reasonably 
suspects has been a victim of child abuse or neglect may report the known or suspected instance of child abuse or neglect to the 
appropriate agency.  (Penal Code 11166) 
 
Reporting Procedures 
 
1. Initial Telephone Report 
 
Immediately or as soon as practicable after knowing or observing suspected child abuse or neglect, a mandated reporter shall make 
an initial report by telephone to any police department (excluding a school district police/security department), sheriff's 
department, county probation department if designated by the county to receive such reports, or county welfare department.  
(Penal Code 11165.9, 11166) 
 
CPS Child Abuse Prevention 
631 W. School Ave Suite 3 
1-800-331-1585 
 



Comprehensive School Safety Plan 9 of 68 2/23/21 

When the initial telephone report is made, the mandated reporter shall note the name of the official contacted, the date and time 
contacted, and any instructions or advice received. 
 
2. Written Report 
 
Within 36 hours of knowing or observing the information concerning the incident, the mandated reporter shall then prepare and 
either send, fax, or electronically submit to the appropriate agency a written follow-up report, which includes a completed 
Department of Justice form (SS 8572).  (Penal Code 11166, 11168) 
 
The Department of Justice form may be obtained from the district office or other appropriate agencies, such as the county probation 
or welfare department or the police or sheriff's department. 
 
Reports of suspected child abuse or neglect shall include, if known:  (Penal Code 11167) 
 
a. The name, business address, and telephone number of the person making the report and the capacity that makes the person a 
mandated reporter 
 
b. The child's name and address, present location, and, where applicable, school, grade, and class 
 
c. The names, addresses, and telephone numbers of the child's parents/guardians 
 
d. The name, address, telephone number, and other relevant personal information about the person who might have abused or 
neglected the child 
 
e. The information that gave rise to the reasonable suspicion of child abuse or neglect and the source(s) of that information 
 
The mandated reporter shall make a report even if some of this information is not known or is uncertain to him/her.  (Penal Code 
11167) 
 
The mandated reporter may give to an investigator from an agency investigating the case, including a licensing agency, any 
information relevant to an incident of child abuse or neglect or to a report made for serious emotional damage pursuant to Penal 
Code 11166.05.  (Penal Code 11167) 
 
3. Internal Reporting 
 
The mandated reporter shall not be required to disclose his/her identity to his/her supervisor, the principal, or the Superintendent 
or designee.  (Penal Code 11166) 
 
However, employees reporting child abuse or neglect to an appropriate agency are encouraged, but not required, to notify the 
principal as soon as possible after the initial telephone report to the appropriate agency.  When so notified, the principal shall inform 
the Superintendent or designee. 
 
The principal so notified shall provide the mandated reporter with any assistance necessary to ensure that reporting procedures are 
carried out in accordance with law, Board policy, and administrative regulation. At the mandated reporter's request, the principal 
may assist in completing and filing the necessary forms. 
 
Reporting the information to an employer, supervisor, principal, school counselor, co-worker, or other person shall not be a 
substitute for making a mandated report to the appropriate agency.  (Penal Code 11166) 
 
Training 
 
Within the first six weeks of each school year, the Superintendent or designee shall provide training on mandated reporting 
requirements to district employees and persons working on their behalf who are mandated reporters.  Any school personnel hired 
during the school year shall receive such training within the first six weeks of employment.  (Education Code 44691; Penal Code 
11165.7) 
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The Superintendent or designee shall use the online training module provided by the California Department of Social Services.  
(Education Code 44691) 
 
The training shall include, but not necessarily by limited to, training in identification and reporting of child abuse and neglect. In 
addition, the training shall include information that failure to report an incident of known or reasonably suspected child abuse or 
neglect as required by law is a misdemeanor punishable by imprisonment and/or a fine as specified.  (Education Code 11165.7) 
 
The Superintendent or designee shall obtain and retain proof of each mandated reporter's completion of the training.  (Education 
Code 44691) 
 
In addition, at least once every three years, school personnel may receive training n the prevention of child abuse, including sexual 
abuse, on school ground, by school personnel, or in school-sponsored programs  (Education Code 44691) 
 
Victim Interviews by Social Services 
 
Whenever a representative from the Department of Social Services or another government agency investigating suspected child 
abuse or neglect deems it necessary, a suspected victim may be interviewed during school hours, on school premises, concerning a 
report of suspected child abuse or neglect that occurred within the child's home or out-of-home care facility. The child shall be given 
the choice of being interviewed in private or in the presence of any adult school employee or volunteer aide selected by the child.  
(Penal Code 11174.3) 
 
A staff member or volunteer aide selected by a child may decline to be present at the interview. If the selected person accepts, the 
principal or designee shall inform him/her of the following requirements:  (Penal Code 11174.3) 
 
1. The purpose of the selected person's presence at the interview is to lend support to the child and enable him/her to be as 
comfortable as possible. 
 
2. The selected person shall not participate in the interview. 
 
3. The selected person shall not discuss the facts or circumstances of the case with the child. 
 
4. The selected person is subject to the confidentiality requirements of the Child Abuse and Neglect Reporting Act, a violation of 
which is punishable as specified in Penal Code 11167.5. 
 
If a staff member agrees to be present, the interview shall be held at a time during school hours when it does not involve an expense 
to the school.  (Penal Code 11174.3) 
 
Release of Child to Peace Officer 
 
When a child is released to a peace officer and taken into custody as a victim of suspected child abuse or neglect, the 
Superintendent or designee and/or principal shall not notify the parent/guardian, but rather shall provide the peace officer with the 
address and telephone number of the child's parent/guardian. It is the responsibility of the peace officer or agent to notify the 
parent/guardian of the situation.  (Education Code 48906) 
 
Parent/Guardian Complaints 
 
Upon request, the Superintendent or designee shall provide parents/guardians with a copy of this administrative regulation which 
contains procedures for reporting suspected child abuse occurring at a school site to appropriate agencies.  For parents/guardians 
whose primary language is not English, such procedures shall be in their primary language and, when communicating orally 
regarding those procedures, an interpreter shall be provided. 
 
To file a complaint against a district employee or other person suspected of child abuse or neglect at a school site, parents/guardians 
may file a report by telephone, in person, or in writing with any appropriate agency identified above under "Reporting Procedures." 
If a parent/guardian makes a complaint about an employee to any other employee, the employee receiving the information shall 
notify the parent/guardian of procedures for filing a complaint with the appropriate agency.  The employee also is obligated 
pursuant to Penal Code 11166 to file a report himself/herself using the procedures described above for mandated reporters. 
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In addition, if the child is enrolled in special education, a separate complaint may be filed with the California Department of 
Education pursuant to 5 CCR 4650. 
 
Notifications 
 
The Superintendent or designee shall provide to all new employees who are mandated reporters a statement that informs them of 
their status as mandated reporters, their reporting obligations under Penal Code 11166, and their confidentiality rights under Penal 
Code 11167.  The district also shall provide these new employees with a copy of Penal Code 11165.7, 11166, and 11167.  (Penal 
Code 11165.7, 11166.5) 
 
Before beginning employment, any person who will be a mandated reporter by virtue of his/her position shall sign a statement 
indicating that he/she has knowledge of the reporting obligations under Penal Code 11166 and will comply with those provisions.  
The signed statement shall be retained by the Superintendent or designee.  (Penal Code 11166.5) 
 
Employees who work with dependent adults shall be notified of legal responsibilities and reporting procedures pursuant to Welfare 
and Institutions Code 15630-15637. 
 
The Superintendent or designee also shall notify all employees that: 
 
1. A mandated reporter who reports a known or suspected instance of child abuse or neglect shall not be held civilly or criminally 
liable for making a report and this immunity shall apply even if the mandated reporter acquired the knowledge or reasonable 
suspicion of child abuse or neglect outside of his/her professional capacity or outside the scope of his/her employment. Any other 
person making a report shall not incur civil or criminal liability unless it can be proven that he/she knowingly made a false report or 
made a report with reckless disregard of the truth or falsity of the report.  (Penal Code 11172) 
 
2. If a mandated reporter fails to report an incident of known or reasonably suspected child abuse or neglect, he/she may be guilty 
of a crime punishable by a fine and/or imprisonment.  (Penal Code 11166) 
 
3. No employee shall be subject to any sanction by the district for making a report.  (Penal Code 11166) 
 
 
(B) Disaster Procedures (EC 35295-35297; GC 8607 and 3100) 
 
Disaster Plan (See Appendix C-F) 
The Superintendent or designee shall also develop and maintain emergency plans for each school site. In developing the district and 
school emergency plans, the Superintendent or designee shall collaborate with city and county emergency responders, including 
local public health administrators.  
 
The Superintendent or designee shall use state-approved Standardized Emergency Management System guidelines and the National 
Incident Command System when updating district and site-level emergency and disaster preparedness plans. BP3516/AR3516 
 
The Superintendent or designee shall ensure that district and/or school site plans address, at a minimum, the following types of 
emergencies and disasters: 
 
1. Fire on or off school grounds which endangers students and staff 
 
2. Earthquake, flood, or other natural disasters 
 
3. Environmental hazards, such as leakages or spills of hazardous materials 
 
4. Attack or disturbance, or threat of attack or disturbance, by an individual or group 
 
5. Bomb threat or actual detonation 
 
6. Biological, radiological, chemical, and other activities, or heightened warning of such activities 
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7. Medical emergencies and quarantines, such as a pandemic influenza outbreak 
 
The Superintendent or designee shall ensure that the district's procedures include strategies and actions for prevention/mitigation, 
preparedness, response, and recovery, including, but not limited to, the following: 
 
1. Regular inspection of school facilities and equipment, identification of risks, and implementation of strategies and measures to 
increase the safety and security of school facilities 
 
2. Instruction for district staff and students regarding emergency plans, including: 
 
a. Training of staff in first aid and cardiopulmonary resuscitation 
 
b. Regular practice of emergency procedures by students and staff 
 
3. Specific determination of roles and responsibilities of staff during a disaster or other emergency, including determination of: 
 
a. The appropriate chain of command at the district and, if communication between the district and site is not possible, at each site 
 
b. Individuals responsible for specific duties 
 
c. Designation of the principal for the overall control and supervision of activities at each school during an emergency, including 
authorization to use his/her discretion in situations which do not permit execution of prearranged plans 
 
d. Identification of at least one person at each site who holds a valid certificate in first aid and cardiopulmonary resuscitation 
 
e. Assignment of responsibility for identification of injured persons and administration of first aid 
 
4. Personal safety and security, including: 
 
a. Identification of areas of responsibility for the supervision of students 
 
b. Procedures for the evacuation of students and staff, including posting of evacuation routes 
 
c. Procedures for the release of students, including a procedure to release students when reference to the emergency card is not 
feasible 
 
d. Identification of transportation needs, including a plan which allows bus seating capacity limits to be exceeded when a disaster or 
hazard requires students to be moved immediately to ensure their safety 
 
e. Provision of a first aid kit to each classroom 
 
f. Arrangements for students and staff with special needs 
 
g. Upon notification that a pandemic situation exists, adjustment of attendance policies for students and sick leave policies for staff 
with known or suspected pandemic influenza or other infectious disease 
 
5. Closure of schools, including an analysis of: 
 
a. The impact on student learning and methods to ensure continuity of instruction 
 
b. How to provide for continuity of operations for essential central office functions, such as payroll and ongoing communication with 
students and parents/guardians 
 
6. Communication among staff, parents/guardians, the Governing Board, other governmental agencies, and the media during an 
emergency, including: 
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a. Identification of spokesperson(s) 
 
b. Development and testing of communication platforms, such as hotlines, telephone trees, web sites, social media, and electronic 
notifications 
 
c. Development of methods to ensure that communications are, to the extent practicable, in a language and format that is easy for 
parents/guardians to understand 
 
d. Distribution of information about district and school site emergency procedures to staff, students, and parents/guardians 
 
7. Cooperation with other state and local agencies, including: 
 
a. Development of guidelines for law enforcement involvement and intervention 
 
b. Collaboration with the local health department, including development of a tracking system to alert the local health department 
of a substantial increase of student or staff absenteeism as indicative of a potential outbreak of an infectious disease 
 
8. Steps to be taken after the disaster or emergency, including: 
 
a. Inspection of school facilities 
 
b. Provision of mental health services for students and staff, as needed 
 
PLANNING CHIEF 
 
RESPONSIBILITIES: This section is responsible for the collection, evaluation, documentation and use of information about the 
development of the incident and the status of resources. 
 
Coordinate activities of the school Planning section with those of the emergency response agencies. 
 
SAFETY: Ensure your safety and the safety of others. 

• Size up the situation first. 
• Take no action that might endanger you. 
• Do not work beyond your expertise. 
• Use appropriate safety gear. 
• Follow all operational and safety procedures. 

START-UP ACTIONS: 
� Check in with the Incident Commander for a situation briefing. 
� Obtain necessary equipment and supplies from any emergency kit pre-established for your position. 

OPERATIONAL DUTIES: 
� Assume the duties of all Planning Section positions until staff is available and assigned. 
� Determine need to activate and staff subordinate units: 
� Situation Status, Resource Status, Documentation 
� As staff is assigned, brief them on the situation and supervise their activities, using the appropriate position checklists. 
� Assign work locations and tasks to section personnel. 
� Provide ongoing assessment of the situation. 
� Keep the Incident Commander informed of the situation, and provide situation status briefings as necessary to key 

response personnel including the Public Information Officer. 
� Assist the Incident Commander in developing incident action plans. 
� Track damage and other concerns on a campus map. 
� Track status of assigned and available resources. 
� Collect all documentation generated on the incident. 
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CLOSING DOWN: 

� When assigned tasks are completed, return equipment/supplies, and report to Staging Area for reassignment or release. 

LOGISTICS SECTION 
 
LOGISTICS CHIEF 
 
RESPONSIBILITIES: The Logistics Section is responsible for providing facilities, services, personnel, equipment, and materials in 
support of the incident. 
 
Certain supplies should be stored in advance on campus, while others may be obtained as needed for extended emergency 
operations. 
 
Coordinate activities of the school Logistics section with those of the emergency response agencies. 
 
SAFETY: Ensure your safety and the safety of others. 

� Size up the situation first. 
� Take no action that might endanger you. 
� Do not work beyond your expertise. 
� Use appropriate safety gear. 
� Follow all operational and safety procedures. 

START-UP ACTIONS: 
� Check in with the Incident Commander for a situation briefing. 
� Obtain necessary equipment and supplies from any emergency kit pre-established for your position. 

OPERATIONAL DUTIES: 
� Assume the duties of all Logistics section positions until staff isavailable and assigned. 
� Determine need to activate and staff subordinate units: 
� Supply, Facilities, Communications, and/or Transportation 
� As staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists. 
� Ensure that the Command Post and other facilities are set up and kept functional as needed. 
� Coordinate approval and ordering of incident “support” personnel with the Incident Commander. 
� Does not apply to “Emergency Response” personnel such as, Fire, Law Enforcement, etc. 
� Coordinate ordering, receipt of, and distribution of supplies and equipment, including communication devices. 
� Provide transportation of “Support” staff, supplies and equipment. 
� Assist in providing transport services for students when campus must be evacuated. 

CLOSING DOWN: 

� When assigned tasks are completed, return equipment/supplies, and report to Staging Area for reassignment or release. 

FINANCE/ADMIN CHIEF 
 
RESPONSIBILITIES: The Finance/Administration Section (Finance/Admin) is responsible for financial tracking, procurement, and cost 
analysis related to the disaster or emergency. This section is also charged with recording incident related staff hours, and initiating 
required Workers Comp claim procedures for staff injuries occurring during the incident. 
 
Coordinate activities of the school Finance/Admin section with those of the emergency response agencies. 
 
SAFETY: Ensure your safety and the safety of others. 

� Size up the situation first. 
� Take no action that might endanger you. 
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� Do not work beyond your expertise. 
� Use appropriate safety gear. 
� Follow all operational and safety procedures. 

START-UP ACTIONS: 
� Check in with the Incident Commander for a situation briefing. 
� Obtain necessary equipment and supplies from any emergency kit pre-established for your position. 

OPERATIONAL DUTIES: 
� Assume the duties of all Finance/Administration positions until staff is available and assigned. 
� Determine need to activate and staff subordinate units: 
� Timekeeping, Purchasing and/or Comp/Claims. 
� Determine work space needs and coordinate set up with Logistics. 
� As staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists. 
� Ensure Finance/Admin units coordinate with other incident sections and units as needed. 
� Failure to properly document purchases, record employee time and follow proper worker’s compensation procedures 

can have a tremendous negative fiscal impact following the incident. 

CLOSING DOWN: 

� When assigned tasks are completed, return equipment/supplies, and report to Staging Area for reassignment or release. 

Appendix C - Initial Actions 
 
DUCK AND COVER 
 
To be used as the Initial reaction to any sudden event such as gunfire, earthquake, explosion, etc. This action may be followed by 
“Lock-Down”, “Shelter-In-Place” or “Evacuate Building” actions.  
 
The DUCK and COVER action should also be used during a LOCK DOWN, if gunfire, explosions or similar threats are occurring.  
 
Teachers will: 

� If outside, direct students to drop to ground, tuck head between knees and cover head and face with arms and hands 
� If inside, direct students away from widows, bookshelves and carts 
� Direct students to duck under desks, tables etc. and cover heads and faces with arms and hands 
� Remind students not to lie down, they should crouch and remain mobile. 
� Assume the same Duck and Cover position as students 
� Await further instructions or “All Clear” signal 
� After the “All Clear”, take roll and determine the condition of all students 
� Report injuries or other immediate safety concerns 

Students will: 
� Move quickly away from windows, bookshelves or anything that might fall 
� If possible, duck under a desk or table 
� Kneel with head resting at knees, arms covering back of head 
� Do not lie down, remain mobile and quiet 
� Remain in place until given the “All Clear” signal 

School Incident Commander will: 
� Determine the level of response required for the incident 
� Establish an Incident Command Post (ICP) 
� Notify appropriate School District officials if needed (District Emergency Manager/Staff) 
� Convene Student Release team if needed (Operations) 
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� Prepare incident status report for emergency response personnel if needed 

Action is rescinded when: 
� It is deemed safe by the Incident Commander (Principal or other official) 
� Teachers are given the “All Clear” or other instructions 

EVACUATE BUILDING (Fire Alarm) 
 
To be used in the event of:  

� Fire in building (on campus) 
� Chemical release in building 
� Gas leak in building 
� After significant earthquake 
� Building failure/potential failure due to damage or other condition 
� Or anytime building(s) must be immediately evacuated for any reason 

Teachers will: 
� Secure their roll books 
� Escort their students out of the building by the assigned (or safest) route to the room’s assigned fire drill location 
� Close classroom door after insuring that all students are out of the room 
� Take roll once all students have arrived at the assigned area 
� Await further instructions from Incident Command staff 

Students will: 
� File out of classrooms in a quiet orderly manner as directed by teachers 
� Assemble in the designated fire drill area for their classroom 
� Permit the teacher to take roll in a quiet and orderly manner 
� Await further instructions from their teacher 

School Incident Commander will: 
� Determine the level of response required for the incident 
� Establish an Incident Command Post (ICP) 
� Notify appropriate School District officials (District Emergency Manager/Staff) 
� Convene Student Release team if needed (Operations) 
� Prepare incident status report for emergency response personnel 
� Be prepared to assist with building access for emergency responders 

Action is rescinded when: 
� It is deemed safe by the Incident Commander (Principal or other official) 
� Teachers are given the “All Clear” or other instructions 

SHELTER-IN-PLACE 
 
To be used in the event of: 

� Chemical spill on or near campus, or smoke from fire near campus 
� Animal threat on campus – bees, dogs, etc. 
� Severe weather event: 
� Heat, Cold 
� Wind, Thunderstorm 
� Flood 
� Blackout/power failure 

Teachers will: 
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� Report to their rooms if possible 
� Get everyone inside their rooms, including students and staff seeking shelter 
� Close all doors and windows to exclude outside air if necessary! 
� Take roll, and document the names of all students present 
� Await further instructions from Incident Command staff or “All Clear” signal 

Students will: 
� Report to the nearest classroom, common room or office area 
� Identify themselves to the teacher or staff member in charge 
� Sit calmly and quietly and await further instructions from teacher or staff member 

Incident Command staff will: 
� Determine the level of response required for the incident 
� Establish an Incident Command Post (ICP) 
� Notify appropriate School District officials (District Emergency Manager/Staff) 
� Convene Student Release team if needed (Operations) 
� Prepare incident status report for emergency response personnel 
� Be prepared to assist with building access for emergency responders 
� Be prepared to shut down all HVAC systems, stop outside air intrusion! 

Action is rescinded when: 
� It is deemed safe by the Incident Commander (Principal or other official) 
� Teachers are given the “All Clear” or other instructions 

LOCK-DOWN 
 
To be used in the event of: 

� Civil Disturbance 
� Gunfire/Police action in vicinity 
� Armed Intruder/Hostage situation on campus 
� Hostage Crisis 
� Other threat situation as appropriate 

Teachers will: 
� Immediately lock their classroom door 
� Instruct students to move away from doors and windows, implement DUCK AND COVER unless directed otherwise. 
� Close all windows, blinds and curtains 
� Turn off all lights 
� Instruct students to remain silent 
� Await further instruction from Incident Command staff or Police 

Students will: 
� Move away from doors or windows 
� Assume DUCK AND COVER if directed by teacher 
� Remain silent 
� Await further instructions from teacher 

Incident Command staff will: 
� Determine the level of response required for the incident 
� Establish an Incident Command Post (ICP) 
� Notify appropriate School District officials (District Emergency Manager/Staff) 
� Convene Student Release team if needed (Operations) 
� Prepare incident status report for emergency response personnel (Plans/Intel) 
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� Be prepared to assist with building access for emergency responders (Logisitics) 
� Direct any buses enroute with students to an alternate location. 

Action is rescinded when: 
� It is deemed safe by the Incident Commander (Principal or other official) 
� Teachers are given the “All Clear” or other instructions 

ARMED INTRUDER ACTIONS 
 
Even though the school may be in “Lock Down”, you may have to face the armed intruder as he moves about the campus. When this 
happens, and you are being directly threatened you, and those immediately around you, must take immediate action to avoid being 
injured or killed. Your best options are Escape, Hide or Fight: 
 
4. RUN - If there is an accessible escape path, attempt to evacuate the premises.  

� Have an escape route and plan in mind 
� Evacuate regardless of whether others agree to follow 
� Leave your belongings behind 
� Help others escape, if possible 
� Prevent individuals from entering the area 
� Follow the instructions of any police officers 
� Keep your hands visible at all times 
� Do not attempt to move wounded people 
� Call 9-1-1 when you are safe 

5. HIDE - If evacuation is not possible, quickly find a place to hide. Your hiding place should: 
� Be out of the active shooter’s view 
� Provide protection if shots are fired in your direction (i.e., an office with a closed and locked door) 
� Not trap you or restrict your options for movement 

 If the active shooter is in a nearby room or hallway: 
� Lock the door 
� If possible, quickly blockade the door with furniture 
� Silence your cell phone and/or pager 
� Silence other sources of noise (i.e., radios, televisions) 
� Hide behind large items (i.e., cabinets, desks) 
� Remain quiet 

6. FIGHT - As a last resort, and only when your life is in imminent danger, attempt to disrupt 
 
and/or incapacitate the active shooter: 

� Aggressively attack the attacker 
� Throw items or strike the attacker with improvised weapons 
� Yell, kick, punch 
� Be Committed… it may save your life or others! 

 
If you are the first person to contact law enforcement when they arrive, or if you escape the shooter and call 9-1-1, try to provide 
this information: 

� Your name and school name and location 
� Location of the armed intruder 
� Number of shooters, if more than one 
� Physical description of shooter or shooters 
� Number and type of weapons held by the shooter or shooters 
� Number of potential victims at the location 
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WHEN LAW ENFORCEMENT ARRIVES 
 
The first officers to arrive will not stop to help injured persons. Law enforcement’s primary mission will be to stop the armed 
intruder as soon as possible, and Officers will proceed directly to the area in which the last shots were fired. 

� Officers may arrive individually or in teams, and may wear regular patrol uniforms or external bulletproof vests, Kevlar 
helmets, and other tactical equipment 

� Officers may be armed with rifies, shotguns, handguns 
� Officers may use tear gas or small explosive devices to control the attacker 
� Officers may shout commands, and may push staff and students to the ground for their safety 

How to react when law enforcement arrives: 
� Remain calm, and follow officers’ instructions 
� Put down any items in your hands (i.e., bags, jackets) 
� Immediately raise hands and spread fingers 
� Keep hands visible at all times 
� Avoid making quick movements toward officers, such as reaching or grabbing onto them 
� Avoid pointing, screaming and/or yelling 
� Do not stop to ask officers for help or direction when evacuating, just rapidly proceed in the direction they point you, and 

keep your hands up and clearly visible to them at all times 

Once students and staff reach a safe location, they will likely be held in that area by law enforcement until the situation is under 
control, and all witnesses have been identified and questioned. Staff and students must not leave until released by law enforcement 
authorities. . 
 
Rescue teams comprised of additional officers and emergency medical personnel will follow the initial officers, and when it is safe to 
do so, will move in treat and remove any injured persons. They may also call upon able-bodied individuals, such as school staff, to 
assist in treating and moving victims.  
 
Appendix D - Extended Response Procedures 
 
BUS ACCIDENT PROCEDURE 
 
Bus Driver: 

� Protect student passengers from injuries and the bus from further damage. 
� Turn off the ignition, remove the key and activate the hazard lights. 
� Check for conditions that could cause a fire. 
� If conditions are safer outside the bus than inside, evacuate the bus. 
� Do not leave students unattended or unsupervised. 
� Notify the appropriate law enforcement agency by calling 9-1-1. Inform them a school bus was involved, exact location, 

number of injured and type of injuries, school district or bus company name and remain on the phone to provide 
updates until emergency responders arrive. 

� Contact the school and provide a situation report, including names of any injured students and advise of any immediate 
needs. 

� Do not discuss details of the accident with media. 
� Do not release any students to anyone unless told to do so by school district administration or law enforcement. 
� If you are directed by law enforcement to remove student passengers from the scene, be sure to follow their directions 

and/or school district/bus company policy and procedures for removal and transport. 
� If there are no injuries, follow school district/bus company policy and instructions on moving, returning or delivering 

students. 

School Incident Commander (Principal or designee): 
� Dispatch a school representative to the accident location. 
� School representative at the scene will access level of support needed and convey this to the school Incident 

Commander. 
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� School representative at the scene will report the names of student passengers, their conditions, and location(s) where 
injured were taken to the district office so parent notifications can be made. 

� As needed, direct a school official(s) to accompany or meet injured student(s) at the hospital. If multiple hospitals are 
used, send a representative to each hospital. 

� Ensure any special health information or medication for any injured student is sent to the hospital. 
� Notify the parents/guardians of involved students, and if injured, the name/location of the hospital where the student 

was taken. 
� Assess counseling needs of victim(s) or witness(s) and implement post-crisis procedures. 
� Initiate preparation of a media release and parent letter of explanation for the same day distribution, if possible. 

DETAILED EVACUATE BUILDING PROCEDURE 
 
NOTE: This “DETAILED” Evacuate Building Procedure provides school Administrators with more information than the basic “Initial 
Actions” Evacuation procedure.  
 
Upon becoming aware of any event that would indicate a building evacuation is necessary, staff will activate the closest fire alarm 
pull station and as quickly as possible report the location and nature of the problem to the school office.  
 
Upon hearing the alarm, staff, students and visitors will immediately evacuate buildings using prescribed routes or alternate routes 
to their assigned Assembly Areas, and implement the following procedures. 
 
Administration: 

� School Incident Commander (or designee) will call 9-1-1 and: 
� Identify the school and location. 
� Describe the nature of the emergency (fire, smoke, building collapse, etc.) 
� Describe actions being taken to safeguard staff and students 
� Provide the exact location of the problem. 
� Advise of the location of the school Incident Command Post. 
� Incident Commander or designee will take the visitor log, student sign-out sheet and school Crisis Response Box and 

evacuate to the school Incident Command Post location. 
� Incident Commander will confirm with Accountability Team Leaders that roll has been taken and that all students are 

accounted for. 
� If students are missing, Incident Commander will activate a Search and Rescue Group. 
� From this point forward, and in consultation with arriving emergency response officials, the Incident Commander will 

determine the next course of action: 
� Hold students in assembly area pending an “ALL CLEAR” signal. 
� Initiate a “Shelter-In-Place” action, using non-affected buildings. 
� Notify parents and initiate the “Student Release” procedure. 
� Initiate an immediate “Off-Campus Evacuation” procedure. 

Teachers 
� Take the class roster and classroom emergency kit and lead students out of building to the designated assembly area. 
� Confirm all students and personnel are out of the classroom then close (but do not lock) classroom doors upon exiting. 
� Use alternate route or assembly area if there is a safety hazard. 
� At Assembly Area, take roll, and advise your Accountability Team Leader of result. 
� Keep your class together and await further instructions. 
� Be prepared to move students as directed if a “Shelter-In-Place” action is ordered. 
� Be prepared to move students as directed if an “Off-Campus Evacuation” is ordered. 
� Be prepared to implement the “Teacher Buddy” system to free staff to assist the Incident Commander in filling necessary 

Incident Command system positions. 

EARTHQUAKE PROCEDURE 
 
Earthquakes generally occur without warning and may cause minor to serious ground shaking, damage to building and injuries.  
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The Initial Action for any earthquake will be “Duck and Cover”. 
 
School Commander (Principal or designee): 

� If necessary, call 9-1-1 to report damage and/or injuries 
� After the shaking stops, initiate an EVACUATE BUILDING alert. 
� If necessary, initiate parent notification procedures. 
� If necessary, establish an Incident Command post and activate appropriate Incident Command functions. Consider need 

for: 
� First Aid Group 
� Utility Group 
� Security Group 
� Others, as needed. 
� Consider need to dismiss school due to power loss, building damage or other factors. 
� Consider need to evacuate staff and students to off-campus evacuation site. 
� Implement parent notification and Student Release procedures as necessary. 
� As needed, consult with emergency management and public safety officials to determine if school buildings are safe to 

reoccupy. 

Teachers and staff: 
� Upon the first indication of an earthquake, teachers should direct students to DUCK and COVER, seek shelter under desks 

and move away from windows and overhead hazards. 
� If outdoors, teachers should direct students to move away from buildings, gas and electrical lines. 
� If EVACUATION is ordered, teachers will bring their student roster and classroom emergency kit if deemed necessary (for 

example, if building is obviously damaged, and may be unsafe to re-enter). 
� Take attendance at the Assembly Area, and report any missing or injured students. 
� Initiate first-aid if needed. 
� Await further instructions from the school Incident Commander. 

HAZARDOUS MATERIAL RELEASE PROCEDURE 
 
A Hazardous Material (HazMat) release is the discharge or spill of a biological or chemical substance including release of radioactive 
materials. HazMat incidents most commonly involve liquids, powders, or vapors. On-campus HazMat incidents most often occur in 
school laboratory or vocational training areas, or in school maintenance areas. Off-campus HazMat incidents may involve chemical 
releases from rail cars, trucks or industrial sites near campus. On-Campus and Off-Campus releases may both pose threats that 
require prompt action by school officials. 
 
FOR ON-CAMPUS RELEASES WITHIN A BUILDING: 
 
Administration: 

� The school Incident Commander (or first staff member to recognize the release), should initiate an EVACUATION of that 
building only. 

� If possible exterior doors should be closed (but not locked), and air moving systems shut down as the building is vacated. 
� If a substantial vapor cloud is present, efforts should be made to evacuate to an area upwind of the affected building. 
� The school Incident Commander should initiate a “SHELTER-IN-PLACE” action for other buildings on campus. This will help 

avoid exposing students or staff to potential vapors, or contamination from persons who have evacuated the immediate 
area of the release. 

� The School Incident Commander (or designee) will call 9-1-1 and: 
� Identify the school and location. 
� Describe the nature of the emergency (fire, smoke, building collapse, etc.) 
� Describe actions being taken to safeguard staff and students 
� Provide the exact location of the problem. 
� Advise of the location of the school Incident Command Post. 
� The Incident Commander will direct staff to secure the area around the chemical spill. 



Comprehensive School Safety Plan 22 of 68 2/23/21 

� The Incident Commander will establish a school Incident Command Post, upwind and out of the immediate danger area. 
� The Incident Commander will confirm with Accountability Team Leaders that roll has been taken of those evacuated and 

that all students are accounted for. 
� Until emergency responders can arrive and assist, the Incident Commander must then assess the situation and consider 

these questions: 
� Could a Search and Rescue Group safely look for missing students? 
� Should other buildings be evacuated? 
� Should evacuees be moved to a safer indoor location (Shelter-In-Place)? 
� Are any evacuees contaminated, and should they be separated from others? 
� Can First-Aid be started on injured persons without contaminating others? 
� Should a “Student Release” or “Off-Campus Evacuation” be started? 

HAZARDOUS MATERIAL RELEASE PROCEDURE - continued 

� The Incident Commander will brief emergency responders when they arrive, and promote full cooperation between them 
and the school’s staff. 

Teachers: 

� Implement “Evacuation” or “Shelter-In-Place” procedures as directed. 

ON-CAMPUS RELEASES OUTSIDE BUILDING OR RELEASE THREAT FROM OFF-CAMPUS: 
 
The most appropriate initial action for this type of release is Shelter-In-Place. 

� The school Incident Commander will initiate a campus-wide “SHELTER-IN-PLACE” action and ensure all students and staff 
outside buildings are quickly moved indoors. 

� The Incident Commander should remind staff to turn off air handling/ventilation systems, close all windows and doors 
and turn off fans and air conditioners. 

� School Incident Commander (or designee) will call 9-1-1 and: 
� Identify the school and location. 
� Describe the nature of the emergency (fire, smoke, building collapse, etc.) 
� Describe actions being taken to safeguard staff and students 
� Provide the exact location of the problem. 
� Advise of the location of the school Incident Command Post. 
� The Incident Commander should consider initiating an immediate parent notification. 
� At this point parents should NOT come to the school and risk being exposed to the chemical release! 
� The Incident Commander will ensure that any buses enroute to the school with students are re-directed to the school’s 

off-campus evacuation site to await further instructions. 
� The school will remain in SHELTER-IN-PLACE until the Incident Commander and emergency response officials can further 

assess the situation to determine the best next course of action: 
� Continue “Shelter-In-Place” 
� Notify parents and initiate the “Student Release” procedure. 
� Initiate an immediate “Off-Campus Evacuation” procedure. 
� Issue an “ALL CLEAR” signal and resume normal school operations. 

INTRUDER ON CAMPUS PROCEDURE 
 
When an unknown person (intruder) is found on school property: 

� Notify school office/Incident Commander. 
� Ask another staff person to accompany you before approaching person. 
� Politely greet person and identify yourself. 
� Ask the purpose of the visit, and inform person all visitors must register at the office. 
� If intruder’s purpose is not legitimate, ask person to accompany you to office or exit. 
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If intruder refuses to go to office or leave, or you become aware that intruder is armed: 
� Walk away from intruder and maintain visual contact from a safe distance, while other staff member notifies school 

office/Incident Commander: 
� Provide a description of the intruder. 
� Provide last known location. 
� School office/Incident Commander will initiate an immediate school “LOCK DOWN”. 
� School Incident Commander (or designee) will call 9-1-1 and: 
� Identify the school and location. 
� Provide description of the intruder, and whether intruder is known to be armed. 
� Provide last known location of intruder. 
� Describe actions being taken to safeguard staff and students. 
� Advise of the location of the school Incident Command Post. 
� If possible, maintain surveillance of intruder and update law enforcement upon arrival. 
� Maintain “LOCK DOWN” until situation is resolved. 

IF YOU DISCOVER A HOSTAGE SITUATION: 
� If hostage taker is unaware of your presence, do not intervene. 
� Notify the school office/incident Commander. 
� School Incident Commander will initiate immediate “LOCK DOWN”. 
� School Incident Commander (or designee) will call 9-1-1 and: 
� Identify the school and location. 
� Provide description of the intruder, and whether intruder is known to be armed. 
� Provide last known location of intruder. 
� Describe actions being taken to safeguard staff and students. 
� Advise of the location of the school Incident Command Post. 
� If possible, maintain surveillance of intruder and update law enforcement upon arrival. 
� Maintain “LOCK DOWN” until situation is resolved. 

If taken hostage: 
� Treat the hostage taker as normally as possible and follow his/her instructions. 
� Do not panic and calm students if they are present. 
� Be respectful to hostage taker, ask to speak and do not argue or make suggestions. 

If hostage taker becomes violent initiate “ACTIVE SHOOTER” action – RUN, HIDE, FIGHT! 
 
SEVERE WEATHER PROCEDURE 
 
For the purposes of this procedure “Severe Weather” is defined as a severe windstorm, hail storm, lightning storm or other weather 
event that could result in damage to school facilities or injuries to students or staff.  
 
If a “Severe Weather Watch” has been issued by the National Weather Service: 

� Monitor NOAA Weather Stations (National Weather Service, Weather Channel, etc.) 
� Bring all persons inside building(s). 
� Be prepared to move students from mobile classrooms into permanent buildings. 
� Close facility doors, windows and blinds or curtains. 
� Review severe weather drill procedures and location of safe areas. Severe weather safe areas are under desks, in 

hallways and interior rooms away from windows. 
� Review “Duck and Cover” procedures with students. 
� Avoid gyms and cafeterias with wide free-span roofs and large areas of glass windows. 

If a “Severe Weather Warning” has been issued in the school area, or if severe weather is being observed at or near the school: 
� The school Incident Commander will initiate a “SHELTER-IN-PLACE”. 
� If flying debris or hail is creating a risk of broken windows, etc. the school Incident Commander will further direct staff to 

implement “Duck and Cover” procedures until the threat subsides. 
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� The school Incident Commander should also be prepared to provide shelter to parents who may arrive to pick up children 
during the storm, until such time as it is safe to formally release the students without posing undue risk to staff or other 
students. 

After passage of the storm: 

� The school Incident Commander will rescind the “Duck and Cover” order. 

o Shelter-In-Place should temporarily be continued. 
� The school Incident Commander should deploy staff to do a preliminary damage assessment of campus buildings and 

facilities, to identify issues that need to be immediately addressed before students and staff are released to move about. 
� Based on this assessment the school Incident Commander will: 
� Continue “Shelter-In-Place” until campus can be made safe. 
� Give the “ALL CLEAR” signal and resume normal school operations. 
� Notify parents and initiate the “Student Release” procedure. 
� Initiate an the “Off-Campus Evacuation” procedure. 

STUDENT RELEASE PROCEDURE 
 
OVERVIEW 
 
Release of students to parents following, or in the course of, a school emergency can be one of the most challenging emergency 
tasks that school administrators may face. As such, careful planning is critical. It is also imperative that parents are well informed as 
to what the process will be prior to an emergency.  
 
Schools must also be prepared to handle situations where students have been injured, perhaps fatally, cannot be located, or for 
other reasons cannot be immediately released to parents. In addition to the “Request” and “Release” points outlined in this Student 
Release procedure, schools must designate a private location where parents can be taken and made comfortable until the Incident 
Commander, law enforcement or other officials can meet with them to explain the circumstances. Schools should also prepare to 
provide crisis counseling. 
 
PRACTICE MAKES PERFECT!  
 
Schools must practice the student release process regularly under non-emergency conditions and involve parents in that practice. 
This is best accomplished by inviting parents to participate in a practice Student Release exercise a couple of times each school year. 
Announce in advance that it will be used, set up the “Request Point” and “Release Point” and walk parents through the procedure at 
the end of a normal school day when they arrive to pick up their children. This will instill parent confidence in the system, and 
prepare parents and staff to make the process as smooth as possible in the event it must be done under emergency conditions. 
 
STUDENT RELEASE GROUP 
 
Student release is conducted by the “Student Release Group”, and schools must predetermine the number of staff that will need to 
be assigned to the group, typically based on the number of students involved. The Student Release Group will be divided into two 
teams; Request Point and Release Point. 
 
The Request Point Team must have people to receive release request forms and people to act as runners to go get the requested 
students and escort them to the Release Point.  
 
The Release Point Team must have people to check parent identification and release students and should have someone assigned to 
escort parents to a private holding area when a student cannot be located or released for whatever reason. 
 
SET UP: 

� Work with the Security Group as needed to secure the area against unauthorized access. 
� Set up the Request Point at the pre-designated location. Post a “Request Point” sign. 
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� Establish multiple “Request Lines” and post alphabetical grouping signs to organize parents in lines by student’s last 
names. 

� Obtain Student Emergency Cards from the school Crisis Response Box. 
� Have Student Release Forms and pens available for distribution to parents while in line. 
� Set up Release Point, with sign, at pre-designated location well away from Request Point. 
� If not pre-determined, identify where parents of “Missing” students are to be taken. 

 
“REQUEST AND RELEASE” PROCEDURE: 

� The requesting adult submits a Student Release form, and shows identification. 
� The team member verifies on student’s Emergency Card that adult is authorized to pick up the student. 
� If the adult is authorized, the team member will direct the person to the Release Point. (If not authorized, team member 

will explain that student cannot be released.) 
� Team member determines where the student should be (classroom or assembly area), advises a “runner”, and gives the 

runner the Student Release form. 
� The runner takes the Student Release Form to that classroom or assembly area. 

If the student is with the class: 
� The runner shows the Student Release form to the teacher. 
� The teacher marks the box, “Sent with Runner,” and signs the form where indicated. 
� The runner walks the student(s) to the Release Point. 
� The runner hands the form to a Release Point Team member, returns to the Request Point. 
� The Release Team member will match the student to the requester, verify identification, ask requester to sign the lower 

portion of Student Release Form, and release the student. 
� The Release Team member will release on the “Student Release Log” and file Release Form. 

If the student is NOT with the class: 
� The teacher checks the appropriate box on the Student Release form and signs it: 
� “Absent” if the student was never in school that day. 
� “First Aid” if the student is known to be in the First Aid Treatment area. 
� “Missing” if the student was in school but now cannot be located. 
� The runner takes Student Release form to the Incident Command Post. 
� If runner is retrieving multiple students and one is missing, runner will walk available students to the Release Point before 

taking “Missing” forms to the Incident Command Post. 
� Upon receiving a “Missing” report, the Incident Commander or designee will attempt to verify the student’s location and 

direct the runner accordingly: 
� If student is in First Aid, the parent should be escorted to the First Aid treatment area. 
� If the student was marked absent, the parent will be notified as such. 
� If student is missing, parent will be escorted to the private area to meet with the Incident Commander, law enforcement 

or other appropriate officials. 

SUPPLIES NEEDED: (Store in pre-made “Student Release Group” kit.)  
� Student Emergency Cards – Obtain from school Crisis Response Box 
� Copy of Student Release Procedure 
� ICS Checklist – “Student Release Group” 
� Signs for alphabetical grouping to organize the parents (A-F, G-L, etc.) 
� Pens, stapler, empty file boxes 
� Request Point and Release Point sign 
� Student Release Form (one per student) 

UTILITY LOSS OR DAMAGE PROCEDURE 
 
Loss of electricity is the most common utility problem. However, loss of gas, water or sewage disposal may also occur. Utility 
systems may also suffer damage or failure of related components on the school campus. 
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LOSS OF UTILITIES 
 
Most often the loss of utilities is a result of failure or damage of utility company infrastructure located off-campus. Interruptions are 
normally brief, and though inconvenient, result in only minimal disruption of normal school operations. However, some outages can 
be extensive, so it is important to contact the utility company as soon as failure occurs to find out how long they anticipate an 
outage might last.  
 
When it appears the outage will not end in a reasonable amount of time, school officials must weigh their options for closing school 
and sending the students home. 
 
UTILITY SYSTEM DAMAGE OR FAILURE ON CAMPUS 
 
Utility failure or damage on campus can pose serious threats to students or staff: 

� Gas leaks may require only a spark to set off an explosion. 
� A broken water pipe may cause extensive flood damage to buildings and property. 
� Electrical failures cause disruption of needed heating, ventilation, and air conditioning. 
� Electrical failure may also result in loss of well water and sewage disposal. 
� Broken electrical lines or components may pose a shock hazard to staff or students. 

The initial response to any problem with utility systems on campus is to try to identify the source of the problem, isolate the area, 
and shut off the supply of water, gas or electricity to the affected system component or building. The other, but less desired, 
approach is to shut down the gas, water or electrical supply to the entire campus.  
 
For these reasons, the school should develop detailed maps that indicate not only the main campus utility shut offs, but shut-offs for 
individual buildings as well as mechanical equipment such as heating, ventilation, and air conditioning units. These maps should be 
kept readily available in the school Crisis Response Box.  
 
It is important to recognize that most schools within communities have natural gas piped in from the utility company’s underground 
system. Rural schools, however, may use propane or butane, (also referred to as “bottled gas”) which is supplied from a tank on the 
school campus. In general, there is no difference in emergency procedures for shutting off natural gas versus bottled gas, except that 
the main shut-off for the bottled gas is located on top of the tank, instead of at a natural gas valve or meter typically supplied 
through a pipe from the street. 
 
The school Incident Commander and other key school personnel must know which type of system supplies the school and how to 
shut it off.  
 
Bomb Threat Procedure 
 
Disclaimer Page 
 
**The procedures contained in the Bomb Threat Procedures will be left to the intervention of law enforcement officers who are 
trained in this area. The procedures outlined in this framework are for information only and not to be acted upon by school district 
personnel** 
 
BOMB THREAT PROCEDURE 
 
(Response Procedure on Page 3 may also be applied to “Suspicious Objects”) 
 
This BOMB THREAT PROCEDURE is a compilation of guidance material and forms. Portions of it, including the forms, have been 
formatted as stand-alone documents that may be extracted, duplicated and distributed to school staff as needed before or during a 
bomb threat incident.  
 
TOPICS: 

� Introduction 
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� Assessing A Bomb Threat 
� Call Taker Instructions/Telephone Bomb Threat Report 
� Response Procedures 
� Bomb Search Procedures 

INTRODUCTION 
 
Receipt of a bomb threat (or discovery of a suspected explosive device) is a situation school staff must be prepared to handle in a 
calm and professional manner. It is extremely rare for a person who builds and plants a bomb to call and alert the target before the 
bomb goes off. However, even though most bomb threats are pranks, they must all be taken seriously to ensure the safety of school 
students, staff and visitors.  
 
Bomb threats may be written, e-mailed, posted online or communicated verbally, but the vast majority are made by telephone. Even 
though the procedures in this document refer primarily to telephoned bomb threats, the same principles will apply regardless of 
how the threats are received. Additionally, the actions taken in “response” to a bomb threat call, will also apply should an actual or 
suspected explosive device be discovered.  
 
Perhaps the most important thing school employees can do when they receive a telephoned bomb threat is to get, and write down, 
as much useful information as possible from, and about, the caller. The “CALL TAKER INSTRUCTIONS” sheet and “TELEPHONE BOMB 
THREAT REPORT“ form, found at the back of this Bomb Threat Procedure, have been developed for this purpose. They should both 
be printed and kept immediately available near all primary school telephones. Every staff member should also be trained in their 
use. 
 
ASSESSING THE BOMB THREAT 
 
Contrary to popular belief, schools should not immediately activate the fire alarm and evacuate school buildings every time a bomb 
threat is received. This could prove to be a fatal mistake. How do you know the bomb is not OUTSIDE?  
 
When a bomb threat occurs, the school Incident Commander must quickly assess the situation and look at the big picture before 
selecting a course of action. For example, the caller might claim that he placed bombs in three different classrooms last night, or that 
he put two in restrooms this afternoon. But if the school has good fencing, good visitor procedures, cameras, after hours building 
alarms or other good security measures in place, how realistic are his claims? On the other hand, if he said he jumped the fence last 
night and hid a bomb on the playground near a flag pole or other landmark that really exists, you may have a credible threat. 
 
The "Telephone Bomb Threat Report" is designed to assist school staff in gathering information during the call that will help identify 
the caller, and help gauge whether the threat is real, or simply a prank. As described below, the general tone of the call will allow it 
to be classified as a LOW LEVEL or MEDIUM LEVEL threat, and therefore almost certainly a prank, or classified as a HIGH LEVEL 
threat, which means it must be taken seriously: 
 
LOW LEVEL - The probable motive is to cause disruption: The caller is vague in his/her threat, merely stating that there is a bomb at 
the school, he/she provides no specifics and hangs up quickly. Caller is often young, and lacks skill at crafting a credible prank 
message. 
 
MEDIUM LEVEL - The probable motive is to cause disruption: The caller gives details such as the size, location, or type of bomb. The 
caller stays on the line longer and states a motive for the bomb, but stumbles when asked to repeat or be more specific. Caller may 
be teen-aged and better able to embellish a prank message. 
 
HIGH LEVEL – May be driven by conscience or other reason to issue warning: The caller is very detailed and describes the type, 
power, location or time of detonation. The caller stays on the line longer or makes multiple calls. The caller may exhibit advanced 
knowledge of bombs. In addition, the caller may make demands such as publicity, money, etc. Caller is likely older and must be 
taken seriously! 
 
Additionally, bomb threats that come after termination of an employee, or suspension or expulsion of a student, should be looked at 
carefully. This is particularly true if there are clues (such as familiar voice) that indicate this may be the person calling, otherwise 
person is threats were made during the disciplinary action, and/or the person is known to have violent tendencies. 
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Quickly assessing the threat will ultimately help the school Incident Commander determine if it would be best to evacuate buildings 
and do a very thorough search of the entire campus, Shelter-In-Place and do a cursory sweep, or take some other combination of 
actions, all based on how credible the threat is considered. 
 
RESPONSE PROCEDURE – Part 1 
 
CAUTION: There is a slight risk that an explosive device could be detonated by radio waves. The school Incident Commander, in 
concert with emergency response officials, must weigh this risk based on their THREAT LEVEL ASSESSMENT. When the threat level is 
perceived as “High”, unless absolutely necessary to facilitate urgent communications, two-way radios and cell phones should not be 
used within 300 feet of buildings or other areas suspected of containing an explosive device. Runners should be used to deliver 
messages within this 300 foot zone. 
 
ADMINISTRATION (School Incident Commander/Designee) 

� CALL 9-1-1 and provide information about the emergency: 
� Confirm address of school. 
� Provide threat details – Supposed bomb location, Supposed detonation time, etc. 
� Provide location of school Incident Command post. 
� Describe best access for emergency responders – driveway/gate. 
� If possible, remain on line to provide updates. 
� Conduct Threat Assessment – Then either evacuate buildings or Shelter-In-Place: 
� If evacuating, announce any needed changes in evacuation routes and assembly areas based on potential bomb location. 
� If Shelter-In-Place, be sure playgrounds are clear. Move all students inside. 
� Establish a school Incident Command Post 
� Be certain to take the school Crisis Response Box. 

If threat is deemed credible:  
� Establish a command post at least 400 feet from campus buildings. 
� Ensure that it is away from automobiles, refuse containers or mailboxes. 
� Conduct a scan of the area for any suspicious items. 
� Employ runners to communicate. 
� Establish Unified Command with arriving emergency response officials, and determine next course of action based on 

continued Threat Assessment: 
� Conduct building /site search. 
� Cancel school and notify parents to pick up students from campus. 
� Evacuate students to an off-campus site for pick-up by parents. 
� Announce “All Clear” if and when it is deemed safe to do so. 

RESPONSE PROCEDURE – Part 2 
 
CAUTION: There is a slight risk that an explosive device could be detonated by radio waves. The school Incident Commander, in 
concert with emergency response officials, must weigh this risk based on their THREAT LEVEL ASSESSMENT. When the threat level is 
perceived as “High”, unless absolutely necessary to facilitate urgent communications, two-way radios and cell phones should not be 
used within 300 feet of buildings or other areas suspected of containing an explosive device. Runners should be used to deliver 
messages within this 300 foot zone. 
 
TEACHERS/STAFF  
 
Initiate “BUILDING EVACUATION” or “SHELTER-IN-PLACE” - as directed.  
 
IF EVACUATING - follow normal Evacuation and Student Accountability procedures, but ADD THESE ACTIONS: 

� Have everyone in the room take their personal belongings with them. This will speed the “building search” process later. 
� Tell Students to turn off their cell phones - and leave them off - for safety. 
� While evacuating, perform a quick visual scan of the room and evacuation path to detect unusual, out of place, or 

suspicious objects. 
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� Report suspicious objects to the school Incident Commander as soon as possible. 
� As assembly area is approached, scan for unusual, out of place, or suspicious objects. 
� If anything seems out of the ordinary, move students to another location. 
� If possible, keep students at least 300 feet away from buildings. 
� Students should be in open areas away from cars, outbuildings, trash cans, etc. 
� If you relocate, report your new location and reason for move as soon as possible. 
� Use Teacher Buddy system as needed to free staff to be "runners" to communicate with the school Incident Commander 

and other staff. 
� Await further instructions or an "ALL CLEAR" announcement. 

IF SHELTER-IN-PLACE is ordered: 
� Follow normal Shelter-In-Place procedures. 
� Conduct a visual scan of the room to detect unusual, out of place, or suspicious objects. Do not move or touch any 

suspicious item. 
� If a suspicious object is found, initiate an immediate Building Evacuation AND notify the school Incident Commander. 
� Take all other steps outlined in the section “IF EVACUATING” above. 

BOMB SEARCH PROCEDURE 
 
“I’m not going to look for a bomb!!!” That’s a normal response to the sensitive question of who will search the school campus in the 
event of a bomb threat. However, the best answer to this question is very clear: The person most qualified to search a given area is 
the person who is most familiar with that area! If familiar with an area, a person can quickly scan it and answer these critical 
questions:  
 
1. Is there anything unusual? 
 
2. Is there anything out of place? 
 
3. Is there anything that looks suspicious?  
 
So, what does a bomb look like? The only sure answer to that question is that the bomb WILL NOT resemble the familiar black ball 
with a fuse! A homemade bomb is called an “Improvised Explosive Device” or simply an “IED”. “Improvised” means it is a person’s 
own improvisation, and an IED is almost always concealed in an ordinary object. They can look like a backpack, briefcase, lunch box, 
pressure cooker or any other common container available to mankind.  
 
That is why the most important aspect of searching for an IED is to LOOK FOR AN OBJECT THAT DOES NOT BELONG. Again, that is 
best done by someone very familiar with the search area.  
 
For the reasons stated above, school staff should expect emergency officials to solicit their assistance in conducting a search of the 
school facility during a bomb threat event. 
 
COORDINATING THE FACILITY SEARCH 
 
The school Incident Commander will coordinate the efforts of school staff with those of the emergency response officials. It is 
suggested that staff be paired with emergency responders and search as follows: 

� TEACHERS: Classrooms. 
� PHYSICAL EDUCATION TEACHERS: Gym, locker rooms, and related halls. 
� LIBRARIANS: Library, storage rooms, and any associated areas. 
� CAFETERIA PERSONNEL: Kitchen, cafeteria, and storage areas. 
� CUSTODIAL/MAINTENANCE PERSONNEL: Custodial/maintenance storage and equipment areas, restrooms, stairwells, 

assembly rooms (auditorium, etc.) building perimeters and school grounds, including trash cans. 
� BUS DRIVERS: Buses and any bus related facilities on campus. 
� ADMINISTRATIVE PERSONNEL: Administrative offices/areas, hallways, and empty classrooms. Check hallways to identify 

unchecked areas. 
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It is recommended that the school facility be divided into areas with one individual assigned to monitor and report the search 
progress and findings in each area. 
 
ROOM SEARCH PROCEDURE 
 
Search teams should be comprised of two people whenever possible.  
 
FIRST SEARCH: Divide room into two levels. First search the floor and all areas up to window sill height or three feet from floor. 
 
SECOND SEARCH: Search areas from three feet to top of head. Move in circular motion around room to starting point. 
 
THIRD SEARCH: Search top of head to ceiling. 
 
FOURTH SEARCH: Search ceiling, structural supports, window A/C units, and light fixtures. 
 
At the completion of a room search where no suspicious item is found, the person who searched the room will place a sheet of 
paper on the exterior of the door or outside doorknob marked with an "X" and the person’s name. This will indicate to everyone that 
the room was searched and is clear. 
 
Following completion of their assigned search tasks, staff should report to the school Incident Commander or designee for further 
instructions or assignment. 
 
Before declaring the search complete, the school Incident Commander or designee will check for “X” papers to confirm that each 
room on campus has been searched.  
 
IF A SUSPICIOUS ITEM IS FOUND: 
 
1. DO NOT APPROACH, MOVE, OR TOUCH ANY SUSPICIOUS ITEM. 
 
2. Immediately report the exact location and an accurate description of the object to the school Incident Commander. 
 
3. The school Incident Commander, in consultation with emergency response officials, will determine the next course of action. This 
may include the immediate evacuation of all staff and emergency response personnel from the building.  
 
CALL TAKER INSTRUCTIONS 

� Use the "Telephone Bomb Threat Report" form as a guide while talking with the caller. 
� Attempt to ask Questions 1 through 9, IN ORDER, and document key points of answers. 
� Listen closely to detect other information about the caller: 
� Try to detect items in “Description of Caller” and “Other Clues” section of form. 
� Signal co-workers that you are receiving a bomb threat call. 
� If possible, have one pick up a phone and listen in, while another notifies the school Incident Commander and relays call 

information as you write it down. 
� Stay calm and indicate your desire to cooperate with the caller. 
� DO NOT antagonize or challenge the caller. 
� Ask caller to repeat or explain anything you did not understand. 
� Prolong the conversation as long as possible. 
� Obtain as much information as possible. 

Special Note: As part of the educational process, schools may provide opportunities for students to gain job experience working in 
the school office. Students tasked with answering phones should be instructed to follow these steps if they answer a “bomb threat” 
call:  
 
1. Remain calm and politely advise the caller: 
 
“I am a student. Please hold while I get an adult to talk to you.” 
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2. Immediately signal any nearby adult staff member to come to the phone. Don’t yell. 
 
3. If no adult is near, lay the phone down and quickly go find one to take the call.  
 
4. DO NOT HANG UP or ask the person to call back! 
 
 
Public Agency Use of School Buildings for Emergency Shelters 
The Board shall grant the use of school buildings, grounds, and equipment to public agencies, including the American Red Cross, for 
mass care and welfare shelters during disasters or other emergencies affecting the public health and welfare. The Board shall 
cooperate with such agencies in furnishing and maintaining whatever services they deem necessary to meet the community needs 
(Education Code 32282). School employees are considered disaster service wworkers and are subject to disaster service activities 
assigned to them (Government Code 3100). 
 
(C) School Suspension, Expulsion and Mandatory Expulsion Guidelines 
Board Policy 
Suspension And Expulsion/Due Process 
 
BP 5144.1 
Students 
 
The Governing Board desires to provide district students access to educational opportunities in an orderly school environment that 
protects their safety and security, ensures their welfare and well-being, and promotes their learning and development.  The Board 
shall develop rules and regulations setting the standards of behavior expected of district students and the disciplinary processes and 
procedures for addressing violations of those standards, including suspension and/or expulsion. 
 
The grounds for suspension and expulsion and the procedures for considering, recommending, and/or implementing suspension and 
expulsion shall be only those specified in law and the accompanying administrative regulation. 
 
Except when otherwise permitted by law, a student may be suspended or expelled only when his/her behavior is related to a school 
activity or school attendance occurring within any district school or other school district, regardless of when it occurs, including, but 
not limited to, the following:  (Education Code 48900(s)) 
 
1. While on school grounds 
 
2. While going to or coming from school 
 
3. During the lunch period, whether on or off the school campus 
 
4. During, going to, or coming from a school-sponsored activity 
 
District staff shall enforce the rules concerning suspension and expulsion of students fairly, consistently, equally, and in accordance 
with the district's nondiscrimination policies. 
 
Appropriate Use of Suspension and Expulsion 
 
Except when a student commits an act that violates Education Code 48900(a)-(e), as listed in items #1-5 under "Grounds for 
Suspension and Expulsion: Grades K-12" of the accompanying administrative regulation,  or his/her presence causes a danger to 
others, suspension shall be used only when other means of correction have failed to bring about proper conduct. 
 
Except when a student commits an act listed in Education Code 48915(c), the Superintendent or designee shall have the discretion 
to determine whether to recommend to the Board that the student be expelled. 
 
To correct the behavior of any student who is subject to discipline, the Superintendent or designee shall, to the extent allowed by 
law, first use alternative disciplinary strategies specified in AR 5144 - Discipline.  (Education Code 48900.5, 48900.6) 
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Students shall not be suspended or expelled for truancy, tardiness, or absenteeism from assigned school activities. 
 
District staff shall not suspend any student for disruption or willful defiance, unless the suspension is warranted by documented 
repetitive behavior of the student or the disruption or willful defiance occurred in conjunction with another violation for which the 
student may be suspended. 
 
A student's parents/guardians shall be notified as soon as possible when there is an escalating pattern of misbehavior that could 
lead to classroom or school removal. 
 
No student may be suspended for disruption or willful defiance, except by a teacher pursuant to Education Code 48910. (Education 
Code 48900) 
 
Students shall not be suspended or expelled for truancy, tardiness, or absenteeism from assigned school activities. 
 
Authority to Expel 
 
A student may be expelled only by the Board.  (Education Code 48918 (j)) 
 
As required by law, the Superintendent or principal shall recommend expulsion and the Board shall expel any student found to have 
committed any of the following "mandatory recommendation and mandatory expulsion" acts at school or at a school activity off 
school grounds: (Education Code 48915) 
 
1. Possessing a firearm which is not an imitation firearm, as verified by a certificated employee, 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. Selling or otherwise furnishing a firearm 
 
3. Brandishing a knife at another person 
 
4. Unlawfully selling a controlled substance listed in Health and Safety Code 11053-11058 
 
5. Committing or attempting to commit a sexual assault as defined in Penal Code 261, 266c, 286, 288, 288a, or 289, or committing a 
sexual battery as defined in Penal Code 243.4 
 
6. Possessing an explosive as denied in 18 USC 921 
 
For all other violations listed in the accompanying administrative regulation under "Grounds for Suspension and Expulsion: Grades K-
12: and "Additional Grounds for Suspension and Expulsion: Grades 4-12," the Superintendent or principal shall have the discretion to 
recommend expulsion of a student. If expulsion is recommended, the Board shall order the student expelled only if it 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 
 
A vote to expel a student shall be taken in a public session. 
 
The Board may vote to suspend the enforcement of the expulsion order pursuant to the requirements of law and the accompanying 
administrative regulation.  (Education Code 48917) 
 
No student shall be expelled for disruption or willful defiance.  (Education Code 48900) 
 
Due Process 
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The Board shall provide for the fair and equitable treatment of students facing suspension and expulsion by affording them their due 
process rights under the law.  The Superintendent or designee shall comply with procedures for notices, hearings, and appeals as 
specified in law and administrative regulation.  (Education Code 48911, 48915, 48915.5, 48918) 
 
Removal from Class by a Teacher and Parental Attendance 
 
When suspending a student from class for committing an obscene act, engaging in habitual profanity or vulgarity, disrupting school 
activities, or otherwise willfully defying valid staff authority, the teacher of the class may require any parent/guardian who lives with 
the student to attend a portion of the school day in the class from which the student is being suspended, to assist in resolving the 
classroom behavior problems.  (Education Code 48900.1) 
 
Teachers should reserve the option of required parental attendance for cases in which they have determined that it is the best 
strategy to promote positive interaction between the teacher and the student and his/her parents/guardians and to improve the 
student's behavior. 
 
Any teacher requiring parental attendance pursuant to this policy shall apply the policy uniformly to all students within the 
classroom.  (Education Code 48900.1) 
 
When a teacher requires parental attendance, the principal shall send a written notice to the parent/guardian stating that his/her 
attendance is required pursuant to law and that, if there are reasonable factors that may prevent the parent/guardian from 
complying with the requirement, he/she should contact the school.  (Education Code 48900.1) 
 
A parent/guardian who has received a written notice shall attend class as specified in the notice. After completing the classroom 
visit and before leaving school premises, the parent/guardian also shall meet with the principal or designee.  (Education Code 
48900.1) 
 
At the meeting with the student's parent/guardian, the principal or designee shall explain the district's and school's discipline 
policies, including the disciplinary strategies that may be used to achieve proper student conduct. 
 
When a parent/guardian does not respond to the request to attend school, the principal or designee shall contact him/her by any 
method that maintains the confidentiality of the student's records. 
 
District regulations and school-site rules for student discipline shall include procedures for implementing parental attendance 
requirements.  Parents/guardians shall be notified of this policy prior to its implementation.  (Education Code 48900.1) 
 
Supervised Suspension Classroom 
 
To ensure the proper supervision and ongoing learning of students who are suspended for any of the reasons enumerated in 
Education Code 48900 and 48900.2, but who pose no imminent danger or threat to anyone at school and for whom expulsion 
proceedings have not been initiated, the Superintendent or designee shall establish a supervised suspension classroom program 
which meets the requirements of law. 
 
Except where a supervised suspension is permitted by law for a student's first offense, supervised suspension shall be imposed only 
when other means of correction have failed to bring about proper conduct.  (Education Code 48900.5) 
 
Decision Not to Enforce Expulsion Order 
 
Upon voting to expel a student, the Board may suspend enforcement of the expulsion order pursuant to the requirements of law 
and administrative regulation.  (Education Code 48917) 
 
Maintenance and Monitoring of Outcome Data 
 
The Superintendent or designee shall annually present to the Board a report of the outcome data which the district is required to 
collect pursuant to Education Code 48900.8 and 48916.1, including the number of students recommended for expulsion, the 
grounds for each recommended expulsion, the actions taken by the Board, the types of referral made after each expulsion, and the 
disposition of the students after the expulsion period. 
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The report shall be disaggregated by school and by numerically significant student subgroups, including, but not limited to, ethnic 
subgroups, socioeconomically disadvantaged students, English learners, foster youth, and students with disabilities.  The report also 
shall include information about whether and how the district is meeting its goals for improving school climate as specified in its local 
control and accountability plan. 
 
 
 
 
(D) Procedures to Notify Teachers of Dangerous Pupils (EC 49079) 
AR 4158/BP 4158 
 
The Superintendent or designee shall inform the teacher(s) of each student who, during the previous three school years, has 
engaged in or is reasonably suspected to have engaged in any act, except the possession or use of tobacco products, that would 
constitute a ground for suspension or expulsion as specified in AR 5144.1- Suspension and Expulsion/Due Process. This information 
shall be based upon district records maintained in the ordinary course of business or records received for a law enforcement agency. 
(Education Code 49079) 
 
Upon receiving a transfer student's record regarding acts committed buy the student that resulted in his/her suspension or 
expulsion, the Superintendent or designee shall inform the student's teacher(s) that the student as suspended from school or 
expelled from his/her former district and of the act that resulted in the suspension or expulsion. (Education Code 48201) 
 
Information received by teacher(s) shall be received in confidence for the limited purpose for which it was provided and shall not be 
further disseminated by the teacher. (Education Code 49079) 
 
Notice Regarding Student Offenses Committed While Outside School Jurisdiction When informed by the court that a minor student 
has been found by a court to have committed any felony or any misdemeanor involving curfew, gambling, alcohol, drugs, tobacco 
products, carrying of weapons, a sex offense listed in Penal Code 290, assault or battery, larceny, vandalism, or graffiti, the 
Superintendent or designee shall so inform the school principal. (Welfare and Institutions Code 827). 
 
The principal shall disseminate this information to any counselor who directly supervisor reports on the student's behavior or 
progress. The principal shall also inform any teacher or administrator directly supervising or reporting on the student's behavior or 
progress whom he/she thinks may need the information so as to work with the student appropriately, avoid being needlessly 
vulnerable, or protect others from vulnerability. (Welfare and Institutions Code 827). 
 
Any court-initiated information that a teacher, counselor, or administrator receives shall be kept confidential and used only to 
rehabilitate the student and protect other students and staff. The information shall be further disseminated only when 
communication with the student, parent/guardian, law enforcement staff, and probation officer is necessary to rehabilitate the 
student or to protect students and staff. (Welfare and Institutions Code 827). 
 
 
(E) Sexual Harassment Policies (EC 212.6 [b]) 
The Governing Board is committed to providing a safe work environment that is free of harassment and intimidation. The Board 
prohibits sexual harassment against district employees and retaliatory behavior or action against any person who complains, 
testifies, or otherwise participates in the complaint process established for the purpose of this policy. 
 
Sexual harassment includes, but is not limited to, harassment that is based on the gender, gender identity, gender expression, or 
sexual orientation of the victim. 
 
This policy shall apply to all district employees and to other persons on district property or with some employment relationship with 
the district, such as interns, volunteers, contractors, and job applicants. 
 
Any district employee who engages or participates in sexual harassment or who aids, abets, incites, compels, or coerces another to 
commit sexual harassment in violation of this policy is subject to disciplinary action, up to and including dismissal. 
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The Superintendent or designee shall take all actions necessary to ensure the prevention, investigation, and correction of sexual 
harassment, including but not limited to: 
 
1. Providing training to employees in accordance with law and administrative regulation 
2. Publicizing and disseminating the district's sexual harassment policy to employees and others to whom the policy may apply 
3. Ensuring prompt, thorough, and fair investigation of complaints 
4. Taking timely and appropriate corrective/remedial action(s), which may require interim separation of the complainant and the 
alleged harasser and subsequent monitoring of developments 
 
The Superintendent or designee shall periodically evaluate the effectiveness of the district's strategies to prevent and address 
harassment. Such evaluation may involve conducting regular anonymous employee surveys to assess whether harassment is 
occurring or is perceived to be tolerated, partnering with researchers or other agencies with the needed expertise to evaluate the 
district's prevention strategies, and using any other effective tool for receiving feedback on systems and/or processes. As necessary, 
changes shall be made to the harassment policy, complaint procedures, or training. 
 
Sexual Harassment Reports and Complaints 
 
Any district employee who feels that he/she has been sexually harassed in the performance of his/her district responsibilities or who 
has knowledge of any incident of sexual harassment by or against another employee shall immediately report the incident to his/her 
direct supervisor, another supervisor, the district's coordinator for nondiscrimination, the Superintendent, or, if available, a 
complaint hotline or an ombudsman. A supervisor or administrator who receives a harassment complaint shall promptly notify the 
coordinator. 
 
Complaints of sexual harassment shall be filed and investigated in accordance with the complaint procedure specified in AR 4030 - 
Nondiscrimination in Employment. An employee may bypass his/her supervisor in filing a complaint where the supervisor is the 
subject of the complaint. 
 
All complaints and allegations of sexual harassment shall be kept confidential to the extent necessary to carry out the investigation 
or to take other subsequent necessary actions. (2 CCR 11023) 
 
 
 
(F) School-wide Dress Code Relating to Gang-Related Apparel (EC 35183) 
BP 5132 
 
Gang-Related Apparel 
 
The principal, staff and parents/guardians at a school may establish a reasonable dress code that prohibits students from wearing 
gang-related apparel when there is evidence of a gang presence that disrupts or threatens to disrupt the school's activities.  Such a 
dress code may be included as part of the school safety plan and must be presented to the Board for approval. The Board shall 
approve the plan upon determining that it is necessary to protect the health and safety of the school's students. 
 
Dress and Grooming 
 
The Governing Board believes that appropriate dress and grooming contribute to a productive learning environment.  The Board 
expects students to give proper attention to personal cleanliness and to wear clothes that are suitable for the school activities in 
which they participate.  Students' clothing must not present a health or safety hazard or a distraction which would interfere with the 
educational process. 
 
Students and parents/guardians shall be informed about dress and grooming standards at the beginning of the school year and 
whenever these standards are revised.  A student who violates these standards shall be subject to appropriate disciplinary action. In 
addition, the following guidelines shall apply to all regular school activities: 
 
Dress and Grooming for al K-5th grade School Sites: 
Accessories 
1. Sunglasses and hats must be worn correctly (bill in front) and are not permitted indoors. 
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2. Piercings may be worn in ears only. Other piercings are prohibited and must be removed at school 
3. Permanent and temporary tattoos must be covered at all times. Writing and/or drawing on the body is prohibited. 
4. Clothing, jewelry, or other accessories may not advocate, promote, or advertise prejudice of any kind (racial, ethnic, religious, 
etc.), unlawful acts, weapon display, crude and obscene language or graphics, or the use of tobacco, drugs, or alcohol. 
5. Hair must be cleaned and groomed and may not interfere with the educational process. No unnatural hair coloring (permanent, 
temporary, or extensions) or distracting hairstyles (mohawk, fohawk). 
 
Clothing 
1. Modesty should be key to dress. No backless, bare midriff, strapless, or see through/net type tops are to be worn. Tank tops must 
have at least one-inch thick strap. Shirts must be long enough to extend below the waistline when hands are raised above the head. 
Shirts longer than the fingertips must be tucked in (if shorts are covered, the shirt is too long). 
2. No bagging..no sagging. Pants must fit at the waist, hips, crotch, and thighs. Pants and shorts that are too baggy or show 
underwear are not allowed. 
3. Shorts, skorts, skirts and dresses must cover the underwear when sitting, standing or bending. Shorts must have a minimum 2-
inch inseam. Skirts and dresses must be longer than extended fingertips. 
4. Under garments may not be exposed at any time. 
5. Pajamas and slippers are not allowed (except for designated dress up days). 
6. Shoes that are appropriate for school activities must be worn at all times. Shoes must have a back strap (no flip flops) and cannot 
have high heels. Appropriate shoes are required for safe participation in physical activity. 
7. No clothing, hats, jewelry, or other accessories that, by virtue of its color, arrangement, trademark, or any other attribute, 
denotes affiliation with no promotes membership in a gang. No bandanas of any form are allowed. 
 
Dress and Grooming for all 6-12th grade School Sites: 
1. All students must dress modestly and safe for school and in such a way as not to limit participation in regular school activities and 
programs. 
2. Shoes must be worn at all times. Students must be able to participate safety in physical education. Flip-flops and backless shoes 
are prohibited. 
3. Clothing and jewelry may not advocate, promote, or advertise racial, ethnic , or religious prejudice, or other unlawful acts, or the 
use of tobacco, drugs, or alcohol or contain sexual messages. 
4. Pants must be worn on the waist. "Saggy" pants that expose underwear are prohibited. 
5. Clothing/Jewelry that may be a potential weapon (steel-ted shoes, wallet or other chains, items with spikes or students) is 
prohibited. 
6. Piercings may be worn in ears only. Observable piercings worn in other locations are prohibited and must be removed no 
exceptions. Students will be sent to In-School Suspension until piercing is removed. No gauges, spikes, or sharp pointed earrings are 
permitted. 
7. Gang related clothing of any kind is prohibited, including oversized, plain white t-shirts or baggy pants/shorts. 
8. You hair must be clean and groomed and may not interfere with the educational process, no hair dye of unnatural color (purple, 
green, yellow, red, blue, orange, etc.) or extensions, or distracting hair styles. 
9. Any clothing, hairstyle, cosmetic, accessory, or jewelry, even if not specifically mentioned above, that creates a safety or health 
concern, draws undue attention to the wearer, or tends to detract from the educational process, is prohibited. 
10. Uncovered and/or visible tattoos are not permitted. Writing and/or drawing on the body or clothing (or that of anyone else) is 
prohibited. 
 
 
 
 
 
 
 
 
(G) Procedure for Safe Ingress and Egress of Pupils, Parents, and Staff to and from School (EC 35294.2) 
1250 BP/AR 
Visitors/Outsiders 
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The Governing Board believes that it is important for parents/guardians and community members to take an active interest in the 
issues affecting district schools and students. Therefore, the Board encourages interested parents/guardians and community 
members to visit the schools and participate in the educational program. 
 
To ensure the safety of students and staff and minimize interruption of the instructional program, the Superintendent or designee 
shall establish procedures which facilitate visits during regular school days. Visits during school hours should be arranged with the 
principal or designee. When a visit involves a conference with a teacher or the principal, an appointment should be scheduled during 
noninstructional time. 
 
Any person who is not a student or staff member shall register immediately upon entering any school building or grounds when 
school is in session. 
The principal or designee may provide a visible means of identification for all individuals who are not students or staff members 
while on school premises. 
 
No electronic listening or recording device may be used by any person in a classroom without the teacher's and principal's 
permission. (Education Code 51512) 
 
In accordance with law, the district may authorize school administrators to direct disruptive individuals to leave school grounds; AR 
3515.2 -  Any person who is directed to leave the campus and fails to leave, or later reenters without following the school's posted 
registration requirements, may be guilty of a misdemeanor Penal Code 626.7. 
 
The Board encourages all individuals to assist in maintaining a safe and secure school environment by behaving in an orderly manner 
while on school grounds and by utilizing the district's complaint processes if they have concerns with any district program or 
employee. In accordance with Penal Code 626.7, the principal or designee may request that any individual who is causing a 
disruption, including exhibiting volatile, hostile, aggressive, or offensive behavior, immediately leave school grounds. 
 
Presence of Sex Offender on Campus 
 
Pursuant to Penal Code 626.81, registered sex offenders are prohibited from school buildings and grounds except for lawful business 
and with written permission. Pursuant to Penal Code 626.81 requires that the written permission indicate the date(s) for which 
permission is granted. A principal may grant permission to a registered sex offender who is not the parent/guardian of a student at 
the school to volunteer a the school, provided that the principal notify the parent/guardian of each student at the school; AR 1240. 
In addition, pursuant to Education Code 49091.10 and 51101, parents/guardians, including those who are required to register as sex 
offenders, have a prescribed right to be involved in the education of their children. Thus, the district must adopt measures that are 
effective in maintaining a safe school environment while avoiding a violation of the statutory rights of such parents/guardians. 
 
Any person who is required to register as a sex offender pursuant to Penal Code 290, including a parent/guardian of a district 
student, shall request written permission from the principal before entering the school campus or grounds. As necessary, the 
principal shall consult with local law enforcement authorities before allowing the presence of any such person at school or other 
school activity. The principal also shall report to the Superintendent or designee anytime he/she gives such written permission. 
 
The principal shall indicate on the written permission the date(s) and times for which permission has been granted. (Penal Code 
626.81) 
 
The Superintendent or designee shall post at every entrance to each school and school grounds a notice describing registration 
requirements, school hours or hours during which registration is required, the registration location, the route to take to that 
location, and the penalties for violation of registration requirements. (Education Code 32211; Penal Code 627.6) 
 
Unless otherwise directed by the principal or designee, a staff member shall accompany visitors/outsiders while they are on school 
grounds. 
 
Outsider Registration 
 
Outsiders shall register upon entering school premises during school hours. Any person other than the following is considered an 
outsider: (Evidence Code 1070; Penal Code 627.1, 627.2) 
 



Comprehensive School Safety Plan 38 of 68 2/23/21 

1. A student of the school, unless currently under suspension 
 
2. A parent/guardian of a student of the school 
 
3. A Governing Board member or district employee 
 
4. A public employee whose employment requires being on school grounds, or any person who is on school grounds at the school's 
request 
 
5. A representative of a school employee organization who is engaged in activities related to the representation of school employees 
 
6. An elected public official 
 
7. A publisher, editor, reporter, or other person connected with or employed by a newspaper, magazine, other periodical 
publication, press association or wire service, radio station, or television station 
 
Registration Procedure 
 
In order to register, an outsider shall, upon request, furnish the principal or designee with the following information: (Penal Code 
627.3) 
 
1. His/her name, address, and occupation 
 
2. His/her age, if less than 21 
 
3. His/her purpose for entering school grounds 
 
4. Proof of identity 
 
5. Other information consistent with the provisions of law 
 
Principal's Registration Authority 
 
The principal or designee may refuse to register any outsider if he/she reasonably concludes that the individual's presence or acts 
would disrupt the school, students, or employees; would result in damage to property; or would result in the distribution or use of a 
controlled substance. The principal or designee or school security officer may revoke any outsider's registration if he/she has a 
reasonable basis for concluding that the individual's presence on school grounds would interfere or is interfering with the peaceful 
conduct of school activities or would disrupt or is disrupting the school, students, or staff. (Penal Code 627.4) 
 
When an outsider fails to register, or when the principal or designee denies or revokes an outsider's registration privileges, the 
principal or designee may request that the individual promptly leave school grounds. When an outsider is directed to leave, the 
principal or designee shall inform him/her that if he/she reenters the school within seven days he/she may be guilty of a 
misdemeanor subject to a fine and/or imprisonment. (Penal Code 627.7) 
 
Appeal Procedure 
 
Any person who is denied registration or whose registration is revoked may appeal to the Superintendent or principal by submitting, 
within five days after the person's departure from school, a written request for a hearing. This request must state why he/she 
believes the denial or revocation was improper and must provide an address to which the hearing notice may be sent. Upon receipt 
of the request for a hearing, the Superintendent or principal shall promptly mail a notice of the hearing to the person requesting it. A 
hearing before the Superintendent or principal shall be held within seven days after receipt of the request. (Penal Code 627.5) 
 
 
 
(H) A Safe and Orderly School Environment Conducive to Learning (EC 35294.2) 
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Component: 
Parent and student engagement 
 
Element: 
Increase student achievement through student, staff, parent and community engagement within the school environment. 
 
Opportunity for Improvement: 
Programs and strategies implemented for student attendance, chronic absenteeism and discipline rates. 
 

Objectives Action Steps Resources Lead Person Evaluation 

Social and Emotional 
Well being 

 
District/Site will provide 
a School psychologist or 
Psychology intern for 
Burton Elementary. 
 
 
District will provide SEL 
lessons and curriculum 
 
 
 

Second step curriculum 
We thinkers curriculum 
 
 

*Chirstina Gonzalez 
(School intern 
psychologist) 
*Site Principal 
 
 

Exit screeners with the 
curriculum 
Quarterly surveys 
 
 

Student awareness of 
emotional health 

 
Teachers will deliver 
weekly SEL lessons to 
students. 
 
 
District will provide a SEL 
toolkit to support 
teachers as they need it. 
 
 
 

 
Curriculum/you tube 
links 
 
 

*Chirstina Gonzalez 
(School intern 
psychologist) 
*Site Principal 
 
 

Exit screeners with the 
curriculum 
Quarterly surveys 
 

Teacher/district 
awareness at how SEL 
strategies and efforts are 
working 

Surveys will be given to 
every student in every 
grade level to gain 
knowledge of what we 
are doing well at and 
what needs to be 
improved in order to 
meet students needs 

 
Surveys will be given to 
every student in every 
grade level to gain 
knowledge of what we 
are doing well at and 
what needs to be 
improved in order to 
meet students needs 
 
 
Panorama Surveys 
 
 

Briana Kehoe 
Anthony Martin 
 
 

Exit screeners with the 
curriculum 
Quarterly surveys 
 

 
 
Component: 
Safe school environment conducive to learning 
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Element: 
Creating a safe and positive learning environment. 
 
Opportunity for Improvement: 
Meet the needs of all students 
 

Objectives Action Steps Resources Lead Person Evaluation 

Have intervention time 
daily for every student K-
6 who is 2 or more grade 
levels behind 

Identify students who 
are in need of reading 
intervention 

STAR reading test Shelby Emerson  

Student support Students who are below 
grade level will meet 
with interventionists,or 
teacher small groups or 
tutors.(k-3) 

Interventionist,aides, 
Americorps tutors, 

Shelby Emerson Continual progress 
monitoring and taking 
the STAR test every 6 
weeks to see if there is 
growth 

Focused initial 
instruction 

K-2 are implementing 
Nancy Fetzer Emergent 
Reader Kit and using 
Nancy Fetzer strategies 
for reading 

Training from Nancy 
Fetzer 
 
ERK books 
Support materials 
 
 

Briana Kehoe 
Shelby Emerson 
 
 

 

 
 
Component: 
Facilities in good repair and student safety 
 
Element: 
Sustain a safe, clean, and well-maintained school facility and campus. 
 
Opportunity for Improvement: 
Maintain a safe and secure school environment 
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Objectives Action Steps Resources Lead Person Evaluation 

Purchase water bottle 
filling station for campus. 
Purchase water bottles 
for each student 

Focus will be on campus 
conditions. 

 
PTA/Cash budget line 
 
 

Site principal 
Head of Maintenance 
 

 

Bathroom routine 
cleaning schedule every 
hour. 
Hand sanitizer outside 
every restroom 
 
Signage for handwashing 
protocols posted in all 
restrooms 
 
 

Protocols will be 
discussed and 
procedures practiced 
with staff. 
 
 

 Site custodian Cleaning record sheet in 
each restroom 

Signage clearly posted in 
classrooms and around 
campus 

New roof and HVAC 
recently installed on 
campus in all rooms and 
administration building. 

 Administration, Tracy 
Tucker 

 

 
(I) School Discipline Rules and Consequences (EC 35291 and EC 35291.5) 
 
Burton Elementary School Student Conduct Code 
The Governing Board is committed to providing a safe, supportive, and positive school environment which is conducive to student 
learning and achievement and desires to prepare students for responsible citizenship by fostering self-discipline and personal 
responsibility. The Board believes that high expectations for student behavior, use of effective school and classroom management 
strategies, provision of appropriate intervention and support, and parent/guardian involvement can minimize the need for 
disciplinary measures that exclude students from instruction as a means for correcting student misbehavior. 
 
The Superintendent or designee shall develop effective, age-appropriate strategies for maintaining a positive school climate and 
correcting student misbehavior at district schools. The strategies shall focus on providing students with needed supports; 
communicating clear, appropriate, and consistent expectations and consequences for student conduct; and ensuring equity and 
continuous improvement in the implementation of district discipline policies and practices. 
 
In addition, the Superintendent or designee's strategies for correcting student misconduct shall reflect the Board's preference for 
the use of positive interventions and alternative disciplinary measures over exclusionary discipline measures. 
 
Disciplinary measures that may result in loss of instructional time or cause students to be disengaged from school, such as 
detention, suspension, and expulsion, shall be imposed only when required or permitted by law or when other means of correction 
have been documented to have failed. (Education Code 48900.5) 
 
School personnel and volunteers shall not allow any disciplinary action taken against a student to result in the denial or delay of a 
school meal. (Education Code 49557.5) 
 
Seclusion and behavioral restraint are prohibited as a means of discipline and shall not be used to correct student behavior except as 
permitted pursuant to Education Code 49005.4 and in accordance with district regulations. (Education Code 49005.2) 
 
The Superintendent or designee shall create a model discipline matrix that lists violations and the consequences for each as allowed 
by law. 
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The administrative staff at each school may develop disciplinary rules to meet the school's particular needs consistent with law, 
Board policy, and district regulations. The Board, at an open meeting, shall review the approved school discipline rules for 
consistency with Board policy and state law. Site-level disciplinary rules shall be included in the district's comprehensive safety plan. 
(Education Code 32282, 35291.5) 
 
At all times, the safety of students and staff and the maintenance of an orderly school environment shall be priorities in determining 
appropriate discipline. When misconduct occurs, staff shall attempt to identify the causes of the student's behavior and implement 
appropriate discipline. When choosing between different disciplinary strategies, staff shall consider the effect of each option on the 
student's health, well-being, and opportunity to learn. 
 
Staff shall enforce disciplinary rules fairly, consistently, and in accordance with the district's nondiscrimination policies. 
 
The Superintendent or designee shall provide professional development as necessary to assist staff in developing the skills needed 
to effectively and equitably implement the disciplinary strategies adopted for district schools, including, but not limited to, 
knowledge of school and classroom management skills and their consistent application, effective accountability and positive 
intervention techniques, and the tools to form strong, cooperative relationships with parents/guardians. 
 
District goals for improving school climate, based on suspension and expulsion rates, surveys of students, staff, and 
parents/guardians regarding their sense of school safety and connectedness to the school community, and other local measures, 
shall be included in the district's local control and accountability plan, as required by law. 
 
At the beginning of each school year, the Superintendent or designee shall report to the Board regarding disciplinary strategies used 
in district schools in the immediately preceding school year and their effect on student learning. 
 
 
 
Conduct Code Procedures 
All classrooms contain social contracts which are an agreement made by the students in the classroom on how they agree to treat 
one another. Each student, and the teacher signs this contract. We operate under the expectations, Be responsible, be respectful, be 
safe and be kind. If a student violates the contract and expectations, teachers can refer students who may need discipline to the 
office. They are met by the vice principal or principal. Investigations of incidents are discussed, and all parties are spoken with. There 
are multiple strategies that are used to restore and reduce discipline. Ie; no contact contract, hands off academy, missed recess, 
social contracts between specific parties, in school suspension, out of school suspension and being reassigned to the Burton 
Community Day School.  Parents are contacted and involved in restoring the behavior to BES expectations. 
 
(J) Hate Crime Reporting Procedures and Policies 
The Governing Board is committed to providing a safe learning environment that protects students from discrimination, harassment, 
intimidation, bullying, and other behavior motivated by a person's hostility towards another person's real or perceived ethnicity, 
national origin, immigrant status, sex, gender, sexual orientation, religious belief, age, disability, or any other physical or cultural 
characteristic. The Superintendent or designee shall design strategies to promote harmonious relationships among students, 
prevent incidents of hate-motivated behavior to the extent possible, and address such incidents if they occur. 
 
The Superintendent or designee shall collaborate with regional programs and community organizations to promote safe 
environments for youth. Such collaborative efforts shall focus on ensuring an efficient use of district and community resources, 
developing effective prevention strategies and response plans, providing assistance to students affected by hate-motivated 
behavior, and/or educating students who have perpetrated hate-motivated acts. 
 
The district shall provide students with age-appropriate instruction that includes the development of social-emotional learning, 
promotes their understanding of and respect for human rights, diversity, and acceptance in a multicultural society, and provides 
strategies to manage conflicts constructively. 
 
As necessary, the district shall provide counseling, guidance, and support to students who are victims of hate-motivated behavior 
and to students who exhibit such behavior. 
 
The Superintendent or designee shall ensure that the rules prohibiting hate-motivated behavior and procedures for reporting a 
hate-motivated incident are provided to students and parents/guardians. 
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The Superintendent or designee shall provide staff with training on recognizing and preventing hate-motivated behavior and on 
effectively enforcing rules for appropriate student conduct. 
 
Complaint Process 
 
A student or parent/guardian who believes the student is a victim of hate-motivated behavior is strongly encouraged to report the 
incident to a teacher, the principal, or other staff member. 
 
Any staff member who is notified that hate-motivated behavior has occurred, observes such behavior, or otherwise becomes aware 
of an incident shall immediately contact the principal or the compliance officer responsible for coordinating the district's response to 
complaints and complying with state and federal civil rights laws. As appropriate, he/she shall also contact law enforcement. 
 
Any complaint of hate-motivated behavior shall be investigated and, if determined to be discriminatory, shall be resolved in 
accordance with law and the district's uniform complaint procedures specified in AR 1312.3 - Uniform Complaint Procedures. If, 
during the investigation, it is determined that a complaint is about nondiscriminatory behavior, the principal or designee shall inform 
the complainant and shall take all necessary actions to resolve the complaint. 
 
 
 
 
Procedures for Preventing Acts of Bullying and Cyber-bullying 
The Governing Board recognizes the harmful effects of bullying on student learning and school attendance and desires to provide a 
safe school environment that protects students from physical and emotional harm. District employees shall establish student safety 
as a high priority and shall not tolerate bullying of any student. 
 
No individual or group shall, through physical, written, verbal, or other means, harass, sexually harass, threaten, intimidate, 
retaliate, cyberbully, cause bodily injury to, or commit hate violence against any student or school personnel. 
 
Cyberbullying includes the electronic creation or transmission of harassing communications, direct threats, or other harmful texts, 
sounds, or images as defined in Education Code 48900. Cyberbullying also includes breaking into another person's electronic account 
and assuming that person's identity in order to damage that person's reputation. 
 
Strategies for addressing bullying in district schools shall be developed with involvement of key stakeholders, including students, 
parents/guardians, and staff, and may be incorporated into the comprehensive safety plan, the local control and accountability plan, 
and other applicable district and school plans. 
 
As appropriate, the Superintendent or designee may collaborate with law enforcement, courts, social services, mental health 
services, other agencies, and community organizations in the development and implementation of joint strategies to promote safety 
in schools and the community and to provide services for alleged victims and perpetrators of bullying. 
 
Bullying Prevention 
 
To the extent possible, district schools shall focus on the prevention of bullying by establishing clear rules for student conduct and 
implementing strategies to promote a positive, collaborative school climate. Students shall be informed, through student handbooks 
and other appropriate means, of district and school rules related to bullying, mechanisms available for reporting incidents or threats, 
and the consequences for engaging in bullying. 
 
As appropriate, the district shall provide students with instruction, in the classroom or other educational settings, that promotes 
social-emotional learning, effective communication and conflict resolution skills, character/values education, respect for cultural and 
individual differences, self-esteem development, assertiveness skills, and appropriate online behavior. 
 
Such instruction shall also educate students about the negative impact of bullying, discrimination, intimidation, and harassment 
based on actual or perceived immigration status, religious beliefs and customs, or any other individual bias or prejudice. 
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The Superintendent or designee shall provide training to teachers and other school staff to raise their awareness about the legal 
obligation of the district and its employees to prevent discrimination, harassment, intimidation, and bullying of district students. 
Such training shall be designed to provide staff with the skills to: 
 
1. Discuss the diversity of the student body and school community, including their varying immigration experiences 
 
2. Discuss bullying prevention strategies with students, and teach students to recognize the behavior and characteristics of bullying 
perpetrators and victims 
 
3. Identify the signs of bullying or harassing behavior 
 
4. Take immediate corrective action when bullying is observed 
 
5. Report incidents to the appropriate authorities, including law enforcement in instances of criminal behavior 
 
Based on an assessment of bullying incidents at school, the Superintendent or designee may increase supervision and security in 
areas where bullying most often occurs, such as classrooms, playgrounds, hallways, restrooms, and cafeterias. 
 
Intervention 
 
Students are encouraged to notify school staff when they are being bullied or suspect that another student is being victimized. In 
addition, the Superintendent or designee shall develop means for students to report threats or incidents confidentially and 
anonymously. 
 
School staff who witness an act of bullying shall immediately intervene to stop the incident when it is safe to do so. (Education Code 
234.1) 
 
When appropriate based on the severity or pervasiveness of the bullying, the Superintendent or designee shall notify the 
parents/guardians of victims and perpetrators and may contact law enforcement. 
 
The Superintendent, principal, or principal's designee may refer a victim, witness, perpetrator, or other student affected by an act of 
bullying to a school counselor, school psychologist, social worker, child welfare attendance personnel, school nurse, or other school 
support service personnel for case management, counseling, and/or participation in a restorative justice program as appropriate. 
(Education Code 48900.9 
 
Any student, parent/guardian, or other individual who believes that a student has been subjected to bullying or who has witnessed 
bullying may report the incident to a teacher, the principal, a compliance officer, or any other available school employee. Within one 
business day of receiving such a report, a staff member shall notify the principal of the report, whether or not a uniform complaint is 
filed. In addition, any school employee who observes an incident of bullying involving a student shall, within one business day, 
report his/her observation to the principal or a district compliance officer, whether or not the alleged victim files a complaint. 
 
Within two business days of receiving a report of bullying, the principal shall notify the district compliance officer identified in AR 
1312.3 - Uniform Complaint Procedures. 
 
When the circumstances involve cyberbullying, individuals with information about the activity shall be encouraged to save and print 
any electronic or digital messages that they feel constitute cyberbullying and to notify a teacher, the principal, or other employee so 
that the matter may be investigated. When a student uses a social networking site or service to bully or harass another student, the 
Superintendent or designee may file a request with the networking site or service to suspend the privileges of the student and to 
have the material removed. 
 
When a report of bullying is submitted, the principal or a district compliance officer shall inform the student or parent/guardian of 
the right to file a formal written complaint in accordance with AR 1312.3. The student who is the alleged victim of the bullying shall 
be given an opportunity to describe the incident, identify witnesses who may have relevant information, and provide other evidence 
of bullying. 
 
Investigation and Resolution of Complaints 
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Any complaint of bullying shall be investigated and, if determined to be discriminatory, resolved in accordance with law and the 
district's uniform complaint procedures specified in AR 1312.3. 
 
If, during the investigation, it is determined that a complaint is about nondiscriminatory bullying, the principal or designee shall 
inform the complainant and shall take all necessary actions to resolve the complaint. 
 
Discipline 
 
Corrective actions for a student who commits an act of bullying of any type may include counseling, behavioral intervention and 
education, and, if the behavior is severe or pervasive as defined in Education Code 48900, may include suspension or expulsion in 
accordance with district policies and regulations. 
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Safety Plan Review, Evaluation and Amendment Procedures 
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Safety Plan Appendices 
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Emergency Contact Numbers 
 
Utilities, Responders and Communication Resources 
 

Type Vendor Number Comments 

Law 
Enforcement/Fire/Paramed
ic 

Porterville Police 559-782-7426  

Law 
Enforcement/Fire/Paramed
ic 

Porterville Fire 559-782-7526  

Public Utilities Gas 1-800-427-2200  

Public Utilities Electric 1-800-655-4555  

Public Utilities Water/Sewer 559-782-7438  

School District Burton School District 559-781-8020  
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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) 
Review with classified aides 10-2-19 10:35  

Review safety plan with teachers and support staff 10-2-19 2:00 PM  

Review with School site council 10-14-19 10:00  

Review with office staff and custodian 9-30-19  
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Burton Elementary School Incident Command System 
 

--------     Incident Commander     

--------     Brooke Torres (Principal)--------     

--------           

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

--------   Adrian Guerrero (VP)--------   Martha Dominguez 
(Secretary)--------   

--------           

--------   Scribe       

--------   Yessenia Lopez--------       

--------           

--------           

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

Esmeralda Gonzalez-------- ------- District Advisory Committee---
-----  Richard Lawson (Custodian)----

----  Chris Mano-------- 

--------           

--------           

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

--------  Lorie Ward--------        

--------           

--------  
Student Release & 

Accountability 
TeacherB 

       

--------  Monica Chavez (Mentor 
Teacher)--------        
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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: 
Staff Organization 
 
The County of Tulare shall be responsible for conducting emergency services (civil defense) and disaster activities within this district. 
 
The Superintendent of Schools shall be responsible for coordinating and supporting the emergency services (civil defense) and 
disaster operations of the schools in this district. 
 
 
 
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. 
 
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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Emergency Response Guidelines 
 
Step One: Identify the Type of Emergency 
The first response to an emergency is to determine the type of emergency that has occurred. Procedures for several 
different types of emergencies are listed in the following section. 
 
 
 
Step Two: Identify the Level of Emergency 
The second step in responding to an emergency is to determine the type of emergency. For schools, emergency situations 
 
can range from a small fire to a major earthquake. To assist schools in classifying emergency situations, there is a three 
 
tiered rating below: 

� Level 1 Emergency: A minor emergency that is handled by school personnel without the assistance from outside 

agencies, e.g., a temporary power outage, a minor earthquake, or a minor injury in the play yard. 

� Level 2 Emergency: A moderate emergency that requires assistance from outside agencies, such as a fire or a 

moderate earthquake, or a suspected act of involving a potentially hazardous material, e.g., “unknown white powder." 

� Level 3 Emergency: A major emergency event that requires assistance from outside agencies such as a major 

earthquake, civil disturbance or a large-scale act of terrorism. For Level 3 emergencies, it is important to remember 
 
that the response time of outside agencies may be seriously delayed. 
 
 
 
Step Three: Determine the Immediate Response Action 
Once the type and extent of an emergency have been identified, school personnel can determine if an immediate response 
 
action is required. The most common immediate response actions initiated during school emergencies are: 

� Duck and Cover: Students and staff protect themselves by crouching under a table, desk, or chair until the danger 

passes. 
� Shelter in Place: Students and staff are kept indoors in order to isolate them from the outdoor environment. 
� Lock Down: Students and staff are kept in a designated locked area with blinds closed and lights odd sitting quietly 

until danger has passed, such as an intruder being on campus. 

� Evacuate Building: Students and staff are escorted outside to an assembly area if it has been determined that it is too 

dangerous to remain indoors. 

� Evacuate Campus: Students and staff are escorted to an off-site assembly area if it has been determined that it is too 

dangerous to remain on campus. 
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� All Clear: Notification is given that normal school operations should resume 

 
 
Step Four: Communicate the Appropriate Response Action 
Once the type of immediate response action is determined, the incident commander must immediately inform the site's 
 
staff which response action to take. The most important method of communication depends on the response action 
 
selected. When announcing what response to take, avoid codes, jargon, or any other potentially confusing vocabulary. Be 
 
calm, direct, and clear in your announcements. 

� Duck and Cover: Immediately use the site's school-wide communication system to instruct students and staff to 

protect themselves by moving into a "duck and cover" position by crouching under a table, desk, or chair until the 
 
danger passes. Time is the most urgent factor with this response action as the emergency may take place before the 
 
announcement can be made. 
 
However, do not assume that all members of the site are already in a "duck and cover" position. Make the 
 
announcement even if the immediate crisis has passed. 

� Shelter in Place: Immediately use the site's school-wide communication system to instruct students and staff that 

they are to stay indoors until further notice, even if the heating and air conditioning system is disabled. 

� Lock Down: Immediately use the site's school-wide communication system to instruct staff to lock all exterior doors, 

to close any open windows along with blinds, and to keep students as far away as possible from any windows until 
 
further notice. 

� Evacuate Building: Immediately use the site's fire alarm bell system to notify students and staff that they are to 

proceed to the sites outside assembly area. 

� Evacuate Campus: Immediately use the site's fire alarm bell system to notify students and staff that they are to 

proceed to the sites outside assembly area. From there, notify staff and students using a bullhorn that it has been 
 
determined that it is too dangerous to remain on campus. Provide instructions on how staff and students will be 
 
relocated. 
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Types of Emergencies & Specific Procedures 
 
Aircraft Crash 
In the event of a fallen aircraft, teachers/administrators should instruct students to implement duck, cover, and hold procedures. If 
building(s) or site is evacuated, all students/staff shall : 
 
1.Maintain a safe distance from aircraft (for jet aircraft 400 yards; for military aircraft, use greater caution). 
 
2. Move away and upwind from aircraft, allowing for explosion. 
 
3. Contact Superintendent at 559-781-8032. 
 
In the event of explosion, the principal should determine the extent of damage and the potential for life-threatening hazards. If 
explosion is in or near a building, immediately order evacuation according to site plan.The principal or designee should check with 
staff to ensure safety and accountability for all students and staff. (Teachers must keep class roll with them at all times). The 
principal or designee should ensure that no one return to the building for ANY reason until such buildings are officially declared safe 
by the city fire department, district maintenance, facilities, transportation department, appropriate utilities agency, and the 
Superintendent of the district. 
 
 
Animal Disturbance 
Keep staff and students indoors 
 
Call the Porterville Animal Shelter for animal services at 559-782-7400. 
 
 
Armed Assault on Campus 
ARMED INTRUDER ACTIONS 
 
Even though the school may be in “Lock Down”, you may have to face the armed intruder as he moves about the campus. When this 
happens, and you are being directly threatened you, and those immediately around you, must take immediate action to avoid being 
injured or killed. Your best options are Escape, Hide or Fight: 
 
RUN - If there is an accessible escape path, attempt to evacuate the premises. 
 
 1. Have an escape route and plan in mind 
 
 2.Evacuate regardless of whether others agree to follow 
 
 3.Leave your belongings behind 
 
 4.Help others escape, if possible 
 
 5.Prevent individuals from entering the area 
 
 6.Follow the instructions of any police officers 
 
 7.Keep your hands visible at all times 
 
 8.Do not attempt to move wounded people 
 
 9.Call 9-1-1 when you are safe 
 
HIDE - If evacuation is not possible, quickly find a place to hide. Your hiding place should: 
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 1.Be out of the active shooter’s view 
 
 2.Provide protection if shots are ?red in your direction (i.e., an office with a closed and locked door) 
 
 3. Do Not trap yourself or restrict your options for movement  
 
If the active shooter is in a nearby room or hallway:  
 
 1.Lock the door 
 
 2.If possible, quickly blockade the door with furniture 
 
 3.Silence your cell phone and/or pager 
 
 4.Silence other sources of noise (i.e., radios, televisions) 
 
 5.Hide behind large items (i.e., cabinets, desks) 
 
 6.Remain quiet 
 
FIGHT - As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or incapacitate the active shooter: 
 
 1.Aggressively attack the attacker 
 
 2.Throw items or strike the attacker with improvised weapons 
 
 3.Yell, kick, punch 
 
 4.Be Committed… it may save your life or others! 
 
If you are the first person to contact law enforcement when they arrive, or if you escape the shooter and call 9-1-1, try to provide 
this information: 
 
 1.Your name and school name and location 
 
 2.Location of the armed intruder 
 
 3.Number of shooters, if more than one 
 
 4.Physical description of shooter or shooters 
 
 5.Number and type of weapons held by the shooter or shooters 
 
 6.Number of potential victims at the location 
 
WHEN LAW ENFORCEMENT ARRIVES 
 
The officers fist to arrive will not stop to help injured persons. Law enforcement’s primary mission will be to stop the armed intruder 
as soon as possible, and Officers will proceed directly to the area in which the last shots were fired. 

� Officers may arrive individually or in teams, and may wear regular patrol uniforms or external bulletproof vests, Kevlar 
helmets, and other tactical equipment. 

� Officers may be armed with rifles, shotguns, handguns 
� Officers may use tear gas or small explosive devices to control the attacker 
� Officers may shout commands, and may push staff and students to the ground for their safety 
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How to react when law enforcement arrives: 
 
 1.Remain calm, and follow officers’ instructions 
 
 2.Put down any items in your hands (i.e., bags, jackets) 
 
 3. Immediately raise hands and spread fingers 
 
 4.Keep hands visible at all times 
 
 5.Avoid making quick movements toward officers, such as reaching or grabbing onto them 
 
 6.Avoid pointing, screaming and/or yelling 
 
Do not stop to ask officers for help or direction when evacuating, just rapidly proceed in the direction they point you, and keep your 
hands up and clearly visible to them at all times 
 
Once students and staff reach a safe location, they will likely be held in that area by law enforcement until the situation is under 
control, and all witnesses have been identified and questioned. Staff and students must not leave until released by law enforcement 
authorities. . 
 
Rescue teams comprised of additional officers and emergency medical personnel will follow the initial officers, and when it is safe to 
do so, will move in treat and remove any injured persons. They may also call upon able-bodied individuals, such as school staff, to 
assist in treating and moving victims.  
 
 
Biological or Chemical Release 
HAZARDOUS MATERIAL RELEASE PROCEDURE 
 
A Hazardous Material (HazMat) release is the discharge or spill of a biological or chemical substance including release of radioactive 
materials. HazMat incidents most commonly involve liquids, powders, or vapors. On-campus HazMat incidents most often occur in 
school laboratory or vocational training areas, or in school maintenance areas. Off-campus HazMat incidents may involve chemical 
releases from rail cars, trucks or industrial sites near campus. On-Campus and Off-Campus releases may both pose threats that 
require prompt action by school officials. 
 
FOR ON-CAMPUS RELEASES WITHIN A BUILDING: 
 
Administration: 

� The school Incident Commander (or first staff member to recognize the release), should initiate an EVACUATION of that 
building only. 

� If possible exterior doors should be closed (but not locked), and air moving systems shut down as the building is vacated. 
� If a substantial vapor cloud is present, efforts should be made to evacuate to an area upwind of the affected building. 
� The school Incident Commander should initiate a “SHELTER-IN-PLACE” action for other buildings on campus. This will help 

avoid exposing students or staff to potential vapors, or contamination from persons who have evacuated the immediate 
area of the release. 

� The School Incident Commander (or designee) will call 9-1-1 and: 
� Identify the school and location. 
� Describe the nature of the emergency (fire, smoke, building collapse, etc.) 
� Describe actions being taken to safeguard staff and students 
� Provide the exact location of the problem. 
� Advise of the location of the school Incident Command Post. 
� The Incident Commander will direct staff to secure the area around the chemical spill. 
� The Incident Commander will establish a school Incident Command Post, upwind and out of the immediate danger area. 
� The Incident Commander will confirm with Accountability Team Leaders that roll has been taken of those evacuated and 

that all students are accounted for. 
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� Until emergency responders can arrive and assist, the Incident Commander must then assess the situation and consider 
these questions: 

� Could a Search and Rescue Group safely look for missing students? 
� Should other buildings be evacuated? 
� Should evacuees be moved to a safer indoor location (Shelter-In-Place)? 
� Are any evacuees contaminated, and should they be separated from others? 
� Can First-Aid be started on injured persons without contaminating others? 
� Should a “Student Release” or “Off-Campus Evacuation” be started? 

The Incident Commander will brief emergency responders when they arrive, and promote full cooperation between them and the 
school’s staff.  
 
Teachers: 
 
Implement “Evacuation” or “Shelter-In-Place” procedures as directed. 
 
ON-CAMPUS RELEASES OUTSIDE BUILDING OR RELEASE THREAT FROM OFF-CAMPUS: 

� The most appropriate initial action for this type of release is Shelter-In-Place. 
� The school Incident Commander will initiate a campus-wide “SHELTER-IN-PLACE” action and ensure all students and staff 

outside buildings are quickly moved indoors. 
� The Incident Commander should remind staff to turn off air handling/ventilation systems, close all windows and doors 

and turn off fans and air conditioners. 
� School Incident Commander (or designee) will call 9-1-1 and: 
� Identify the school and location. 
� Describe the nature of the emergency (fire, smoke, building collapse, etc.) 
� Describe actions being taken to safeguard staff and students 
� Provide the exact location of the problem. 
� Advise of the location of the school Incident Command Post. 
� The Incident Commander should consider initiating an immediate parent notification. 
� At this point parents should NOT come to the school and risk being exposed to the chemical release! 
� The Incident Commander will ensure that any buses enroute to the school with students are re-directed to the school’s 

off-campus evacuation site to await further instructions. 
� The school will remain in SHELTER-IN-PLACE until the Incident Commander and emergency response officials can further 

assess the situation to determine the best next course of action: 
� Continue “Shelter-In-Place” 
� Notify parents and initiate the “Student Release” procedure. 
� Initiate an immediate “Off-Campus Evacuation” procedure. 
� Issue an “ALL CLEAR” signal and resume normal school operations. 

 
Bomb Threat/ Threat Of violence 
BOMB THREAT PROCEDURE 
 
This BOMB THREAT PROCEDURE is a compilation of guidance material and forms. Portions of it, including the forms, have been 
formatted as stand-alone documents that may be extracted, duplicated and distributed to school staff as needed before or during a 
bomb threat incident.  
 
Receipt of a bomb threat (or discovery of a suspected explosive device) is a situation school staff must be prepared to handle in a 
calm and professional manner. It is extremely rare for a person who builds and plants a bomb to call and alert the target before the 
bomb goes off. However, even though most bomb threats are pranks, they must all be taken seriously to ensure the safety of school 
students, staff and visitors.  
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Bomb threats may be written, e-mailed, posted online or communicated verbally, but the vast majority are made by telephone. Even 
though the procedures in this document refer primarily to telephoned bomb threats, the same principles will apply regardless of 
how the threats are received. Additionally, the actions taken in “response” to a bomb threat call, will also apply should an actual or 
suspected explosive device be discovered.  
 
Perhaps the most important thing school employees can do when they receive a telephoned bomb threat is to get, and write down, 
as much useful information as possible from, and about, the caller. The “CALL TAKER INSTRUCTIONS” sheet and “TELEPHONE BOMB 
THREAT REPORT“ form, found at the back of this Bomb Threat Procedure, have been developed for this purpose. They should both 
be printed and kept immediately available near all primary school telephones. Every staff member should also be trained in their 
use.  
 
ASSESSING THE BOMB THREAT 
 
Contrary to popular belief, schools should not immediately activate the fire alarm and evacuate school buildings every time a bomb 
threat is received. This could prove to be a fatal mistake. How do you know the bomb is not OUTSIDE?  
 
When a bomb threat occurs, the school Incident Commander must quickly assess the situation and look at the big picture before 
selecting a course of action. For example, the caller might claim that he placed bombs in three different classrooms last night, or that 
he put two in restrooms this afternoon. But if the school has good fencing, good visitor procedures, cameras, after hours building 
alarms or other good security measures in place, how realistic are his claims? On the other hand, if he said he jumped the fence last 
night and hid a bomb on the playground near a flag pole or other landmark that really exists, you may have a credible threat. 
 
The "Telephone Bomb Threat Report" is designed to assist school staff in gathering information during the call that will help identify 
the caller, and help gauge whether the threat is real, or simply a prank. As described below, the general tone of the call will allow it 
to be classified as a LOW LEVEL or MEDIUM LEVEL threat, and therefore almost certainly a prank, or classified as a HIGH LEVEL 
threat, which means it must be taken seriously:  
 
LOW LEVEL - The probable motive is to cause disruption: The caller is vague in his/her threat, merely stating that there is a bomb at 
the school, he/she provides no specifics and hangs up quickly. Caller is often young, and lacks skill at crafting a credible prank 
message.  
 
MEDIUM LEVEL - The probable motive is to cause disruption: The caller gives details such as the size, location, or type of bomb. The 
caller stays on the line longer and states a motive for the bomb, but stumbles when asked to repeat or be more specific. Caller may 
be teen-aged and better able to embellish a prank message. 
 
HIGH LEVEL – May be driven by conscience or other reason to issue warning: The caller is very detailed and describes the type, 
power, location or time of detonation. The caller stays on the line longer or makes multiple calls. The caller may exhibit advanced 
knowledge of bombs. In addition, the caller may make demands such as publicity, money, etc. Caller is likely older and must be 
taken seriously! 
 
Additionally, bomb threats that come after termination of an employee, or suspension or expulsion of a student, should be looked at 
carefully. This is particularly true if there are clues (such as familiar voice) that indicate this may be the person calling, otherwise 
person is threats were made during the disciplinary action, and/or the person is known to have violent tendencies. 
 
Quickly assessing the threat will ultimately help the school Incident Commander determine if it would be best to evacuate buildings 
and do a very thorough search of the entire campus, Shelter-In-Place and do a cursory sweep, or take some other combination of 
actions, all based on how credible the threat is considered. 
 
RESPONSE PROCEDURE  
 
CAUTION: There is a slight risk that an explosive device could be detonated by radio waves. The school Incident Commander, in 
concert with emergency response officials, must weigh this risk based on their THREAT LEVEL ASSESSMENT. When the threat level is 
perceived as “High”, unless absolutely necessary to facilitate urgent communications, two-way radios and cell phones should not be 
used within 300 feet of buildings or other areas suspected of containing an explosive device. Runners should be used to deliver 
messages within this 300 foot zone. 
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ADMINISTRATION (School Incident Commander/Designee) 
 
CALL 9-1-1 and provide information about the emergency: 
 
 1. Confirm address of school. 
 
 2.Provide threat details – Supposed bomb location, Supposed detonation time, etc.  
 
 3.Provide location of school Incident Command post. 
 
 4.Describe best access for emergency responders – driveway/gate. 
 
 5.If possible, remain on line to provide updates. 
 
Conduct Threat Assessment – Then either evacuate buildings or Shelter-In-Place: 
 
 1.If evacuating, announce any needed changes in evacuation routes and assembly areas based on potential bomb location.  
 
 2.If Shelter-In-Place, be sure playgrounds are clear. Move all students inside.  
 
 3.Establish a school Incident Command Post 
 
 4.Be certain to take the school Crisis Response Box. 
 
If threat is deemed credible:  
 
 1.Establish a command post at least 400 feet from campus buildings.  
 
 2.Ensure that it is away from automobiles, refuse containers or mailboxes.  
 
 3.Conduct a scan of the area for any suspicious items.  
 
 4.Employ runners to communicate. 
 
 5.Establish Unified Command with arriving emergency response officials, and determine next course of action based on continued 
Threat Assessment:  
 
 6.Conduct building /site search. 
 
 7.Cancel school and notify parents to pick up students from campus. 
 
 8.Evacuate students to an off-campus site for pick-up by parents. 
 
 9.Announce “All Clear” if and when it is deemed safe to do so. 
 
CAUTION: There is a slight risk that an explosive device could be detonated by radio waves. The school Incident Commander, in 
concert with emergency response officials, must weigh this risk based on their THREAT LEVEL ASSESSMENT. When the threat level is 
perceived as “High”, unless absolutely necessary to facilitate urgent communications, two-way radios and cell phones should not be 
used within 300 feet of buildings or other areas suspected of containing an explosive device. Runners should be used to deliver 
messages within this 300 foot zone. 
 
TEACHERS/STAFF  
 
Initiate “BUILDING EVACUATION” or “SHELTER-IN-PLACE” - as directed.  
 
IF EVACUATING - follow normal Evacuation and Student Accountability procedures, but ADD THESE ACTIONS: 
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 1. Have everyone in the room take their personal belongings with them. This will speed the “building search” process later. 
 
 2. Tell Students to turn off their cell phones - and leave them off - for safety.  
 
 3. While evacuating, perform a quick visual scan of the room and evacuation path to detect unusual, out of place, or suspicious 
objects.  
 
 4. Report suspicious objects to the school Incident Commander as soon as possible.  
 
 5. As assembly area is approached, scan for unusual, out of place, or suspicious objects.  
 
 6. If anything seems out of the ordinary, move students to another location. 
 
 7. If possible, keep students at least 300 feet away from buildings.  
 
 8. Students should be in open areas away from cars, outbuildings, trash cans, etc.  
 
 9. If you relocate, report your new location and reason for move as soon as possible. 
 
 10. Use Teacher Buddy system as needed to free staff to be "runners" to communicate with the school Incident Commander and 
other staff. 
 
 11. Await further instructions or an "ALL CLEAR" announcement. 
 
IF SHELTER-IN-PLACE is ordered: 
 
Follow normal Shelter-In-Place procedures. 
 
 1. Conduct a visual scan of the room to detect unusual, out of place, or suspicious objects. Do not move or touch any suspicious 
item. 
 
 2. If a suspicious object is found, initiate an immediate Building Evacuation AND notify the school Incident Commander.  
 
 3. Take all other steps outlined in the section “IF EVACUATING” above. 
 
BOMB SEARCH PROCEDURE 
 
“I’m not going to look for a bomb!!!” That’s a normal response to the sensitive question of who will search the school campus in the 
event of a bomb threat. However, the best answer to this question is very clear: The person most qualified to search a given area is 
the person who is most familiar with that area! If familiar with an area, a person can quickly scan it and answer these critical 
questions:  

� Is there anything unusual? 
� Is there anything out of place? 
� Is there anything that looks suspicious? 
� So, what does a bomb look like? The only sure answer to that question is that the bomb WILL NOT resemble the familiar 

black ball with a fuse! A homemade bomb is called an “Improvised Explosive Device” or simply an “IED”. “Improvised” 
means it is a person’s own improvisation, and an IED is almost always concealed in an ordinary object. They can look like 
a backpack, briefcase, lunch box, pressure cooker or any other common container available to mankind. 

� That is why the most important aspect of searching for an IED is to LOOK FOR AN OBJECT THAT DOES NOT BELONG. 
Again, that is best done by someone very familiar with the search area. 

� For the reasons stated above, school staff should expect emergency officials to solicit their assistance in conducting a 
search of the school facility during a bomb threat event. 

COORDINATING THE FACILITY SEARCH 
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The school Incident Commander will coordinate the efforts of school staff with those of the emergency response officials. It is 
suggested that staff be paired with emergency responders and search as follows: 
 
TEACHERS: Classrooms.  
 
PHYSICAL EDUCATION TEACHERS: Gym, locker rooms, and related halls. 
 
LIBRARIANS: Library, storage rooms, and any associated areas. 
 
CAFETERIA PERSONNEL: Kitchen, cafeteria, and storage areas. 
 
CUSTODIAL/MAINTENANCE PERSONNEL: Custodial/maintenance storage and equipment areas, restrooms, stairwells, assembly 
rooms (auditorium, etc.) building perimeters and school grounds, including trash cans. 
 
BUS DRIVERS: Buses and any bus related facilities on campus. 
 
ADMINISTRATIVE PERSONNEL: Administrative offices/areas, hallways, and empty classrooms. Check hallways to identify unchecked 
areas. 
 
It is recommended that the school facility be divided into areas with one individual assigned to monitor and report the search 
progress and findings in each area.  
 
ROOM SEARCH PROCEDURE 
 
Search teams should be comprised of two people whenever possible.  
 
FIRST SEARCH: Divide room into two levels. First search the floor and all areas up to window sill height or three feet from floor. 
 
SECOND SEARCH: Search areas from three feet to top of head. Move in circular motion around room to starting point. 
 
THIRD SEARCH: Search top of head to ceiling. 
 
FOURTH SEARCH: Search ceiling, structural supports, window A/C units, and light fixtures. 
 
At the completion of a room search where no suspicious item is found, the person who searched the room will place a sheet of 
paper on the exterior of the door or outside doorknob marked with an "X" and the person’s name. This will indicate to everyone that 
the room was searched and is clear. 
 
Following completion of their assigned search tasks, staff should report to the school Incident Commander or designee for further 
instructions or assignment. 
 
Before declaring the search complete, the school Incident Commander or designee will check for “X” papers to confirm that each 
room on campus has been searched.  
 
IF A SUSPICIOUS ITEM IS FOUND: 
 
1. DO NOT APPROACH, MOVE, OR TOUCH ANY SUSPICIOUS ITEM. 
 
2. Immediately report the exact location and an accurate description of the object to the school Incident Commander. 
 
3. The school Incident Commander, in consultation with emergency response officials, will determine the next course of action. This 
may include the immediate evacuation of all staff and emergency response personnel from the building.  
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Bus Disaster 
BUS ACCIDENT PROCEDURE 
 
Bus Driver: 
1. Protect student passengers from injuries and the bus from further damage. 
2. Turn off the ignition, remove the key and activate the hazard lights. 
3. Check for conditions that could cause a fire. 
4. If conditions are safer outside the bus than inside, evacuate the bus. 
5. Do not leave students unattended or unsupervised. 
6. Notify the appropriate law enforcement agency by calling 9-1-1.  Inform them a school bus was involved, exact location, number 
of injured and type of injuries, school district or bus company name and remain on the phone to provide updates until emergency 
responders arrive. 
7. Contact the school and provide a situation report, including names of any injured students and advise of any immediate needs. 
8. Do not discuss details of the accident with media. 
9. Do not release any students to anyone unless told to do so by school district administration or law enforcement. 
10. If you are directed by law enforcement to remove student passengers from the scene, be sure to follow their directions and/or 
school district/bus company policy and procedures for removal and transport. 
11. If there are no injuries, follow school district/bus company policy and instructions on moving, returning or delivering students. 
 
School Incident Commander (Principal or designee): 
1. Dispatch a school representative to the accident location. 
2. School representative at the scene will access level of support needed and convey this to the school Incident Commander. 
3. School representative at the scene will report the names of student passengers, their conditions, and location(s) where injured 
were taken to the district office so parent notifications can be made. 
4. As needed, direct a school official(s) to accompany or meet injured student(s) at the hospital.  If multiple hospitals are used, send 
a representative to each hospital. 
5. Ensure any special health information or medication for any injured student is sent to the hospital. 
6. Notify the parents/guardians of involved students, and if injured, the name/location of the hospital where the student was taken. 
7. Assess counseling needs of victim(s) or witness(s) and implement post-crisis procedures. 
8. Initiate preparation of a media release and parent letter of explanation for the same day distribution, if possible. 
 
 
 
Disorderly Conduct 
Disorderly Conduct may involve a student or staff member exhibiting threatening or irrational behavior. If the perpetrator is armed, 
refer to "Armed Intruder". 
 
Procedure: 
 
1. Upon witnessing a Disorderly Conduct, staff should take steps to calm and control the situation and attempt to isolate the 
perpetrator from other students and staff, if it is safe to do so. 
2. Staff will immediately notify the principal or designee. 
3. The principal/designee will initiate the appropriate immediate response actions, which may include  Shelter in Place, Lock Down, 
Evacuate Building, or Off-Site Evacuation. 
4. The principal/designee will call (911), and provide the exact location and nature of the incident. 
5. If an immediate threat is not clearly evident, the principal or a staff member may attempt to diffuse the situation. Approach the 
perpetrator in a calm, non-confrontational manner and request he or she leave the campus. Avoid any hostile situations. 
6. If the perpetrator is a student, an attempt should be made to notify the family. (Family members may provide useful information 
on handling the situation) 
7. The principal will notify the Superintendent of the situation. 
 
 
Earthquake 
Initial Action: 
 
DUCK AND COVER 
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To be used as the Initial reaction to any sudden event such as gunfire, earthquake, explosion, etc.   This action may be followed by 
“Lock-Down”, “Shelter-In-Place” or “Evacuate Building” actions. 
The DUCK and COVER action should also be used during a LOCK DOWN, if gunfire, explosions or similar threats are occurring. 
Teachers will: 
If outside, direct students to drop to ground, tuck head between knees and cover head and face with arms and hands 
If inside, direct students away from widows, bookshelves and carts 
Direct students to duck under desks, tables etc. and cover heads and faces with arms and hands 
Remind students not to lie down, they should crouch and remain mobile. 
Assume the same Duck and Cover position as students 
Await further instructions or “All Clear” signal 
After the “All Clear”, take roll and determine the condition of all students 
Report injuries or other immediate safety concerns 
Students will: 
Move quickly away from windows, bookshelves or anything that might fall 
If possible, duck under a desk or table 
Kneel with head resting at knees, arms covering back of head 
Do not lie down, remain mobile and quiet 
Remain in place until given the “All Clear” signal 
School Incident Commander will: 
Determine the level of response required for the incident 
Establish an Incident Command Post (ICP) 
Notify appropriate School District officials if needed (District Emergency Manager/Staff) 
Convene Student Release team if needed (Operations) 
Prepare incident status report for emergency response personnel if needed 
Action is rescinded when: 
It is deemed safe by the Incident Commander (Principal or other official) 
Teachers are given the “All Clear” or other instructions 
 
 
 
Explosion or Risk Of Explosion 
Initial Action: 
 
Explosion or Risk of Explosion 
 
To be used as the Initial reaction to any sudden event such as gunfire, earthquake, explosion, etc.   This action may be followed by 
“Lock-Down”, “Shelter-In-Place” or “Evacuate Building” actions. 
The DUCK and COVER action should also be used during a LOCK DOWN, if gunfire, explosions or similar threats are occurring. 
Teachers will: 
If outside, direct students to drop to ground, tuck head between knees and cover head and face with arms and hands 
If inside, direct students away from widows, bookshelves and carts 
Direct students to duck under desks, tables etc. and cover heads and faces with arms and hands 
Remind students not to lie down, they should crouch and remain mobile. 
Assume the same Duck and Cover position as students 
Await further instructions or “All Clear” signal 
After the “All Clear”, take roll and determine the condition of all students 
Report injuries or other immediate safety concerns 
Students will: 
Move quickly away from windows, bookshelves or anything that might fall 
If possible, duck under a desk or table 
Kneel with head resting at knees, arms covering back of head 
Do not lie down, remain mobile and quiet 
Remain in place until given the “All Clear” signal 
School Incident Commander will: 
Determine the level of response required for the incident 
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Establish an Incident Command Post (ICP) 
Notify appropriate School District officials if needed (District Emergency Manager/Staff) 
Convene Student Release team if needed (Operations) 
Prepare incident status report for emergency response personnel if needed 
Action is rescinded when: 
It is deemed safe by the Incident Commander (Principal or other official) 
Teachers are given the “All Clear” or other instructions 
 
 
 
Fire in Surrounding Area 
A fire in an adjoining area, such as a wild land 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. 
� Notify district supervisors as needed 
� If needed, contact Transportation 510-317-4657 for OFF-SITE EVACUATION and DIRECTED TRANSPORTATION by bus. 
� 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 and maintain control of the students and keep them a safe distance from the fire and firefighting 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. 

 
Fire on School Grounds 
Post Drill information on or near the classroom door and place in substitute folder. 

� Take class list with you during the drill. 
� Walk safely and in single file when possible. 
� Close windows 
� Turn off lights and fans 
� Close classroom door 
� Check that all students are accounted for when you reach your safe destination 
� Contact administration or firefighter if a child is missing. 
� Remain at least 1OO feet away from the building. 
� When the "All Clear" bell has rung, return safely to class. 
� During practice drills each and every staff member needs to participate until all clear 
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Flooding 
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 District Superintendent of school status. 
� Notify local police department of intent to EVACUATE, the location of the safe evacuation site and the route to be taken 

to that site. 
� Notify District supervisors as needed. 
� Delegate a search team to assure that all students have been evacuated. 
� Issue DIRECTED TRANSPORTATION instruction if students will be evacuated to a safer location by means of buses and 

cars. 
� Post a notice on the office door stating where the school has relocated and inform the District Office. 
� Monitor internet or radio station for flood information. (The Weather Channel, KCBS, KSFO etc.) 
� Do not allow staff and students to return to the building until proper authorities have determined that it is safe to do so. 

STAFF ACTIONS: 
� If warranted, EVACUATE students using evacuation plan. 
� Take the class roster, if applicable the 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 proper authorities. 

 
Loss or Failure Of Utilities 
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 appropriate utility company. Provide the following information: 

o Affected areas of the school site 
 
o Type of problem or outage 
 
o 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. 

� Contract district supervisors as needed 
� 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 MOT of loss of service. 
� Implement plan to provide services without utilities or with alternate utilities. 
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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 Loss or Failure of Utilities. 
 
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. 
� Notify district supervisors as necessary 
� 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. 

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 if applicable the 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. 

 
Psychological Trauma 
Crisis management at a school site specifies actions during and subsequent to any emergency that may have a psychological impact 
on students and staff, such as an act of violence; the death of a student or staff member; an earthquake or other natural disaster; a 
serious environmental problem; or ethnic and racial tensions. Emergencies like those described above usually produce one or more 
of the following conditions: 

� Temporary disruption of regular school functions and routines. 
� Significant interference with the ability of students and staff to focus on learning. 
� Physical and/or psychological injury to students and staff. 
� Concentrated attention from the community and news media. 

As a result of such emergencies, students and staff may exhibit a variety of psychological reactions. As soon as the physical safety of 
those involved has been insured, attention must turn to meeting the emotional and psychological needs of students and staff. 
 
Procedure 
 
1. Contact District superintendent and supervisors as needed. 
 
2. The School Administrator will establish Psychological First Aid Team, which has primary responsibility for providing necessary 
assistance after all types of crises. 
 
3. The Psychological First Aid Team will assess the range of crisis intervention services needed during and following an emergency. 
 
4. The Psychological First Aid Team will provide direct intervention services. 
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5. The Psychological First Aid Team will advise and assist the School Administrator to restore regular school functions as efficiently 
and as quickly as possible. 
 
6. In performing their duties, the Psychological First Aid Team members will limit exposure to scenes of trauma, injury and death. 
 
7. The Psychological First Aid Team will provide ongoing assessment of needs and follow-ups services as required. 
 
 
Suspected Contamination of Food or Water 
This procedure should be followed if site personnel report suspected contamination of food or water. This procedure 
applies where there is evidence of tampering with food packaging, observation of suspicious individuals in proximity to 
food or water supplies, or if notified of possible food/water contamination by central District staff or local agencies. 
Indicators of contamination may include unusual odor, color, taste, or multiple employees with unexplained nausea, 
vomiting, or other illnesses. 
Procedure 
1. The School Administrator will isolate the suspected contaminated food/water to prevent consumption, and will 
restrict access to the area. 
2. The School Administrator will notify “9-1-1”, District Office, and the Tulare County Public Health Department. 
3. The School Administrator will make a list of all potentially affected students and staff, and will provide the list to 
responding authorities. 
4. The First Aid/Medical Team will assess the need for medical attention and provide first aid as appropriate. 
5. The School Administrator will maintain a log of affected students and staff and their symptoms, the food/water 
suspected to be contaminated, the quantity and character of products consumed, and other pertinent information. 
6. The School Administrator will notify parents of the incident, as appropriate. 
 
 
Tactical Responses to Criminal Incidents 
Notwithstanding the emergency procedures and processes described above, any portion of the comprehensive safety plan that 
includes tactical responses to criminal incidents that may result in death or serious bodily injury at the school site, including steps to 
be taken to safeguard students and staff, secure the affected school premises, and apprehend the criminal perpetrator(s), shall be 
developed by district administrators in accordance with Education Code 32281. In developing such strategies, district administrators 
shall consult with law enforcement officials and with a representative of an employee bargaining unit, if he/she chooses to 
participate. 
However, those portions of the comprehensive safety plan that include tactical responses to criminal incidents shall not be publicly 
disclosed. 
 
 
Unlawful Demonstration or Walkout 
When an advance notice of a planned protest is given, inform the staff of the planned demonstration. An information 
 
letter to parents should be developed. 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

� Obtain information on when, why and how many people are expected. 
� Identify the spokesperson for the group. 
� Contact local police department for the school’s jurisdiction and advise them of the situation. 
� Notify staff of the planned demonstration. 
� Develop an information letter to parents. 
� Assign a staff member to act as liaison with police, media and, possibly the demonstrating group. 
� Designate a staff member to handle incoming calls during the demonstration. 
� Establish areas where demonstrators can set up without affecting the operation of the school. 
� Notify Transportation, MOT, Child Nutrition and the Warehouse of demonstration and any possible impact buses and/or 

District vehicles may encounter arriving at or departing from the school. 
� STAFF ACTION Remain with students and provide supervision as needed. 
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Emergency Evacuation Map 
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