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Consultation   with   Law   Enforcement   Agency     
  

School   Site   Council/Planning-Committee   must   consult   with   a   representative   from   a   law   
enforcement   agency   in   the   writing   and   development   of   the   School   Safety   Plan.   The   following   
representative   was   consulted   during   the   development   of   this   plan.   

Name   of   Law   Enforcement   Representative:     Sargent   J.   Cabanillas     

  

Date   of   Consultation:  January   10,   2022   

  

Assessment   Data    
  

The   School   Safety   Plan   must   include   an   assessment   of   the   current   status   of   school   crime   committed   on   
the   school   campus   at   school-related   functions.   This   may   be   accomplished   through   various   types   of   
assessment   data.    

Assessment   data   included   in   this   plan   includes:   

⌦Local   law   enforcement   crime   data   

⌦Suspension/Expulsion   data    

⌦ California   Longitudinal   Pupil   Achievement   Data   System   (CALPADS)   

⌦ Attendance   rates/School   Attendance   Review   Board   (SARB)     

Safety   Strategies    
  

The   School   Safety   Plan   must   include   an   identification   of   appropriate   strategies   and   programs   that   
provide/maintain   a   high   level   of   school   safety.   

Safety   Strategies   are   included   in   this   plan:   

  ⍈⍈    Yes     
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Comprehensive   School   Safety   Plan   Purpose                          
The   California   Education   Code   (sections   32280-32288)   outlines   the   requirements   of   all   schools   operating   
any   kindergarten   and   any   grades   1   to   12,   inclusive,   to   write   and   develop   a   school   safety   plan   relevant   to   the   
needs   and   resources   of   that   particular   school.   

In   2004,   the   Legislature   and   Governor   recast   and   renumbered   the   Comprehensive   School   Safety   Plan   provisions   
in   SB   719   and   AB   115.   It   is   the   intent   of   the   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   1,   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   the   current   status   of   school   crime   or   crimes   at   school-related   functions   

●                Child   abuse   reporting   procedures   

●                Disaster   procedures   

●                Earthquake   Emergency   Procedures   

●        Procedures   to   allow   for   mass   care   or   welfare   shelters   

●                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   

●                Access   to   the   school   campus   (visitors)   

●                Rules   and   procedures   on   school   discipline   

●                Crisis   Response   Plan   (Emergency   Operating   Procedures)   

●                Hate   crime   reporting   procedures   

  
 The   Comprehensive   School   Safety   Plan   will   be   reviewed   and   updated   by   March   1st   every   year.   In   July   of   every   year,   
the   school   will   report   on   the   status   of   its   school   safety   plan   including   a   description   of   its   key   elements   in   the   annual   
school   accountability   report   card.   A   copy   of   the   Comprehensive   School   Safety   Plan   is   available   for   review   on   the   
District   website    www.hesdk8.org .   
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Section   1:    HESD   Purpose   Statement   &   Safe   School   Vision        

Purpose   Statement   
The   Heber   Elementary   School   District   is   committed   to   ensure   the   safety   of   students,   staff,   and   visitors.   Our   purpose   
is   to   educate   and   empower   our   community   so   that   we   create   confident   leaders   and   learners.     

Safe   School   Vision     

We   will…   

1. Protect   the   life   and   safety   of   students   and   staff.     
  

2. Provide   a   framework   for   staff,   students,   parents,   and   community   agencies   to   respond   quickly   and   
effectively   to   emergency   situations,   and   educate   them   on   their   roles   and   responsibilities   before,   during,   
and   after   an   incident.   

  
3. Provide   a   safe,   orderly,   and   secure   environment   conducive   to   learning.   

  
4. Create   a   school   in   which   pupils   will   attend   regularly   and   be   safe   from both   physical   and   

social-psychological   harm.   
  

5. Work   collaboratively   with   the   district   office   and   school   board   to   identify,   establish   and   use   strategies   
and   programs   to   comply   with   school   safety   laws.   

  
  

6. Develop   a   plan   to   work   cooperatively   and   collaboratively   with   parents,   pupils,   teachers,   administrators,   
counselors,   and   community   agencies,   including   law   enforcement,   to   provide   a   safe   and   orderly   school   
and   neighborhood.   

  
  

7. Develop   an   academic   program   that   will   focus   on   high   expectations   of   pupil   performance   and   behavior   
in   all   aspects   of   the   school   experience.   

  
  

8. Work   collaboratively   with   our   feeder   high   school   to   assist   in   a   smooth   transition   from   one   school   level  
to   another.   

  
  

9. Solicit   the   participation,   views,   and   advice   of   teachers,   parents,   school   administrators,   and   community   
members   and   use   this   information   to   promote   the   safety   of   our   pupils,   staff   and   community.   
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S CHOOL    P ROFILES     
The   Heber   Elementary   School   District   (HESD)   is   a   two-school   site   district   serving   transitional   kindergarten   through   
eighth   grade   students.    The   school   district   is   located   in   Imperial   County,   six   miles   from   the   US/Mexico   border.    
Heber   is   a   small,   rural   agricultural   community   with   a   population   of   over   6,500   (HPUD)    (4,275   Census   2010).   

Dogwood   Elementary   houses   transitional   kindergarten   through   third   grade   students   and   fourth   through   eighth   
grade   students   attend   Heber   School.    HESD   schools   have   received   national   and   state   recognitions   for   academic   
excellence.    For   several   consecutive   school   years,   both   schools   have   been   named   Honor   Roll   Schools   by   the  
California   Businesses   for   Excellence   in   Education   as   well   as   receiving   the   Title   I   Academic   Achievement   Awards.    
Heber   School   received   national   recognition   as   a   high   performing   model   middle   school   and   has   been   named   a   
“Schools   to   Watch”   school   for   a   second   term.    Most   recently,   Dogwood   and   Heber   Schools   were   awarded   the   2016   
Gold   Ribbon   Award   by   the   California   Department   of   Education.   

The   academic   success   of   our   students   is   evident   by   the   commitment   of   the   whole   school.   Children   enrolled   in   our   
school   district   are   taught   by   highly   qualified   teachers   and   paraprofessionals.    They   receive   academic,   emotional,   
and   social   support   from   support   staff   as   well   as   site   and   district   administration.    HESD   continues   to   expand   school   
programs   to   meet   the   unique   academic   needs   and   interests   of   our   students.   Students   study   in   well-maintained   
school   campuses.   Both   school   campuses   consistently   receive   high   ratings   for   being   kept   clean,   functional,   and   
safe.      

Our   Governing   Board   continues   to   allocate   the   necessary   resources   to   provide   students   the   necessary   resources   
needed   for   success.       Our   technology   infrastructure   is   solid   and   the   District   is   committed   to   continue   purchasing   
technology   and   other   resources   that   will   advance   our   students   and   staff   in   providing   and   receiving   the   best   school   
experience.   

M AINTENANCE     OF    S CHOOL    B UILDINGS /C LASSROOMS     
The   physical   facility   of   each   school   is   well   maintained   and   orderly.   District   personnel   periodically   examine   the   
school’s   physical   facility   and   help   eliminate   obstacles   to   school   safety.    The   classrooms   are   monitored   for   safety   and   
appearance   by   the   administration   and   individual   classroom   teachers.    The   pupils   take   pride   in   the   appearance   of   
the   school.     

Facilities   are   routinely   inspected   and   maintained   to   achieve   a   clean   and   safe   environment   for   students,   staff   and   the   
community.    Fire   department   inspectors   assess   the   safety   of   facilities   through   yearly   inspections,   ensuring   the   
District   is   complying   with   current   fire   safety   regulations.   In   addition,   mandatory   fire   protection   system   inspections   
are   performed   and   documented   annually,   as   well   as   monthly   drills   performed   at   the   main   fire   panels.    
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Section   2:   Assessment     

S USPENSIONS     AND    E XPULSION    R ATES   
As   a   result   of   the   statewide   physical   school   closures   that   occurred   in   February/March   2020   due   to   the   COVID-19   
pandemic,   the   2019–20   and   2020-2021   suspension   and   expulsion   data   are   not   comparable   to   similar   data   from   
other   academic   years.     

Dogwood   and   Heber   Schools   
Suspensions   
2020-2021   

  

2018-2019   (as   a   base   comparison   during   a   regular   school   year) 
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Suspensions   
Six   Year   Comparison     
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Suspensio 
ns     

2015-1 
6   

2016-1 
7   

2017-1 
8   

2018-1 
9   

2019-2 
0   

2020-2 
1   

Dogwood   0  0  1  7  2  0  

Heber     78  33  16  12  18  2  

TOTAL   78  33  17  19  20  2  



  

Expulsion   Statistics   

The   following   data   represent   the   expulsions   over   the   past   three   years.   

SUSPENSION   AND   EXPULSION   ANALYSIS   

  

  

  

Suspension   and   expulsion   policies   are   determined   by   the   District.   The   District   follows   Education   Code   48900   and   
District   Policy/Administrative   Regulations   which   outline   discipline   policies   including   suspensions,   expulsions   and   
student   rights.   We   also   use   alternative   interventions   to   best   support   our   students.   Our   schools   emphasize   student   
responsibility   for   personal   actions   and   finding   appropriate   solutions.   
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Expulsions   2018-201 
9   

2019-202 
0   

2020-202 
1   

Dogwood/Heber   0   0   0   



  

  

Analysis   of   California   Healthy   Kids   Survey   on   School   Safety   
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STUDENT   ATTENDANCE   REVIEW   BOARD   (SARB)   LETTERS     
  

The   Heber   Elementary   School   District   coordinates   a   Student   Attendance   Review   Board   (SARB)   and   employs   a   
Student   Welfare   and   Attendance   Specialist.   We   send   notices   to   parents   whose   children   are   frequently   absent,   
whether   they   are   excused   absences   or   not,   and   work   with   families   to   find   solutions   to   help   students   be   in   school   
every   day   possible.   
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Section   3:    Concept   of   Operations/Disaster   Preparedness   Plan   

This   disaster   plan   has   been   prepared   in   compliance   with   California   Administrative   Code   Title   5   Education   Code   
Section   560   and   the   California   Code   8607   California   Standardized   Emergency   Management   System   (SEMS)   

Section   8607   of   the   California   Government   Code   requires   that   state   and   local   governments   including   special   
districts   (i.e.,   schools)   be   prepared   to   respond   to   emergencies   using   the   SEMS.    SEMS   must   also   be   used   for   school   
planning   and   training.   

SEMS   G ENERAL    O VERVIEW     
What   is   SEMS?  

SEMS   is   a   management   model   used   to   centralize,   organize,   and   coordinate   school   response   to   an   emergency   crisis.   
The   model   facilitates   the   flow   of   information   and   resources,   the   use   of   standardized   terminology   and   assignments,   
while   allowing   you   flexibility   to   expand   or   contract   your   operations   depending   on   the   scope   of   the   incident.   

Purpose   

The   purpose   of   this   Disaster   Preparedness   Plan   is:   

● To   provide   specific   guidelines   and   procedures   for   all   district   personnel   to   use   in   responding   to   emergency   
situations   and   to   ensure   that   district   personnel   will   be   prepared   to   respond   to   any   disaster   or   emergency   in   
an   orderly   and   effective   manner.   

● To   provide   the   school   sites   with   guidelines   for   developing   supplementary   site   specific   plans.   

● To   provide   guidelines   for   each   school   site   to   use   in   providing   emergency   response   training   to   all   employees   
and   students.   

● To   provide   each   school   site   with   guidelines   for   the   equipment   and   supplies   to   have   available   prior   to   a   
disaster.   

S ITE    S PECIFIC    D ISASTER    P LAN   
The   principal   will   maintain   a   site-specific   School   Disaster   Plan   based   on   the   District   Disaster   Plan   (SEMS).    The   staff   
of   each   school   must   be   familiar   with   the   emergency   response   procedures.    All   staff   members   will   be   trained   to   meet   
emergencies   and   to   provide   students   with   the   instruction   and   practice   they   need   in   order   to   respond   appropriately   
during   emergencies   and   disasters.    Each   school   site   will   use   the   Incident   Command   System   (ICS)   when   responding   
to   an   emergency.   

 The   principal   or   designee   will   activate   the   School’s   Emergency   or   Crisis   Plan   in   a   major   disaster   or   when   an   
emergency   exists   or   threatens   to   exist   that   may   impact   the   safety   and   well-being   of   students,   employees   and   
surrounding   community.    When   the   Emergency   Crisis   Plan   is   activated,   staff   will   follow   an   Incident   Command   
System   (ICS).    ICS   is   an   organizational   structure   used   by   all   emergency   responders   in   the   State   of   California   when   
responding   to   an   incident.   
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ICS   ensures   centralized   direction   and   coordination.    Under   ICS,   one   person   (the   Incident   Commander)   is   in   charge   
of   the   emergency   at   the   school   site.    The   incident   commander   has   full   authority   to   command   and   direct   resources.    
The   principal/designee   is   typically   the   Incident   Commander.   

 Depending   on   the   nature   and   scope   of   the   emergency,   the   principal/designee   may   appoint   Officers   to   oversee   the   
four   other   functions:   Planning,   Operations,   Logistics,   and   Finance   and   Administration.    If   the   situation   warrants,   the   
principal/designee   can   perform   any   or   all   five   functions.   

Each   school   site   principal   shall   make   the   staff   assignments   according   to   the   five   SEMS   functions.   

I NCIDENT    C OMMANDER     RESPONSIBILITIES     
The   Incident   Commander   is   responsible   for   overall   policy,   direction   and   coordination   of   the   emergency   response   
effort   during   the   incident.    This   Commander   is   also   responsible   for   interacting   with   responding   agencies.   

Responsibilities:   

1. Assess   emergency   or   threat   and   impact   to   students,   staff,   school   property   and   surrounding   community.   

2. Activate   emergency   plan   and   Incident   Command   System.   

3. Establish   an   Incident   Command   Post.   

4. Develop   and   communicate   a   plan   of   action.   

5. Provide   the   district   with   a   site   specific   status   report.   

6. Authorize   any   release   of   public   information.   

7. Release   teachers   as   appropriate.   

8. Declare   end   of   emergency-initiate   recovery   if   appropriate.   

9. Remain   in   charge   of   your   campus   until   redirected/released   by   the   Superintendent   or   relieved   by   fire   or   law   
enforcement   incident   commander.   

OPERATIONS   OFFICER   RESPONSIBILITIES     
The   Operations   Officer   is   responsible   for   coordinating   all   operations   in   support   of   the   emergency   response   and   for   
implementing   action   plans.    This   section   includes   response   teams   that   work   toward   reduction   of   the   immediate   
hazard,   mitigating   damage,   and   establishing   control   and   restoration   of   normal   operations.   

Responsibilities:   

1. Coordinate   Staff   Buddy   Assignments   

2. Coordinate   Student   Messengers   

3. Coordinate   Search   and   Rescue   

4. Coordinate   Campus   Check   and   Security   
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5. Coordinate   Medical   Aid   

6. Coordinate   Mental   Health   Counseling   

7. Coordinate   Student   Care   

8. Coordinate   Student   Release   

9. Ensure   teams   have   sufficient   supplies   

10. Reassign   staff   as   needed   

11. Schedule   breaks   and   back-up   for   staff   

12. Coordinate   mental   health   responsive   activities   

P LANNING     AND    I NTELLIGENCE    O FFICER     RESPONSIBILITIES     
The   Planning   and   Intelligence   Officer   is   responsible   for   collecting,   evaluating,   and   disseminating   information;   
maintaining   documentation;   and   evaluating   incoming   information   to   determine   the   potential   situation   in   the   
future.   

Responsibilities:   

1. Collect   all   information   pertinent   to   incident   (internal   and   external)   

2. Analyze   information   for   potential   impacts   or   changes   

3. Prepare   and   update   status   reports   

4. Manage   and   update   status   board   

L OGISTICS    O FFICER    R ESPONSIBILITIES   
The   Logistics   Officer   is   responsible   for   providing   all   types   of   support   for   the   emergency   response   operation.    This   
section   orders   all   resources   from   off-site   locations   and   provides   facilities,   services,   personnel,   equipment,   
transportation,   and   materials.  
Responsibilities:   

1. Open   disaster   container   
2. Distribute   supplies,   kits,   etc.   
3. Set-up   various   staging   area(s)   for   sanitation,   feeding,   etc.   
4. Sign-in   volunteers   and   assign   to   various   sections   needing   assistance   
5. Determine   whether   additional   equipment   supplies,   or   personnel   is   needed   
6. Make   arrangements   for   transport   of   supplies   and   lodging   of   personnel   

F INANCE     AND    A DMINISTRATION    R ESPONSIBILITIES     
The   Finance   and   Administration   Officer   is   responsible   for   accounting   and   financial   activities   such   as   establishing   
contracts   with   vendors,   keeping   pay   records,   and   accounting   for   expenditures.    This   section   is   also   responsible   for   
all   other   administrative   requirements   and   acts   as   the   clearinghouse   for   documentation   during   the   recovery   phase.   
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Responsibilities:   

1. Document   all   supplies   redirected   to   emergency   

2. Document   all   personnel   time   redirected   to   emergency   (number   of   hours   with   description   of   activities   
performed)   

3. Check   with   all   Officers   to   determine   whether   additional   supplies,   etc.   will   need   to   be   purchased.   

4. Purchase   needed   items   

5. Document   all   activities   

  

Each   School   Site   Disaster   Plan   must   include   the   following:   

● Evacuation   map   

● Disaster   map   showing   the   location   of   disaster   supplies,   student   checkout   station,   first   aid   area,   morgue,   and   
emergency   toilet   area   

● Current   employee   assignments   during   a   disaster   (search   and   rescue   teams,   first   aid   teams,   command   center   
coordinators)   

● Student   and   employee   accounting   systems   and   forms   

● Student   check-out   procedure   
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Section   4:    Preparedness   Efforts   

E MERGENCY    P REPAREDNESS   
Emergency   preparedness   at   schools   starts   with   school   staff   emergency   preparedness   at   home.    To   ensure   staff   are   
able   to   adequately   respond   to   an   emergency,   disaster,   or   event,   the   following   personal   preparedness   measures   
should   be   taken:   

1. Create   a   72-hour   emergency   supply   kit   for   the   home.   

2. Create   an   emergency   car/office   kit.   

3. Develop   a   plan   to   reunite   with   family   members.  

4. Pack   emergency   supplies   in   the   trunk   of   your   car   including:   

o Warm   clothing   

o Non-perishable   food   and   water   

o Needed   medication   and   first   aid   supplies   

o Personal   hygiene   supplies   

o Fully    fueled   vehicle     

In   the   classroom,   at   the   start   of   each   school   year,   teachers   should:   

1. Remove   all   heavy   items   stored   on   top   of   cabinets.   

2. Lock   wheels   on   movable   cabinets.   

3. Place   student   desks   away   from   glass   and   file   cabinets   as   much   as   possible.   

4. Ascertain   that   file   cabinet   doors   are   aimed   away   from   students.   

5. Post   the   emergency   evacuation   map   on   your   door   so   that   a   substitute   can   find   it   easily.   

6. Post   the   name   of   your   partner   teacher   and   room   number   on   your   door.   

7. Walk   your   emergency   exit   route.    Note   overhangs,   electrical   wires,   and   other   hazards   that   must   be   avoided   
during   an   evacuation.   

D ISASTER    S ERVICE    W ORKERS   
Section   3100   of   the   California   Government   Code   states   that   public   employees   are   disaster   service   workers   who   are   
subject   to   the   disaster   service   activities   assigned   to   them   by   their   superiors   or   by   law.    The   term    public   employees   
includes   all   personnel   employed   by   State   of   California   agencies,   California   county   and   city   agencies,   and   public   
districts.    Heber   Elementary   School   District   Employees   are   designated   as   disaster   service   workers.    Section   3100   of   
the   California   Government   Code   applies   to   Public   School   Employees   for   cases   in   which:   
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1. A   local   emergency   has   been   proclaimed.   

2. A   State   of   Emergency   has   been   proclaimed.   

3. A   Federal   disaster   declaration   has   been   made.   

School   staff   should   be   familiar   with   emergency   procedures   and   any   assigned   responsibilities.    During   an   
emergency,   staff   will   serve   on   response   teams   and   implement   response   procedures.    If   a   teacher   has   been   assigned   
to   a   position   in   the   following   list,   the   teacher   will   first   accompany   the   students   to   the   Assembly   Area,   where   they   
will   be   reassigned   to   another   teacher.    The   teacher   will   then   carry   out   assigned   responsibilities.   

D ISTRICT    R ESPONSIBILITIES   
In   case   of   a   declared   emergency   by   the   Superintendent   during   school   hours,   all   students   will   be   required   to   remain   
at   school   at   or   an   alternate   safe   site   under   the   supervision   of   the   school   principal   or   other   school   staff   assigned   by   
the   principal   or   designee.    Students   will   not   be   permitted   to   leave   the   school   site   until:  

Regular   dismissal   time   and   only   if   it   is   considered   safe   to   do   so.   

1. An   adult   authorized   by   the   parent   or   legal   guardian   whose   name   appears   on   the    Student   Emergency   
Information   Form    arrives   to   pick-up   the   student.   

P ARENT /G UARDIAN    R ESPONSIBILITIES   
Parents   and   legal   guardians   of   students   update   the    Student   Emergency   Information   Form    each   year.    In   case   of   a   
declared   emergency,   students   will   be   released   only   to   persons   designated   on   this   form.    Parents/guardians   are   
responsible   for   ensuring   that   information   on   the    Student   Emergency   Information   Form    is   current   at   all   times.   

Parents/guardians   are   asked   to   share   with   the   schools   the   responsibility   for   informing   students   what   they   should   
do   in   case   of   an   emergency,   disaster,   or   event.    Parents   need   to   give   specific   directions   to   each   student   to   follow   the   
policy   outlined   above   and   to   follow   the   directions   of   school   personnel.   

It   is   critical   that   students   do   not   have   directions   from   parents/guardians   that   are   contrary   to   the   District’s   stated   
policy   on   retention   at   school   and   authorized   release   in   case   of   a   severe   emergency.   

P RACTICE    D RILLS   
Each   school   site   is   responsible   for   conducting   routine   earthquake   and   fire   drills.    The   principal   or   designee   shall   
keep   a   record   of   each   drill   conducted.   

E ARTHQUAKE    D RILLS   
Protective   measures   to   be   take   before,   during,   and   after   an   earthquake   must   include   a   program   to   ensure   that   the   
students   and   the   certificated   and   classified   staff   are   aware   of,   and   have   been   properly   trained   in,   the   earthquake   
emergency   procedure   system.    (Code   of   Regulations,   Section   35297).   

The   earthquake   emergency   procedure   system   shall   include,   but   not   be   limited   to,   all   of   the   following:   

1. A   school   building   disaster   plan,   ready   for   implementation   at   any   time,   for   maintaining   the   safety   and   care   of   
students   and   staff.   
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2. A   drop   procedure   which   means   an   activity   whereby   each   student   and   staff   member   takes   cover   under   a   
table   or   desk,   dropping   to   his/her   knees,   with   the   head   protected   by   the   arms,   and   the   back   to   the   
windows.    A   drop   procedure   practice   shall   be   held   at   least   once   each   school   year   quarter   at   each   site.    The   
principal   or   designee   shall   keep   a   copy   of   each   drill   conducted.   

Standards   for   a   Successful   Earthquake   Drill:   

1. All   staff   and   students   can   hear   the   earthquake   alarm.   

2. Immediately   after   the   earthquake   alarm   sounds,   all   staff   and   students   shall   perform   the    Drop,   Cover,    and   
Hold    procedure.   

3. Evacuation   shall   occur   when   directed   by   the   principal   or   designee.   

4. Teachers   and   students   will   gather   in   an   orderly   fashion   in   pre-designated   evacuation   areas.   

5. Teachers   will   take   roll   once   in   the   evacuation   area.    Any   missing   students   will   be   immediately   reported   to   
the   principal   or   designee.   

6. Upon   sounding   the   all   clear,   students   and   staff   will   return   to   their   appropriate   classroom.   

F IRE    D RILLS   
The   principal   or   designee   shall   hold   a   fire   drill   at   least   once   a   month   in   all   elementary   and   middle   schools.    (Code   of   
Regulations,   Title   5,   Section   550)   

The   following   standards   must   be   met   to   ensure   a   successful   drill:   

1. All   staff   and   students   can   hear the   fire   alarm.     

2. Orderly   evacuation   begins   immediately   and   is   completed   within   minutes   of   the   initial   alarm,   with   minimal   
congestion   while   walking   to   the   designated   area.   

3. Teachers   and   students   will   gather   in   an   orderly   fashion   in   pre-designated   evacuation   areas   away   from   fire   
lanes.   

4. Teachers   will   take   roll   once   in   the   evacuation   area.    Any   missing   students   will   be   immediately   reported   to   
the   principal   or   designee.   

5. Upon   sounding   the   all   clear,   students   and   staff   will   return   to   their   appropriate   classroom.   

C LOSING     OF    S CHOOLS   
Before   school   has   begun   for   the   day:   

If   one   or   all   schools   cannot   open   due   to   hazardous   road   conditions   or   other   factors,   the   Superintendent   will   declare   
a   school   closure   for   one   or   all   schools.    Employees   will   be   notified   by   telephone,   email,   or   text.    The   Superintendent   
or   designee   will   notify   the   local   radio   stations   to   announce   the   school   closure.    If   conditions   allow,   district   office   
personnel,   administrators,   custodians,   maintenance   personnel,   and   school   secretaries   will   report   to   work.   
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Once   school   has   begun:   

School   will   not   close   early   once   the   school   day   has   begun.    Once   school   has   started   for   the   day,   each   student   will   
remain   at   school   until   the   regular   dismissal   hour   or   until   the   student   is   checked-out   by   an   adult   listed   on   the   
emergency   form.    During   inclement   weather,   the   site   principal   or   designee   will   remain   on   campus   until   all   bus   runs   
have   been   completed   and   all   students   have   been   picked-up   from   school.   

The   Maintenance   &   Operations/Transportation   (MOT)   Director   will   immediately   notify   the   principal   and   
Superintendent   if   road   conditions   necessitate   the   return   of   students   to   school.   

In   the   event   of   an   earthquake   or   other   disaster   that   prevents   parents   and   other   designated   adults   from   picking   up   
students,   students   will   remain   at   school.    The   district   will   maintain   food   and   other   supplies   needed   for   an   extended  
stay.   

S CHOOL    E VACUATION       
If   an   individual   school   must   be   evacuated   due   to   flooding,   fire,   or   destruction   of   facilities,   students   will   be   
evacuated   by   school   bus   or   other   means   to   another   district   school   site.    In   this   event,   the   Superintendent   or   
designee   will   notify   parents   through   the   school   messaging   system,   telephone,   email,   or   text   of   the   evacuation   
relocation   site   and   will   coordinate   the   evacuation   with   the   principals.   

Primary   Off-Site   Evacuation/Assembly   Location:    Empty   Lot/Field   Across   from   school   

C OMMUNICATION    P LAN   
In   the   case   of   an   emergency,   Superintendent   or   designee   will   notify   parents   and   community   through   the   following   
methods:   

● School   Messaging   System   –   Apptegy,   Remind   App   

● Social   Media   

● Radio   Station:   KXO   1230AM   -   Emergency   Alert   System   Countywide   Broadcast   
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Section   5:    Emergency   Response   Roles   

Response   

Response   is   the   process   of   implementing   appropriate   actions   while   an   emergency   situation   is   unfolding.   In   this   
phase,   schools   mobilize   resources   needed   to   address   the   emergency   at   hand.    In   any   emergency   situation,   get   help   
right   away.    Alert   someone   immediately   -   a   school   administrator,   employee,   911   Dispatcher,   local   fire   department   or   
sheriff   department,   as   appropriate.   

S UPERINTENDENT     
The   Superintendent   will:   

1. Ensure   that   each   school   principal,   the   transportation   department,   the   maintenance   and   custodial   
department,   and   the   cafeteria   department   are   trained   in   the   use   of   the   disaster   plan.   

2. Set-up   an   Emergency   Operations   Center/   Incident   Command   Post   (at   the   school   site   level)   when   an   
emergency   crisis   occurs.   

3.  Direct   the   district   level   personnel   during   a   disaster   including:   

1. Assistant   Superintendent   

2. Director   of   Special   Projects   

3. Director   of   Business   Services   

4. Maintenance   &   Operations/Transportation   (MOT)   Director   

5. Food   Services   Manager   

2. Arrange   for   the   assessment   of   damage   after   a   disaster.   

3. Set-up   a   specific   plan   of   action   for   the   repair   and   reopening   of   the   district’s   facilities   and   transportation   
network.   

4. Serve   as   the   spokesperson   for   the   district   to   the   media   after   a   disaster.   

5. The   Superintendent   or   designee   will   provide   each   principal   with   a   copy   of   the   Disaster   Preparedness   Plan.   

6. The   Superintendent   will   direct   all   principals   to   become   familiar   with   the   plan   and   to   ensure   that   teachers,   
other   staff   and   students   are   trained   annually   in   the   implementation   of   the   plan.   

M AINTENANCE    &   O PERATIONS /T RANSPORTATION    (MOT)   D IRECTOR    
The   MOT   Director   will:   

1. Provide   training   for   all   bus   drivers   on   the   District   Disaster   Plan   (SEMS).   

2. Coordinate   the   transportation   of   students   home   or   to   designated   evacuation   sites.   
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3. Be   responsible   for   the   emergency   communications   system   using   the   school   bus   radios   and   district   base   
station.   

4. In   a   disaster,   assign   at   least   one   bus   to   each   school   site   to   provide   communication   when   phone   service   is   
not   available.   

P RINCIPAL /A SSISTANT    P RINCIPAL     
The   Principal/Assistant   Principal   will:   

1. Ensure   that   all   site   personnel   are   familiar   with   the   procedures   in   the   District   Disaster   Plan   (SEMS).   

2. Provide   information   to   parents/guardians   annually   about   the   guidelines   and   procedures   of   the   disaster   
plan   as   well   as   the   parents’   responsibilities   under   the   plan.   

3. Work   in   coordination   with   the   MOT   Director   and   Food   Services   Manager   to   maintain   coordinate   disaster   
preparedness   efforts   at   the   school   site.   

4. Conduct   fire,   earthquake,   and   lockdown   drills   as   required   by   law.   

5. Prepare   a   school   disaster   map   indicating   safe   areas   to   set-up   first   aid   care,   temporary   toilet   facilities,   food   
and   water   dispersal,   disaster   supply   storage   area,   search   and   rescue   areas,   and   communication   center.   

6. Coordinate   the   implementation   of   the   District   Disaster   Plan   (SEMS)   in   an   actual   event.   

7. Designate   a   person   who   will   assist   in   a   disaster   situation   in   an   absence.   

8. Work   in   coordination   with   the   Office   of   Emergency   Management   System   (OEMS)   if   the   school   is   designated   
as   an   evacuation   center.   

9. Consult   with   the   Superintendent   before   re-occupying   buildings.   

10. The   principal   or   designee   will   review   the   inventory   of   the   school’s   emergency   preparedness   equipment   and   
supplies   and   arrange   to   have   food,   water,   and   other   supplies   replaced   as   needed.   

11. The   principal   will   develop   a   plan   for   employee   assignments   during   an   earthquake   including   

o Search   and   Rescue   Teams   

o Security   and   Utilities   Team   

o First   Aid/Medical   Team   

o Crisis-Psychological   First   Aid   Team   

o Assembly   Area   Team   

o Request/Reunion   Gate   Teams   

o Command   Center   

12. The   principal   will   inform   parents/guardians   of   the   procedures   for   releasing   students   after   a   disaster.   
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13. The   principal   will   coordinate   all   emergency   response   efforts   through   the   Command   Center   during   a   
simulated   or   actual   earthquake   including:   

o Coordinate   the   search   and   rescue   process   

o Confirm   the   total   evacuation   of   the   buildings   

o Confirm   the   shut   off   gas   and   electricity   when   necessary   

14. Wait   for   direction   from   the   Superintendent   before   re-occupying   buildings.   

15. Remain   on   duty   until   dismissed   by   the   Superintendent.   

C OUNSELORS    &   P SYCHOLOGIST   
The   Counselors   &   Psychologist   will:   

1. Provide   for   the   safety   of   the   emotional   and   psychological   well-being   of   the   students   during   an   emergency.   

2. Know   and   follow   the   district   and   individual   school   disaster   plans.   

3. Remain   on   duty   until   dismissed   by   the   principal   or   designee.   

S CHOOL    S ECRETARIES     AND    L IBRARY    C LERKS     
The   School   Secretary   and   Library   Clerks   will:   

1. Provide   for   the   safety   of   essential   school   records   and   take   the   emergency   forms    during   an   evacuation.   

2. Inventory   medications   and   transport   to   the   evacuation   site.   

3. Supervise   the   checking-out   of   students   to   authorized   parents/guardians.   

4. Responsible   for   ordering   sufficient   supplies   of   first   aid   materials   and   the   inventory/availability   at   each   
school.   

5. Remain   on   duty   until   released   by   the   principal.   

F OOD    S ERVICE    M ANAGER   
The   Food   Services   Manager   will:   

1. Responsible   for   the   opening   of   the    food   preparation   center   when   and   if   a   school   is   designated   as   a   disaster   
center.    Manager   will   assist   the   OEMS   or   other   designated   officials.   

2. Direct   and   account   for   the   use   of   cafeteria   stock,   water   supply,   hours   of   operation,   and   personnel   used   
whenever   feeding   becomes   necessary   during   a   disaster.   

3. Organize   and   maintain   a   plan   of   action   for   the   food   service   personnel   and   facilities   and   keep   the   district   
Superintendent   informed   about   the   plan   and   the   personnel   needed.   

4. Remain   on   duty   during   a   disaster   until   released   by   the   Superintendent.   
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M AINTENANCE /C USTODIAL    P ERSONNEL     
Maintenance   and   Custodial   Personnel   will:   

1. Familiar   with   and   responsible   for   the   use   of   emergency   equipment,   the   handling   of   supplies,   and   the   safe   
use   of   available   utilities.   

2. Know   and   follow   the   district   and   individual   school   disaster   plans.   

3. Know   the   location   of   main   shut-off   valves   for   gas,   water,   and   electricity   and   take   preventative   measure   to   
minimize   hazards   that   may   result   from   broken   or   “down”   lines   or   fire.   

4. Take   any   steps   necessary   to   conserve   usable   water   supplies.   

5. Familiar   with   the   school   plan   and   report   damage   to   the   school   principal/designee   and   the   Superintendent.   

6. Direct   and   assist   in   fire-fighting   until   regular   fire-fighting   personnel   take   over.   

7. Direct   and   assist   in   rescue   operations   as   requested.   

8. Distribute   supplies   and   equipment   as   requested.   

B US    D RIVERS     
Bus   Drivers   will:   

1. If   on   the   road,   report   by   radio   to   the   transportation   department.   

2. Return   children   to   school   if   there   is   radio   contact.   

3. Supervise   and   care   for   the   students   at   the   designated   bus   stops   when   a   disaster   occurs.   

4. Provide   first   aid   for   students   in    care.   

5. Stay   with   the   children   until   further   instructions   are   received   from   the   MOT   Director.   

6. Communicate   with   the   MOT   Director   as   soon   as   possible.   

7. Assist   in   emergency   efforts   at   the   school   site   as   directed   by   the   MOT   or   principal/designee.   

I NSTRUCTIONAL    A IDES     AND    P UPIL    S UPERVISORS     
Instructional   Aides   and   Pupil   Supervisors   will:   

1. Report   by   radio   any   accident   or   injury   to   Office.   

2. Stop   crossing   the   children   to   maintain   safety.   

3. Call   911   immediately   to   report   injury.   

4. Supervise   and   care   for   the   student(s)   when   a   disaster   occurs.   

5. Provide   first   aid/CPR   for   students.   

6. Stay   with   the   students   until   further   instructions   are   received   from   the   office   and/or   administration.   

7. Report   as   much   information   as   possible   of   all   vehicles   and   pedestrians   involved.    
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8. Report   to   administration   as   soon   a   possible.   

9. Assist   in   emergency   if   directed   by   site   administration.   

T EACHERS     
The   Teachers   will:   

1. Become   familiar   with   the   District   Disaster   Plan   (SEMS)   

2. Provide   annual   instruction   to   students   in   the   drills   and   procedures   of   the   Disaster   Plan.   

3.  Maintain   a   current   roll   sheet   for   each   class;   check   roll   during   each   drill   and   actual   disaster;   report   any   
missing   students   to   the   Command   Center.   

4. Supervise   students   during   drills   and   actual   disasters.   

5. Carry   out   other   duties   assigned   by   the   principal   or   designee.   

6. Teachers   will   provide   classroom   instruction   on   the   school’s   earthquake   disaster   preparedness   procedures   
before   the   end   of   October.   

7. Teachers   will   be   responsible   for   students   during   a   disaster.    They   will   orient   the   students   periodically   on   
disaster   drill   procedures   and   will   conduct   disaster   drills.    Teachers   should   remain   with   their   students   
unless   they   are   assigned   to   other   specific   duties.    Teachers   will   keep   rosters   (Homeroom,   Periods,   ELD,   
ROAR,   SOAR   etc.)in   their   possession   during   drills   and   alerts.   

All   school   district   employees   will   remain   on   campus   and   carry   out   their   assignments   until   officially   released   by   the   
Superintendent   or   principal.   
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Section   6:    Emergency   Response   Actions   

General   Responsibilities   

If   a   disaster   were   to   occur   during   school   hours,   the   primary   responsibility   is   to   ensure   the   safety   and   security   of   
students   and   staff.    We   can   expect   flight   and   panic   to   some   degree,   however   most   students   will   look   to   staff   for   their   
safety   and   proper   actions   in   a   disaster.   

When   an   emergency   situation   occurs,   school   personnel   must   quickly   determine   what   initial   response   actions   are   
required.    Determining   the   appropriate   actions   to   take   is   a   three-step   process:   1)   identify   the   type   of   emergency;   2)   
identify   the   level   of   emergency;   and   3)   determine   immediate   action(s)   that   may   be   required.    Each   of   these   steps   is   
discussed   in   the   following   sections.    

L EVEL     OF    E MERGENCIES     

Identify   Type   of   Emergency   

The   first   step   in   responding   to   an   emergency   is   to   determine   the    type    of   emergency   that   has   occurred   (Earthquake,   
Fire,   Active   Shooter,   Bomb   Threat,   Chemical   Spill,   etc.)   

Identify   the   Level   of   Emergency   

The   second   step   in   responding   to   an   emergency   is   to   determine   the    level    of   the   emergency.    For   schools,   emergency   
situations   can   range   from   a   small   fire   to   a   major   earthquake.    To   assist   schools   in   classifying   emergency   situations,   
a   three-tiered   rating   system   is   described   below. (In   calling   911,   simply   state   whether   there   is   a   threat   or   not.   
Do   not   use   “Levels”   as   different   agencies   use   different   terminology)   

  

ACTIVATION   LEVEL   

● Level   1   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   1   emergencies,   it   is   
important   to   remember   that   the   response   time   of   outside   agencies   may   be   seriously   delayed.     

● 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   terrorism   involving   the   dispersion   of   a   potentially   hazardous   
material,   e.g.,   “unknown   white   powder”.   

● Level   3   Emergency:     A    minor    emergency   that   is   handled   by   school   personnel   without   assistance   from   
outside   agencies,   e.g.,   a   temporary   power   outage,   a   minor   earthquake,   or   a   minor   injury   in   the   play   yard.   
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I MMEDIATE    R ESPONSE    A CTIONS     
Determine   Immediate   Response   Actions     

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   

● Shelter-In-Place   

● Lock   Down   

● Evacuate   Building   

● Off-Site   Evacuation   

● All   Clear   

  

Description   of   Action   

The  principal  or  designee  will  make  the  following  announcement  on  the  intercom  system.   If  the  intercom  system  is                    
not  available,  the  principal  or  designee  will  use  other  means  of  communication,  i.e.  hand-held  radios,  messengers,                  
etc.   The  principal  or  designee  should  be  calm,  convey  reassuring  comments  that  the  situation  is  under  control  and                    
give   clear   directions.   

D UCK     AND    C OVER   
This   action   is   taken   to   protect   students   and   staff   from   flying   or   falling   debris.   

“YOUR  ATTENTION  PLEASE.   AS  YOU  ARE  AWARE,  WE  ARE  EXPERIENCING  SOME  SEISMIC  ACTIVITY.   FOR                
EVERYONE’S  PROTECTION,  ALL  STUDENTS  SHOULD  FOLLOW  DUCK  AND  COVER  PROCEDURES,  WHICH             
MEANS  YOU  SHOULD  BE  IN  A  PROTECTED  POSITION  UNDER  A  TABLE  OR  DESK,  AWAY  FROM  WINDOWS  AND                   
ANYTHING  THAT  COULD  FALL  AND  HURT  YOU.   HOLD  THIS  POSITION  UNTIL  THE  SHAKE  STOPS  OR  GIVEN                  
FURTHER   INSTRUCTIONS.”   

● If   inside,   teachers   will   instruct   students   to   duck   under   their   desks   and   cover   their   heads   with   their   arms   
and   hands.   

●  If   outside,   teachers   will   instruct   students   to   drop   to   the   ground,   place   their   heads   between   their   knees,   and   
cover   their   heads   with   their   arms   and   hands.   

● Teachers   and   students   should   move   away   from   windows.   
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SHELTER-IN-PLACE   
This   action   is   taken   to   place   and/or   keep   students   indoors   in   order   to   provide   a   greater   level   of   protection   from   
airborne   contaminants   in   outside   air.    Shelter-in-Place   is   implemented   when   there   is   a   need   to   isolate   students   and   
staff   from   the   outdoor   environment,   and   includes   the   shut-down   of   classroom   and/or   building   HVAC   systems.    
During   Shelter-in-Place,   no   one   should   be   exposed   to   the   outside   air.   

The   difference   between   Shelter-in-Place   and   Lock   Down   is   that   the   former   involves   shut   down   of   the   HVAC   systems,   
and   allows   for   the   free   movement   of   students   within   the   building.    However,   classes   in   bungalows   and   buildings   
with   exterior   passageways   will   have   to   remain   in   the   classroom.   

“YOUR   ATTENTION   PLEASE.    BECAUSE   WE   HAVE   RECEIVED   INFORMATION   REGARDING   A   HAZARD   IN   THE   
COMMUNITY,   WE   ARE   INSTITUTING   SHELTER-IN-PLACE   PROCEDURES.    REMEMBER,   THIS   MEANS   STUDENTS   
AND   STAFF   ARE   TO   REMAIN   INSIDE   THE   BUILDING   AWAY   FROM   OUTSIDE   AIR   WITH   WINDOWS   AND   DOORS   
SECURELY   CLOSED   AND   AIR   CONDITIONING   UNITS   TURNED   OFF.    ALL   STUDENTS   AND   STAFF   THAT   ARE   
OUTSIDE   ARE   TO   IMMEDIATELY   MOVE   TO   THE   PROTECTION   OF   AN   INSIDE   ROOM.    AS   SOON   AS   WE   HAVE   
FURTHER   INFORMATION,   WE   WILL   SHARE   IT   WITH   YOU.”   

● If   inside,   teachers   will   keep   students   in   the   classroom   until   further   instructions   are   given.   

● If   outside,   students   will   proceed   to   their   classrooms   if   it   is   safe   to   do   so.    If   not,   teachers   or   staff   will   direct   
students   into   nearby   classrooms   or   school   buildings   (e.g.,   auditorium,   library,   cafeteria,   gymnasium,   etc.).    
Teachers   should   consider   the   location   and   proximity   of   the   identified   hazard   and,   if   necessary,   proceed   to   
an   alternative   indoor   location.   

● Teachers   are   responsible   to   secure   individual   classrooms   whereas   the   Security/Utilities   Team   will   assist   in   
completing   the   procedures   as   needed:    shut   down   the   classroom/building(s)   HVAC   system;   turn   off   local   
fans   in   the   area;   close   and   lock   doors   and   windows;   seal   gaps   under   doors   and   windows   with   wet   towels   or   
duct   tape;   seal   vents   with   aluminum   foil   or   plastic   wrap,   if   available;   and   turn   off   sources   of   ignition,   such   as   
pilot   lights.   

LOCK   DOWN     
This   action   is   taken   when   the   threat   of   violence   or   gunfire   is   identified   or   directed   by   law   enforcement   and   it   is   
necessary   to   prevent   the   perpetrator(s)   from   entering   occupied   areas.    During   Lock   Down,   students   are   to   remain   
in   the   classrooms   or   designated   locations   at   all   times.   

The   difference   between   Shelter-in-Place   and   Lock   Down   is   that   the   former   involves   shut   down   of   the   HVAC   systems,   
and   allows   for   the   free   movement   of   students   within   the   building.   

“YOUR   ATTENTION   PLEASE.    WE   HAVE   AN   EMERGENCY   SITUATION   AND   NEED   TO   IMPLEMENT   LOCK   DOWN  
PROCEDURES.    TEACHERS   ARE   TO   LOCK   CLASSROOM   DOORS   AND   KEEP   ALL   STUDENTS   INSIDE   THE   
CLASSROOM   UNTIL   FURTHER   NOTICE.    DO   NOT   OPEN   THE   DOOR   UNTIL   NOTIFIED   BY   AN   ADMINISTRATOR   
OR   LAW   ENFORCEMENT.    IF   OUTSIDE,   STUDENTS   AND   STAFF   ARE   TO   PROCEED   INSIDE   THE   NEAREST   
BUILDING   OR   CLASSROOM.”   

● If   inside,   teachers   will   instruct   students   to   lie   on   the   floor,   lock   the   doors,   and   close   any   shades   or   blinds   if   it   
appears   safe   to   do   so.   
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● If   outside,   students   will   proceed   to   their   classrooms   if   it   is   safe   to   do   so.    If   not,   teachers   or   staff   will   direct   
students   into   nearby   classrooms   or   school   buildings   (e.g.,   auditorium,   library,   cafeteria,   gymnasium,   etc.).   

● Teachers   and   students   will   remain   in   the   classroom   or   secured   area   until   further   instructions   are   given   by   
the   principal   or   designee   or   law   enforcement.   

● The   front   entrance   is   to   be   locked   and   no   visitors   other   than   appropriate   law   enforcement   or   emergency   
personnel,   have   to   be   allowed   on   campus.   

EVACUATE   BUILDING   
This   action   is   taken   after   the   decision   is   made   that   it   is   unsafe   to   remain   in   the   building.   

“YOUR   ATTENTION   PLEASE.    WE   NEED   TO   INSTITUTE   AN   EVACUATION   OF   ALL   BUILDINGS.    TEACHERS   ARE   
TO   TAKE   THEIR   STUDENTS   TO   THE   ASSEMBLY   AREA   AND   REPORT   TO   THEIR   DESIGNATED   AREA.    
STUDENTS   ARE   TO   REMAIN   WITH   THEIR   TEACHER.    TEACHERS   NEED   TO   TAKE   THEIR   STUDENT   ROSTER   
AND   LOCK   THE   CLASSROOM   WHEN   ALL   STUDENTS   HAVE   EXITED   THE   CLASSROOM.”   

● The   principal   or   designee   will   initiate   a   fire   alarm.   

● Teachers   will   instruct   students   to   evacuate   the   building,   using   designated   routes,   and   assemble   in   their   
assigned    Assembly   Area .    

● Teachers   will   take   the   student   roster   when   leaving   the   building   and   take   attendance   once   the   class   is   
assembled   in   a   safe   location.   

● Once   assembled,   teachers   and   students   will   stay   in   place   until   further   instructions   are   given.   

OFF-SITE   EVACUATION   
This   action   is   taken   after   a   decision   is   made   that   it   is   unsafe   to   remain   on   the   campus,   and   evacuation   to   an   off-site   
assembly   area   is   required.   

“YOUR   ATTENTION   PLEASE.    WE   NEED   TO   INSTITUTE   AN   OFF-SITE   EVACUATION.    TEACHERS   ARE   TO   TAKE   
THEIR   STUDENTS   TO   THE   OFF-SITE   ASSEMBLY   AREA   AND   REPORT   TO   THEIR   DESIGNATED   AREA.    
STUDENTS   ARE   TO   REMAIN   WITH   THEIR   TEACHER.    TEACHERS   NEED   TO   TAKE   THEIR   STUDENT   ROSTER   
AND   LOCK   THE   CLASSROOM   WHEN   ALL   STUDENTS   HAVE   EXITED   THE   CLASSROOM.”   

● The   principal   or   designee   will   determine   the   safest   method   for   evacuating   the   campus.    This   may   include   
the   use   of   school   buses   or   simply   walking   to   the   designated   off-site   location.     

● Teachers   will   secure   the   student   roster   when   leaving   the   building   and   take   attendance   once   the   class   is   
assembled   in   a   pre-designated   safe   location.    

● Once   assembled   off-site,   teachers   and   students   will   stay   in   place   until   further   instructions   are   given.   

● In   the   event   clearance   is   received   from   appropriate   agencies,   the   principal   or   designee   may   authorize   
students   and   staff   to   return   to   the   classrooms.   
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ALL   CLEAR   
This   action   is   taken   to   notify   teachers   that   normal   school   operations   can   resume.   

“YOUR   ATTENTION   PLEASE.    IT   IS   NOW   OK   TO   RETURN   TO   YOUR   CLASSROOM   AND   RESUME   NORMAL   
OPERATIONS.    I   WOULD   LIKE   TO   THANK   AND   COMMEND   STUDENTS   AND   STAFF   FOR   THEIR   COOPERATION.”   

● This   action   signifies   the   emergency   is   over.   

● If   appropriate,   teachers   should   immediately   begin   discussions   and   activities   to   address   students’   fears,   
anxieties,   and   other   concerns.   

It   is   important   to   note   that   school   administrators   are   responsible   for   the   health   and   safety   of   students   and   staff   
during   an   emergency.    Although   the   following   procedures   refer   to   specific   actions,   school   administrators   must   
exercise   discretion   in   implementing   standardized   procedures,   and   should   consider   modifications   as   necessary   to   
assure   the   health   and   safety   of   all   personnel   during   an   emergency.   
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ACCIDENT   AT   SCHOOL   
Whether   an   accident   is   unintentional   and   results   in   minor   injury   or   is   the   result   of   aggressive   behavior   on   campus,   
it   is   important   to   complete   a   written   report   of   the   incident.    Forms   are   available   at   the   school   office.     

STAFF   ACTIONS:     

● Report   an   accident   to   the   principal   and   school   office.     
● Provide   for   immediate   medical   attention,   including   performing   necessary   life   sustaining   measures   (CPR,   

etc.),   until   trained   Emergency   Medical   Services   technicians   arrive.     
● For   relatively   minor   events,   take   students   to   the   school   office   or   school   nurse   for   assistance.    Document   

what   occurred.     

PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

● Provide   appropriate   medical   attention.     
● Call   911,   if   needed.     
● Contact   parents,   guardians   as   appropriate   to   seek   appropriate   follow-up   services,   if   needed.     

OTHER   PREVENTATIVE/SUPPORTIVE   ACTIONS:     

● Post   general   procedures   in   the   office   explaining   when   parents/guardians   are   to   be   notified   of   minor   
mishaps.     

● Provide   staff   with   a   one-page   list   of   emergency   procedures   in   case   of   an   accident   or   injury   on   the   
playground   or   in   the   building.     

● Provide   each   teacher   with   information   about   students   in   the   classroom   having   special   medical   or   physical   
needs;   such   conditions   might   include   allergies,   fainting,   seizures,   or   diabetes;   include   procedures   that   the   
teacher   may   follow   in   these   specific   emergencies.   
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ACTIVE   SHOOTER    OR    ASSAILANT   /   ARMED   INTRUDER   ON   CAMPUS   
Active   shooter   situations   are   unpredictable   and   evolve   quickly.    Staff   members   have   a   very   limited   amount   of   time   
in   which   to   commit   to   a   course   of   action.    Staff   should   remain   calm   and   immediately   assess   both   the   situation   and   
the   surrounding   environment   and   then   respond   to   the   situation   based   upon   their   training.   

Procedure   

1. If   an   armed   assault   occurs   on   or   near   the   campus,   personnel   who   observed   the   assault   should   immediately     
notify   the   principal   or   designee   and   call   911.     

2.      The   principal   or   designee   will   initiate   the   appropriate   response   actions,   which   may   include     
         Shelter-in-Place,   Lockdown,   On-Campus   Evacuation,   or   Off-Campus   Evacuation.   
3. The   principal   or   designee   should   also   call   911   and   provide   the   exact   location,   description,   and   nature   of   the   

incident.    The   designated   person   should   remain   on   the   phone   line   with   the    911   dispatcher   until   law   
enforcement   personnel   arrive   on   scene.   

4. If   it   is   safe   to   do   so,   school   staff   should   attempt   to   isolate   and   secure   students   away   from   the   
perpetrator(s).    Staff   should   take   steps   to   calm   and   control   students.   

5. School   staff   and   students   will   need   to   choose   from   the   3   options:   Hide,   Run,   Fight   
  

1. Hide:     should   remain   in   secured   areas   until   local   authorities   arrive   and   are   able   to   
neutralize   the   perpetrator(s).    Inside   the   classroom,   teachers   should   do   the   following:   

● Instruct   students   to   lie   flat   on   the   floor,   move   away   from   doors   or   windows   and   
remain   quiet.   

● Turn   off   lights,   lock   doors,   and   close   any   shades   or   blinds.    The   goal   is   to   hide   and   
make   your   room   look vacant   

● Silence   cell   phones.     
● Remain   in   the   classroom   or   secured   area   until   further   instructions   are   provided   by   

the   school   administrator   or   law   enforcement.   
  

2. Run/Evacuate:      should   it   be   safe   for   students   and   staff   to   attempt   to   evacuate   the   
premises.    Be   sure   to:    

● 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   an   area   where   an   active   assailant   may   be   
● Keep   your   hands   visible   
● Follow   the   instructions   of   any   police   officers   
● Do   not   attempt   to   move   wounded   people   
● Call   911   when   you   are   safe   

  

3. Fight:    as   a   last   resort,   and   only   when   your   life   is   an   imminent   danger,   attempt   to   disrupt   
and/or   incapacitate   the   active   shooter   by:   

● Acting   as   aggressively   as   possible   
● Throwing   items   and   improvising   weapons   
● Yelling   
● Committing   to   your   actions   
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AIRCRAFT   CRASH     
Emergency   response   will   depend   on   the   size   of   the   aircraft,   nature   of   the   crash,   and   proximity   to   the   school.   If   it   is   
safe   to   remain   inside   the   building,   all   students   should   be   kept   in   the   school   under   supervision.   The   crash   may   also   
result   in   an   explosion,   chemical   spill   or   utility   interruption.     

Aircraft   crashes   into   the   school     

STAFF   ACTIONS:     

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

away   from   the   crash   scene.     
● Take   class   roster/nametags   and   emergency   backpack.     
● Check   the   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   school   site   when   emergency   response   officials   have   determined   it   is   safe   to   

return   to   the   building.     

PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

● Notify   police   and   fire   department   (call   911).     
● Determine   immediate   response   procedures,   which   may   include   EVACUATION.     
●   Notify   Superintendent,   who   will   contact   the   Office   of   Emergency   Services.     
● Arrange   for   first   aid   treatment   and   removal   of   injured   occupants   from   building.     
● Secure   area   to   prevent   unauthorized   access   until   the   Fire   Department   arrives.   
● Ensure   that   students   and   staff   remain   at   a   safe   distance   from   the   crash.     
● Account   for   all   building   occupants   and   determine   the   extent   of   injuries.     

Do   not   re-enter   building   until   the   authorities   provide   clearance   to   do   so.     

Aircraft   crashes   near   school     

STAFF   ACTIONS:     

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

PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

● Notify   police   and   fire   department   (call   911).     
● Initiate   SHELTER   IN   PLACE,   if   warranted.     
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● Initiate   EVACUATION   for   students   and   staff   outside   or   direct   them   to   designated   area   until   further   
instructions   are   received.     

● Ensure   that   students   and   staff   remain   at   a   safe   distance   from   the   crash.     
● Notify   Superintendent,   who   will   contact   the   Office   of   Emergency   Services.     

Fire   department   officials   will   secure   the   area   to   prevent   unauthorized   access.   Do   not   enter   affected   areas   until   the   
appropriate   authorities   provide   clearance   to   do   so.   

AIR   POLLUTION   /   SMOKE   FROM   AREA   FIRES   
Superintendent’s   Responsibilities:   

1. When   air   pollution   or   smoke   has   reached   a   level   necessitating   the   restriction   of   physical   activities   during   
the   school   day,   the   warnings   and   “all   clear”   will   be   communicated   by   the   Superintendent   or   designee   to   the   
affected   schools.   

2. The   Superintendent   or   designee   will   monitor   air   pollution   information   for   the   area   through   the    Air   Quality   
Monitoring   Board.   

Principal’s   Responsibilities:   

1. The   principal   will   apprise   the   Superintendent   of   any   special   local   condition   such   as   a   field   or   hay   stack   fire.   

2. The   principal   at   the   affected   school   will   then   immediately   alert   all   employees   and   students   to   the   air   
pollution   levels.   

Declared   Stage   1   Air   Pollution   Episode   

1. The   principal   or   designee   will   notify   staff   and   teachers   of   the   existence   of   a   Stage   1   Air   Pollution   Episode.   

2. Teachers   and   staff   will   stop   all   competitive   and   running   activities   upon   notification   of   Stage   1   Air   Pollution.   

3. Coaches   and   teachers   will   postpone   all   scheduled   games   to   a   later   date.   

4. Coaches,   teachers,   and   other   staff   members   who   supervise   students   with   special   health   problems   including   
asthma,   will   instruct   students   to   follow   precautions   recommended   by   their   physicians   in   refraining   from   all   
vigorous   or   strenuous   activities   until   otherwise   noted.   

Declared   Stage   2   Air   Pollution   Episode   

1. Principal   will   implement   the   guidelines   given   for   Stage   2   Air   Pollution   Episode.   

2. Principal   will   inform   the   teachers   and   staff   to   immediately   cancel   all   outdoor   physical   activity.   

Declared   Stage   3   Air   Pollution   Episode   

1. Continue   actions   taken   in   Stages   1   and   2.   

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

STAFF   ACTIONS:     

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

(kept   in   office).     
● If   an   insect   sting,   remove   stinger   immediately.    Assess   situation   and   help   student/staff   member   to   be   

comfortable.     
● Move   student   or   adult   only   for   safety   reasons.     

  

PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

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

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

medicine,   dosage   and   time   administered.     

OTHER   PREVENTATIVE/SUPPORTIVE   ACTIONS:     

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

school   personnel.     
● Provide   bus   drivers   with   information   sheets   for   all   known   acute   allergic   reactors.   
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ANIMAL   DISTURBANCE     
If   there   is   a   rabid   or   uncontrollable   animal   on   campus,   implement   this   procedure   when   any   wild   animal   threatens   
the   safety   of   the   students   and   staff.   

  PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

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

STAFF/TEACHER   ACTIONS:     

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

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

●   postal   mail,   via   a   contaminated   letter   or   package   
● a   building’s   ventilation   system   •   a   small   explosive   device   to   help   it   become   airborne     
● a   contaminated   item   such   as   a   backpack,   book   bag,   or   other   parcel   left   unattended   
●   the   food   supply     
● aerosol   release   (for   example,   with   a   crop   duster   or   spray   equipment)     

Defense   against   biological   release   (e.g.   anthrax,   smallpox,   plague,   ricin   etc.)   is   difficult   because   usually   appear   after   
some   time   has   lapsed.   Indicators   that   may   suggest   the   release   of   a   biological   or   chemical   substance   include   
multiple   victims   suffering   from:   watery   eyes,   choking   or   breathing   difficulty,   twitching   or   the   loss   of   coordination.   
Another   indicator   is   the   presence   of   distressed   animals   or   dead   birds.   Determine   which   scenario   applies   and   
implement   the   appropriate   response   procedures.     

Outside   the   building     

STAFF   ACTIONS:     

● Notify   principal.     
● Move   students   away   from   immediate   vicinity   of   danger   (if   outside,   implement   OUTSIDE   EVACUATION).     
● Segregate   individuals   who   have   been   topically   contaminated   by   a   liquid   from   unaffected   individuals.     
● Send   affected   individuals   to   a   designated   area   medical   attention.     
● Follow   standard   student   assembly,   accounting   and   reporting   procedures.     
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PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

● Initiate   SHELTER   IN   PLACE.     
●   Shut   off   HVAC   units.     
● Move   to   central   location   where   windows   and   doors   can   be   sealed   with   duct   tape.     
● Call   911.   Provide   location   and   nature   of   the   emergency   and   school   actions   taken.     
● Notify   Superintendent   of   the   situation.     
● Turn   on   a   cell   phone,   iPad,   or   hand-held   radios   and   listen   for   instructions.     
● Complete   the   Biological   and   Chemical   Release   Response   Checklist     
● Remain   inside   the   building   until   the   Department   of   Health   or   Fire   Department   determines   it   is   safe   to   leave.     
● Arrange   for   psychological   counseling   for   students   and   staff.     

STAFF   ACTIONS:     

● Notify   principal   or   site   administrator.     
● Segregate   individuals   who   have   been   topically   contaminated   by   a   liquid   from   unaffected   individuals.   

Implement   EVACUATION   or   OUTSIDE   EVACUATION,   as   appropriate.     
● Send   affected   individuals   to   a   designated   area   for   medical   attention.     
● Follow   standard   student   assembly,   accounting   and   reporting   procedures.     
● Prepare   a   list   of   those   who   are   in   the   affected   area   to   provide   to   emergency   response   personnel.     

PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

● Initiate   EVACUATION   of   building   or   OUTSIDE   EVACUATION   to   move   students   away   from   immediate   vicinity   
of   danger.     

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

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

  BOMB   THREAT   
In   the   event   that   the   school   receives   a   bomb   threat   by   telephone,   follow   the   Bomb   Threat   Checklist   to   document   
information   about   the   threat.   Keep   the   caller   on   the   telephone   as   long   as   possible   and   listen   carefully   to   all   
information   the   caller   provides.   Make   a   note   of   any   voice   characteristics,   accents,   or   background   noises   and   
complete   the   Bomb   Threat   Report   as   soon   as   possible.     
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Bomb   threats   may   come   via   different   mediums,   e.g.,   telephonic,   written,   email,   etc.   To   effectively   respond   to   any   
bomb   threat,   there   are   precautionary   steps   that   need   to   be   taken.      

Understand   your   school   emergency   plan.   

Have   pre-established   notification   procedures.   

Know   where   to   evacuate   students   if   directed   to   evacuate.   

Be   familiar   with   the   facilities;   know   what   belongs   and   what   doesn’t   belong.   

Refrain   from   using   any   electronic,   cellular   or   radio   devices.   

The   Threat   

The   person   receiving   the   message   of   a   bomb   threat   by   phone   should   try   to   maintain   contact   with   the   caller   and   ask   
the   following:     

a. The   location   of   the   bomb?   
b. The   time   it   is   expected   to   detonate/explode.    
c. The   reason   for   the   bomb.     
d. What   may   cause   it   to   explode.   
e. What   type   of   bomb   is   it?     
f. Who   are   you?   
g. Why   are   you   doing   this?   
h. What   can   we   do   for   you   to   avoid   the   bomb   from   exploding?   
i. How   can   you   be   contacted?   

  

The   person   receiving   the   bomb   threat   must   immediately   notify:   

1. Principal   

2. Superintendent   

3. Sheriff ’s   Department   

4. Fire   Department   

Evacuation   

1. The   principal   or   designee   will   determine,   in   consultation   with   law   enforcement   officials,   whether   to   
immediately   move   students   and   personnel   to   a   safe   area   and   wait   for   the   arrival   of   law   enforcement   
officials.   

2. Generally,   students   will   be   safer   in   the   classroom   and   should   not   be   evacuated   except   under   extraordinary   
circumstances.   

3. If   evacuation   is   advisable,   use   the   established   fire   drill   routes   avoiding   any   specific   area   jeopardized   by   the   
bomb   threat.   

4. The   principal   or   designee   will   inform   teachers   of   the   reason   for   the   evacuation.   
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5. Each   teacher   will   take   a   current   student   roster   to   the   evacuation   location.    The   teacher   will   check   the   roster   
and   immediately   report   to   the   Command   Center,   the   names   of   any   students   not   accounted   for.   

6. After   an   evacuation,   the   principal   will   direct   that   the   building   or   area   be   secured   to   prevent   re-entry.   

7. Whenever   possible,   water,   gas,   and   fuel   lines   leading   to   the   danger   zone   should   be   shut   off.   

Conducting   the   Search   

1. All   searches   will   be   conducted   only   by   the   appropriate   agency   (Fire   Department   or   Sheriff ’s   Department).   

2. Report,   but   do   not   touch,   any   suspicious   objects.   

All   Clear   

1. The   decision   to   announce   “all   clear”   will   be   made   by   the   principal   in   consultation   with   law   enforcement   and   
fire   department   personnel   and   Superintendent.   

  

BUS   DISASTER   

These  procedures  are  for  use  by  bus  drivers  and  school  administrators  in  the  event  of  an  earthquake,  serious  bus                     
accident,  or  other  emergency  that  occurs  while  students  are  on  a  field  trip  or  being  transported  to  or  from  school.                       
If   there   are   no   students   on   the   bus,   drivers   should   report   to   the   MOT   Director   or   the   nearest   school.   

This  section  addresses  three  possible  scenarios  involving  a  bus  disaster:  Scenario  1  -  Earthquake;  Scenario  2  -                   
Flood;  and  Scenario  3  -  Serious  Accident  or  Bus  Fire.  Bus  drivers  should  first  determine  which  scenario  applies  and                     
then  implement  the  appropriate  response  procedures.   A  copy  of  these  procedures  shall  be  kept  in  the  emergency                   
packet  of  each  school  bus.  It  is  important  to  note  that  drivers  may  need  to  make  spontaneous  independent                    
decisions,   based   on   the   nature   of   the   emergency,   age   of   children,   location   of   bus,   or   other   unique   circumstances   

Bus   Procedure   

Scenario   1:    Earthquake   

1. The   driver   should   issue   DUCK   AND   COVER    

2. Stop   the   bus   away   from   power   lines,   bridges,   overpasses,   buildings,   possible   landslide   conditions,   
overhanging   trees,   or   other   dangerous   situations.   

3. Set   the   brake,   turn   off   ignition,   and   wait   for   the   shaking   to   stop.   

4. Check   for   injuries   and   provide   first   aid   as   appropriate.   

5. If   the   bus   is   disabled,   stay   in   place   until   help   arrives.  

6. Contact   the   MOT    Director/School   Administrator   to   report   the   location   and   condition   of   students   and   buses.   
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7. The   MOT   Director/School   Administrator   will   determine   what   additional   appropriate   notification(s)   should   
be   made   and   will   brief   the   office   of   the   Superintendent.   

8.   If   instructed   to   continue   route,   the   driver   should:   

A. If   on   route   to   school,   continue   to   pick   up   students.   
B. If   dropping   students   off,   continue   to   do   so   provided   there   is   a   responsible   adult   at   the   bus   stop.    If  

there   is   no   responsible   adult   at   the   bus   stop,   return   student   to   the   school   office.     
C. If   it   is   impossible   to   return   to   school,   proceed   to   the   nearest   designated   shelter   indicated   on   the   bus   

route   map.   Upon   arriving   at   the   shelter,   notify   the   school   administrator.    Remain   with   the   children   
until   further   instructions   are   received   from   the   school   administrator.   

D.   In   all   instances,   the   driver   should   not   attempt   to   cross   bridges,   overpasses,   or   tunnels   that   may   
have   been   damaged.   

E. The   driver   will   account   for   all   students   and   staff   throughout   the   emergency.   
  

Scenario   2:    Flood   

1. DO   NOT   drive   through   flooded   streets   and/or   roads.   

2. Take   an   alternate   route   or   wait   for   public   safety   personnel   to   determine   safety.   

3. If   the   bus   is   disabled,   stay   in   place   until   help   arrives.  

4. Contact   the   School   Administrator   and   MOT   Director   to   report   location   and   condition   of   students.   

5. The   MOT   Director/School   Administrator   will   determine   what   additional   appropriate   notification(s)   should   
be   made   and   will   brief   the   Superintendent.   

6.   In   all   instances,   do   not   attempt   to   cross   damaged   bridges   or   overpasses.   

7. The   driver   will   account   for   all   students   and   staff   throughout   the   emergency.   

Scenario   3:    Serious   Accident   or   Bus   Fire   

1. Park   the   bus   in   a   safe   location.   

2. Set   the   emergency   brake   and   turn   off   the   ignition.   

3. Evacuate   the   bus   in   the   event   of   a   fire.   

4. Check   for   injuries   and   provide   appropriate   first   aid.   

5. Call   911   and   Imperial   County   Sheriff   Department   and   provide   the   exact   location   of   the   bus   and   wait   for   the   
arrival   of   emergency   responders.   

6. Contact   the   School   Administrator   and   MOT   Director   to   report   location   and   condition   of   students.   

7. The   School   Administrator   will   determine   what   additional   appropriate   notification(s)   should   be   made   and   
will   brief   the   Superintendent.   

8. Stay   with   the   disabled   bus   until   help   arrives.   

9. The   driver   will   account   for   all   students   and   staff   throughout   the   emergency.   
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CHEMICAL   ACCIDENT   

An   area   accident   involving   a   tank   truck   or   train   containing   large   quantities   of   toxic   (or   unknown)   agents   may   call   
for   immediate   disaster   procedure   action.    If   the   accident   might   endanger   the   school   population,   the   following   
actions   will   be   taken.   

  

Shelter   in   Place   

Shelter   in   Place   may   be   directed   should   there   be   a   danger   in   the   community   that   could   present   a   danger   to   the   
school   community   or   a   situation   at   the   school   that   could   harm   students   or   staff   if   they   are   outdoors.    Incidents   
could   include   gas   leaks,   chemical   spills,   or   a   predator   in   the   neighborhood.    When   instructed   or   when   an   alerting   
system   triggers   a   Shelter   in   Place:   

1. Shelter:    Go   inside   the   nearest   building   or   classroom   and   remain   there.    Lock   the   door.    You   are   looking   for   
enclosed   protection   from   the   outside.    Teachers   should   quickly   check   halls   and   get   students   into   
classrooms.    Teachers   will   keep   all   students   in   the   classroom   until   the   emergency   is   resolved   or   directed   to   
evacuate   by   the   principal   and/or   Public   Safety   Responders.   

2. Shut:    Close   all   doors   and   windows.    The   tighter   and   more   complete   the   seal   the   better.    Close   as   many   
windows   and   doors   between   the   outside   and   your   shelter-in-place   room   as   possible.   

3. Listen:    Remain   quiet   to   hear   critical   instructions   from   school   officials.   If   there   is   no   direction,   continue   
instructional/work   activities   until   the   situation   resolves   or   you   are   directed   to   do   otherwise.   

Superintendent’s   Responsibilities:   

1. The   Superintendent   or   designee   will   monitor   the   emergency   communication   system   and   immediately   
notify   the   principals   at   affected   schools   in   the   event   of   a   chemical   spill   on   the   roads   or   railway   system   
within   the   vicinity   of   district   schools.   

2. The   Superintendent   will   contact   the   Sheriff   Department   and   Highway   Patrol   to   determine   whether   an   
evacuation   of   students   and   staff   from   a   school   is   advised.   

3. In   the   event   that   an   evacuation   is   required,   the   Superintendent   will   coordinate   the   evacuation   by   doing   the   
following:   

o Contact   the   MOT   Director   to   arrange   for   bus   transportation.   

o Contact   a   neighboring   district   if   additional   bus   transportation   is   required.   

o Determine   the   safest   evacuation   relocation   site.    (Another   district   school   or   a   school   in   another   
district   will   be   considered).   

o Contact   the   principal   of   the   school   to   be   evacuated   to   communicate   the   evacuation   plan.   

o Contact   the   local   radio   stations   to   alert   parents   to   the   evacuation   relocation   site.   

Additional   Steps   for   Teachers   and   Staff :   
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1. Advise   students   to   cover   mouth   and   nose   with   a   damp   cloth   or   handkerchief   to   protect   from   any   airborne   
hazards.   

2. Close   all   vents   and   turn   off   ventilation   systems.    The   goal   is   to   keep   inside   air   in   and   outside   air   out.      

EARTHQUAKE   

Earthquake   Procedures   Indoors   

When   an   earthquake   occurs,   the   following   actions   shall   be   taken   inside   the   school   buildings   and   in   individual   
classrooms:   

1. The   teacher   or   designee   shall   implement   the   Drop,   Cover,   and   Hold   action.    Each   student   shall:   

o Drop    to   the   ground.    For   those   students   who   are   physically   unable   to   drop   to   the   ground,   they   
should   remain   seated   and   cover   their   heads   with   their   arms   and   hands.    

o Cover    under   or   near   desks,   tables,   or   chairs   in   a   kneeling   position   with   their   backs   to   the   windows.   

o Hold    on   to   the   table   or   chair.   

o Remain   in   the   drop   position   until   ground   movement   ends.   

2. Assess   the   situation.   

o Severe   structural   damage   

o Fire   

o Toxic   Spill  

o Student   injuries   (Render   first   aid   if   necessary)   

3. Students   and   staff   must    remain   in   Duck,   Cover,   and   Hold   position   for   60   seconds   after   the   earthquake   
stops   or   until   alarm   is   activated    signaling   classroom   evacuation.to   assembly   area..   

4. The   teacher   must   bring:   

o Updated   roster   (Homeroom,   Periods,   etc.)   

o Whistle   

o Red     and    green     cards !    Raise   a   red   card   to   indicate   you   have   an   injured   or   missing   student   or   staff   
member.   

▪  Raise    green    card   if   all   students   and   staff   are   accounted   for.   

5. The   teacher   will:   

o Direct   students   to   line-up   and   proceed   to   the   evacuation   assembly   area.   

o Hang    Red     and    green     cards   on   door   knob:   
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▪ Hang    green     card   on   your   door   knob   (outside)   to   indicate   everyone   is   fine   and   accounted   for.   

▪ Hang    red     card   on   your   door   knob   (outside)   to   indicate   you   have   an   injured   or   missing   
student.   

o Take   roll   

o Report   missing   or   injured   students    ( Display    red    card   to   designated   staff   to   account   for   your   class)   

o Remain   with   the   class   unless   given   an   alternative   assignment.   

Earthquake   Procedures   Outdoors   

When   an   earthquake   occurs,   the   following   actions   shall   be   taken   if   teachers   and   students   are   outside   on   school   
grounds:   

Move   away   from   overhead   hazards   such   as   power   lines,   trees,   and   buildings.   

1. Drop   to   the   ground   in   the   kneeling   position   and   cover   the   back   of   your   neck   with   your   hands.   

2. Do   not   enter   any   building   until   safe   to   do   so.   

3. Teachers   and   students   shall   stay   in   the   open   area   until   the   earthquake   is   over,   or   until   further   directions   are   
given.   

4. Once   the   earthquake   has   stopped,   proceed   to   the   evacuation   assembly   area.   

5. The   teacher   will:   

o Take   roll   

o Report   missing   or   injured   students   

o Remain   with   the   class   unless   given   an   alternative   assignment.   

EXPLOSION   

The   following   actions   will   be   taken   in   the   event   of   an   explosion:   

Principal’s   Responsibilities:   

1. Call   911   and   report   the   situation.   

2. Investigate   and   sound   the   fire   alarm   if   appropriate.   

3. Notify   the   school   district   Superintendent   or   other   appropriate   school   official.   

4. Notify   utility   companies   of   any   break   or   suspected   break   in   lines   that   might   present   an   additional   hazard.   

5. Students   and   staff   must   not   return   to   classrooms   until   the   fire   department   officials   declare   the   area   safe.   

Teacher’s   Responsibilities:   
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1. The    Drop   &   Cover    command   will   be   given   immediately   in   the   event   of   an   explosion   at   or   near   the   school.    If   
the   explosion   occurs   within   the   building   or   threatens   the   building,   the   teachers   will   evacuate   students   from   
the   building.   

o Drop    to   the   ground.    For   those   students   who   are   physically   unable   to   drop   to   the   ground,   they   
should   remain   seated   and   cover   their   heads   with   their   arms   and   hands.    

o Cover    under   or   near   desks,   tables,   or   chairs   in   a   kneeling   position   with   their   backs   to   the   windows.   

FIRE   

As   part   of   the   district   fire   prevention   and   safety   plan,   each   employee   is   directed   to   ensure   that   the   following   
regulations   and   guidelines   are   followed   at   all   times:   

Flammable   and   combustible   liquids:    All   flammable   liquids   must   be   stored   only   in   original   containers   with   
appropriate   warnings   visible.    All   flammable   liquids   must   be   stored   in   fire   resistant   closets   or   containers.   

Exits   and   entrances   and   passages   clear:    Furniture   or   other   items   must   never   block   doors,   hallways,   and   
passages.    Please   make   certain   that   students   store   their   backpacks,   jackets,   books,   etc.,   off   of   the   floor.    Keep   
cardboard   and   other   flammable   materials   away   from   exits.    Make   certain   that   students   know   of   any   alternative   
exits   in   case   of   fire   or   other   disaster.   

Fire   Extinguishers:     Make   certain   that   you   and   students   know   the   location   of   the   nearest   fire   extinguishers.    Read   
the   instructions   for   the   extinguishers   nearest   you.    Ask   for   assistance   if   the   instructions   are   not   clear   to   you.    
Remember   that   a   fire   is   best   extinguished   at   its   base   so   aim   the   extinguisher   hose   at   the   lowest   origin   of   the   fire   
and   sweep   from   side   to   side.   

Drop   and   Roll:     Review   with   students   that   the   worst   thing   to   do   if   their   clothing   catches   fire   is   to   run.    They   should   
“stop,   drop,   roll,   and   call   for   help.”    To   help   someone   whose   clothing   is   on   fire,   use   a   blanket,   jacket,   or   other   
available   materials.    Starting   at   the   head   of   the   victim,   drag   the   blanket   toward   the   feet,   moving   the   flame   away   
from   the   face.   

Electrical   Outlets   and   cords:    Frequently   inspect   all   electrical   cords   in   your   classroom   or   work   area.    Remove   any   
damaged   cords.    Make   certain   that   cords   do   not   cross   any   exit,   entrance,   or   passageway.    Do   not   overload   electrical   
outlets.   

Report   safety   problems:     Report   any   safety   problems   immediately   to   the   principal.    Follow-up   the   verbal   report   
with   a   written   maintenance   request   using   the   HelpDesk.  

Principal’s   Responsibilities:   

1. The   principal   will   assure   that   all   teachers   and   support   staff   are   familiar   with   basic   fire   safety   practices.   

2. An   evacuation   map   will   be   updated   and   distributed   before   the   first   day   of   instruction   each   school   year.   

3. The   assembly   area   must   be   at   least   twenty-five   feet   away   from   a   building.   

4. All   students,   personnel,   volunteers,   and   visitors   will   be   required   to   leave   the   building   regardless   of   the   
activities   in   which   they   are   engaged.  
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5. The   principal   will   confirm   the   evacuation   of   all   students   and   personnel.   

6. The   principal   will   investigate   the   origin   of   the   alarm   in   the   event   that   it   was   not   set-off   at   his/her   discretion.   

Teacher’s   Responsibilities:   

1. The   teacher   will   supervise   the   exit   of   the   group   and   make   certain   that   it   is   done   in   an   orderly   manner   that   
all   students   leave   the   room   together.   

2. The   teacher   will   instruct   students   to   use   alternative   exits   in   the   event   of   a   blocked   exit.   

3. The   teacher   must   bring:   

o Updated   roster   (Homeroom,   ELD,   Periods,   etc.)   

o Whistle   

o Red     and    green     cards !    Raise   a   red   card   to   indicate   you   have   an   injured   or   missing   student   or   staff   
member.   

▪  Raise    green    card   if   all   students   and   staff   are   accounted   for.   

4. The   teacher   will:   

o Direct   students   in   labs   to   turn   off   motors,   torches,   gas   and   water   outlets,   etc.   in   accordance   with   the   
teacher’s    prearranged   plan.   

o Direct   students   to   leave   windows   as   they   are,   but   doors   must   be   closed.   

o Direct   students   to   line-up   and   proceed   to   the   evacuation   assembly   area.   

o Hang    Red     and    green     cards   on   door   knob:   

▪ Hang    green     card   on   your   door   knob   (outside)   to   indicate   everyone   is   fine   and   accounted   for.   

▪ Hang    red     card   on   your   door   knob   (outside)   to   indicate   you   have   an   injured   or   missing   
student.   

o Take   roll   

o Report   missing   or   injured   students    ( Display    red    card   to   designated   staff   to   account   for   your   class)   

o Remain   with   the   class   unless   given   an   alternative   assignment.   

Secretary’s   Responsibilities:   

1. The   school   secretary   will   close   files   and   remove   a   copy   of   the   disaster   plan   emergency   forms   for   all   
students   in   the   school.   
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FLOOD   

Superintendent’s   responsibilities:   

1. The   Superintendent   will   maintain   contact   with   the   MOT   Director   to   determine   whether   it   is   safe   for   the   
buses   to   pick-up   or   deliver   students   during   heavy   rains.    If   it   is   determined   that   students   cannot   safely   be   
transported   by   bus   or   cannot   safely   meet   the   bus,   the   Superintendent   will   determine   a   safe   course   of   action   
which   may   include   one   of   the   following:   

o Determine   that   school   will   not   open   for   the   day.   

o Determine   that   students   will   be   kept   at   school   if   school   has   begun.   

o Determine   that   students   will   be   evacuated   to   an   alternative   school   site   where   parents   will   pick   them   
up.    In   this   event,   the   Superintendent   will   contact   principals   of   each   school   and   local   radio   stations   
with   this   information.   

Principal’s   Responsibilities:   

1. The   principal   will   monitor   the   safety   of   the   area   in   and   around   the   school.    If   the   principal   determines   that   
it   is   unsafe   for   students   to   enter   and   exit   as   usual,   the   principal   will   determine   a   safe   course   of   action   which   
may   include   one   of   the   following:   

o Provide   additional   supervision   for   arrival   and/or   dismissal   of   students.   

o Postpone   dismissal   until   a   safe   alternative   plan   can   be   developed.   

o Contact   the   Superintendent   and   request   the   evacuation   of   students   by   bus   to   another   district   
school.   

LOCKDOWN   

General   Guidelines:   

● Any   employee   or   community   member   may   request   a   campus   lockdown,   but   the   decision   to   call   for   a   
lockdown   will   be   made   by   the   principal,   Superintendent,   or   designee.   

● The   principal   or   designee   will   see   that   all   teachers   and   other   staff   are   notified   of   the   need   for   a   campus   
lockdown   and   of   the   level   of   the   lock   (Level   I   or   II)   as   soon   as   the   decision   has   been   made.   

● As   soon   as   possible,   after   an   emergency   lockdown   has   been   called   for,   the   principal   or   designee   will   inform   
all   employees   either   via   intercom,   in   writing,   or   verbally   of   the   reasons   for   the   need   of   a   lockdown.   

● Parents   and   other   community   members   who   ask   for   the   reason   for   the   lockdown   either   in   person   or   by   
phone   will   be   given   the   reason   as   specifically   as   possible   under   the   given   circumstances.    Names   of   any   
students   or   parents   involved   (e.g.,   custody   conflicts)   will   not   be   given   to   maintain   confidentiality.   

● Teacher   discretion   will   be   used   in   the   amount   of   information   given   to   students   based   on   the   age   and   
maturity   of   the   students.    Teachers   will   provide   students   with   information   in   a   calm   and   reassuring   manner.   
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● Each   classroom   and   the   school   office   will   have   a   copy   of   the   Guidelines   for   Emergency   Campus   Lockdown   
posted   for   easy   referral.   

Level   I   Lockdown   Sample   Situations:     

● The   school   has   been   informed   that   a   crime   has   been   committed   near   the   school   and   the   criminal   has   not   
been   apprehended.    There   is   no   specific   reason   to   believe   that   the   criminal   will   come   to   the   school.   

● The   Sheriff ’s   Department   has   informed   the   school   that   an   armed   and   dangerous   person   is   in   the   vicinity   of   
the   school   and   all   precautions   should   be   taken.   

● The   school   has   received   a   direct   credible   threat   that   someone   intends   to   do   harm   to   one   or   more   persons   at   
the   school.   

Level   I   Lockdown   Procedures:   

1. Lock   all   gates   to   the   campus.    If   safe,   assign   an   employee   to   monitor   the   main   entrance(s)   to   allow   
legitimate   visitors   to   enter.   

2. The   principal/designee   will   notify   the   Sheriff ’s   Department.   

3. The   district   office   will   be   notified   of   the   Level   I   Lockdown.   

4. Each   teacher   and   other   employees   will   be   notified   in   the   fastest   possible   manner   that   a   Level   I   Lockdown  
has   been   called.    Any   community   groups   on   campus   will   be   notified   of   the   lockdown.   

5. Teachers   and   staff   will   be   informed   of   the   situation   which   calls   for   the   Level   I   Lockdown   as   soon   as   possible.   

6. All   students   will   be   kept   indoors   under   the   supervision   of   their   classroom   teacher   for   the   duration   of   the   
Level   I   Lockdown.    Classroom   and   other   building   doors   will   be   locked.   

7. Before   students   may   leave   a   building   to   go   to   the   restroom,   the   principal/designee   must   be   contacted   if   the   
situation   allows   for   this.    Any   student   who   leaves   the   classroom   to   go   to   the   restroom   will   be   escorted   by   an   
adult.   

8. If   the   Level   I   Lockdown   continues   during   teachers’   or   aides’   breaks   or   lunch   period,   the   principal   will   set-up   
a   10-minute   break   release   if   the   situation   allows.    The   principal/designee   may   call   for   in-class   eating   with   
no   outdoor   recess   or   postpone   lunch   if   the   situation   makes   this   advisable.   

9. If   the   lockdown   is   in   effect   at   school   dismissal   time,   students   will   be   dismissed   until   a   direction   to   do   so   is   
received   from   the   principal/designee.    Dismissal   will   be   delayed   until   the   principal   determines   that   it   is   safe   
for   students   to   exit.    All   teachers   will   escort   their   students   to   the   buses.   

10. As   soon   as   the   principal/designee   has   determined   that   the   dangerous   situation   no   longer   exists,   he/she   will   
inform   all   employees   in   writing   or   verbally   that   the   Level   I   Lockdown   has   ended.   

  

Level   II   Lockdown   Situations:   
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● Information   has   been   received   by   the   school   that   a   non-custodian   parent   is   coming   to   try   to   take   a   student   
off   campus.   

● A   person   not   having   legitimate   business   has   been   seen   loitering   in   the   vicinity   of   the   school.    He/she   has   not   
left   the   area   when   asked   to   do   so,   or   he/she   has   left   but   the   administrator   believes   that   based   on   the   
person’s   behavior   he/she   may   return.   

Level   II   Lockdown   Procedures   

1. Lock   all   gates   to   the   campus.    Assign   an   employee   to   monitor   the   main   entrance(s)   to   allow   legitimate   
visitors   to   enter.   

2. Alert   all   employees   of   the   Level   II   Lockdown.    As   soon   as   the   situation   allows,   inform   all   employees   of   the   
reason   for   the   lockdown.   

3. Request   information   from   the   Sheriff ’s   Department   if   necessary.   

4. Classrooms   will   not   be   locked;   break   and   lunch   will   be   held   as   usual.   

5. The   district   office   will   be   notified   of   the   Level   II   Lockdown.   

6. Any   employee   or   staff   member   may   request   that   a   Level   II   Lockdown   be   called,   but   the   decision   will   be   
made   by   the   principal   and/or   Superintendent   or   their   designee.   

7. If   the   lockdown   is   still   in   effect   at   dismissal,   all   teachers   will   escort   their   students   to   the   buses.   

8. As   soon   as   the   principal/designee   has   determined   that   the   dangerous   situation   no   longer   exists,   he/she   will   
inform   all   employees   verbally   that   the   Level   II   Lockdown   has   ended.   

LOSS   OR   FAILURE   OF   UTILITIES   

This   procedure   addresses   situations   involving   a   loss   of   water,   power   or   other   utility   on   school   grounds.    This   
procedure   should   also   be   used   in   the   event   of   the   discovery   of   a   gas   leak,   an   exposed   electrical   line,   or   a   break   in   
sewer   lines.   

Procedure   

1. If   water   or   an   electrical   line   is   broken,   an   effort   should   be   made   to   turn   off   water   or   power   to   the   affected   
area   and   to   notify   the   School   Administrator   immediately.   

2. Upon   notice   of   loss   of   utilities,   the   School   Administrator   will   initiate   appropriate   Immediate   Response   
Actions,   which   may   include   SHELTER-IN-PLACE,   or   EVACUATE   BUILDING.   

3. The   School   Administrator   will   notify   the   MOT   Director    or   the   Imperial   County   Sheriff   Department   (at   all   
other   days/hours)   and   will   provide   the   location   and   nature   of   the   emergency.    Appropriate   personnel   will   
also   be   notified   at   the   discretion   of   the   School   Administrator.   

4. MOT   Director,   working   with   school   administration,   will   contact   the   affected   utility   company   to   determine  
whether   their   assistance   is   required   and   the   potential   length   of   time   service   will   be   interrupted.   
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5. The   School   Administrator   will   notify   the   Superintendent   of   the   loss   of   utility   service.   

6. As   needed,   school   emergency   supplies   will   be   utilized   to   compensate   for   the   loss   of   a   utility.   

7. If   the   loss   of   utilities   may   generate   a   risk   of   explosion,   refer   to   Explosion/Risk   of   Explosion.   

8. In   addition   to   the   procedures   listed   above,   the   Incident   Commander   will   implement   the   following   plans   in   
the   event   utilities   are   disrupted.   

Plan   for   a   Loss   of   Water:   

● Toilets:    Red   buckets   have   been   placed   in   each   classroom.    Portable   toilets   with   partitions   in   strategic   
locations   will   be   placed   throughout   school.   

● Drinking   Water:    A   total   of    25    cases   will   be   distributed   throughout   5   locations   of   storage.   

● Food   Service:    Canned   food,   raisins,   granola   bars,   dried   cereal   will   be   available   to   students   and   staff   enough   
for   a   week.   

● Fire   Suppression   System   (if   applicable):   Fire   extinguishers   are   in   every   classroom.   

Plan   for   a   Loss   of   Electricity:   

● Ventilation:   Open   doors   and   window   

● Emergency   Light:   5   flashlights,   5   lanterns   battery   operated.   

● Other:   1   Electric   Generator   

Plan   for   a   loss   of   Natural   Gas   

● Food   Service:   Pre   packaged   foods   enough   for   a   week’s   supply.   

Plan   for   a   loss   of   Communication   

● Telephone   Service:   *walkie   talkies   *cell   phones   *   megaphones   

MISSING   STUDENT     

If   a   student   is   missing,   a   search   of   the   school   should   be   organized   immediately.   If   at   any   point   the   child   is   found,   
inform   everyone   who   was   notified   of   the   incident   that   the   student   is   no   longer   missing.     

PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

● Call   911   and   explain   the   situation.     
● Appoint   staff   to   surveillance   points;   ask   staff   to   note   license   plate   numbers   and   look   for   any   unusual   

activity.   
● Conduct   an   immediate   search   of   the   school   campus/bus,   as   appropriate.     
● Gather   information   about   student   to   provide   to   law   enforcement   authorities:   photo    home   address    parent   

contact   numbers    class   schedule    special   activities    bus   route   /walking   information.     
● Notify   parents/guardians   if   the   student   is   not   found   promptly.     
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● If   case   involves   abduction,   begin   gathering   witness   information   for   the   police.   Interview   friends,   last   person   
to   see   student.    Double-check   circumstances:    Did   someone   pick   up   the   student?    Could   the   student   have   
walked   home?    Is   he   or   she   at   a   medical   appointment   or   another   activity?     

● Assist   police   with   investigation.     
● Provide   a   photo   and   complete   information   on   the   missing   child:   name.     
● Assure   that   all   parties   who   know   the   student   or   have   participated   in   the   search   are   available   to   speak   with   

police   when   they   arrive.     
● Designate   a   staff   member   as   a   key   contact   and   personally   answer   the   phone   line   (no   voice   mail)   to   receive   

and   provide   updated   status   as   it   becomes   available.     
● Advise   law   enforcement   dispatcher   of   the   staff   member   key   contact’s   name   and   number.     
● If   missing   during   bus   transportation,   provide   law   enforcement   with   child’s   bus   stop   location   and   nearest   

other   bus   stops.     
● Have   driver   keep   in   communication   with   MOT   Director.   Have   MOT   Director   coordinate   efforts   and   

information   with   the   law   enforcement   dispatcher.   
●   Exchange   phone   numbers   (household,   cell   phone,   school   key   contact)   with   parents/guardian.     
● When   the   child   is   found,   contact   all   appropriate   parties   as   soon   as   possible.   
● Arrange   for   counseling   of   students,   as   needed.     

STAFF   ACTIONS:     

● Confirm   that   student   attended   school   that   day.     
● Notify   Principal.     
● Provide   description   of   the   student,   including   height,   weight,   clothing   worn   that   day,   backpack,   where   last   

seen   and   when.     
● Bring   all   students   indoors.   Immediately   lock   exterior   access   to   the   school   and   secure   the   campus.   Do   not   let   

any   individuals   leave.   Do   not   let   unauthorized   individuals   come   onsite.     
● Take   attendance   in   the   classroom   and   report   any   other   missing   students   to   the   office.   Keep   students   in   

secure   areas   until   notified   to   resume   regular   school   activities.   

MOTOR   VEHICLE   CRASH     

A   motor   vehicle   crash   may   result   in   a   fuel   or   chemical   spill   on   school   property.     

PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

● Notify   police   and   fire   department   (call   911).     
● Determine   immediate   response   procedures,   which   may   include   EVACUATION   or   OUTSIDE   EVACUATION.   
● Arrange   for   first   aid   treatment   and   removal   of   injured   occupants   from   building.     
● Secure   area   to   prevent   unauthorized   access   until   the   public   safety   officials   (police,   sheriff,   fire   department)   

arrive.     
● Ensure   that   students   and   staff   remain   at   a   safe   distance   from   the   crash.     
● Account   for   all   building   occupants   and   determine   extent   of   injuries.     
● Notify   Superintendent.     

STAFF   ACTIONS:     

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

The   Imperial   County   Office   of   Education   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   

The   Psychological   First   Aid   Team   will   assess   the   range   of   crisis   intervention   services   needed   during   and   following   
an   emergency.   

1. The   Psychological   First   Aid   Team   will   provide   direct   intervention   services.   

2. If   there   is   a   need   for   additional   assistance,   the   School   Administrator   will   notify   the   Superintendent.   

3. The   Psychological   First   Aid   Team   will   advise   and   assist   the   School   Administrator   to   restore   regular   school   
functions   as   efficiently   and   as   quickly   as   possible.   

4. In   performing   their   duties,   the   Psychological   First   Aid   Team   members   will   limit   exposure   to   scenes   of   
trauma,   injury   and   death.   

The   Psychological   First   Aid   Team   will   provide   ongoing   assessment   of   needs   and   follow-ups   services   as   required.   
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UNLAWFUL   DEMONSTRATION   /   WALKOUT   

An   Unlawful   Demonstration/Walkout   is   any   unauthorized   assemblage   on   or   off   campus   by   staff   or   students   for   the   
purpose   of   protest   or   demonstration.    

Procedure   

1. Upon   indication   that   an   unlawful   demonstration   or   walkout   is   about   to   begin,   personnel   should   
immediately   notify   the   School   Administrator.   

2. The   School   Administrator   will   initiate   appropriate   Immediate   Response   Actions,   which   may   include   
SHELTER-IN-PLACE.   

3. The   School   Administrator   will   notify   the   Imperial   County   Sheriff   Department,   the   District   Office   to   request   
assistance   and   will   provide   the   exact   location   and   nature   of   emergency.   

4. The   Request/Reunion   Gate   Team   will   immediately   proceed   to   the   Main   Gate   to   control   student   ingress   and   
egress.    Each   person   entering   or   leaving   the   campus   shall   be   required   to   sign   his/her   name,   and   record   
address,   telephone   number   and   time   entered   or   departed.    The   Main   Gate   should   not   be   locked,   as   a   locked   
gate   may   create   a   serious   hazard   for   students   leaving   or   attempting   to   re-enter   the   campus.   

5. If   students   leave   the   campus,   the   Request/Reunion   Gate   Team,   in   consultation   with   the   School   
Administrator,   will   designate   appropriate   staff   members   to   accompany   them.    These   staff   members   will   
attempt   to   guide   and   control   the   actions   of   students   while   offsite.   

6. Students   not   participating   in   the   demonstration   or   walkout   should   be   kept   within   their   classrooms   until   
further   notice   by   the   School   Administrator.    Teachers   will   close   and   lock   classroom   doors.    Students   and   
staff   should   be   protected   from   flying   glass   in   the   event   windows   are   broken,   by   closing   drapes   and   venetian   
blinds   in   rooms   so   equipped.   

7. The   Documentation   staff   member   should   keep   an   accurate   record   of   events,   conversations   and   actions.   

8. All   media   inquiries   will   be   referred   to   the   designated   school’s   Public   Information   Officer.   

9. The   School   Administrator   should   proceed   in   good   judgment   on   the   basis   of   police   or   other   legal   advice,   in   
taking   action   to   control   and   resolve   the   situation.   

10. The   School   Administrator   will   notify   parents   of   the   incident,   as   appropriate.   

WIND   STORMS   

Moderately   High   Winds:   

1. Call   for   indoor   recess   and   breaks   if:   

1. Blowing   sand   or   debris   might   injure   students   and   supervisors   

2. The   wind   is   strong   enough   to   make   the   use   of   playground   equipment   unsafe.   

3. The   wind   is   strong   enough   for   students   to   lose   their   balance.   
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4. Danger   of   tree   branches   breaking.   

Severely   High   Winds:   

1. Seat   students   away   from   glass.   

2. Cancel   outdoor   activities.   

3. Monitor   weather   forecasts   and   emergency   radio   channels.   

PANDEMIC   

Influenza   is   a   highly   contagious   viral   disease.   Pandemic   influenza   differs   from   both   seasonal   influenza   (flu)   and   
avian   influenza   in   the   following   aspects:    It   is   a   rare   global   outbreak   which   can   affect   populations   around   the   world.   
It   is   caused   by   a   new   influenza   virus   to   which   people   do   not   have   immunity.    Depending   upon   the   specific   virus,   it   
can   cause   more   severe   illness   than   regular   flu   and   can   affect   young   healthy   people   more   so   than   older,   sick   people.   
The   Public   Health   Department   will   take   the   lead   in   mobilizing   a   local   response   to   pandemic   influenza.   Public   health   
alerts   will   be   reported   to   schools   and   the   community.   Individual   schools   may   be   closed   temporarily   to   contain   
spread   of   the   virus.    

  
Phase   1:   Low   Risk   

1. Implement   a   health   and   hygiene   program   for   all   staff   and   students   to   follow.   

2. Conduct   inventory   of   PPE   supplies   

3. Verify   that   illnesses   are   properly   monitored   at   each   school   site.   

4. Monitor   trends,   track   percentage   of   student   and   staff   illnesses   at   each   school   site.   

5. Increase   pandemic   awareness   and   strengthen   training   for   school   staff.   

  

Phase   2:   Low   Risk   -   This   phase   is   declared   by   the   Superintendent   

1. Superintendent   will   notify   parents   of   the   increased   phase   and   declaration.   

2. Provide   staff   members   and   parents   with   any   information   that   would   strengthen   a   school’s   ability   to   
respond   to   a   pandemic.   

3. Promote   the   importance   of   reducing   the   spread   of   illness   

4. Remind   parents   to   keep   sick   children   at   home   and   remind   staff   members   to   stay   home   when   they   are   sick.   

Phase   3:   No   or   very   limited   human   to   human   transmission   

1. The   Superintendent   will   initiate   the   Pandemic   Response   Team   meeting.   

2. Communicate   the   current   phase   level   to   all   staff   members   and   train   them   in   pandemic   response   plans   as   
they   are   developed.   

3. Gather   and   disseminate   pertinent   information   as   it   becomes   available.   

4. Superintendent   will   make   the   decision   when   to   close   schools.   

5. Begin   to   consider   the   possibility   of   school   closures   and   that   staff   members   may   not   be   able   to   report   to   
work.   

6. Continue   to   verify   proper   health   and   hygiene   procedures   are   being   followed   by   staff   and   students.   

7. Monitor   daily   illness   trends   and   percentages.   

Phase   4:   Evidence   of   increased   human   to   human   transmission   

1. Superintendent   will   communicate   the   increase   in   phase   level   to   all   staff   members.   

58   



  

2. Identify   the   need   to   implement   any   recommended   social   distancing   measures.   

3. Coordinate   with   the   Superintendent’s   office   daily.     

Phase   5:   Evidence   of   significant   

1. Superintendent   will   follow   guidelines   issued   by   the   CDC,   local   Public   Health   Department,   and   directive   of   
the   school   board   and   move   into   a   full   school   closure.     

2. All   special   events   will   be   canceled.   

3. Pandemic   Response   Team   will   begin   working   on   Reopening   Plan   and   Pandemic   Protection   Program.   

  

POISONING/CONTAMINATION     

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

PRINCIPAL/SITE   ADMINISTRATOR   ACTIONS:     

● Call   911.     
● Isolate   suspected   contaminated   food/water   to   prevent   consumption.     
● Restrict   access   to   the   area.     
● Maintain   a   log   of   affected   students   and   staff   and   their   systems,   the   food/water   suspected   to   be   

contaminated,   the   quantity   and   character   of   products   consumed   and   other   pertinent   information.     
● Provide   list   of   potentially   affected   students   and   staff   to   responding   authorities.     
● Provide   staff   with   information   on   possible   poisonous   materials   in   the   building.     
● Notify   Superintendent   of   situation   and   number   of   students   and   staff   affected.     
● Confer   with   Department   of   Health   and   Human   Services   before   the   resumption   of   normal   school   activities.   

Prepare   communication   for   families   advising   them   of   situation   and   actions   taken.     

STAFF   ACTIONS:     

● Notify   principal/site   administrator.    Call   the   Poison   Center   Hotline   1-800-222-1222.     
● Administer   first   aid   as   directed   by   poison   information   center.     
● Seek   additional   medical   attention   as   needed     
● PREVENTATIVE   MEASURES:     
● Keep   poisonous   materials   in   a   locked   and   secure   location.     
● Post   the   Poison   Control   Center   emergency   number   in   the   front   office,   school   clinic   and   on   all   phones   that   

can   call   outside.     
● Post   the   names   of   building   personnel   who   have   special   paramedic,   first   aid   training   or   other   special   

lifesaving   or   life-sustaining   training   
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Section   7:   Safety   Strategies   

Creating  a  safe  school  requires  having  in  place  many  preventive  measures  for  children’s  mental  and  emotional                  
problems.   Schools  can  reduce  the  risk  of  violence  by  teaching  students  appropriate  strategies  for  dealing  with                  
feelings,   expressing   anger   in   appropriate   ways   and   resolving   conflicts.   

S TUDENT    R ECOGNITION    P ROGRAMS   

Heber   Elementary   School   District   sites   offer   the   following   recognition   programs   throughout   the   year.   

● Student   of   the   Month   (monthly/quarterly)   

● Lions   ROAR   (Dogwood:   monthly)   

● Hawks   PRIDE   (Heber:   quarterly)   

● Top   AR   Reader   (Dogwood:monthly)   

● Principal’s   List   (Heber:   quarterly)   

● Honorary   Society   (Heber:   quarterly)   

● Perfect   Attendance   (monthly)   

● Red   Carpet   (Heber:   yearly)   

  

  

S OCIAL -E MOTIONAL    P ROGRAMS     

Each   school   site   is   assigned   two   counselors;   a   school   psychologist   is   shared   by   both   sites.   District   programs   
contributing   to   social-emotional   goals   include   Imperial   County   Office   of   Education   parent   training   and   Imperial   
County   Behavioral   Health   First   Step   to   Success   Program.   The   staff   of   HESD   shall   identify   students   in   need   and   bring   
forth   the   student   and   the   family   to   the   school's   Student   Study   Team.    HESD   staff   shall   follow   the   Crisis   Intervention   
Plan   for   "suicide"   in   cases   where   a   student   exhibits   specific   characteristics.    In   incidences   of   possible   suicide,   
school/district   psychologist,   counselor,   or   police   crisis   response   units   shall   be   contacted.     
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R ULES    /   R EWARDS    /   C ONSEQUENCES     

    

Cafeteria   Rules   /   Rewards   /   Consequences     
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Rules   Rewards  Consequences   

1.    Follow   instructions   

2.    Come   Prepared   

3.    Keep   your   hands,   feet,   and    objects   
to  yourself   

4.    No   teasing,   bullying,   or   put   downs   

5.    Follow   the   dress   code   

    

1.    Verbal   praise   

2.    Phone   call   to   
parent/ note   sent   home   

3.    Homework   pass   

4.    Teacher   choice   

5.    Hawk   Tickets   

    

    

1. Verbal   Warning/Discussion   with   student   
(Record   on    behavior   sheet.   

2.   5   -   10   minutes   time   out;    parent   contact   
by   Remind,   Class   Dojo,   telephone   

3.   Buddy   room   (Go   to   another   teacher   for   
15-20   minute   time-out);    Complete   
Reflective   essay   

4. Teacher   contacts   parent   by    Telephone   

5.    5-10   minutes   Reflection   Time   after   school   
with   the   teacher .   (notify   parents   if   
Reflection   will   be   longer)   

6. Call   Parents/After   School   Reflection   Time   
(1   hour)   

7. Parent   Conference   Referral   to   Assistant   
principal   

Rules     Rewards  Consequences   

1.    No   shouting,   running,   or   pushing.   

2.    No   throwing   food.   

3.    Speak   in   a   quiet   voice   (lights   out   means   no   
talking).   

4.    Raise   your   hand   for   assistance   and   remain   
seated.   

5.    Clean-up   your   area/trash.   

6.    Gently   place   trash   in   proper   container   

7.    Do   not   take   food   out   of   the   cafeteria.   

1.    Verbal   praise   

2.    First   to   

leave/enter   
cafeteria  

3.    Treat   

4.    Hawk   Tickets   

    

    

1.    Verbal   warning   

2.    Time-out   table   5   mins.   

3.    Time-out   table   10   mins.   

4.    Lunch   Reflection   

5.    After   school   Reflection   (referral)   

6.    Conference   with   Administrator   
and Parent   



  

Playground   Rules   /   Rewards   /   Consequences   

  

Assembly   Rules   /   Rewards   /   Consequences   

    

REFLECTION   RULES   /   SCHEDULE   

Reflection   may   be    held   Monday,   Tuesday,   Thursday,   and   Friday   from   2:55-3:55   p.m.    If   students   are   late   or   fail   to   
attend   Reflection   on   their   assigned   day,   a   further   consequence   may   be   issued.   It   is   the   teacher’s   responsibility   to   
ensure   students   will   attend   Reflection   and   parents/guardians   are   being   notified.    

Parents/Guardians    of   bus   students   who   have   been   assigned   Reflection   must   make   arrangements   to   pick-up   their   
child,   as   bus   transportation   is   not   available.   
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Rules   Rewards  Consequences   

1.    No   fighting   or   wrestling   (or   roughplaying).   

2.    Do   not   use   profanity   (NO   CURSE   WORDS)   

3.    No   throwing   objects   (i.e.   sand,   dirt,   rocks,   etc.)   

4.    Do   not   throw   papers   or   trash   on   the   grounds   

5.    No   playing   in   the   restroom   (only   2   students   at   a   
time)   

6.    No   running   on   sidewalks   (Walk   on   sidewalks)   

1.     Verbal   praise   

2.     First   to   choose   
from  equipment   
basket   

3.     Hawk   Tickets   

4.     Assist   Staff   

    

1.    Verbal   warning   

2.    Time-out    2   minutes   

3.    Time-out    5   minutes   

4.    Lunch   Reflection   

5.    After   school   Reflection   (referral)   

6.    Loss   of   privileges   

7.    Conference   with   Administrator   
and Parent   

Rules   Rewards  Consequences   

1.                  Walk   in   quietly.   

2.                  Sit-Up   Straight   

3.                  Listen   attentively   

4.                  No   side   conversations   

5.                  Clap   (no   whistling   or   booing)   

1.    Verbal   praise   

2.    Hawk   Tickets   

3.    Teacher/Administrator   choice   

    

1.    Verbal   warning   

2.    Send   to   office   

3.    Lunch   detention   

4.    After   school   detention   

    



  

    

T RUANCY    /   SARB   R EFERRAL    /   D ISTRICT    A TTORNEY    R EFERRAL   

Heber   Elementary   School   District   recognizes   the   importance   of   punctuality   and   regular   attendance.    The   staff   shall   
accurately   record   the   attendance   record   for   all   students.    Parents   of   students   with   poor   attendance   will   be   
contacted.    Students   with   poor   attendance   due   to   medical   issues   will   be   referred   to   the   school   counselor   and/or   
nurse.    Should   attendance   problems   continue,   official   action   is   to   be   taken,   which   could   result   in   a   referral   to   the   
School   Attendance   Review   Board   or   a   referral   to   the   Imperial     County   District   Attorney’s   Office   with   a   request   for   
prosecution   of   the   parent   and/or   the   student.    

  M EGAN ' S    L AW    N OTIFICATION     

Heber   Elementary   School   District   staff   shall   receive   Megan's   Law   Sex   Offender   Information   from   local   law   
enforcement   and   that   information   shall   be   communicated   with   the   public   so   that   the   information   can   be   used   to   
protect   students   and   families.    Megan's   Law   provides   the   public   with   photographs   and   descriptive   information   on   
serious   or   high   risk   sex   offenders   residing   in   California   who   have   been   convicted   of   committing   sex   crimes   and   are   
required   to   register.   

P ARENT /G UARDIAN    I NVOLVEMENT     

Staff  members  in  effective  and  safe  schools  make  persistent  efforts  to  involve  parents/guardian  by:  Informing  them                  
about  discipline  policies,  procedures,  and  rules,  and  about  their  children’s  behavior,  both  desirable  and                
undesirable;  involving  them  in  making  decisions  concerning  school-wide  disciplinary  policies  and  procedures;  and               
encouraging   them   to   participate   in   prevention   programs,   intervention   programs   and   crisis   planning.   
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Rules   Consequences   

Reflection   is   NOT   TUTORING   or   HOMEWORK   ASSISTANCE.    Be   
prepared   to   work   quietly   and   independently.   

1.   Be   prepared   with   materials:   AR   books,   homework,    

    pencil,   paper,   etc.   

2.   Arrive   in   the   detention   room   by   2:55   p.m.   

3.   NO   TALKING.   

4.   NO   FOOD   OR   DRINKS.   

5.    Stay   seated   at   all   times.   

6.   Do   not   ask   for   permission   to   leave   the   detention    
    room   (library,   classroom,   restroom,   etc.).    Use   the    
    restroom   before   arriving   at   detention.   

1.   Failure   to   serve   reflection,   on   assigned   day,   
will   be   considered  defiance   and   reflection   will   
be   doubled   and   can   lead   to   in-house suspension   
or   out-of-school   suspension.   

2.    Failure   to   be   on-time   will   result   in   an   
additional   day   of   reflection.   

3.    Failure   to   comply   with   reflection   rules   will   
result   in   additional   reflection,   in-house   
suspension,   or   out-of-   school   suspension.   

4.    Students   who   are   wasting   time   will   be   
assigned   reflection.    

5.   Students   who   ask   to   use   the   restroom   will   be   
required   to   make-up  the    time   they   were   out   of   
the   reflection   room   or   be   given   additional   
reflection.   



  

 Heber   Elementary   School   District:     

● Effectively   uses   the   School   Site   Council   

● Notifies   parents   about,   and   encourages   participation   in   parenting   trainings   

● Follows   the   established   school/classroom   visitation   policy.   

● Provides   a   newsletter   to   parents.   

● Uses   the   School   Accountability   Report   Card   as   a   procedure   to   communicate   to   parents.   

● Provides   several   opportunities   for   Teacher-Parent   Conferences.   
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Section   8:    Policies   and   Procedures   

  

CHILD   ABUSE   REPORTING   PROCEDURES   

Duty   to   Report   

In   conformance   with   the   requirements   of   the   Penal   Code,   any   district   employee   who   has   knowledge   of   or   observes   
a   child   in   his/her   professional   capacity   or   within   the   scope   of   his/her   employment   whom   he   or   she   knows   or   
reasonable   suspects   has   been   a   victim   of   child   abuse   shall   report   the   known   or   suspected   instance   of   a   child   abuse   
to   Child   Protective   Services   (760-337-7750)   immediately   or   as   soon   as   practically   possible   by   telephone   and   shall   
prepare   and   send/fax   (760-337-5070)   a   written   report   thereof   within   36   hours   of   receiving   the   information   
concerning   the   incident.    The   reporting   duties   are   individual   and   cannot   be   delegated   to   another   individual   except   
under   circumstances   set   forth   in   Penal   Code   11166.   

For   the   purposes   of   this   reporting   procedure   and   the   Penal   Code,   “reasonable   suspicion”   means   that   it   is   objectively   
reasonable   for   a   person   to   entertain   such   a   suspicion,   based   upon   facts   that   could   cause   a   reasonable   person   in   a   
like   situation,   drawing   when   appropriate   on   his/her   training   and   experience,   to   suspect   child   abuse.   

Definitions   

1. “Child   Abuse”   includes   the   following:   

a. A   physical   injury   inflicted   by   other   than   accidental   means   on   a   child   by   another   person.     
b. Sexual   abuse   of   a   child.   
c. Willful   cruelty   or   unjustifiable   punishment   of   a   child,   or   willfully   inflicting   unjustifiable   physical   

pain   or   mental   suffering,   or   failure   to   safeguard   a   child   from   these   injuries   when   the   child   is   under   a   
person’s   care   or   custody.  

d. Unlawful   corporal   punishment   or   injury   resulting   in   a   traumatic   condition.   
e. Neglect   of   a   child   or   abuse   in   out-of-home   care.   

       2.   “Mandated   Reporters”   are   those   people   defined   by   law   as   “child   care   custodians,”   “health   practitioners,”     
“child    visitation   monitors,”   and   “employees   of   a   child   protective   agency.”    Mandated   reporters   include   
virtually   all   school   employees.    The   following   school   personnel   are   required   to   report:   

● Teachers,   administrators,   child   welfare   and   attendance   supervisor,   certificated   pupil   personnel   
employees, psychologists,   licensed   nurses,   counselors,   and   those   instructional   aides   or   other   
classified   employees   trained   in   child   abuse   reporting.   

       3.   “Child   Protective   Agencies”   are   those   law   enforcement   and   child   protective   services   responsible   for     
investigating   child   abuse   reports,   including   the   local   police   or   sheriff   department,   county   welfare   or   
juvenile   probation.   

  
      4.   Employees   reporting   child   abuse   to   a   child   protective   agency   are   to   notify   the   site   administrator   or     

designee   as   soon   as   possible   after   the   initial   verbal   report   by   telephone.    When   notified,   the   site   
administrator   may   inform   the   Superintendent   or   designee.   
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Administrators   so   notified   shall   provide   the   mandated   reporter   with   any   assistance   necessary   to   ensure   that   
reporting   procedures   are   carried   out   in   accordance   with   law   and   district   regulations.    At   the   mandated   reporter’s   
request,   the   principal   may   assist   in   completing   and   filing   these   forms.   

If   the   mandated   reporter   does   not   disclose   his/her   identity   to   a   district   administrator,   he/she   shall   at   least   provide   
or   mail   a   copy   of   the   written   report   to   the   district   without   his/her   signature   or   name.   

  Legal   Responsibility   and   Liability   

1. Mandated   reporters   have   absolute   immunity.    School   employees   required   to   report   are   not   civilly   or   
criminally   liable   for   filing   a   required   or   authorized   report   of   known   or   suspected   child   abuse.   

      2.   If   a   mandated   reporter   fails   to   report   an   instance   of   child   abuse,   who   knows   to   exist   or   reasonable   should     

know   to   exist,   person   is   guilty   of   a   misdemeanor   punishable   by   confinement   in   jail   for   up   to   six   months,   a   
fine   of   up   to   $1,000,   or   both.    The   mandated   reporter   may   also   be   held   civilly   liable   for   damages   resulting   
from   any   injury   to   the   child   after   a   failure   to   report.   

      3.   When   two   or   more   persons   who   are   required   to   report   have   a   joint   knowledge   of   a   suspected   instance   of     
child   abuse,   and   when   they   so   agree,   the   telephone   report   may   be   made   by   either   of   them,   and   a   single   
report   made   and   signed   by   that   person.    However,   if   any   person   who   knows   or   should   know   that   the   
designated   person   failed   to   make   the   report,   that   person   then   has   a   duty   to   do   so.   

Contact   Information   

● Child   Protective   Services   (24   hours   a   day   /   7   days   a   week)   
o Initial   Phone   Report:   (760-337-7750)   

o Follow-Up   Written   Report   within   36   hours   of   phone   report:       (760)-337-5070   

● Imperial   County   Sheriff ’s   Office   (non-emergency   number):    (442)-265-2000   

Written   Reports   

Within   36   hours,   a   written   report   must   be   sent,   faxed   or   submitted   electronically.   The   written   report   should   be   
completed   on   a   state   form   called   8572,   which   can   be   downloaded   from   the   following   sites:   

● https://oag.ca.gov/sites/all/files/agweb/pdfs/childabuse/ss_8572.pdf   

Victim   Interviews   

Whenever   a   representative   of   a   government   agency   investigating   suspected   child   abuse   or   neglect   or   the   state   
Department   of   Social   Services   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.   

A   staff   member   or   volunteer   aide   selected   by   the   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.   
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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.   

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.   

Peace   officers   shall   be   asked   to   sign   an   appropriate   release   or   acceptance   of   responsibility   form.   

Parent/Guardian   Complaints   

Upon   request,   the   Superintendent   or   designee   shall   provide   parents/guardians   with   a   copy   of   the   district’s   
administrative   regulation   that   describes   how   to   report   suspected   child   abuse   occurring   at   a   school   to   appropriate   
agencies.     

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.   

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   CCR4650.   

CHILD   ABUSE   TRAINING   REQUIREMENT   

All   district   employees   must   annually   complete   the   Mandated   Reporter   Training   Course   by   October   15   of   every   
school   year.    Employees   hired   after   the   October   15   date   are   required   to   complete   the   training   course   within   six   
weeks   of   employment.   

This   course   is   fully   compliant   with   California   Assembly   Bill   1432   and   is   available   online   (through   an   approved   
program   designed   specifically   for   education   agency   employees)   and   in-person.     

An   approved   learning   management   system   will   generate   the   required   reports   for   proof   of   completion.    Employees   
should   retain   a   copy   of   the   training   certificate   and   provide   a   copy   to   their   principal/site   administrator.   
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HATE   CRIME   REPORTING   

Hate   crimes   occur   when   a   perpetrator   targets   a   victim   because   of   his   or   her   membership   in   a   certain   social   group,   
usually   defined   by   racial   group,   religion,   sexual   orientation,   disability,   ethnicity,   nationality,   age,   gender,   gender   
identity,   or   political   affiliation.   

Hate   crimes   can   take   many   forms.    Incidents   may   involve   physical   assault,   damage   to   property,   bullying,   
harassment,   verbal   abuse   or   insults,   or   offensive   graffiti   or   letters.   

Reporting   procedures   

● Any   student   who   believes   that   he/she   is   a   victim   of   hate-motivated   behavior   shall   immediately   contact   the   
principal   or   designee.    If   the   student   believes   that   the   situation   has   not   been   remedied   by   the   principal   or   
designee,   he/she   may   file   a   complaint   in   accordance   with   district   complaint   procedures.   

● Staff   who   are   informed   of   hate-motivated   behavior   or   personally   observe   such   behavior   shall   notify   the   
principal   or   designee.    The   principal   or   designee   shall   notify   law   enforcement   if   it   is   determined   that   a   
hate-motivated   crime   occurred.     

The   Superintendent   or   designee   shall   ensure   that   staff   receives   appropriate   training   to   recognize   hate-motivated   
behavior   and   methods   of   handling   such   behavior   in   appropriate   ways.   

PROCEDURES   TO   NOTIFY   TEACHERS   OF   DANGEROUS   PUPILS   PURSUANT   TO   CALIFORNIA   ED.   CODE   
49079  

California   Ed.   Code   49079:   

a. A   school   district   shall   inform   the   teacher   of   each   pupil   who   has   engaged   in,   or   is   reasonably   suspected   to   
have   engaged   in,   any   of   the   acts   described   in   any   of   the   subdivisions,   except   subdivision   (h),   of   Section   
48900   or   in   Section   48900.2,   48900.3,   48900.4,   or   48900.7   that   the   pupil   engaged   in,   or   is   reasonably   
suspected   to   have   engaged   in,   those   acts.   The   district   shall   provide   the   information   to   the   teacher   based   
upon   any   records   that   the   district   maintains   in   its   ordinary   course   of   business,   or   receives   from   a   law   
enforcement   agency,   regarding   a   pupil   described   in   this   section.   

b. A   school   district,   or   school   district   officer   or   employee,   is   not   civilly   or   criminally   liable   for   providing   
information   under   this   section   unless   it   is   proven   that   the   information   was   false   and   that   the   district   or   
district   officer   or   employee   knew   or   should   have   known   that   the   information   was   false,   or   the   information   
was   provided   with   a   reckless   disregard   for   its   truth   or   falsity.   

c. An   officer   or   employee   of   a   school   district   who   knowingly   fails   to   provide   information   about   a   pupil   who   
has   engaged   in,   or   who   is   reasonably   suspected   to   have   engaged   in,   the   acts   referred   to   in   subdivision   (a)   is   
guilty   of   a   misdemeanor,   which   is   punishable   by   confinement   in   the   county   jail   for   a   period   not   to   exceed   six   
months,   or   by   a   fine   not   to   exceed   one   thousand   dollars   ($1,000),   or   both.   

d. For   the   1994–95   school   year,   the   information   provided   shall   be   from   the   previous   two   school   years.   For   the   
1996–97   school   year   and   each   school   year   thereafter,   the   information   provided   shall   be   from   the   previous   
three   school   years.   

e. Any   information   received   by   a   teacher   pursuant   to   this   section   shall   be   received   in   confidence   for   the   
limited   purpose   for   which   it   was   provided   and   shall   not   be   further   disseminated   by   the   teacher.   
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Suspension   History:   

Each   September   and   February,   all   teachers   will   be   provided   via   email   and   hardcopy,   a   list   of   enrolled   students   who   
have   one   or   more   suspensions   of   a   serious   or   violent   nature.    This   list   includes   student   suspensions   for   the   current   
year   plus   the   previous   three   years.    The   following   procedure   is   used   in   notifying   teachers   of   the   suspension   history:   

1. Suspension   lists   are   emailed   and   hand-delivered   to   each   teacher   using   a   routing   sheet.    All   teachers   sign   the   
routing   slip   indicating   their   review   of   the   data.   

2. The   hard   copies   hard   copies   will   be   marked   “confidential”   and   teachers   will   be   reminded   via   email   and   on   
the   routing   sheet   about   the   confidential   nature   of   the   data.   

3. All   routing   sheets   and   suspension   reports   are   to   be   returned   after   5   days   and   filed   in   the   school   office.   

Current   Suspensions   

To   notify   teachers   of   suspensions   as   they   occur   during   the   school   year,   the   following   process   is   followed:   

1. Teachers   will   be   sent   an   email   advising   the   nature   of   the   serious   act   and   the   dates   of   the   suspensions   as   
well   as   any   other   pertinent   information   regarding   this   suspension.   

2. Teachers   will   be   reminded   in   the   email   about   the   confidential   nature   of   the   data.   

  

PROCEDURES   FOR   NOTIFYING   LAW   ENFORCEMENT   REGARDING   NARCOTIC   AND   
ASSAULT   SUSPENSIONS   /   EXPULSIONS   PURSUANT   TO   CALIFORNIA   ED.   CODE   48902   

California   Ed.   Code   49079:   

a. The   principal   of   a   school   or   the   principal’s   designee   shall,   before   the   suspension   or   expulsion   of   any   pupil,   
notify     
the   appropriate   law   enforcement   authorities   of   the   county   or   city   in   which   the   school   is   situated,   of   any   acts   
of   the   pupil   that   may   violate   Section   245   of   the   Penal   Code.   

b. The   principal   of   a   school   or   the   principal’s   designee   shall,   within   one   school   day   after   suspension   or   
expulsion   of   any   pupil,   notify,   by   telephone   or   any   other   appropriate   method   chosen   by   the   school,   the   
appropriate   law   enforcement   authorities   of   the   county   or   the   school   district   in   which   the   school   is   situated   
of   any   acts   of   the   pupil   that   may   violate   subdivision   (c)   or   (d)   of   Section   48900.   

c. Notwithstanding   subdivision   (b),   the   principal   of   a   school   or   the   principal’s   designee   shall   notify   the   
appropriate   law   enforcement   authorities   of   the   county   or   city   in   which   the   school   is   located   of   any   acts   of   a  
pupil   that   may   involve   the   possession   or   sale   of   narcotics   or   of   a   controlled   substance   or   a   violation   of   
Section   626.9   or   626.10   of   the   Penal   Code.   The   principal   of   a   school   or   the   principal’s   designee   shall   report   
any   act   specified   in   paragraph   (1)   or   (5)   of   subdivision   (c)   of   Section   48915   committed   by   a   pupil   or   non   
pupil   on   a   school   site   to   the   city   police   or   county   sheriff   with   jurisdiction   over   the   school   and   the   school   
security   department   or   the   school   police   department,   as   applicable.   

d. A   principal,   the   principal’s   designee,   or   any   other   person   reporting   a   known   or   suspected   act   described   in   
subdivision   (a)   or   (b)   is   not   civilly   or   criminally   liable   as   a   result   of   making   any   report   authorized   by   this   
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article   unless   it   can   be   proven   that   a   false   report   was   made   and   that   the   person   knew   the   report   was   false   
or   the   report   was   made   with   reckless   disregard   for   the   truth   or   falsity   of   the   report.   

e. The   principal   of   a   school   or   the   principal’s   designee   reporting   a   criminal   act   committed   by   a   school   age   
individual   with   exceptional   needs,   as   defined   in   Section   56026,   shall   ensure   that   copies   of   the   special   
education   and   disciplinary   records   of   the   pupil   are   transmitted,   as   described   in   Section   1415(k)(6)   of   Title   
20   of   the   United   States   Code,   for   consideration   by   the   appropriate   authorities   to   whom   he   or   she   reports   
the   criminal   act.   Any   copies   of   the   pupil’s   special   education   and   disciplinary   records   may   be   transmitted   
only   to   the   extent   permissible   under   the   federal   Family   Educational   Rights   and   Privacy   Act   of   1974   (20   
U.S.C.   Sec.   1232g   et   seq.).   

(Amended   by   Stats.   2013,   Ch.   76,   Sec.   41.   Effective   January   1,   2014.)   

T RANSFERS    /   M ANDATORY    A LTERNATIVE    P LACEMENT   

When   students   are   administratively   transferred   from   one   school   to   another   for   disciplinary   reasons,   teachers   (to   
whom   the   student   is   assigned)   at   the   new   school   are   notified   by   the   school   administration   and   provided   with   
written   information   about   reasons   for   the   student’s   transfer   and   a   copy   of   the   student’s   behavior   agreement   (if   
available).    Copies   of   the   written   notice   are   maintained   in   the   school   office.   

S TUDENT    C ONVICTIONS   

When   the   district   receives   information   from   the   juvenile   court   system   that   a   student   has   been   convicted   of   the   
serious   or   violent   crime   requiring   teacher   notification,   the   principal   will   be   provided   with   written   notice   from   the   
district   office.    Teachers   will   then   be   notified   using   the   procedures   outlined   in   “Current   Suspensions.”    Copies   of   the   
written   notice   are   maintained   in   the   school   office.   

SAFE   INGRESS   AND   EGRESS   OF   PUPILS   

Procedures   for   Safe   Ingress   and   Egress   of   Pupils   

The   principals’   school   newsletters   and   notices   provide   frequent   reminders   about   traffic   and   campus   safety,   as   well   
as   details   regarding   the   nature   and   hours   of   campus   supervision.   Parents   are   informed   of   procedures   for   student   
drop-off   and   pick-up   as   well.   Also,   safety   procedures   and   expectations   are   described   for   those   students   who   ride   
their   bikes   and   walk   to   and   from   school.    

At   the   beginning   of   each   school   year,   school   personnel   take   the   time   to   discuss   school   rules   and   safety   procedures   
including   safe   ingress   and   egress   of   students.   There   are   contracted   crossing   guards   provided   both   before   and   after   
school   to   ensure   that   students   can   safely   cross   major   streets,   and   the   principal   maintains   contact   with   them   to   
identify   and   solve   any   traffic   safety   issues.   Yard   supervision   is   provided   50   minutes   prior   to   the   start   of   school.   
Adult   supervision   is   also   provided   at   the   end   of   the   day   when   students   are   waiting   to   be   picked   up.   

Staff   members   are   vigilant   about   visitors   on   campus,   and   all   school   guests   are   asked   to   sign   in   at   the   office   and   
obtain   a   visitor’s   badge   for   purposes   of   identification.   If   a   person’s   presence   on   campus   is   questioned,   the   sheriff ’s   
department   is   contacted.   
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SUICIDE   PREVENTION/RESPONSE   PLAN     
  

Crisis-Psychological   First   Aid   Team   

1. In   all   incidents   of   suicide   behavior,   the   Crisis-Psychological   First   Aid   Team   should   be   involved.   If   applicable,   
the   school   nurse   and   security   personnel   should   be   involved   also.    

2. With   all   mid-level   and   high   level   incidents,   parents/guardians   contact   should   be   made.   The   
Crisis-Psychological   First   Aid   Team   will   determine   if   parent   contact   should   be   made   with   low-level   cases   as   
they   continue   to   closely   monitor   the   situation.   

3. In   all   cases,   maintain   thorough   documentation   of   the   incident   and   the   responses.    

4. With   all   mid-level   risk   students,   a   parent   should   come   to   school,   talk   to   the   school   counselor,   and   pick-up   
the   student.   As   part   of   sharing   information   and   concern   with   the   parent/guardian,   the   counselor/   principal   
should   recommend   that   parent   take   the   student   as   soon   as   possible   to   have   professional   assessment   done.    

5. With   high-level   risk   student,   declare   a   medical   emergency.   If   applicable   call   911   immediately.   A   high-risk   
student   should   be   discharged   to   the   parent/guardian   or   transported   by   county   or   ambulance   services,   in   
case   where   the   parent   is   unavailable.   While   discussing   the   situation   to   the   parent(s)/guardian,   
recommendation   to   them   that   safe   transport   should   be   used   (i.e.   sheriff,   ambulance)   when   transporting   a   
student   to   an   assessment.   If   the   parent(s)/   guardian   decline,   document   it   and   always   have   a   witness.    

6. In   the   event   that   the   parent(s)/guardian(s)   does   not   follow   through   with   the   official   assessment   when   
warranted,   a   complaint   should   be   reported   to   Child   Protective   Services.    

Spectrum   of   Suicidal   Behavior   Levels   

Low   Acute   Risk:    Low-level   involves   thoughts   and   ideations.   The   student   has   fleeting   reactions   to   depression   and   
stress   with   a   specific   stressor,   but   has   good   coping   skills.   

Moderate   Acute   Risk :   Mid-level   risk   involves   ideations   and   gestures.   The   student   may   threaten   with   weapon   in   
hand,   but   make   no   actual   attempt.   The   student   has   high   stress   and   low   coping   skills   and   lack   of   supports.   

High   Acute   Risk:    High-level   risk   involves   para-suicide,   suicide   attempts   or   completions.   The   student   attempts   at   a   
low   level   of   lethality    (para-suicide)   or   attempts   at   a   moderate   to   high   levels   of   lethality   or   completes,   resulting   in   
death.    

  

  

Suicide   Risk   Threat   Assessment   Procedure   

Staff   members   refer   student   to   Counselor   and/or   Psychologist   for   risk   assessment   if   a   student   expresses   suicidal   
ideation   or   intent.   A   risk   assessment   may   also   be   requested   if   student   displays   any   warning   signs   or   risk   factors.     

School   Psychologist   or   Counselor   conducts   a   suicide   risk   assessment   and   develops   a   suicide   risk   formulation.   
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Low   Acute   Risk   Intervention   Plan   

● Support   personnel   will   increase   contact   with   identified   student   
● Provide   resources   (outside   agencies   and   hotlines)   
● Support   personnel   will   determine   if   parent   contact   should   be   made   
● If   necessary,   increase   parent   monitoring   of   student   safety   
● When   applicable,   collaborate   with   staff   to   reduce   student   stressors   

Moderate   Acute   Risk   Intervention   Plan   

● Support   personnel   will   increase   contact   with   identified   student   
● Consider   hospitalization    
● Develop   safety   plan   
● Provide   crisis   contact   information   to   student   and   parent/guardian   
● When   applicable,   collaborate   with   staff   to   reduce   student   stressors   

High   Acute   Risk   Intervention   Plan   

● Behavioral   Health   Crisis   will   be   contacted   for   an   emergency   assessment,   if   hospitalization   is   required   
parent   will   be   notified   and   student   will   be   transported   by   county   or   ambulance   services   

● Team   meets   to   identify   current   needs   and   adjust   interventions   

Suicide   Attempt   on   Campus   

1. Treat   attempted   suicide   as   a   medical   emergency   and   call   911   immediately.   The   law   enforcement   officer   who   
responds   will   follow   regulations   authorized   by   their   department.    

2. Notify   the   administration   of   his/   her   designee.    

3. Student’s   personal   belongings   must   be   searched   for   possible   weapons   and   or   contraband;   relating   to   the   
attempted   suicide.     

4. Talk   to   witnesses,   see   if   they   are   willing   to   share   and   complete   an   incident   statement.    

5. Counselors,   Psychologist,   and   support   personnel   will   be   available   to   provide   support.   A   plan   will   be   
developed   to   provide   continuous   support.    

Suicide   on   Campus   

1. Designate   a   person   to   secure   the   area   until   the   arrival   of   security   personnel   and   /   or   law   enforcement.   

2. Activate   the   School   Emergency   Response   Plan:   

● Designated   staff   should   report   to   the   entrances   and   exits   of   the   building,   parking   lots,   etc.     
● All   other   members   of   the   Crisis-Psychological   First   Aid   Team   should   begin   their   duties.   
● Notify   principal   and/or   designee.   

       3.   The   principal   or   designee   will   dispatch   the   appropriate   members   of   the   Crisis-Psychological   First   Aid   Team     

  should   begin   their    duties.   
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        4.   Counselors,   Psychologist,   and   support   personnel   will   be   available   to   provide   support.   A   plan   will   be     

developed   to   provide   continuous   support.    

        5. Furnish   law   enforcement   and/or   medical   examiner   the   names,   addresses   and   phone   numbers   of   the     

parents/guardians   or   the   nearest   relative.   

         6.   If   needed,   contact   the   Imperial   County   Behavioral   Health   to   provide   back-up   counseling   assistance.    

         7.   Media   inquiries   should   be   directed   to   the   District   Office.    

         8.   Gather   information   about   siblings   and   other   relatives   and   the   school   they   attend.   Update   any   affected     

principals   and   relay   any   pertinent   parent   information.   

  

Suicide   Threat   Procedures   

1. Send   another   teacher   or   student   to   contact   the   school   counselor   or   administration   immediately.   

2. Remain   calm,   and   stay   with   the   student.   Keep   in   mind   that   the   student   may   be   overwhelmed,   confused,   as   
well   as   ambivalent.    

3. Get   vital   information   if   possible,   such   as   name,   address,   home   phone   number,   and   parent/guardian   work   
number.   

4. Clear   other   students   from   the   scene.   Direct   them   to   another   classroom   or   area.   

5. Assure   the   student   that   he/she   has   done   the   right   thing   by   talking   to   you.   Assure   the   student   that   help   is   
coming.   Tell   student   that   there   are   options   available.   

6. A   parent/guardian   must   be   contacted   immediately.   
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Section   9:    Board   Policies     
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Section   10:    Forms   and   Checklists     
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Emergency   Information   for   Parents   

  

Earthquake   preparedness   Teachers’   Guidelines   

  

When   you   feel   a   quake   give   students   the   command   to    “Drop,   Cover,   and   Hold”    and   do   so   yourself   immediately.    
Begin    “Quake   Chatter”    and   continue   it.    Stay   covered   until   the   initial   shaking   is   over.   

  
  

1. Quake   Chatter   

o Students   will   be   calmer   if   the   teacher   stays   calm   and   continues   to   talk   during   and   immediately   after   
the   shaking.   

o In   a   controlled   firm   voice,   state   that   we   are   having   an   earthquake.    Keep   holding   on.    The   shaking   
will   stop   in   a   minute.   

o Continue   quake   chatter   throughout   the   shaking   and   after.   

o When   the   shaking   is   over   ask,   “Is   everyone   alright?    Please   check   yourself   and   each   other.    Is   anyone   
hurt?   

  
  

1. Assess   the   Situation   

o Is   there   severe   structural   damage?   

o Fire?   

o Toxic   spill?   

o If   door   is   jammed,   look   for   an   alternate   way   out,   including   windows.   

o If   necessary,   break   a   window.    Call   for   help   by   shouting   and/or   blowing   your   whistle.   

  
  

1. Assess   Injuries   

o Make   a   quick   assessment   of   injuries   to   students   (triage).   

o Unless   there   is   fire,   severe   damage   to   structure,   or   a   hazardous   spill   the   teacher   uses   first   aid   for   
critical   injuries.   
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1. Decision   to   Evacuate   

o The   teacher   makes   the   decision   to   stay   put,   or   delayed   evacuation   based   on   his/her   evaluation   of   
the   situation.   

o The   teacher   takes   a   quick   look   at   the   evacuation   route   from   the   classroom   to   be   sure   that   it   appears   
clear   and   safe.    Can   you   exit?    Should   you   exit?   

o Decide   to   evacuate   students   as   soon   as   this   can   be   done,   safely   and   calmly.   

  
  

1. Evacuation   

o Get   your   disaster   bucket   and   your   attendance   sheet   (homeroom,   Periods,   ELD,   RtI)   

o If   the   situation   allows,   have   students   get   their   coats/sweaters.   

o When   you   feel   you   have   control,   explain   to   the   students,   “We   are   going   to   calmly   leave   the   building  
and   go   to   our   usual   line-up   area.    Be   sure   to   stay   away   from   overhangs,   electrical   wires   and   poles,   
and   buildings   as   much   as   possible.”   

o Assist   students   to   exit   in   a   quick   and   orderly   fashion.    If   some   students   cannot   be   moved,   get   the   
rest   out   first   (ask   a   neighboring   teacher   or   other   staff   for   assistance).   

o Have   classroom   leaders   lead   students   to   the   usual   meeting   area.    Be   careful   to   avoid   overhangs,   
electrical   wires   and   poles,   buildings,   trees,   etc.   

o Be   alert   for   aftershocks.    Give   the   “Drop,   Cover,   Hold”   command   if   an   aftershock   occurs.   

  

Mark   your   door   for   the   Search   and   Rescue   Team:    Apply   the   Green/Red   laminated   card   to   the   outside   classroom   
door,   exposing   the   desired   color   visibly   outward,   which   denote   the   current   situation   for   that   particular   room   or   
building.   
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TRIAGE   Guidelines   

  

Immediate   Classification   

These   students   get   priority   medical   care   and   transportation   to   an   advanced   care   facility.    These   victims   are   
critically   injured,   life   threatened,   but   salvable.    They   will   die   within   one   hour   or   less   without   further   treatment   and   
require   immediate   field   intervention   to   survive.   

● After   assignment   to   the   immediate   classification,   the   students   are   then   further   divided   into   two   additional   
groups.    The   two   subgroups   are   the   immediately   life   threatened,   and   the   potentially   life   threatened.   

● Injury   patterns   seen   in   the   group   include:   
o Head   injuries   with   decreasing   level   of   consciousness;   

o Airway/chest   injuries   with   associated   cardio   respiratory   or   respiratory   compromise;   

o Shock   associated   with   hemorrhage;   

o Blunt   or   penetrating   abdominal   trauma;   

o Life   threatening   fractures   such   as   femur,   pelvic,   etc.   

o Third   degree   burns   over   25%   BSA   (body   surface   area)   but   under   50%   BSA,   excluding   facial   
involvement.   

● Medical   problems   assigned   to   the   immediate   classification   include:   
o Chest   pain   not   associated   with   blunt   trauma;   

o Suspected   hypo/hyperglycemia;  

o Unconscious   without   associated   trauma;   

o Obstetrical   problems;   

o Seizures   with   or   without   trauma;   

o Hysterics   requiring   isolation   from   others;   

o Hypothermia   

o Hyperthermia   

Delayed   Classification   

Anyone   in   this   classification   is   considered   to   be   a   lower   priority   victim.    Since   this   is   a   two   tiered   system,   the   
“delayed”   group   is   a   catchall   for   any   victims   other   than   those   who   are   life   threatened   or   with   salvable   injuries.    
Therefore,   the   injuries   seen   in   this   classification   include:   

● Serious   injuries,   non-life   threatening,   including:   
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o Fractures    

o Serious   lacerations   requiring   repair   

o Third   degree   burns   less   than   25%   BSA   

o Second-degree   burns   of   any   percentage   

o Eye   injuries   

o Spinal   cord   injuries   

● Minor   injuries   requiring   first   aid   treatment   only   and   the   non-injured.    This   group   can   be   transported   to   an   
ambulatory   holding   or   evacuation   center.    They   do   not   need   to   tie   up   hospital   facilities.   

● The   dead   at   scene.    These   are   sent   to   a   morgue   area.   
● Critically   injured,   seriously   life   threatened,   non-salvable   patients.   
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EMERGENCY   HAZARD   ASSESSMENT   SUMMARY   

  

School:   ________________________________________________________________________________   

  

Location:________________________________________________________________________________   

  

On-Site   Hazard:   

(List   any   unusual   hazards   which   are   unique   to   the   school,   e.g.   underground   storage   tanks,   unusual   chemicals)   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

  

Off-Site   Hazards:   

(List   any   unusual   hazards   which   are   unique   to   the   school,   e.g.   freeways,   railroads,   power   transmission   lines,   industrial   
facilities)   

  

________________________________________________________________________________________________   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

________________________________________________________________________________________________   

Completed   by: ___________________________________________________________________________________   

Date: ______________________________________   
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BIOLOGICAL   AND   CHEMICAL   RELEASE   RESPONSE   CHECKLIST   

  

Completed   by: __________________________________________________________________________________   

  

Date: ______________________________________   
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School     

Location   

    

    

    

            
Ye 

s      
N 

o      

Not 

Evi 
den 

t  

Have   students   and   staff   been   evacuated   from   area   of   contamination?                     

Have   all   students   and   staff   been   accounted   for?                     

Has   the   area   of   contamination   been   cordoned   off   and   secured?                     

Has   the   area   of   contamination   been   affixed   with   conspicuous   signs   reading:   “DO   NOT   ENTER”?                     

Have   the   doors   and   windows   to   the   area   of   contamination   been   closed   and   locked?                     

Have   fans   and   ventilators   serving   the   area   of   contamination   been   turned   off?                     

Have   staff,   students,   or   other   personnel   who   came   in   contact   with   the   area   of   contamination   cleaned   their   hands   

with   soap   and   water?                     
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HEBER   ELEMENTARY   SCHOOL   DISTRICT   -   EMERGENCY   DRILL   RECORD   

School:    Dogwood   Elementary   2021   –   2022   

  

Type   of   Drill   

  

Date   
Held   

Time     

Remarks   

  

Recorded   by   
Start  End   

  

Fire   Drill   9/10/21   8:25   
a.m.   

8:29   
a.m.   

Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   

Earthquake/Fire   10/21/2 
1   

10:2 
1   a.m  

10:26   
p.m.   

Great   California   Shakeout.   Alarm   system   
functioning   properly.   Two   drills   performed.    

Jeremey   
Nielsen   

MOT   

Fire   Drill   11/8/21   1:00   
p.m.   

1:04   
p.m   

Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   

Lockdown   Drill   12/02/2 
1   

    Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   

Earthquake/Fire   
Drill   

1/7/22         Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   
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HEBER   ELEMENTARY   SCHOOL   DISTRICT   -   EMERGENCY   DRILL   RECORD   

School:    Heber   School   2021   –   2022   

  

Type   of   Drill   

  

Date   Held  

Time     

Remarks   

  

Recorded   by  
Start   End   

  

Fire   Drill   9/10/21   8:25   a.m.   8:29   a.m.   Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   

Earthquake/Fi 
re   

10/21/21   10:21   a.m  10:26   
p.m.   

Great   California   Shakeout.   Alarm   system   
functioning   properly.   Two   drills   

performed.    

Jeremey   
Nielsen   

MOT   

Fire   Drill   11/8/21   1:00   p.m.   1:04   p.m   Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   

Fire   Drill   
(ASES)   

12/6/21   3:15   p.m.   3:19   p.m   Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   

Lockdown   12/14/21   8:45     Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   

Fire   Drill   1/25/22   2:20   p.m.   2:24   p.m   Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   

Earthquake/Fi 
re   Drill   

1/28/22   9:40   a.m.   9:44   a.m   Alarm   system   functioning   properly   Jeremey   
Nielsen   

MOT   
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Section   10:    Emergency   Procedures   -   Site   Specific   

Emergency   Phone   Numbers   

Site   School   Directories     

Site   Map     

Emergency   Contact   Form     

Shelter-In-Place   Script   

Lockdown   Script     

Earthquake/Fire   Drill   Protocol     
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EMERGENCY   PHONE   NUMBERS   

  
  

● Heber   Elementary   School   District…………………………….. (760)-337-6530   

● Bus   Transportation   Department……………………………….. (760)-337-1088   

● Imperial   County   Sheriff ’s   Department………………………… (760)   339-6311   

● Imperial   County   Fire   Department…………………………….. (760)   353-5222   

● Imperial   Irrigation   District……………………………………. (760)   482-9600   

● The   Gas   Company……………………………………………. (800)   427-2000   

● Heber   Public   Utilities……………………………………….... (760)   353-9040   

● El   Centro   Regional   Medical   Center………………………….. (760)   339-7100   

● Poison   Control   Hotline……………………………………….. (800)   222-1222   

● Imperial   County   Office   of   Emergency   Management   System… (442)   265-6012   

● Imperial   County   Health   Department…………………………. (760)   482-4438   

● Office   of   Environmental   Health   and   Safety………………….. (760)   482-4203   

● American   Red   Cross…………………………………………. (760)   352-4541   
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E ARTHQUAKE /F IRE    D RILL    P ROCEDURES   

Earthquake   

Direct   students   to   Duck,   Cover,   and   Hold   under   the   desk/table   (do   not   wait   for   bell   to   ring).   

 Students   and   staff   must    remain   in   Duck,   Cover,   and   Hold   position   for   60   seconds   after   the   earthquake   stops   
or   until   alarm   is   activated    signaling   classroom   evacuation.    Follow   protocol   below.        

Fire   Drill     

Once   the   alarm   is   activated,    follow   the   protocol   below.     

Protocol     

1. Inform   students   to   line-up   and   start   walking   outside   the   classroom   quietly   and   orderly.    

The   only   person   speaking   is   the   teacher,   giving   specific   directions.   Students   must   take   the   drill   seriously   (no   
horseplaying).    

2. Teachers   must     bring:   

⇨ Current   Roster     

⇨ Whistle   

⇨ Red    and    Green    cards!   

⇨ Assigned   Radio   (if   applicable)     
  

3. Hang    red     card   on   your   door   knob   (outside)   to   indicate   you   have   an   injured   or   missing   student.   

4. Hang    green     card   on   your   door   knob   (outside)   to   indicate   everyone   is   fine   and   accounted   for.   

5. Direct   all   students   to   walk   toward:   

Dogwood:   West   side   of   the   basketball   courts   

Heber   School:   Basketball   courts    (4th/5th/6th/SDC/Language)    or   Soccer   Field    (7th/8th)    

6. Walk   to   the   designated   line-up   area   for   your   grade   level.   

7. Display   the    green    or    red    card   so   the   designated   staff   can   account   for   your   class   

● Raise    red    card   to   indicate   you   have   an   injured   or   missing   student   or   staff   member.   
● Raise    green    card   if   all   students   and   staff   are   accounted   for.   

8.   Designated   personnel   will   inform   the   Command   Center   of   findings   

9.   When   facilities   are   clear   and   students   and   staff   are   accounted   for,   Principal   or   designee   will   announce:    

“ All   facilities   are   clear   and   all   students   and   staff   are   accounted   for….Blow   your   whistles.”   

● Sound   of   whistles   and/or   ringing   of   bell   will   indicate   that   it   is   safe   to   return   to   classroom.   
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Designated   staff   will   check   roster   and   verify   student   count   
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Grade   Location   Position   Staff   

Transitional   
Kindergarten   
Kindergarten     
1st   Grade   
SDC   

Dogwood   Counselor     
Library   Clerk     

Elizabeth   Vasquez   
Eunice   Romero     

2nd   Grade   
3rd   Grade   
RSP     
Speech     
Newcomers   

Dogwood   TOSA   
Attendance   Clerk   

Elizabeth   Vasquez   
Martha   Favela     

4th   Grade   
5th   Grade     
6th   Grade   
Language!   
SDC/RSP   

Heber:   Basketball   Courts   Counselor     
Administrative   Assistant   
SPED   Clerk     
Support   
Services-Migrant   

  

Rosa   Nava  
Elizabeth   Camarena   
Alejandra   Pasten   
Ernesto   De   La   Rosa  

7th   Grade   
8th   Grade   

Heber:   Soccer   Field     Technology   
Library   Clerk   
Instructional   Aide   
Attendance   Clerk   

  

Cynthia   Leyvas     
Arlene   Arreola     
Claudia   Rivera     
Martha   Favela   

  




