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School Site Vision, Mission & Core Values 
 
Developing creative, confident, compassionate learners; poised to contribute to a dynamic world.  
 
At  Center Street School, we value and care for each and every student. Within a safe and 
compassionate learning environment, students take ownership in their role as scholars and are 
empowered to achieve at their highest level. Through creativity, collaboration, and critical thinking, 
we enjoy the process of becoming problem solvers and lifelong learners. 
 
 Motto: Cougars CARE = Community, Authenticity, Resilience, Excellence  
 
Core values and beliefs: 

We believe students are at the center of our instruction and decision-making 

We believe in consideration and compassion 

We believe in cultural and global awareness 

We believe in acceptance of differences 

We believe in differentiated instruction 

We believe in teamwork and collaboration 

We believe in high expectations and rigorous instruction 

We believe in our students 
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Assessment of the Current Status of School Crime 
Our ESPD school resource officer, Stephanie Martinez, met with the assistant principal to discuss 
crime in the area. The major community concern in the area  is traffic, particularly during student 
dropoff and pickup times. However, while this has been an issue in the past, due to the current state 
of COVID-19 and only having limited students on campus, this issue has been greatly reduced from 
the past. Additionally, there are some very minor trespassing concerns on campus, with reports of 
people jumping the fence to access campus to engage in activities such as playing basketball or 
skateboarding on campus. The vast majority of these concerns do not require the intervention of 
ESPD.  

Assessment of the Current Status of School Environment 
The CSS school safety team met on 5 January 2020 to discuss the CSSP and identify areas of concern 
on campus.  Areas identified are as follows: 

● Students with allergies and ready-access to emergency medication (ex: Epi-Pen), particularly
during lunch/snack time

Programs and Strategies that Provide School Safety 

Child Abuse Reporting Procedures 
For specific details, refer to El Segundo Unified School District Board Policy and Administrative 
Regulations BP 5141.4 / AR 5141.4 

Child Abuse 

District employees are obligated to report all known or suspected incidents of child abuse and neglect 
in accordance with law, Board policy, and administrative regulation. Employees shall not investigate 
any suspected incidents but rather shall fully cooperate with agencies responsible for reporting, 
investigating and prosecuting cases of child abuse and neglect. 

Parents/guardians may file a complaint against a district employee or other person whom they suspect 
has engaged in abuse of a child at a school site. The Superintendent or designee shall provide 
parents/guardians information about reporting procedures in accordance with law. 

Definitions 
Child Abuse or neglect includes the following: 

1. A physical injury inflicted by other than accidental means on a child by another person
2. Sexual abuse of a child as defined in Penal Code 11165.1
3. Neglect as defined in Penal Code 11165.2
4. Willful cruelty or unjustifiable punishment of a child as defined in Penal Code 11165.3
5. Unlawful corporal punishment or injury resulting in a traumatic condition as defined in Penal

Code 11165.4
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6. Abuse or neglect of a child in out-of-home care, including at school, as defined in Penal Code
11165.5

Child abuse or neglect does not include: 

1. A mutual affray between minors (Penal Code 11165.6)
2. An injury caused by reasonable and necessary force used by a peace officer acting within the

course and scope of his/her employment (Penal Code 11165.6)
3. The exercise by a teacher, vice principal, principal or other certificated employee of the same

degree of physical control over a student that a parent/guardian would be privileged to
exercise, not exceeding the amount of physical control reasonably necessary to maintain
order, protect property, protect the health and safety of students, or maintain proper and
appropriate conditions conducive to learning (Education Code 44807)

4. An amount of force that is reasonable and necessary for a school employee to quell a
disturbance threatening physical injury to persons or damage to property, to protect
himself/herself, or to obtain weapons or other dangerous objects within the control of the
student (Education Code 49001)

5. Physical pain or discomfort caused by athletic competition or other such recreational activity
voluntarily engaged in by the student (Education Code 49001)

Mandated reporters include but are not limited to teachers; instructional aides; teacher's aides or 
assistants; classified employees; certificated pupil personnel employees; administrators and 
employees of a licensed day care facility; Head Start teachers; district police or security officers; and 
administrators, presenters or counselors of a child abuse prevention program. (Penal Code 11165.7) 

Reasonable suspicion means that it is objectively reasonable for a person to entertain a suspicion, 
based upon facts that could cause a reasonable person in a like position, drawing when appropriate 
on his/her training and experience, to suspect child abuse or neglect. (Penal Code 11166) 

Reporting Procedures 
Whenever any mandated reporter, in his/her professional capacity or within the scope of his/her 
employment, has knowledge of or observes a child whom the mandated reporter knows or 
reasonably suspects has been the victim of child abuse or neglect, that mandated reporter shall 
report to any police department, sheriff's department, county probation department if designated by 
the county to receive such reports, or the county welfare department. The mandated reporter shall 
make this report by telephone immediately or as soon as practicably possible. (Penal Code 11166) 

When the telephone report is made, the mandated reporter shall note the name of the official 
contacted, the date and time contacted, and any instructions or advice received. 

The reporting duties are individual and cannot be delegated to another person. Reporting the 
information to an employer, supervisor, school principal, school counselor, co-worker, or other 
person shall not be a substitute for making a mandated report to the appropriate agency. (Penal 
Code 11166) 
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When two or more mandated reporters jointly have knowledge of a known or suspected instance of 
child abuse or neglect, and when there is agreement among them, the report may be made by a 
member of the team selected by mutual agreement and a single report may be made and signed by 
the selected member of the reporting team. Any member who has knowledge that the member 
designated to report has failed to do so shall thereafter make the report. (Penal Code 11166) 

No supervisor or administrator shall impede or inhibit a mandated reporter from making a report. 
(Penal Code 11166) 

Any person not identified as a mandated reporter who has knowledge of or observes a child whom 
he/she knows or reasonably suspects has been a victim of child abuse or neglect may report the 
known or suspected instance of child abuse or neglect to the appropriate agency. (Penal Code 11166) 

Within 36 hours of receiving the information concerning the incident, the mandated reporter shall 
prepare and send to the appropriate agency a written report which includes a completed Department 
of Justice form. (Penal Code 11166, 11168) 

Mandated reporters may obtain copies of the above form from either the district or the appropriate 
agency. 

Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167) 

a. The name, business address and telephone number of the person making the report
and the capacity that makes the person a mandated reporter

b. The child's name and address, present location and, where applicable, school, grade
and class

c. The names, addresses and telephone numbers of the child's parents/guardians
d. The information that gave rise to the reasonable suspicion of child abuse or neglect

and the source(s) of that information
e. The name, address, telephone number and other relevant personal information about

the person(s) who might have abused or neglected the child

The mandated reporter shall make a report even if some of this information is not known or is 
uncertain to him/her. (Penal Code 11167) 

Information relevant to the incident of child abuse or neglect may also be given to an investigator 
from an agency that is investigating the case. (Penal Code 11167) 

Employees reporting child abuse or neglect to the appropriate agency are encouraged, but not 
required, to notify the principal or designee as soon as possible after the initial telephone report to 
an appropriate agency. When so notified, the principal shall inform the Superintendent or designee. 
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The principal or designee so notified shall provide the mandated reporter with any assistance 
necessary to ensure that reporting procedures are carried out in accordance with law, Board policy 
and administrative regulation. At the mandated reporter's request, the principal may assist in 
completing and filing these forms. 
 
The mandated reporter shall not be required to disclose his/her identity to the principal. He/she may 
provide or mail a copy of the written report to the principal, Superintendent or designee without 
his/her signature or name. 
 
Any person shall notify a peace officer if he/she reasonably believes that he/she has observed the 
commission of any of the following offenses where the victim is a child under age 14:  

a. Murder 
b. Rape 
c. Lewd or lascivious act by use of force, violence, duress, menace, or fear of immediate 

and unlawful bodily injury (Penal Code 152.3, 288) 

Training 
Training of mandated reporters shall include child abuse identification and reporting. All employees 
receiving such training shall receive written notice of state reporting requirements and employees' 
confidentiality rights. (Penal Code 11165.7) 
 
Training shall also include guidance in the appropriate discipline of students, physical contact with 
students, and maintenance of ethical relationships with students to avoid actions that may be 
misinterpreted as child abuse. 
 
Victim Interviews 
Upon request, a child protective agency representative may interview a suspected victim of child 
abuse during school hours, on school premises, concerning a report of suspected child abuse that 
occurred within the child's home. 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 a child may decline to be present at the interview. If the 
selected person accepts, the principal or designee shall inform him/her, before the interview takes 
place, of the following legal requirements:  

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 Article 2.5 (Child Abuse 

Reporting, Penal Code 11165 et seq.), a violation of which is punishable as specified by Penal 
Code 11167.5. (Penal Code 11174.3) 
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If a staff member agrees to be present, the interview shall be held at a time during school hours when 
it does not involve an expense to the school. (Penal Code 11174.3) 
 
Release of Child to Peace Officer 
When a child is released to a peace officer and taken into custody as a victim of suspected child 
abuse, the Superintendent and/or principal shall not notify the parent or guardian as required in 
other instances of removal of a child from school, but rather shall provide the peace officer with the 
address and telephone number of the child's parent or guardian. It is the responsibility of the peace 
officer to notify the parent or guardian of the situation. (Education Code 48906) 
 
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 procedures 
whereby they can report suspected child abuse occurring at a school site to appropriate agencies. 
Such procedures shall be in the primary language of the parent/guardian and, when communicating 
orally regarding those procedures, an interpreter shall be provided for parents/guardians whose 
primary language is other than English. (Education Code 48987) 
 
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 to any district employee, that employee shall notify the parent/guardian of procedures for 
filing a complaint with the appropriate agency and also is obligated 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 under 5 CCR 4650(a)(viii)(C). 
 
Disciplinary Action 
Any district employee accused of abusing or neglecting a student may be subject to reassignment or a 
paid leave of absence pending the outcome of an investigation by the appropriate agency.  
 
If a determination is made that an employee has committed child abuse or neglect, the district may 
take disciplinary action, including suspension and dismissal, in accordance with law, Board policy, 
administrative regulations and/or collective bargaining agreements. The Superintendent or designee 
shall seek legal counsel in connection with either the suspension or dismissal of the employee.  
 
Notifications 
The Superintendent or designee shall give persons hired by the district a statement informing them 
that they are mandated by law to report suspected child abuse and neglect, inform them of their 
reporting obligations under Penal Code 11166, and provide a copy of Penal Code 11165.7 and 11166. 
Before beginning employment, employees shall sign the statement indicating that they have 
knowledge of the reporting obligations under Penal Code 11166 and that they will comply with those 

8 
 



 

provisions. The signed statements shall be retained by the Superintendent or designee. (Penal Code 
11166.5) 
 
Employees who work with dependent adults shall be notified of legal responsibilities and reporting 
procedures pursuant to Welfare and Institutions Code 15630-15637. 
 
The Superintendent or designee shall also notify all employees that: 

1. A mandated reporter who reports a known or suspected instance of child abuse or neglect 
shall not be held civilly or criminally liable for making a report. Any other person making a 
report shall not incur civil or criminal liability unless it can be proven that he/she knowingly 
made a false report or made a report with reckless disregard of the truth or falsity of the 
report. (Penal Code 11172) 

2. If a mandated reporter fails to report an incident of known or reasonably suspected child 
abuse or neglect, he/she is guilty of a misdemeanor punishable by a fine and/or 
imprisonment. (Penal Code 11166) 

3. No employee shall be subject to any sanction by the district for making a report. (Penal Code 
11166) 
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Disaster Response Procedures 

For specific details, refer to El Segundo Unified District Board Policy BP 0450 and Administrative 
Regulations 3516.3. 
 
Earthquake 
 

Each teacher’s primary duty is to protect the safety of all students. In the case of students trapped or 
seriously injured in a classroom, the injured students must be left until the search and rescue teams 
arrive.  A teacher who stays behind runs the risk of becoming injured also and is of little use for 
supervising and caring for the remainder of the class.  If a classroom is dangerous, the teacher may 
need to take injured students with him/her, or move them a short way to a safer room.  Each teacher 
should lead all of his/her students that are able to leave the building outside to the fire drill area. 
With this said, evacuation after an earthquake is NEVER automatic; there may be more danger 
outside the building than there is inside; there may be no safe assembly area outside; there may be 
no clear routes to get outside, and alternate routes may need to be cleared. 
 
If the classroom teacher is injured, the students should know who to see, and what to do (“Teacher 
Emergency Partners” are listed later in this document).  Students need to be taught where to report, 
to whom to report, and to whom to report your injury.  Teachers should work on an alternate escape 
route and take a few moments to look all around the room, point out possible hazards and have the 
children help problem solve. 
 

This plan should be placed in your classroom emergency (red) bag or near the fire exit sign by the 
door.  Students should be familiar with where the Evacuation Map is displayed. 
 

FIRST PHASE: 
1. All students/staff move away from windows, filing cabinets, or other furniture that may fall.  

 

2. Drop, Cover and Hold.  Find cover under any desk or table.  Lie on the floor face down, and 
hold one or more of the legs of the desk or table as firmly as possible. 

 

3. After the shaking stops, and at staff’s best discretion, begin to evacuate any persons able to 
do so under their own power or with minimal assistance. 

 

4. Before evacuating the room, staff will: 
a. Assess injured as well as the condition of the classroom 
b. Calm students, maintain order, and offer reassurance 
c. To the best of each teacher’s ability, stagger exits with other classrooms in your 

building, with those nearest the exits leaving first 
 

5. When evacuating the room, staff will: 
a. Bring clipboard with Evacuation Accountability Sheets 
b. Bring Emergency Supply Bag and Emergency Toilet  
c. Turn off lights to reduce fire hazards 
d. Close door, but leave DoorBlock in place. 
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e. Place ONE of the following tags on the door handle that are applicable to the situation 
inside the classroom: 

∙ GREEN = ALL CLEAR (no one is inside) 
∙ RED = HELP NEEDED/SEVERE DAMAGE (injured are inside).  

Staff will guide students to the 2/3 yard on the east side of campus, taking the safest route 
possible, remaining as a group and maintaining calm, safety and order. 

 
6. All staff will report to assigned location on the 2/3 yard.  Students sit facing toward the school.  

 
7. Complete the Evacuation Accountability Sheet (include injured students, absent students, 

students not accounted for, as well as hazardous conditions in the classroom). 
 

8. Partner with additional duties collects both partners’ Evacuation Accountability Sheets and 
reports to the Command Center Team FOR BOTH PARTNERS.  Submit Evacuation 
Accountability Sheets to Vergara (Student/Staff Accounting). Partner without additional duties 
remains with students of both partners. 

 
9.  Implement Response Team Procedures. 

 
Office Staff Will: 

1. Bring walkie-talkies and emergency bag - Vergara (Admin Asst.) 
2. Bring megaphone – Monahan (Principal) and Olesiuk (Asst. Principal) 
3. Bring absence lists, if available and Emergency Cards - Maddies (Sr. Office Asst.) 
4. Bring earthquake pod keys – Monahan (Principal)/Vergara (Admin Asst)/Rodriguez 

(Head Custodian) 
5. Bring clipboard, paper, and pen – Olesiuk (Asst. Principal)/Maddies (Sr. Office Asst.) 
6. Bring wheelchair, crutches, student medication, medical bag(s) and log – Schobel 

(Health Clerk)/Talanoa (Head Cafeteria) 
7. Hang green/red door tags for search & rescue team on office door –Maddies (Sr. Office 

Asst.) 
 

All other school personnel (noon supervisors, clerks, cafeteria workers, volunteers, etc.) are to 
proceed to the nearest fire drill evacuation area on the 2/3 yard.  Paraeducators should help the 
teacher lead the class to the field and then report to an administrator at the command center for 
reassignment. Cafeteria and library staff will take emergency bags, turn off lights, leave doors open 
and unlocked (or with DoorBloks in place), and hang out green/red tags before evacuating. 
 
SECOND PHASE: 
Teachers line up with their students in the evacuation area.  In the case of an actual earthquake 
emergency, all students are to kneel with hands to each side for support as if floating on a surfboard 
(or sit flat on the ground).  When possible/reasonable, teacher partners should be lined up next to 
each other.  
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The search and rescue teams will report classroom status to an administrator at the Command 
Center.  Dr. Monahan then reports status of Center Street School to the Superintendent via 
walkie-talkie.  Additional citywide communication should be available. 
 
THIRD PHASE: 
If a staff member is not given a “special assignment,” he/she will remain with the students.  The main 
responsibility is to maintain calm, safety and order.  Students should remain seated or in a kneeling 
position.  Students may only be released to parents or an adult listed on the emergency card.  While 
there is a “Student Release Team” responsible for this, an individual teacher may release a child to a 
parent or emergency contact, but must still follow the following guidelines: Each parent or 
emergency contact must show identification and sign next to the child’s name on the roll sheet.  If a 
designated emergency contact other than the parent picks up a student, in addition to printing and 
signing name, he/she should indicate to where he/she is taking the child (home, the child’s home, 
etc.).  Staff members will be responsible for their class and the class of their “teacher partner” who 
may be injured or assigned to a special task. 
The teacher who has a special assignment brings both his and his Emergency Partner’s orange 
Emergency Accountability Sheets to the Command Center. 
 
Evacuating Premises 
In the event that complete evacuation of the school is necessary, teachers are to escort students 
walking south on Center Street to Pine Avenue.  Take Pine Avenue west to Recreation Park - Pine 
Field (Little League Field).  Parents can pick up their children there. 
 
COMMAND CENTER TEAM – Dr. Monahan and Mr. Olesiuk 
Oversees all other teams. 
 
In the event that the entire Command Center Team is injured or trapped, Valerie Sandowicz assumes 
command of the Command Center Team 
 
SEARCH AND RESCUE TEAMS - Ms. Reilly 
The following people are to meet at the Command Center on the 2/3 field.  They are to wear hard 
hats as they check their assigned rooms for injured people.  They are to help evacuate as many 
people as possible.  The injured are to be taken to the health station.  Work together as a team.  After 
the sweep is completed, report to the Command Center Team at the 2/3 field.  She will then report 
back to the health aide station. 
 
One person will be designated as the leader for each team – name in BOLD print.  All leaders have 
been CERT trained.  Should that person be unable to perform his/her duties, the next person on the 
list would be designated as the leader.  
 
Team One:  Valerie Sandowicz, Adam Guy, Leilani Talanoa – Check rooms 1, 2, 3, 4, 5, 6, 7, 8,  and the 
cafeteria/kitchen, open field behind 5th grade wing and basketball courts. 
 

14 
 



 

Team Two: Kristen McCann, Lisa Parrish, Christine Van Duzer– Check rooms 9, 10, 11, 12, 32, 33, 34, 
35, 36, 37, 38, and 39, ⅘ playground, 2/3 restrooms (near 5th grade playground)  and all primary TLC 
rooms.  
 
Team Three: Danielle Hoppe, Wes Furukawa, Rebecca Wright– Check rooms 13, 14, 15 16, 17, 18, 19, 
20, quad, administration building, conference room, workroom, bistro.  
 
Team Four:  Tyler Murray, Poonam Leonard, Kyra Quinones – Check rooms 21, 22, 23, 24, 25, 26, 27, 
28, 29, 30, 31, library, reading garden and K/1 playground.  
 

Team Five:  All other instructional aides and noon supervisors – meet at the Command Center on 
the 2/3 field and as a team check for missing children in unusual places like around planters, behind 
or between portables, next to outdoor play equipment, cafeteria patio, parking lot (do a grand sweep 
around campus.) 
 

STUDENT/STAFF ACCOUNTING –Vergara, Talanoa, Lynch 
- Vergara takes faculty/staff/paraeducator attendance, then hands Emergency 

Accountability Sheets to Olesiuk  
- Vergara compiles list of missing/absent/injured students 
- Vergara reports back to Command Center Team 
-  

STUDENT RELEASE TEAM – Maddies, Talanoa, Hicks, Barnes 
- Parents may arrive to take their children home in the event of a disaster 
- Team will be stationed in front of the back gate off California Street (east side of 

campus) and will greet parents and check identification. 
- At no time will a student be released to anyone other than a parent/guardian or 

emergency contact.  The only exception is if Maddies/Talenoa or their designee 
personally speaks with a parent who gives verbal permission to release his/her child to 
another adult.  Maddies and Talenoa will clearly document these individual cases. 

 
FIRST AID TEAM AND MORGUE – Schobel, Pamphile, G. Lee  

- cares for severe injuries and coordinates with emergency personnel 
- reports back to Command Center Team 

 
SECURITY/DAMAGE ASSESSMENT – Rodriguez, Mora 

- inspects school buildings, fences, walls 
- inspects phone/electrical wires 
- walks perimeter of campus for security purposes 
- looks for any gas/water/electrical hazards campus-wide 
- reports back to Command Center Team 

 
SUPERVISION AND MINOR FIRST AID – Lee, Quinones, Roh, Rengal 

- dresses/cares for minor injuries 
- takes direction from Command Center Team for help with additional supervision needs 
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FOOD/WATER/SANITATION TEAM – Talanoa, Rodriguez,  

- inspects food, water, sewage systems 
- reports back to Command Center Team 

 
UTILITIES – Rodriguez 

● shut off electricity (if necessary) 
● shut off gas (if necessary) 
● shut off water (if necessary) 
● reports back to Command Center Team 

 
Other Considerations: 

1. If electrical lines are down - stay off the wet grass and wet areas.  The water or damp 
areas can be a conductor of electricity. 

2. If the power is out, staff will utilize air horns and megaphones. 
3. Paraeducators to fill in at health station or run messages as needed.  

 
Teacher Partners (in order to account for the safety of all adults.) 

Center Street School 
 Buddy Classes 2020-21 

 
*Member of a special team 
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Van Duzer* & Montrose Paris & Parrish * 

Moote & Rengel* McCravey*, Roh * & Dawes 

Kim & Hicks* Kisling & Friedman 

Hoover & Reilly* Tice & Barnes* 

Breedlove & Sweeney  Bupp & Guy* 

Bejarano & A. Leonard Heck & G. Lee* 

Scaltrito & Lynch* Quinones* & Redfern  

Pamphile*& Sandowicz* McCann* & Hoppe* 

Wright* & Furukawa* Donnelley & Lee* 

Perren, Engleking & Douglass (buddies are based on hybrid vs. DL teachers) 



 

After evacuating from your classroom, check with buddy teacher and then proceed to your assigned 
area on the field. Position your class adjacent to your buddy class. Once students are settled, the 
special team member will leave their class to join their team and the buddy teacher will be 
responsible for all students. 
 
 

In Loco Parentis Release Groups 
Group 1 (First Released) 

 

 
 

Group 2 (Second Released) 
  

 
  

Group 3 (Last Released) 
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Jessica Paris Sabrina Reilly Brooke Tice 
Adam Guy Joy Pamphile Valerie Sandowicz 
Jessica Bupp Poonam Leonard Alex Heck 
Young Hee Roh Jessica Friedman Lissette Jimenez 
Mae Schobel Tammy Albano Rachel Kisling 
Melissa Gomez-Blanco Donna Scaltrito Ase Fuchs 
Claire McCravey Amanda Mastrella Amy Le 
Leilani Talanoa Nicole Perren Kyra Quinones 
Taylor Engleking Katie Dolglass  

Stephen Sturgeon Wes Furukawa Patricia Aguayo-Segura 
Yvette Maddies Tina Vergara Caroline Dawes 
Kristen McCann Daphne Moote  

Martha Monahan Denise Azcuna Lisa Parrish 
Luke Olesiuk Grace Kim Margie Lynch 
Caitlin Hicks Grace Lee Mychala Barnes 
Renee Hoover Baylie Bejarano Rebecca Wright 
Dawn Rengel Christine Van Duzer Ann Leonard 
Tyler Murray Emily Donnelly Robin Heck 
Danielle Hoppe Naomi Breedlove Edie Figueroa 
Stacy Sweeney Stephanie Lee Laura Mayeda 
Sandee Montrose Jessica Aguilar Juan Rodriguez 
Bill Hayer Ruben Mora  



 

Lockdown 
 
LOCKDOWN is initiated to isolate students and school staff from danger when there is a crisis inside the 
building and movement within the school might put students and staff in jeopardy.  LOCKDOWN is used 
to prevent intruders from entering occupied areas of the building. The concept of LOCKDOWN is no one 
in, no one out.  All  exterior doors are locked, and students and staff must remain in the classrooms or 
designated locations at all times. Teachers and other school staff are responsible for accounting for 
students and ensuring that no one leaves the safe area.  LOCKDOWN is not normally preceded with an 
announcement. This ACTION is considered appropriate for, but is not limited to, the following types of 
emergencies:  

 •   Gunfire         •   Rabid animal at large         •  Extreme violence outside the classroom 
 
LOCKDOWN differs from SHELTER-IN-PLACE because it does not involve shutting down the HVAC 
systems and does not allow for the free movement within the building. 

 
ANNOUNCEMENT: 

1. Make an announcement in person directly or over the public address system: 

Example: "Attention please. We have an emergency situation and must implement 
LOCKDOWN procedures.  Students go immediately to the nearest classroom. 
Teachers lock classroom doors and keep all students inside the classroom until 
further notice.  Do not open the door until notified by an administrator or law 
enforcement.” 

 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

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

❑ Call 911.  Provide location, status of campus, all available details of situation. 
❑ When clearance is received from appropriate agencies, give the ALL CLEAR instruction to indicate 

that it is safe to unlock the doors and return to the normal class routine. 
❑ Send home with students a brief written description of the emergency, how it was handled 

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

❑ If it is safe to clear the hallways, bathrooms and open areas, direct students to the closest safe 
classroom. 

❑ Immediately disengage lock bloks/door bloks, pull locked doors closed, and instruct students 
to lie down on the floor.  

❑ Close any shades and/or blinds if it appears safe to do so.  
❑ Remain quiet and calm in the classroom or secured area until further instructions are 

provided by the principal or law enforcement. 
 
 
 
 

18 
 



 

STUDENT ACTIONS: 
❑ Move quickly and quietly to the closest safe classroom. 
 

If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial closet, office area, 
Library.  Lock the door or move furniture or trash can to bar access to the room.  Remain quiet until 
further instructions are provided by the principal or police. 
 

Secure Campus 
 
SECURE CAMPUS is implemented when the threat of violence or police action in the surrounding 
community requires precautionary measures to ensure the safety of staff and students.  When a 
campus is in SECURE CAMPUS status, classroom instruction and/or activity may continue as long as 
all classroom and office doors are locked and all students and staff remain inside through the 
duration of that event. Outer gates and other entrance/exit points will be closed and secured to 
deter a potential perpetrator from entering school grounds. 
 
This response is considered appropriate for, but not limited to, the following types of emergencies: 

❑ Potential threat of violence in the surrounding community 

❑ Police activity in the surrounding community 

A SECURE CAMPUS response may be elevated to LOCKDOWN in which case, instruction immediately 
ceases and students and staff follow LOCKDOWN procedures.  
 
 
 
 
 
 
 

 
 
 
 
SECURE CAMPUS: 
  

❑ Is intended to prevent a potential community threat from entering campus 

❑ Heightens school safety while honoring instructional time 

❑ Requires that all exterior classroom / office doors are locked 

❑ Requires that no one goes in or out for any reason 

❑ Requires that students and staff remain in Secure Campus status until ALL CLEAR is issued by 

administration 
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PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

 
❑ Assume Incident Command role 

❑ Make public address announcement.  Instruct teachers and staff to immediately lock doors 

and remain in the classroom or secured area until further instructions are provided 

Example: 
“Your attention please.  Due to reported police activity in the surrounding 

community, please implement SECURE CAMPUS procedures immediately.” 
-REPEAT- 
 

● Instruct Office Manager/Secretary to call law enforcement non emergency number, inform 

them of Secure Campus status, and gather more specific information regarding the potential 

threat.  If information is difficult to obtain, put site administrator on the call and ask to speak 

with Dispatch/Communications Supervisor  

● Designate assigned individual to lock all doors leading into administration building  

● Designate assigned individual to close (NOT LOCK) all entrance and exit points on the campus 

perimeter 

● Contact school resource officer or other security personnel and provide available information 

● When able, alert Superintendent’s office 

● Maintain heightened state of readiness in case potential community threat intensifies and 

school elevates response to LOCKDOWN 

● If students are out at break , recess, or lunch and  situation is deemed imminent, announce 

SECURE CAMPUS status and ask that all students return to assigned classrooms immediately 

● If students are out at break, recess, or lunch and situation is NOT deemed imminent, initiate 

SECURE CAMPUS immediately upon conclusion of break 

● If possible, provide periodic updates to staff via public address, e-mail, or other agreed upon 

means.  Continue updates even if there is no change in the situation 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

● Depending on the timing of the situation, consider deactivating the bells (Vergara).  Students 

and staff must remain inside as long as the threat persists 

● After the emergency has been neutralized, initiate ALL CLEAR  

● Through whatever means is most effective, provide parents/guardians with a brief description 

of the emergency, how it was handled, and if appropriate, what steps are being taken in its 

aftermath 

 
 
 

20 
 



 

STAFF ACTIONS:  
● Move to the door and instruct any passing students to return to assigned classroom 

immediately  

● Close and lock the door 

● Continue class instruction or activity as normal 

● Enforce the no entrance; no exit protocol.  Remain in a classroom or secured area and wait for 

further instructions  

● Be alert to the possibility that response may elevate to LOCKDOWN 

● Do NOT call the office to ask questions; Incident Command will send out periodic updates via 

text, email, or PA system (if appropriate) 

● Wait for another action or, if  ALL CLEAR is issued, return to normal class routine 

 
STAFF ACTIONS:  IF STUDENTS ARE ENGAGED IN CLASS ACTIVITY ON AN OUTLYING FIELD (PE OF 
OTHER ACTIVITY): 
  

● Gather students together and organize into an orderly formation 

● Inform students that as part of SECURE CAMPUS procedures, the class will move immediately 

to a predetermined classroom location 

● Proceed to on-campus shelter location as quickly as possible (Cafeteria, Rooms 9-12 if 

available, Library, etc) 

STAFF ACTIONS:  IF STUDENTS ARE ENGAGED IN CLASS ACTIVITY ON AN OUTLYING FIELD (PE OR 
OTHER ACTIVITY): 
 

● Once inside, take attendance to ensure all present students are accounted for  

● By classroom phone, cell phone, walkie-talkie, or 2-way radio, contact designated ICS 

Command to report class location and any absent or missing students 

● Implement all classroom policies and procedures for SECURE CAMPUS status 

● Maintain order in all areas of shelter or assembly. Do not release students to parent/guardian 

unless instructed by Incident Commander 

● Wait for another action or, if  ALL CLEAR announcement is issued,  return to normal class 

routine 

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

1. Make an announcement in person directly or over the public address system: 

Example: "Attention please.  We have a hazard in the community and are instituting SHELTER 
IN PLACE procedures.  Students and staff should remain inside with windows and 
doors securely closed and air conditioning units turned off.  Those who are outside 
should immediately move to the protection of an inside room.  Do not go outdoors 
until you receive further instructions.” 

 
 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

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

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

● Make arrangements for central HVAC shutdown, as necessary by calling Tracy Adams (x1404) 
at the District Office or calling Siemens directly using the emergency phone number in the 
front office. 

● Front office staff to hang a sign on the front door indicating that the school is currently in a 
state of Shelter In Place. 

TEACHER and STAFF ACTIONS: 

● Immediately clear students from the halls. Stay away from all doors and windows. 
● Keep all students in the classroom until further instructions are received.  Assist those needing 

special assistance. 
● Secure individual classrooms: a) close and lock doors and windows;  b) shut down the 

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

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

STUDENT ACTIONS: 

● Proceed to the classroom, if it is safe to do so.  If not, follow teacher or staff directions to nearby 
classrooms or other rooms (e.g., auditorium, library, cafeteria, multi-purpose room).  If these are 
unsafe, follow instructions to proceed to an alternative indoor location. 
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Violent Intruder 
 
VIOLENT INTRUDER / ARMED ASSAILANT SITUATIONS 
“Violent intruder situations” are defined as those where an individual or individuals is “actively 
engaged in killing or attempting to kill people in a confined and populated area.” Violent intruders / 
armed assailants frequently use firearms but attacks of this type can also be made with other types of 
weapons (knives, swords, etc.). These situations are unpredictable and evolve quickly. Because of this, 
individuals must be prepared to deal with a violent intruder / armed assailant situation before law 
enforcement personnel arrive on the scene. 
 
No single response fits all violent intruder / armed assailant situations; therefore it is essential that all 
members of the school staff know their options for response and are prepared to act decisively to 
protect their students and themselves. 
 
ACTIONS – ALL SCHOOL STAFF  
 

1. All employees are authorized to take immediate action to protect themselves and students if 
they see or hear anything that causes them to believe an violent intruder / armed assailant 
situation is occurring or is about to occur. 

 
a. Act immediately if you or your students: 

● hear a sound that might be gunfire. 
● see something that looks like a weapon being carried or used on or near the 

campus. 
● sense any other indication of violent intruder / armed assailant threat. 

b. Quickly evaluate which option (Run, Hide or Distract) will best protect you and your 
students. 

c. Be decisive.  Communicate your plan to your students and act quickly. 
d. Call 911 and the School Office as soon as it is safe to do so. 

 
2. Options:  Run, Hide or Distract 

 
a. Run: If you can get yourself and your students safely away from danger, do so 

immediately. 
● Do not evacuate unless you… 

o know with certainty, the exact location of assailant (do not trust 
unofficial, second hand accounts), 

o and can visualize a route that will get your students and yourself safely 
off campus. 

● Don’t carry anything with you. 
o Police may mistake an item in your hands as a weapon. 
o Leave everything behind. 

● If you encounter people along the way…  
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o Adults: Warn them and take them with you if you can but don’t stop if 
they refuse to come. 

o Students: Warn any students you encounter and take them with if you. 
You may use reasonable force to take a student with you if you can do 
so without endangering yourself or the other students in your care. 

● Place terrain and buildings between you and the assailant to cover your escape. 
● Keep going until you are certain you are out of danger. 
● Call 911 as soon as it is safe to do so. 
● Keep your students with you.  Call 310-615-2676 (Center Street Front office) or 

310-524-2200 (El Segundo Police) to report your location and obtain 
instructions. 

 
b. Hide: If you do not know the exact location of the assailant, get your students and 

yourself into the most secure location available and LOCKDOWN. 
● Lock the doors 
● Close and lock windows and close blinds or cover windows; 
● Turn off lights;  
● Barricade the doors with heavy furniture; be sure your barricade covers any 

glass in or near the door; 
● Silence all electronic devices;  
● Remain silent; 
● Position occupants spread out and out of line of site from room entrance. 
● Prepare to take action if the assailant attempts to get in the room; 
● Use text or email to communicate your location, the number of students or 

staff with you, if you have any wounded and the extent of the injuries; 
● Call 911 as soon as it is safe to do so. 
● Remain in place until evacuated by identifiable law enforcement officers.  

 
c. DISTRACT:  Never seek out confrontation with a violent intruder/ armed assailant.  If 

you are confronted by a violent intruder / armed assailant and you have no safer 
option, take immediate action to disrupt or incapacitate the assailant.  If you choose 
the DISTRACT option, commit to your choice and act decisively to protect yourself 
and your students through any and all means available. 

 
● If you are in LOCKDOWN (Hide), prepare yourself and your students for the 

possibility that the assailant may attempt to get in the room you are in. 
o Construct a strong barricade. 
o If you have another way out (a window or back door) use it while the 

assailant is attempting to get in. 
o If no other exit is available be prepared to disrupt the assailant by 

throwing objects at the assailant and running for the exit as soon as the 
assailant enters the room. 

a. Use items in the environment as improvised weapons (fire 
extinguishers, staplers, books, cups, etc.) 
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● Staff members may consider using aggressive and violent force to surprise and 
overwhelm the assailant. 

 
3. Call 911 and initiate a school-wide LOCKDOWN announcement as soon as you can do so 

safely.  Work with the people you are with to do both calls simultaneously if possible. 
 

a. Provide as much information as possible (slow down – be calm): 
● State the emergency: “I hear gunfire.” “I saw...” 

o Give information on people who are wounded. 
● Location of the assailant (if known): 
● Description of the assailant (if known): 
● Your precise location: “room __” 
● The number of children with you: 

b. Keep the line open, even if you can’t talk, unless instructed by the dispatcher to end 
the call. 

 
4. Special Topics 

 
a. Injuries: Your response to injured persons will need to vary given the specific 

circumstances that are present and the response option (Run, Hide or Distract) you are 
engaged in. 

 
● Run – If you encounter injured persons while you are trying to get out of 

danger… 
o And you have children with you, you must place their safety ahead of 

the injured person.  Take note of where the injured person is and report 
the location as soon as you get to safety. 

 
● Hide – If someone is injured where you are hiding, secure the room before 

tending to the wounded.  
o As soon as it is safe to do so, apply first aid using any supplies that are 

available.  If necessary, use articles of clothing as improvised dressing 
for wounds and apply direct pressure to control bleeding. 

 
● Distract – This is always the option of last resort because the probability of 

injury is highest when you are in close proximity to the assailant.  Commit to 
your plan. Do not stop to tend to the wounded until it is safe to do so. 

o If your intention is to disrupt the assailant to allow as many people to 
escape as possible, stick to that plan. 

o If your plan is to incapacitate the assailant, keep fighting until the 
assailant is incapacitated and the weapon and assailant are under 
control. 
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b. Law Enforcement: If you encounter law enforcement officers… 
● Immediately raise your hands in the air and display your open palms. 
● Don’t run up to officers or attempt to hug or talk to them. 
● Don’t talk unless they ask you a question. 
● Do exactly what they tell you to do. 

 
c. Weapons:  If the assailant loses control of a weapon, exercise extreme care when 

securing it: 
● Do not pick up the weapon.  Law enforcement may shoot you if they see you 

holding a weapon. 
● Secure the weapon by placing an empty trash can over it and sliding it to a 

location where it can be kept covered and under control until a law 
enforcement officer can take possession of it. 

 
d. Ongoing Communication:  As possible and available, administration will maintain 

communication with staff members via text and/or email during emergency situations.  
 

e. Extended Day Programs / After School Activities:  (School sites have planned for and 
trained all district / site staff involved with student activities and extracurricular 
programs. 

 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

● Follow the All Staff guidance described above. 
● Call 911 and initiate a LOCKDOWN announcement as soon as you can do so safely.   Work 

with nearby staff to do them simultaneously if at all possible. 
o Include as much actionable information on the announcement as possible. 

▪ Example “LOCKDOWN, LOCKDOWN, LOCKDOWN. Person with a gun on 
campus.  LOCKDOWN now.” 

o If you have surveillance capabilities, and can safely provide real time announcements, 
broadcast continuous and accurate information on the location of the assailant.  This 
will disrupt and distract the assailant.  It will also provide people on campus with 
information they can use to better evaluate their options. 

▪ Example: “The gunman is now in the D wing headed south.  He is armed with a 
shotgun and is wearing a hooded jacket and blue jeans.” 

● Notify the district office after you call 911. 
● If possible, assist emergency personnel. 

o Assist police in entering the school; 
o Provide officers with keys, maps and any other information requested. 

 
DISTRICT STAFF ACTIONS 

● Emergency Operations Center (EOC) 
o Activate the district’s Emergency Operations Center 
o Dispatch a back-up ICS team to take over responsibility for ICS functions from site 

staff who will be impacted by this emergency. 
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● Offsite Reunification 
o The Operations Section should prepare an off-site evacuation site for reunification. 

▪ This should be at a location large enough to accommodate the evacuation, 
with parking available for parents coming to get their kids. Center Street 
Elementary will use the Pine Field baseball field at Recreation Park in this 
contingency.  

▪ Once the assailant is neutralized emergency responders will begin to treat 
and evacuate the wounded. 

▪ School staff and students will remain in lockdown until evacuated on a room 
by room basis. 

▪ Buses should be placed on standby for evacuation. 
▪ Teams and materials should be mobilized to conduct an orderly reunification 

in which all students and staff are accounted for. 
 

● Crisis Intervention 
o A Mental Health strike team should also be assembled to assist with stabilizing 

acutely impacted students, staff and parents during reunification. 
o This team will also provide ongoing support throughout the recovery phase of the 

emergency response. 
o Psychoeducational materials should also be developed / selected by the Planning 

Section for distribution to parents and other caregivers to assist them in supporting 
crisis recovery. 

o Mental Health staff should also be involved in plans related to reopening the school 
following an active shooter / armed assailant event.  

 
Keep your “survivor mentality” in place at all times – the students will feed off your energy, whether 
it is positive or negative. Exude confidence and positivity, even if you do not feel this way inside, for 
the benefit of the students and fellow staff members. Choose to survive.  

 
Suspension and Expulsion – AR 5144.12 / AR 5144.1 / BP 5144.1 
Definitions: 
 
Suspension from school means removal of a student from ongoing instruction for adjustment 
purposes.  However, suspension does not mean any of the following:  (Education Code 48925) 

1. Reassignment to another educational program or class at the same school where the student 
will receive continuing instruction for the length of day prescribed by the Governing Board for 
students of the same grade level. 

2. Referral to a certificated employee designated by the principal to advise students. 
3. Removal from the class, but without reassignment to another class or program, for the 

remainder of the class period without sending the student to the principal or designee as 
provided in Education Code 48910.  Removal from a particular class shall not occur more than 
once every five school days. 
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Expulsion means removal of a student from the immediate supervision and control, or the general 
supervision of, school personnel.  (Education Code 48925) 
 
Day means a calendar day unless otherwise specifically provided.  (Education Code 48925) 
 
School day means a day upon which the schools of the district are in session or weekdays during the 
summer recess.  (Education Code 48925) 
 
Student includes a student's parent/guardian or legal counsel.  (Education Code 48925) 
 
Principal's designee means one or more administrators or, if there is not a second administrator at 
one school site, a certificated person specifically designated by the principal, in writing, to assist with 
disciplinary procedures. Only one such person may be designated at any time as the principal's 
primary designee and only one such person may be designated as secondary designee for the school 
year.  The names of such persons shall be on file in the principal's office.  (Education Code 48911) 
 
School property, for the purposes described in Education Code 48900, includes, but is not limited to, 
electronic files and databases.  (Education Code 48900(u)) 
 
Notice of Regulations 
At the beginning of each school year, the principal of each school shall ensure that all students and 
parents/guardians are notified in writing of all Board policies, administrative regulations and 
individual school rules related to discipline, including suspension and expulsion. (Education Code 
35291, 48900.1, 48980) 
 
Cause for immediate Suspension and Expulsion 
Any student, including a student with disabilities, may be subject to suspension or expulsion when it 
is determined that he/she: 
 

1. Caused, attempted to cause, or threatened to cause physical injury to another person or 
willfully used force or violence upon another person, except in self-defense. (Education Code 
48900(a))A student who aids or abets the infliction or attempted infliction of physical injury 
on another person, as defined in Penal Code 31, may be suspended, but not expelled. 
However, such a student may be suspended or expelled pursuant to Education Code 48900(a) 
when he/she has been adjudged by a juvenile court to have committed, as an aider or 
abettor, a crime of physical violence in which the victim suffered great or serious bodily injury. 
(Education Code 48900(t)) 

2. Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other dangerous 
object, unless, in the case of possession of any object of this type, the student had obtained 
written permission to possess the item from a certificated school employee, with the principal 
or designee's concurrence.  (Education Code 48900(b)) 

3. Unlawfully possessed, used, sold, otherwise furnished, or was under the influence of any 
controlled substance (as defined in Health and Safety Code 11053-11058) alcoholic beverage, 
or intoxicant of any kind.  (Education Code 48900(c)) 
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4. Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in
Health and Safety Code 11053-11058, alcoholic beverage, or intoxicant of any kind, and then
sold, delivered, or otherwise furnished to any person another liquid, substance, or material
and represented same as such controlled substance, alcoholic beverage, or intoxicant
(Education Code 48900(d))

5. Committed or attempted to commit robbery or extortion. (Education Code 48900(e))
6. Caused or attempted to cause damage to school property or private property. (Education

Code 48900(f))
7. Stole, or attempted to steal, school property or private property. (Education Code 48900(g))
8. Possessed or used tobacco or products containing tobacco or nicotine products, including, but

not limited to, cigars, cigarettes, miniature cigars, clove cigarettes, e-cigarettes, smokeless
tobacco, snuff, chew packets, and betel, except that this restriction shall not prohibit a
student from using or possessing his/her own prescription products.  (Education Code
48900(h))

9. Committed an obscene act or engaged in habitual profanity or vulgarity. (Education Code
48900(i))

10. Unlawfully possessed, offered, arranged, or negotiated to sell any drug paraphernalia, as
defined in Health and Safety Code 11014.5. (Education Code 48900(j))

11. Disrupted school activities or otherwise willfully defied the valid authority of supervisors,
teachers, administrators, other school officials, or other school personnel engaged in the
performance of their duties. (Education Code 48900(k))

12. Knowingly received stolen school property or private property. (Education Code 48900(l))
13. Possessed an imitation firearm. (Education Code 48900(m)) Imitation firearm means a replica

of a firearm that is so substantially similar in physical properties to an existing firearm as to
lead a reasonable person to conclude that the replica is a firearm.  (Education Code 48900(m))

14. Committed or attempted to commit a sexual assault as defined in Penal Code 261, 266c, 286,
288, 288a, or 289, or committed a sexual battery as defined in Penal Code 243.4. (Education
Code 48900(n))

15. Harassed, threatened, or intimidated a student who is a complaining witness or witness in a
school disciplinary proceeding for the purpose of preventing that student from being a
witness and/or retaliating against that student for being a witness. (Education Code 48900(o))

16. Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug
Soma.(Education Code 48900(p))

17. Engaged in, or attempted to engage in, hazing. (Education Code 48900(q))Hazing means a
method of initiation or pre-initiation into a student organization or body, whether or not the
organization or body is officially recognized by an educational institution, which is likely to
cause serious bodily injury or personal degradation or disgrace resulting in physical or mental
harm to a former, current, or prospective student.  Hazing does not include athletic events or
school-sanctioned events.

18. Engaged in an act of bullying. (Education Code 48900(r))Bullying means any severe or
pervasive physical or verbal act or conduct, including communications made in writing or by
means of an electronic act, directed toward one or more students that has or can reasonably
be predicted to have the effect of placing a reasonable student in fear of harm to
himself/herself or his/her property; cause the student to experience a substantially
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detrimental effect on his/her physical or mental health; or cause the student to experience 
substantial interferences with his/her academic performance or ability to participate in or 
benefit from the services, activities, or privileges provided by a school. Bullying shall include 
any act of sexual harassment, hate violence, or harassment, threat, or intimidation, as defined 
in Education Code 48900.2, 48900.3, or 48900.4 (items #20-22 below), that has any of the 
effects described above on a reasonable student. Electronic act means the transmission of a 
communication, including, but not limited to, a message, text, sound, image, or post on a 
social network Internet web site, by means of an electronic device, including, but not limited 
to, a telephone, wireless telephone, or other wireless communication device, computer, or 
pager.  A post on a social network Internet web site shall include, but is not limited to, the 
posting or creation of a burn page or the creation of a credible impersonation or false profile 
for the purpose of causing a reasonable student any of the effects of bullying described above. 
Reasonable student means a student, including, but not limited to, who has been identified as 
a student with a disability, who exercises average care, skill, and judgment in conduct for a 
person of his/her age, or for a person of his/her age with his/her disability.  (Education Code 
48900(r)) 

19. Made terrorist threats against school officials and/or school property.  (Education Code 
48900.7) A terrorist threat includes any written or oral statement by a person who willfully 
threatens to commit a crime which will result in death or great bodily injury to another person 
or property damage in excess of $1,000, with the specific intent that the statement is to be 
taken as a threat, even if there is no intent of actually carrying it out.  (Education Code 
48900.7) A student in grades 4-12 is also subject to suspension or recommendation for 
expulsion when it is determined that he/she: 

20. Committed sexual harassment as defined in Education Code 212.5. (Education Code 48900.2) 
Sexual harassment means conduct which, when considered from the perspective of a 
reasonable person of the same gender as the victim, is sufficiently severe or pervasive as to 
have a negative impact upon the victim's academic performance or to create an intimidating, 
hostile, or offensive educational environment.  (Education Code 212.5, 48900.2) 

21. Caused, attempted to cause, threatened to cause, or participated in an act of hate violence as 
defined in Education Code 233. (Education Code 48900.3) Hate violence means any act 
punishable under Penal Code 422.6, 422.7, or 422.75.  Such acts include injuring or 
intimidating a victim, interfering with the exercise of a victim's civil rights, or damaging a 
victim's property because of the victim's race, ethnicity, religion, nationality, disability, 
gender, gender identity, gender expression, or sexual orientation; a perception of the 
presence of any of those characteristics in the victim; or the victim's association with a person 
or group with one or more of those actual or perceived characteristics.  (Education Code 233; 
Penal Code 422.55) 

22. Intentionally engaged in harassment, threats, or intimidation against district personnel or 
students that is sufficiently severe or pervasive to have the actual and reasonably expected 
effect of materially disrupting classwork, creating substantial disorder, and invading the rights 
of school personnel or students by creating an intimidating or hostile educational 
environment. (Education Code 48900.4) 

 
A student may be suspended or expelled for any of the acts listed above if the act is related to school 
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activity or school attendance occurring at any district school or within any other school district, at any 
time, including, but not limited to, the following (Education Code 48900(s)): 

1. While on school grounds 
2. While going to or coming from school 
3. During the lunch period, whether on or off the school campus 
4. During, going to, or coming from a school-sponsored activity 

 
Removal from Class by a Teacher  
A teacher may remove any student from his/her class for the remainder of the day and the following 
day for any act listed in "Grounds for Suspension and Expulsion" above.  (Education Code 48910) 
 
When removing a student from his/her class, the teacher shall immediately report this action to the 
principal or designee and send the student to the principal or designee for appropriate action.  If that 
action requires the continuing presence of the student at school, he/she shall be appropriately 
supervised during the class periods from which he/she has been removed.  (Education Code 48910) 
 
As soon as possible, the teacher shall ask the student's parent/guardian to attend a parent-teacher 
conference regarding the removal.  A counselor or psychologist may attend the conference if it is 
practicable, and a school administrator shall attend if either the parent/guardian or teacher so 
requests.  (Education Code 48910) 
 
A student removed from class shall not be returned to class during the period of removal without the 
approval of the teacher of the class and the principal.  (Education Code 48910) 
 
A student removed from class shall not be placed in another regular class during the period of 
removal. However, if a student is assigned to more than one class per day, he/she may be placed in 
any other regular classes except those held at the same time as the class from which the student was 
removed.  (Education Code 48910) 
 
The teacher of any class from which a student is removed may require the student to complete any 
assignments and tests missed during the removal.  (Education Code 48913) 
 
Parental Attendance 
Pursuant to Board policy, a teacher may require the parent/guardian of a student whom the teacher 
has removed to attend a portion of a school day in his/her child's classroom.  When a teacher makes 
this request, the principal shall send the parent/guardian a written notice that the parent/guardian's 
attendance is requested pursuant to law.  (Education Code 48900.1) 
 
The notice shall specify that the attendance may be on either the date the student is scheduled to 
return to class or within one week thereafter. 
 
This notice shall also: 

1. Inform the parent/guardian when his/her presence is expected and by what means he/she 
may arrange an alternate date  
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2. State that if the parent/guardian does not have a means of transportation to school, he/she 
may ride the school bus with the student 

3. Require the parent/guardian to meet with the principal after the visit and before leaving 
school as required by Education Code 48900.1 

 
Suspension by Superintendent, Principal, or Designee 
The Superintendent, principal, or principal’s designee may suspend a student for any of the acts listed 
in "Grounds for Suspension and Expulsion" above. (Education Code 48911)  
 
A student may be suspended only when the Superintendent or principal has determined that other 
means of correction have failed to bring about proper conduct in the student. When other means of 
correcting a student's behavior are implemented prior to imposing suspension upon the student, 
including supervised suspension, the Superintendent, principal, or designee shall document the other 
means of correction used and retain them in the student's record.  (Education Code 48900.5) 
 
However, the Superintendent, principal, or designee may impose a suspension upon a first offense if 
he/she determines that the student violated any of items #1-5 listed in "Cause for Suspension and 
Expulsion" above or if the student's presence causes a danger to persons.  (Education Code 48900.5) 
 
In addition, the Superintendent, principal, or designee shall immediately suspend any student found 
at school or at a school activity to be:  (Education Code 48915) 

1. Possessing, as verified by a district employee, selling, or otherwise furnishing a firearm, unless 
the student had obtained prior written permission to possess the item from a certificated 
school employee, with the principal or designee concurrence 

2. Brandishing a knife as defined in Education Code 48915(g) 
3. Unlawfully selling a controlled substance listed in Health and Safety Code 11053-11058 
4. Committing or attempting to commit a sexual assault as defined in Penal Code 261, 266c, 286, 

288, 288a, or 289, or committing a sexual battery as defined in Penal Code 243.4 
5. Possessing an explosive as defined in 18 USC 921 

 
The Superintendent, principal, or designee may suspend a student from school for not more than five 
consecutive school days unless the suspension is extended pending expulsion. (Education Code 
48911) 
 
A student may be suspended from school for not more than 20 school days in any school year unless, 
for purposes of adjustment, the student enrolls in or is transferred to another regular school, an 
opportunity school, or continuation school or class, in which case suspension shall not exceed 30 days 
in any school year.  However, this restriction on the number of days of suspension does not apply 
when the suspension is extended pending an expulsion.  (Education Code 48903, 48911, 48912) 
 
The district may count suspensions that occur while a student is enrolled in another school district 
toward the maximum number of days for which the student may be suspended in any school year. 
(Education Code 48903) 
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Suspensions shall be initiated according to the following procedures: 
 

1. Informal Conference:  Suspension shall be preceded by an informal conference conducted by 
the Superintendent, principal, or designee with the student and, whenever practicable, the 
teacher, supervisor, or school employee who referred the student to the principal.  At the 
conference, the student shall be informed of the reason for the disciplinary action, presented 
with the evidence against him/her, and given the opportunity to present his/her version and 
evidence in support of his/her defense.  (Education Code 48911). This conference may be 
omitted if the Superintendent, principal, or designee determines that an emergency situation 
exists involving a clear and present danger to the lives, safety, or health of students or school 
personnel. If a student is suspended without this conference, both the parent/guardian and 
student shall be notified of the student's right to return to school for the purpose of the 
conference.  The conference shall be held within two school days, unless the student waives 
his/her right to it or is physically unable to attend for any reason.  In such a case, the 
conference shall be held as soon as the student is physically able to return to school. 
(Education Code 48911 (c)) 

2. Administrative Actions:  All requests for student suspension are to be processed by the 
principal or designee.  A school employee shall report the suspension, including the name of 
the student and the cause for the suspension, to the Superintendent or designee.  (Education 
Code 48911) 

3. Notice to Parents/Guardians:  At the time of the suspension, a school employee shall make a 
reasonable effort to contact the parent/guardian by telephone or in person. Whenever a 
student is suspended, the parent/guardian shall be notified in writing of the suspension. 
(Education Code 48911) This notice shall state the specific offense committed by the student. 
(Education Code 48900.8) In addition, the notice may state the date and time when the 
student may return to school.  If school officials wish to ask the parent/guardian to confer 
regarding matters pertinent to the suspension, the notice may add that state law requires the 
parent/guardian to respond to such requests without delay. 

4. Parent/Guardian Conference:  Whenever a student is suspended, school officials may meet 
with the parent/guardian to discuss the cause(s) and duration of the suspension, the school 
policy involved, and any other pertinent matter.  (Education Code 48914). Although the 
parent/guardian is required to respond without delay to a request for a conference about 
his/her child's behavior, no penalties may be imposed on the student for the failure of the 
parent/guardian to attend such a conference.  The student may not be denied readmission 
solely because the parent/guardian failed to attend the conference.  (Education Code 48911) 

5. Extension of Suspension:  If the Board is considering the expulsion of a suspended student 
from any school or the suspension of a student for the balance of the semester from 
continuation school, the Superintendent or designee may, in writing, extend the suspension 
until such time as the Board has made a decision.  (Education Code 48911) Any extension of 
the original period of suspension shall be preceded by notice of such extension with an offer 
to hold a conference concerning the extension, giving the student an opportunity to be heard. 
This conference may be held in conjunction with a meeting requested by the student or 
parent/guardian to challenge the original suspension.  Extension of the suspension may be 
made only if the Superintendent or designee determines, following a meeting in which the 
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student and the student's parent/guardian were invited to participate, that the student's 
presence at the school or at an alternative school would endanger persons or property or 
threaten to disrupt the instructional process.  (Education Code 48911) 

 
If the student involved is a foster youth, the Superintendent or designee shall notify the district 
liaison for foster youth of the need to invite the student's attorney and a representative of the 
appropriate county child welfare agency to attend the meeting.  (Education Code 48853.5, 48911, 
48918.1) 
 
In addition to suspending a student, the Superintendent, principal, or designee may provide services 
or require the student to participate in an alternative disciplinary program designed to correct his/her 
behavior and keep him/her in school. 
 
Suspension by the Board 
The Board may suspend a student for any of the acts listed in "Grounds for Suspension and Expulsion" 
above and within the limits specified in "Suspension by Superintendent, Principal, or Designee" 
above.  (Education Code 48912) 
 
The Board may suspend a student enrolled in a continuation school or class for a period not longer 
than the remainder of the semester if any of the acts listed in "Grounds for Suspension and 
Expulsion" occurred. The suspension shall meet the requirements of Education Code 48915. 
(Education Code 48912.5) 
 
When the Board is considering a suspension, disciplinary action, or any other action (except 
expulsion) against any student, it shall hold a closed session if a public hearing would lead to 
disclosure of information violating a student's right to privacy under Education Code 49073-49079 
(Education Code 35146, 48912). 
 
The Board shall provide the student and his/her parent/guardian with written notice service. Upon 
receiving this notice, the student or parent/guardian may request a public meeting, and this request 
shall be granted if made in writing within 48 hours after receipt of the Board's notice.  However, any 
discussion which conflicts with any other student's right to privacy still shall be held in closed session. 
(Education Code 35146, 48912) 
 
Supervised Suspension Classroom  
A student for whom an expulsion action has not been initiated and who poses no imminent danger or 
threat to the school, students, or staff may be assigned to a supervised suspension classroom in a 
separate classroom, building, or site for the entire period of suspension.  The following conditions 
shall apply:  (Education Code 48911.1) 

1. The supervised suspension classroom shall be staffed in accordance with law. 
2. The student shall have access to appropriate counseling services. 
3. The supervised suspension classroom shall promote completion of schoolwork and tests 

missed by the student during the suspension. 
4. The student shall be responsible for contacting his/her teacher(s) to receive assignments to be 
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completed in the supervised suspension classroom.  The teacher(s) shall provide all 
assignments and tests that the student will miss while suspended.  If no such work is assigned, 
the person supervising the suspension classroom shall assign schoolwork. 

 
At the time a student is assigned to a supervised suspension classroom, the principal or designee shall 
notify the student's parent/guardian in person or by telephone.  When the assignment is for longer 
than one class period, this notification shall be made in writing.  (Education Code 48911.1) 
 
Authority to Expel 
A student may be expelled only by the Board.  (Education Code 48918(j)) 
 
The Board shall expel, as required by law, any student found to have committed any offense listed 
below under "Mandatory Recommendation and Mandatory Expulsion."  (Education Code 48915) 
 
For all other grounds listed above under "Grounds for Suspension and Expulsion," the Board shall 
order a student expelled upon the recommendation of the Superintendent, principal, or designee, 
only if the Board makes a finding of either or both of the following: 

1. That other means of correction are not feasible or have repeatedly failed to bring about 
proper conduct 

2. That due to the nature of the violation, the presence of the student causes a continuing 
danger to the physical safety of the student or others (Education Code 48915(b) and (e)) 

 
Mandatory Recommendation for Expulsion  
Unless the Superintendent, principal, or designee determines that expulsion should not be 
recommended under the circumstances or that an alternative means of correction would address the 
conduct, he/she shall recommend a student's expulsion for any of the following acts:  (Education 
Code 48915(a)) 

1. Causing serious physical injury to another person, except in self-defense 
2. Possession of any knife as defined in Education Code 48915(g), explosive, or other dangerous 

object of no reasonable use to the student 
3. Unlawful possession of any controlled substance as listed in Health and Safety Code 

11053-11058, except for (a) the first offense for the possession of not more than one ounce of 
marijuana, other than concentrated cannabis, or (b) the student's possession of 
over-the-counter medication for his/her use or other medication prescribed for him/her by a 
physician 

4. Robbery or extortion 
5. Assault or battery, as defined in Penal Code 240 and 242, upon any school employee 

 
In determining whether or not to recommend the expulsion of a student, the Superintendent, 
principal, or designee shall act as quickly as possible to ensure that the student does not lose 
instructional time.  (Education Code 48915) 
 
Mandatory Recommendation and Mandatory Expulsion 
The Superintendent, principal, or designee shall recommend that the Board expel any student found 
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at school or at a school activity to be:  (Education Code 48915(c)) 
1. Possessing, as verified by a district employee, selling, or otherwise furnishing a firearm, unless 

the student had obtained prior written permission to possess the firearm from a certificated 
school employee, with the principal or designee's concurrence 

2. However, possession of an imitation firearm, as defined in Education Code 48900(m), shall not 
be regarded as an offense requiring a mandatory recommendation for expulsion and 
mandatory expulsion. 

3. Brandishing a knife as defined in Education Code 48915(g) at another person 
4. Unlawfully selling a controlled substance listed in Health and Safety Code 11053-11058 
5. Committing or attempting to commit a sexual assault as defined in Penal Code 261, 266c, 286, 

288, 288a, or 289, or committing a sexual battery as defined in Penal Code 243.4  
6. Possessing an explosive as defined in 18 USC 921 

 
Upon finding that the student committed any of the above acts, the Board shall expel the student. 
(Education Code 48915) 
 

Procedures for Notifying Teachers about Dangerous Pupils – AR 4158/EC 49079 

California Education Code 49079 requires that school districts inform any teachers and counselors 
when, based on records maintained by the district or received from law enforcement, it has 
information that, during the three previous school years, a pupil has engaged in, or is reasonably 
suspected to have engaged in, the following criminal or disruptive conduct at school, while going to 
or from school, or during a school sponsored activity: 

a. Causing, attempting, or threatening physical injury to another; 
b. Possessing, selling, or otherwise furnishing a firearm, knife, or other dangerous 

object; 
c. Possessing, using or selling illegal drugs, alcohol, or drug paraphernalia; 
d. Committing or attempting to commit robbery or extortion; 
e. Damaging or attempting to damage school property; 
f. Stealing or attempting to steal school or private property; 
g. Committing an obscene act or engaging in habitual profanity or vulgarity; 
h. Disrupting school activities or otherwise willfully defying the valid authority of 

supervisors, teachers, administrators, school officials, or other school 
personnel engaged in the performance of their duties; and 

i. Knowingly receiving stolen school or private property. 

Employee Security 
An employee may use reasonable force when necessary to protect himself/herself from attack, to 
protect another person or property, to quell a disturbance threatening physical injury to others, or to 
obtain possession of weapons or other dangerous objects on or within the control of a student. 
(Education Code 44807, 49331) 
 
Employees shall promptly report any student attack, assault or threat against them to their principal 
or other immediate supervisor.  
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Both the employee and the principal or other immediate supervisor shall promptly report such 
instances to the appropriate local law enforcement agency. (Education Code 44014) 
 
In addition, employees shall promptly report to their principal or supervisor, and may report to law 
enforcement, any attack, assault or threat made against them on school grounds by any other 
individual. The employee and supervisor shall follow the same procedures as specified above.  
 
The report also shall be forwarded immediately to the Superintendent or designee.  
 
An employee whose person or property is injured or damaged by willful misconduct of a student may 
ask the district to pursue legal action against the student or the student's parent/guardian. 
(Education Code 48905) 
 
Notice Regarding Student Offenses Committed While Under School Jurisdiction 
The Superintendent or designee shall inform the teacher of any student in his/her class who has 
engaged in, or is reasonably suspected of, any act during the previous three years which could 
constitute grounds for suspension or expulsion under Education Code 48900, with the exception of 
possession or use of tobacco products, or Education Code 48900.2, 48900.3, 48900.4, or 48900.7. 
This information shall be based upon district records maintained in the ordinary course of business or 
records received from a law enforcement agency. (Education Code 49079)  
 
Upon receiving a transfer student's record regarding acts committed by the student that resulted in 
his/her suspension or expulsion, the Superintendent or designee shall inform any of the student's 
teacher(s) that the student was suspended from his/her former district and of the act that resulted in 
the suspension or expulsion. (Education Code 48201)  
 
Information received by teacher(s) shall be received in confidence for the limited purpose for which it 
was provided and shall not be further disseminated by the teacher. (Education Code 49079) 
 
Notice Regarding Student Offenses Committed While Outside School Jurisdiction 
When a minor student has been found by a court of competent jurisdiction to have illegally used, sold 
or possessed a controlled substance or committed specified crimes involving serious acts of violence, 
the district police or security department may provide written notification to the Superintendent. 
(Welfare and Institutions Code 828.1) 
 
When informed by the court that a minor student has committed any felony or any misdemeanor 
involving curfew, gambling, alcohol, drugs, tobacco products, carrying weapons, a sex offense listed 
in Penal Code 290, assault or battery, larceny, vandalism or graffiti, the Superintendent or designee 
shall so inform the principal.  
 
The principal or designee shall disseminate this information to the counselors who directly supervise 
or report on the student's behavior or progress. The principal may also inform any teacher or 
administrator whom he/she thinks may needs this information in order to work with the student 
appropriately, to avoid being needlessly vulnerable, or to protect others from needless vulnerability. 
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(Welfare and Institutions Code 827)  
 
Any court-initiated information that a teacher, counselor or administrator receives shall be kept 
confidential and used only to rehabilitate the student and to protect other students and staff. This 
information shall be further disseminated only when communication with the student, 
parent/guardian, law enforcement staff and probation officer is necessary to rehabilitate the student 
or to protect students and staff. (Welfare and Institutions Code 827) 
 
When a student is removed from school as a result of his/her offense, the Superintendent shall hold 
the court's information in a separate confidential file until the student is returned to public school. If 
the student is returned to a different district, the Superintendent shall transmit the information 
provided by the student's parole or probation officer to the Superintendent of the new district of 
attendance. (Welfare and Institutions Code 827)  
 
Any confidential file of court-initiated information shall be kept until the student becomes 18, 
graduates from high school, or is released from juvenile court jurisdiction, whichever occurs first; it 
shall then be destroyed. (Welfare and Institutions Code 827)  
 
Procedures to Maintain Confidentiality of Student Offenses  
In order to maintain confidentiality when providing the above information to counselors and teachers 
of classes/programs to which such a student is assigned, the principal or designee shall send the 
teacher a written notification requesting him/her to review the student's file in the school office. This 
notification shall not name or otherwise identify the student.  
 
The staff member shall be asked to initial the notification and return it to the principal or designee. 
 
The staff member shall initial the student's file when reviewing it in the school office. Once the 
district has made a good faith effort to comply with the notification requirement of Education Code 
49079, and Welfare and Institutions Code 827, an employee's failure to review the file constitutes 
district compliance with the requirement to provide notice to the teacher.  
 

Sexual Harassment – AR 5145.7  

Students 

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted 
requests for sexual favors, or other unwanted verbal, visual, or physical conduct of a sexual nature 
made against another person of the same or opposite sex in the educational setting, when made on 
the basis of sex and under any of the following conditions:  (Education Code 212.5; 5 CCR 4916) 
 

1. Submission to the conduct is explicitly or implicitly made a term or condition of a student's 
academic status or progress. 

2. Submission to or rejection of the conduct by a student is used as the basis for academic 
decisions affecting the student. 

3. The conduct has the purpose or effect of having a negative impact on the student's academic 
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performance or of creating an intimidating, hostile, or offensive educational environment. 
4. Submission to or rejection of the conduct by the student is used as the basis for any decision 

affecting the student regarding benefits and services, honors, programs, or activities available 
at or through any district program or activity. 

 
Examples of types of conduct which are prohibited in the district and which may constitute sexual 
harassment include, but are not limited to: 

1. Unwelcome leering, sexual flirtations, or propositions 
2. Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments, or sexually 

degrading descriptions 
3. Graphic verbal comments about an individual's body or overly personal conversation 
4. Sexual jokes, derogatory posters, notes, stories, cartoons, drawings, pictures, obscene 

gestures, or computer-generated images of a sexual nature 
5. Spreading sexual rumors 
6. Teasing or sexual remarks 
7. Massaging, grabbing, fondling, stroking, or brushing the body 
8. Touching an individual's body or clothes in a sexual way 
9. Impeding or blocking movements or any physical interference with school activities when 

directed at an individual on the basis of sex 
10. Displaying sexually suggestive objects 
11. Sexual assault, sexual battery, or sexual coercion 

 
School-Level Complaint Process/Grievance Procedure 
Complaints of sexual harassment, or any behavior prohibited by the district's 
Nondiscrimination/Harassment policy - BP 5145.3, shall be handled in accordance with the following 
procedure: 

1. Notice and Receipt of Complaint:  Any student who believes he/she has been subjected to 
sexual harassment or who has witnessed sexual harassment may file a complaint with any 
school employee. Within 24 hours of receiving a complaint, the school employee shall report 
it to the district Coordinator for Nondiscrimination or Principal. In addition, any school 
employee who observes any incident of sexual harassment involving a student shall, within 24 
hours, report this observation to the Coordinator/Principal, whether or not the victim files a 
complaint. In any case of sexual harassment involving the Coordinator/Principal to whom the 
complaint would ordinarily be made, the employee who receives the student's report or who 
observes the incident shall instead report to the Superintendent or designee. 

2. Initiation of Investigation:  The Coordinator/Principal shall initiate an impartial investigation of 
an allegation of sexual harassment within five school days of receiving notice of the harassing 
behavior, regardless of whether a formal complaint has been filed.  The district shall be 
considered to have "notice" of the need for an investigation upon receipt of information from 
a student who believes he/she has been subjected to harassment, the student's 
parent/guardian, an employee who received a complaint from a student, or any employee or 
student who witnessed the behavior. If the Coordinator/Principal receives an anonymous 
complaint or media report about alleged sexual harassment, he/she shall determine whether 
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it is reasonable to pursue an investigation considering the specificity and reliability of the 
information, the seriousness of the alleged incident, and whether any individuals can be 
identified who were subjected to the alleged harassment. 

3. Initial Interview with Student:  When a student or parent/guardian has complained or 
provided information about sexual harassment, the Coordinator/Principal shall describe the 
district's grievance procedure and discuss what actions are being sought by the student in 
response to the complaint.  The student who is complaining shall have an opportunity to 
describe the incident, identify witnesses who may have relevant information, provide other 
evidence of the harassment, and put his/her complaint in writing. If the student requests 
confidentiality, he/she shall be informed that such a request may limit the district's ability to 
investigate. 

4. Investigation Process: The Coordinator/Principal shall keep the complaint and allegation 
confidential, except as necessary to carry out the investigation or take other subsequent 
necessary action.  (5 CCR 4964) The Coordinator/Principal shall interview individuals who are 
relevant to the investigation, including, but not limited to, the student who is complaining, the 
person accused of harassment, anyone who witnessed the reported harassment, and anyone 
mentioned as having relevant information.  The Coordinator/Principal may take other steps 
such as reviewing any records, notes, or statements related to the harassment or visiting the 
location where the harassment is alleged to have taken place. When necessary to carry out 
his/her investigation or to protect student safety, the Coordinator/Principal also may discuss 
the complaint with the Superintendent or designee, the parent/guardian of the student who 
complained, the parent/guardian of the alleged harasser if the alleged harasser is a student, a 
teacher or staff member whose knowledge of the students involved may help in determining 
who is telling the truth, law enforcement and/or child protective services, and district legal 
counsel or the district's risk manager. 

5. Interim Measures:  The Coordinator/Principal shall determine whether interim measures are 
necessary during and pending the results of the investigation, such as placing students in 
separate classes or transferring a student to a class taught by a different teacher. 

6. Optional Mediation:  In cases of student-on-student harassment, when the student who 
complained and the alleged harasser so agree, the Coordinator/Principal may arrange for 
them to resolve the complaint informally with the help of a counselor, teacher, administrator, 
or trained mediator.  The student who complained shall never be asked to work out the 
problem directly with the accused person unless such help is provided and both parties agree, 
and he/she shall be advised of the right to end the informal process at any time. 

7. Factors in Reaching a Determination:  In reaching a decision about the complaint, the 
Coordinator/Principal may take into account: 

a. Statements made by the persons identified above 
b. The details and consistency of each person's account 
c. Evidence of how the complaining student reacted to the incident 
d. Evidence of any past instances of harassment by the alleged harasser 
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e. Evidence of any past harassment complaints that were found to be untrue 

To judge the severity of the harassment, the Coordinator/Principal may take into consideration: 
a. How the misconduct affected one or more students' education 
b. The type, frequency, and duration of the misconduct 
c. The identity, age, and sex of the harasser and the student who complained, and the 

relationship between them 
d. The number of persons engaged in the harassing conduct and at whom the 

harassment was directed 
e. The size of the school, location of the incidents, and context in which they occurred 
f. Other incidents at the school involving different students  

8. Written Report on Findings and Follow-Up:  No more than 30 days after receiving the 
complaint, the Coordinator/Principal shall conclude the investigation and prepare a written 
report of his/her findings.  This timeline may be extended for good cause.  If an extension is 
needed, the Coordinator/Principal shall notify the student who complained and explain the 
reasons for the extension.  
 
The report shall include the decision and the reasons for the decision and shall summarize the 
steps taken during the investigation. If it is determined that harassment occurred, the report 
shall also include any corrective actions that have or will be taken to address the harassment 
and prevent any retaliation or further harassment.  This report shall be presented to the 
student who complained, the person accused, the parents/guardians of the student who 
complained and the student who was accused, and the Superintendent or designee. 
 
In addition, the Coordinator ensures that the harassed student and his/her parent/guardian 
are informed of the procedures for reporting any subsequent problems.  The 
Coordinator/Principal shall make follow-up inquiries to see if there have been any new 
incidents or retaliation and shall keep a record of this information. 

 
Enforcement of District Policy 
The Superintendent or designee shall take appropriate actions to reinforce the district's sexual 
harassment policy.  As needed, these actions may include any of the following: 

1. Removing vulgar or offending graffiti 
2. Providing training to students, staff, and parents/guardians about how to recognize 

harassment and how to respond 
3. Disseminating and/or summarizing the district's policy and regulation regarding sexual 

harassment 
4. Consistent with the laws regarding the confidentiality of student and personnel records, 

communicating the school's response to parents/guardians and the community 
5. Taking appropriate disciplinary action  

 
In addition, disciplinary measures may be taken against any person who is found to have made a 
complaint of sexual harassment which he/she knew was not true. 
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Notifications 
A copy of the district's sexual harassment policy and regulation shall: 

1. Be included in the notifications that are sent to parents/guardians at the beginning of each 
school year (Education Code 48980; 5 CCR 4917) 

2. Be displayed in a prominent location in the main administrative building or other area where 
notices of district rules, regulations, procedures, and standards of conduct are posted, 
including school websites  (Education Code 231.5)  

3. Be provided as part of any orientation program conducted for new students at the beginning 
of each quarter, semester, or summer session (Education Code 231.5) 

4. Appear in any school or district publication that sets forth the school's or district's 
comprehensive rules, regulations, procedures, and standards of conduct (Education Code 
231.5) 

 

Dress and Appearance:  
To create an environment where learning is the top priority, students are expected to maintain an 
appearance that reflects this goal. We recognize the right for student self-expression through dress, 
as long as attire does not create conditions that interfere with the educational process. The following 
dress code was developed in an effort to promote a safe and non-disruptive environment. Parents of 
students wearing inappropriate clothing will be called to bring appropriate clothing/attire.  

● Apparel or grooming deemed to be disruptive in nature is not permissible (i.e. 
inappropriate logos, language, gang affiliated wardrobe, etc.)  

● For safety reasons, open-toe shoes, open-heel shoes, high-heel shoes and similar 
footwear are not permitted. Athletic shoes are required on PE days for safety reasons. 

● Student’s hair should be neat and clean  
● If a student’s general appearance suggests neglect resulting in an unclean physical 

condition, the matter shall be reported to the Principal (and possibly DCFS)  
● Hats may be worn only outside of school buildings.  
● Shorts must be worn under skirts. 

 

Procedures for Safe Ingress and Egress from School/Closed Campus  
Closed Campus 
The safety of our students is our highest priority. Students will not be released from school or allowed 
to sign out unless a parent/guardian who is registered with the school picks them up and signs them 
out.  
 
Video Monitoring 
Our campus utilizes a video surveillance system to monitor school grounds and the perimeter. 
Cameras may be  monitored by school staff and/or district technology personnel.  
 
Visitors to Campus 
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We welcome the presence of parent volunteers on campus, although visitors are not currently 
allowed on campus due to COVID restrictions. Per California State Law, all visitors, including parents, 
must check in at the office with valid identification before visiting the RAPTOR system. Visitors 
without a pass will be asked to report to the office. The office is not responsible for items left for 
students to pick up—please check to make sure that students have all required items before leaving 
for school.  
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Procedures to Ensure a Safe and Orderly Environment – BP 5131  
Students 
The School Board believes that all students have the right to be educated in a positive learning 
environment free from disruptions.  Students shall be expected to exhibit appropriate conduct that 
does not infringe upon the rights of others or interfere with the school program while on school 
grounds, going to or coming from school, at school activities, or using district transportation. 
 
The Superintendent or designee shall ensure that each school develops standards of conduct and 
discipline consistent with Board policies and administrative regulations and includes bullying 
prevention strategies in site based school safety plans.  Students and parents/guardians shall be 
notified of district and school rules related to conduct. 

 
Rules and Procedures on School Discipline 

SCHOOLWIDE DISCIPLINE PLAN  
The primary purpose of Center Street School is to insure that children develop to their full potential 
academically, socially, emotionally, and physically.  This development can best take place in an 
environment that protects the rights of everyone.  

The establishment of a discipline policy is authorized by the laws and regulations of the State of 
California.  Accordingly, school staff:  

● Has the right and responsibility to establish a school structure and routine that provides the 
optimal learning environment  

● Has the right and responsibility to request appropriate behavior from students while 
encouraging their positive social and educational development  

● Has the right to expect cooperation and support from parents  

The intent of this Schoolwide Discipline Plan is not to force regimentation or obedience to 
unreasonable rules, but rather to encourage students to demonstrate self-discipline and 
responsibility. The goals of the Center Street School-wide Discipline Plan are:  

● To have each student be fully informed of all behavior expectations  
● To have each student be held responsible for his/her choice of behavior and be aware of the 

consequences  
● To have the cooperation and support of every parent to enable each student to succeed  
● To have clear communication among school staff, students, and parents  

General Behavior Guidelines: All students are expected to exercise safe and responsible behavior in 
their classrooms and on the playground.  They are expected to:  

● Remain off the school grounds until 15 minutes before the start of school.  Exception: 
Early arrival of students who receive breakfast through the NSLP, and later gator students 
who may be not on the playground before 9:00 a.m.  

● Line up promptly when the bell rings.  
● Treat staff members and fellow students with courtesy and respect.  
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● Use acceptable language and social courtesies such as “please.” 
● Obey the directions of all staff in matters pertaining to school rules and safety.  This 

includes administrators, librarians, playground supervisors, bus drivers, bus supervisors, 
secretaries, cafeteria workers, custodians, parent volunteers, etc.  

● Protect school property at all times, and pay for any damages that they may cause 
● Refrain from fighting, pushing and shoving, whether serious or in fun.  
● Refrain from loitering or playing around classroom doors, teacher’s rooms, the office, 

cafeteria or restrooms. 
● Leave school grounds when school is over.  Do not wait for older brothers or sisters. All 

students must be supervised by a parent or guardian if on designated playground. 
 
Classroom Discipline: The intent of a classroom discipline plan is to create a climate conducive to 
learning, which protects the rights of teachers to teach and students to learn. The following standards 
apply to all classrooms:  

● Students may be present in a classroom only when a teacher or aide is there to supervise.  
● Food, candy, and drinks are not permitted without teacher permission.  
● Chewing gum is not permitted at school.  
● Students should conserve school resources and supplies such as water, electricity, paper, 

and pencils. 
● Every student is responsible for keeping his/her desk area and classroom neat and clean.  
● Students are expected to respect the rights and property of their peers.  

 
SCHOOLWIDE RULES AND STANDARDS  

 
Bicycles, Skateboards, Roller Skates, Scooters, etc.  We recommend that only the students in grades 
3, 4, and 5 ride bicycles to school. All students who ride their bikes or other equipment to school do 
so at their own risk of theft and are responsible for obeying the following rules:  

● LOCK YOUR BIKE AT ALL TIMES!  
● WALK YOUR BIKE/SCOOTER/SKATEBOARD OR REMOVE SKATES ON SCHOOL GROUNDS. 

Breaking this rule could result in loss of to/from campus riding privileges.  
● Park your bikes or scooters in the bike racks.  
● All bikes must be licensed with the El Segundo Police Department.  
● Only one person may ride on the bike.  
● Skateboards, scooters, roller blades, and roller skates are NOT allowed to be used on 

campus during any full-day school hours.  
● Students riding bikes, skateboards, skates, or scooters must wear a bike helmet.  

 
Playground Rules:  

● Play in designated, supervised areas only.  
● Students must have permission from a supervisor to leave the playground.  
● School property must be used appropriately and safely. Students will pay for equipment 

that is lost or damaged through inappropriate use.  Examples: deliberate kicking or 
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throwing balls over the fence, jumping on bleachers and tables. 
● Use only school provided equipment, balls, radios, toys, etc. Items brought

from home will be taken to the office until the end of the day.
● Activities involving aggressive physical contact or balls thrown at people are

not allowed. Ex: fighting, karate, dog piles, tackle football, dodgeball, etc.
● Because of risk of neck injury and lack of close supervision, tumbling and

gymnastics are not allowed nor is hanging or flipping upside-down on the
bars.

● If a game or activity is not full or crowded, it is open to other students.
● Interfering with and interrupting other students’ activities is not allowed.
● Snacks are eaten only in designated areas and only during morning recess,

and students must clean up after themselves, properly disposing of trash.
● All students must stop moving at the freeze bell, wait for the whistle, then WALK to class

or their designated area to line up. Students will wait in line at the classroom in an orderly
fashion.

● Running on asphalt or concrete surfaces adjacent to classrooms is not permitted.

Bathrooms and Drinking Fountains: 

● Treat the bathrooms as if they were in your home.
● Boy’s and Girl’s bathrooms are appropriately marked around campus. Single-user are

available between some classrooms as well as in the nurse’s office.
● Dispose of paper towels in the trash can only.
● Do not deface the walls or damage school property.
● After using bathrooms and/or drinking fountains, return to the playground or classroom

right away. No playing or loitering.
● Leave the bathrooms and drinking fountains clean and sanitary for the next person.
● Permission is required from a noon supervisor during lunch recess.

Cafeteria and Patio: 

● Use good table manners.
● Food and drinks remain in the cafeteria and on the patio.
● Use a quiet voice when talking during lunch.
● Throwing food, paper, or other objects is not permitted.
● Remain seated and raise your hand to be excused from the table.
● Put trash and recycling in appropriate containers.
● Glass bottles are not permitted.

Walkways: 

● Walk at all times.
● Use a quiet voice.
● Walk on the sidewalks. Avoid cutting across the grass or through planters.
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Assemblies:  Enter assemblies in a quiet and decorous manner.  Be polite to speakers, performers 
and other members of the audience.  Applause is the appropriate way to show appreciation.  

Lost/Damaged School Property:  Students are responsible for the care and protection of school 
issued materials, e.g., textbooks, library books, playground equipment.  Reimbursement will be 
required for all lost or damaged books and equipment.  A price list is available at the office.  

POSITIVE AND NEGATIVE CONSEQUENCES  

Progressive Discipline:  It is the primary focus of Center Street School’s Discipline Plan to encourage 
good citizenship through praise, rewards, and other positive consequences.  However, when rules are 
broken or behavior disrupts the educational program, negative consequences must occur in order to 
help the student learn self-control.  

Incentives for Good Citizenship:  We believe that the most important part of any discipline plan is a 
program to acknowledge and motivate good behavior.  Each teacher has developed an individual 
classroom program to promote good citizenship, based around our school-wide program of Cougars 
CARE (Community, Authenticity, Resilience, Excellence).  Rewarding good citizenship is also an 
integral part of discipline throughout the school.  Our school-wide behavior incentive program uses 
Cougars CARE slips that students may earn for positive playground behavior, emphasizing the four 
areas of Cougars CARE.  

Community 
● I will keep my hands, feet, body, and 

objects to myself. 
● I will show respect to all students and 

adults on campus, and try to 
understand their points of view. 

● I will respect school property and the 
property of others. 

● I will be safe and do my part to keep 
others safe 
 

Authenticity 
● I will be true to myself. 
● I will be kind to others and myself. 
● I will be honest and fair.  
● I will use kind words. 
● I will respect myself and others. 
● I will treat others how I want to be 

treated. 
 
 

Resilience  
● I will stay on task and do my work.  
● I will do my part even when it seems 

difficult.  
● I will speak up when I know something 

is not right.  
● I will continue to work towards my 

goals, even when challenges arise. 
● I will treat failure as an opportunity to 

learn. 
 

Excellence 
● I will try my best.  
● I will follow directions the first time 

given. 
● I will be responsible. 
● I will be an active listener. 
● I will include others in play or work. 
● I will behave in a way that will make 

myself, my parents, and my school, and 
my community  proud 
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We follow a program of progressive discipline.  This means that consequences for rule breaking begin 
with milder forms of discipline and move to stronger forms.  Classroom discipline plans extend to 
behavior throughout the school and with all school personnel.  

In cases where the infraction is more severe or where there have been repeated infractions, students 
will be referred to the Assistant Principal’s office. Students who are referred to the office for 
inappropriate behavior will be asked to fill out a Center Street Cougars CARE Officer Referral Form as 
an opportunity to reflect upon their choices and how those choices impacted themselves and others. 
This Referral form is based on both the tenants of Cougars CARE as well as ESUSD’s Social/Emotional 
initiative called RULER. Once completed by the student, this form is sent home with the student for 
additional conversations with parents.  

RULER is an evidence-based approach for integrating social and emotional learning into schools, 
developed at the Yale Center for Emotional Intelligence. RULER applies “hard science” to the teaching 
of what have historically been called “soft skills.” RULER teaches the skills of emotional intelligence — 
those associated with Recognizing, Understanding, Labeling, Expressing, and Regulating emotions. 
Decades of research show that these skills are essential to effective teaching and learning, sound 
decision making, physical and mental health, and success in school and beyond. 
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Hate Crime Policies and Procedures – BP 5145.9  
Students 
In order to create a safe learning environment for all students, the Governing Board desires to 
protect the right of every student to be free from hate-motivated behavior and will promote 
harmonious relationships among students so as to enable them to gain a true understanding of the 
civil rights and social responsibilities of people in society.  The district prohibits discriminatory 
behavior or statements that degrade an individual on the basis of his/her actual or perceived race, 
ethnicity, culture, heritage, gender, sex, sexual orientation, physical/mental attributes, or religious 
beliefs or practices. 
 
The district shall provide age-appropriate instruction to help promote an understanding of and 
respect for human rights, diversity, and tolerance in a multicultural society and to provide strategies 
to manage conflicts constructively.  
 
The Superintendent or designee may ensure staff receive training on recognizing hate-motivated 
behavior and on strategies to help respond appropriately to such behavior. 
 
Grievance Procedures 
Any student who believes he/she is a victim of hate-motivated behavior shall immediately contact 
the Coordinator for Nondiscrimination or Principal.  Upon receiving such a complaint, the 
Coordinator/Principal shall immediately investigate the complaint in accordance with school-level 
complaint process/grievance procedures as described in AR 5145.7.  A student who has been found 
to have demonstrated hate-motivated behavior shall be subject to discipline in accordance with law, 
Board policy, and administrative regulation. 
 
Staff who receive notice of hate-motivated behavior or personally observe such behavior shall notify 
the Coordinator/Principal, Superintendent or designee, and/or law enforcement, as appropriate.  
 
As necessary, the district shall provide counseling, guidance, and support to students who are victims 
of hate-motivated behavior and to students who exhibit such behavior. 
 
Nondiscrimination/Harassment – BP 5145.3 

Students 
The Governing Board desires to provide a safe school environment that allows all students equal 
access and opportunities in the district's academic and other educational support programs, services, 
and activities.  The Board prohibits, at any district school or school activity, unlawful discrimination, 
harassment, intimidation, and bullying of any student based on the student's actual race, color, 
ancestry, national origin, ethnic group identification, age, religion, marital or parental status, physical 
or mental disability, sex, sexual orientation, gender, gender identity, or gender expression; the 
perception of one or more of such characteristics; or association with a person or group with one or 
more of these actual or perceived characteristics. 
 
Prohibited discrimination, harassment, intimidation, or bullying includes physical, verbal, nonverbal, 
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or written conduct based on one of the categories listed above that is so severe and pervasive that it 
affects a student's ability to participate in or benefit from an educational program or activity; creates 
an intimidating, threatening, hostile, or offensive educational environment; has the effect of 
substantially or unreasonably interfering with a student's academic performance; or otherwise 
adversely affects a student's educational opportunities. 
 
The Board also prohibits any form of retaliation against any student who files a complaint or report 
regarding an incident of discrimination, harassment, intimidation, or bullying. 
 
The Superintendent or designee shall provide age-appropriate training and information to students, 
parents/guardians, and employees regarding discrimination, harassment, intimidation, and bullying, 
including, but not limited to, the district's nondiscrimination policy, what constitutes prohibited 
behavior, how to report incidents, and to whom such reports should be made. 
 
In providing instruction, guidance, supervision, or other services to district students, employees and 
volunteers shall carefully guard against segregating or stereotyping students. 
 
The principal or designee shall develop a plan to provide students with appropriate accommodations 
when necessary for their protection from threatened or potentially harassing or discriminatory 
behavior. 
 
Students who engage in discrimination, harassment, intimidation, bullying, or retaliation in violation 
of law, Board policy, or administrative regulation shall be subject to appropriate discipline, up to and 
including counseling, suspension, and/or expulsion.  Any employee who permits or engages in 
prohibited discrimination, harassment, intimidation, bullying, or retaliation shall be subject to 
disciplinary action, up to and including dismissal. 
 
Grievance Procedures 
The following position is designated Coordinator for Nondiscrimination to handle complaints 
regarding discrimination, harassment, intimidation, or bullying, and to answer inquiries regarding the 
district's nondiscrimination policies: 
 
Director 
Educational Services 
641 Sheldon 
El Segundo CA 90245 
(310) 615-2650 
 
Any student who feels that he/she has been subjected to discrimination, harassment, intimidation, or 
bullying should immediately contact the Coordinator, the principal, or any other staff member.  
Any school employee who observes an incident of discrimination, harassment, intimidation, or 
bullying shall report the incident to the Coordinator or principal, whether or not the victim files a 
complaint. 
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In addition, the employee shall immediately intervene when safe to do so. (Education Code 234.1) 
 
Upon receiving a complaint of discrimination, harassment, intimidation, or bullying, the Coordinator 
shall immediately investigate the complaint in accordance with the site-level grievance procedures 
specified in AR 5145.7. 
 
Within 30 days of receiving the district's report, the complainant may appeal to the Board if he/she 
disagrees with the resolution of the complaint. The Board shall make a decision at its next regular 
meeting and its decision shall be final. 
 
The Superintendent or designee shall ensure that the student handbook clearly describes the 
district's nondiscrimination policy, procedures for filing a complaint regarding discrimination, 
harassment, intimidation, or bullying, and the resources that are available to students who feel that 
they have been the victim of any such behavior.  The district's policy shall also be posted on the 
district web site or any other location that is easily accessible to students. 
 
When required pursuant to Education Code 48985, complaint forms shall be translated into the 
student's primary language. 
 

Bullying/Cyberbullying Prevention Policies and Procedures 
The Board desires to prevent bullying by establishing a positive, collaborative school climate and clear 
rules for student conduct. 

Cyberbullying includes the transmission of communications, posting of harassing messages, direct 
threats, or other harmful texts, emails, sounds, or images on the Internet, social networking sites, or 
other digital technologies using a telephone, computer, or any wireless communication device.  
Cyberbullying also includes breaking into another person's electronic account and assuming that 
person's identity in order to damage that person's reputation. 

The district may provide students with instruction in the classroom or other educational settings, that 
promotes communication, social skills, and assertiveness skills and educates students about 
appropriate online behavior and strategies to prevent and respond to bullying and cyberbullying. 

Students may submit a verbal or written complaint of conduct they consider to be bullying to a 
teacher or administrator.  Complaints of bullying shall be investigated and resolved in accordance 
with site-level grievance procedures specified in AR 5145.7.  

When a student is suspected of or reported to be using electronic or digital communications to 
engage in cyberbullying against other students or staff, or to threaten district property, the 
investigation shall include documentation of the activity, identification of the source, and specific 
facts or circumstances that explain the impact or potential impact on school activity, school 
attendance, or the targeted student's educational performance.  

Students shall be encouraged to save and print any messages sent to them that they feel constitute 
cyberbullying and to notify a teacher, the principal, or other employee so that the matter may be 
investigated. 
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Any student who engages in cyberbullying on school premises, or off campus in a manner that causes 
or is likely to cause a substantial disruption of a school activity or school attendance, shall be subject 
to discipline in accordance with district policies and regulations. If the student is using a social 
networking site or service that has terms of use that prohibit posting of harmful material, the 
Superintendent or designee also may file a complaint with the Internet site or service to have the 
material removed. 

When a school official suspects that a search of a student or his/her belongings will turn up evidence 
of the student's violation of the law or school rules, such a search shall be conducted in accordance 
with BP/AR 5145.12 - Search and Seizure. 
 
When a student uses any prohibited device, or uses a permitted device in any unethical or illegal 
activity, a district employee may confiscate the device.  The employee shall store the item in a secure 
manner until an appropriate time. 
 
Students who violate district or school rules and regulations may be subject to discipline including, 
but not limited to, suspension, expulsion, transfer to alternative programs, referral to a student 
success team or counseling services, or denial of participation in extracurricular or co-curricular 
activities or other privileges in accordance with Board policy and administrative regulation.  The 
Superintendent or designee shall notify local law enforcement as appropriate. 
 
Students also may be subject to discipline, in accordance with law, Board policy, or administrative 
regulation, for any off-campus conduct during non-school hours which poses a threat or danger to 
the safety of students, staff, or district property, or substantially disrupts school activities. 
 
 

Concussion and Head Injury Protocol and Return-to-Learning Guidelines  
 
Purpose and Scope  
Management of concussion and head injury is evolving with more attention being given to short- and 
long-term effects. This protocol has been established to provide guidelines for staff in managing head 
injuries, designing staff education and training about concussion, and addressing return-to-learning 
issues for students. The El Segundo Unified School District seeks to provide a safe return to activity 
and academics for all students after injury, especially after a concussion. Procedures have been 
developed to assist in identifying and treating concussion upon injury at school, making appropriate 
medical referrals, and ensuring follow-up health care, academic assistance, and accommodations 
during the school day. The El Segundo Unified School District recognizes that students who suffer 
concussion and head injury may need assistance to achieve optimal recovery and minimize/avoid 
adverse health and academic outcomes. Symptomatic students may require active supports and 
accommodations as they progress to pre-concussion functioning. More research is needed to show 
how concussion affects student learning and to design evidence- based plans to better-manage the 
academic challenges in the pediatric and adolescent population. Deficits in cognitive abilities may 
pose challenges in learning new tasks or remembering previously learned material. Exposure to bright 
lights and screens or noisy cafeterias and hallways in the school setting may increase symptoms. The 
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need for academic or environmental adjustments are often overlooked by school personnel because, 
outwardly, there is no change in the student’s physical appearance following concussion. 
Post-concussion and head injury, medical evaluations by healthcare professionals and consultations 
with parents/guardians will be utilized to facilitate a student’s recovery and transition back to the 
school environment. Student-specific information along with teacher observations will guide the 
development and implementation of an individualized health and academic plan.  
  
Goals  

● To provide a safe environment, accommodations, and support during the return-to-learning 
transition for students with concussion and head injury that will promote healing and full 
recovery to health.  

● To provide concussion and head injury information annually for teachers and other school 
personnel on return-to-learn issues and other concerns related to concussion and brain 
injuries.  

● To provide a means for parents/guardians to annually provide information related to any head 
injury or concussion the student may have incurred during the past year; i.e., form to obtain 
health history and update emergency medical information.  

● To develop and implement a procedure to identify and safely/medically manage concussions 
and head injuries that occur at school.  

 
 

COVID-19 Related Information and Prevention 
 
El Segundo Unified School District follows guidelines for the prevention of communicable disease 
from the Center for Disease Control (CDC), the California Department of Public Health (CDPH) and the 
Los Angeles County Department of Public Health (LACDPH). All schools in the District strictly follow 
health orders including school reopening guidelines.  In addition to the information that follows, 
current information is available on the school website and the ESUSD website. Specific plans are 
reflected in the following documents: 
 
The ESUSD Reopening Plan 
COVID 19 Safe Schools Plan 
COVID 19 Prevention Plan 
COVID 19 and Reopening In-Person Instruction Framework & Public Health Guidance for K-12 School 
in California 
All LACDPH Health Orders 
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COVID 19 Exposure Management Plan 

In the event of a suspected or laboratory confirmed case of COVID 19, El Segundo Unified Schools will 

follow the steps outline in Appendix T2: Protocol for COVID-19 Exposure Management Plan in K-12 

School issues by the County of Los Angeles Department of Public Health. The designated school 

administrator will work with the School COVID-19 Compliance Task Force and the District COVID 

Compliance Officer to ensure that all required steps are taken and consider all recommended steps. 

School: 

School Address: 

Phone: 

Principal: 
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Assistant Principal: 
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District COVID-19 Compliance Task Force: 

Dr. Dylan Farris 

Dr. Jack Plotkin 

Ali Rabiei 

Roxanne Vollmer 

Executive Director of Human Resources and Facilities 

Director of Innovation and Student Support Services 

Director of Operations 

District Nurse 

Members of the School COVID-19 Compliance Task Force: 
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C0UNTV OF LOS ANGELES DEPARTMENT OF PUBLIC HEALTH 

ORDER OF THE HEALTH OFFICER 

Appendix T2: Protocol for COVID-19 
Exposure Management Plan in K-12 Schools 

Recent Updates: (Changes highlighted in yellow) 

12/19/2020: 

• K-12 Schools are required to notify DPH of all cases of COVID-19 disease among
employees and children that were at the site at any point within 14 days prior to becoming
ill. Cases who were last at the site over 14 days prior to becoming ill do not need to be
reported to DPH by the K-12 school entity.

• The definition of a close contact has been updated to include an individual who

was within 6 feet of an infected person for a total of 15 minutes or more over a 24-

hour period.

• The required quarantine period for individuals who have been in close contact with a

person diagnosed with COVID-19 has been shortened. Close contacts who remain

asymptomatic may be released from quarantine after Day 10 but must continue to

monitor their health and strictly adhere to COVI D-19 prevention precautions through Day

14.

11/28/2020: K-12 Schools with an outbreak must close for 14 days. Link to the TK-12 School 

COVID-19 Toolkit has been added. 

A targeted public health response to contain COVID-19 exposures at a community-level can help 
maximize the impact of the Los Angeles County Department of Public Health (DPH) COVID-19 
response. 

Primary and Secondary Schools serving students from Kindergarten through Grade 12 (K-12 Schools) 
are trusted community partners that can help DPH improve the timeliness and impact of the Public 
Health response through rapid initiation of a COVID-19 Exposure Management Plan (EMP). 
Immediate implementation of an EMP when a single case of COVID-19 is identified at a school can 
accelerate the ability to contain the spread of infection and prevent outbreaks from occurring. 

The steps for managing exposures to 1, 2, and 3 or more COVID-19 cases at K-12 Schools are 
described below and summarized in Appendix A. Because K-12 Schools will vary in the level of 
resources available for COVID-19 exposure management, required steps are the minimum elements 
that must be included in the EMP. Recommended steps include optional elements for exposure 
management where school resources are sufficient. Additional resources for K-12 Schools can be 
located in the TK-12 School COVID-19 Toolkit. 

Exposure Management Planning Prior to Identifying 1 COVID-19 Case at School 

□ Required: A designated School COVID-19 Compliance Task Force that is responsible for
establishing and enforcing all COVID-19 safety protocols and ensuring that staff and students
receive education about COVID-19. A designated COVID-19 Compliance Officer who serves as
a liaison to DPH for sharing site-level information to facilitate public health action.

□ Required: The School must follow DPH guidance on Decision Pathways for persons who have
not been tested yet for COVID-19 but screen positive for symptoms prior to school entry or while
at school and their contacts at school.
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□ Required: A plan for all students and employees who have symptoms consistent with COVID-19
infection or are quarantined because of exposure to case(s) at school to have access to testing or
be tested for COVI 0-19 infection.

Exposure Management for 1 COVID-19 Case at School 

□ Required: After identifying1 laboratory confirmed COVID-19 case (student or employee), the
School Compliance Task Force instructs the case to follow Home Isolation Instructions for COVID-
19 (ph.lacounty.gov/covidisolation ).

□ Required: School Compliance Task Force informs the case that DPH will contact the case directly
through the DPH Case and Contact Investigation Program to collect additional information and
issue the Health Officer Order for Case Isolation.

□ Required: School Compliance Officer must notify the Department of Public Health of all confirmed
cases of COVID-19 disease among employees and children who had been at the school at any
point within 14 days prior to becoming ill and persons at the school who were exposed. Reporting
should be done via email by completing the COVID-19 Case and Contact Line List for the
Educational Sector and sending the completed line list to ACDC-Education@ph.lacounty.gov
within 1 business day of being notified of a case.

• A case is considered to be infectious from 2 days before their symptoms first appeared
until the time they are no longer required to be isolated (i.e., no fever for at least 24 hours,
without the use of medicine that reduce fevers AND other symptoms have improved AND
at least 10 days have passed since symptoms first appeared). A person with a positive
COVID-19 test but no symptoms is considered to be infectious from 2 days before their
test was taken until 10 days after their test.

• A person is considered to have been exposed if they are one of the following:
- An individual who was within 6 feet of the infected person for more than 15 minutes

over a 24-hour period, even if a non-medical face covering was worn;
- An individual who had unprotected contact with the infected person's body fluids

and/or secretions of a person with confirmed or suspected COVID-19 (e.g., being
coughed or sneezed on, sharing utensils or saliva, or providing care without using
appropriate protective equipment).

- Persons who were present in a cohort or classroom with an infected person during
their infectious period.

□ Required: Students and employees that are identified to have had an exposure to the case at

school are notified by the School Compliance Task Force of the exposure through a letter or other

communication strategies. A School Exposure Notification letter template is available at: COVID-

19 Template Notification Letters for Education Settings. The notification of exposure should

include the following messages:

• Students and employees with an exposure to the case should test for COVID-19, whether
or not they have symptoms, and inform the school of test results. This will determine the
extent of disease spread at the school and serve as a basis for further control measures.
Testing resources include: Employee Health Services or Occupational Health Services,
Student Health Center, Personal Healthcare Providers, Community Testing Sites:
covid19.lacounty.gov/testing. Individuals who need assistance finding a medical provider
can call the LA County Information line 2-1-1, which is available 24/7.

• Exposed students and employees should self-quarantine (stay in their home or another
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residence, separate from others) and monitor for symptoms for 10 days from their last 
contact with the case while infectious (as defined above), even if they receive a negative 
test result during their quarantine period. If they remain asymptomatic, they are released 
from quarantine after Day 10 but must continue to monitor their health and strictly adhere to 
COVID-19 prevention precautions through Day 14. Note: a person who tests negative may 
subsequently develop disease, with or without symptoms, if tested during the incubation 
period (i.e., time period between exposure and disease onset). Home Quarantine Guidance 
for COVID-19 is available at: ph.lacounty.gov/covidquarantine. 

• DPH will contact exposed students and employees directly through the DPH Case and
Contact Investigation Program to collect additional information and issue the Health Officer
Order for Quarantine.

□ Recommended: School Compliance Task Force will determine whether additional notification is
needed to inform the wider school community about the school exposure and precautions being
taken to prevent spread of COVID-19. A general notification letter template is available at: COVID-
19 Template Notification Letters for Education Settings.

Exposure Management for 2 COVID-19 Cases at School within a 14-day Period 

□ Required: After identifying 2 laboratory confirmed cases (students and/or employees) within a 14-
day period, the school follows the required steps for 1 confirmed case.

□ Recommended: School Compliance Task Force determines whether the 2 cases are
epidemiologically linked, meaning that the two affected individuals were both present at some
point in the same setting during the same time period while either or both were infectious.*

*A case is considered to be infectious from 2 days before symptoms first appeared until they are
no longer required to be isolated (i.e., no fever for at least 24 hours without the use of medicine
that reduces fever ANO other symptoms have improved AND at least 10 days have passed since
symptoms first appeared). A person with a positive COVID-19 test but no symptoms is considered
to be infectious from 2 days before their test was taken until 10 days after their test.

• Determination of epidemiological links between cases may require further investigation to
assess exposure history and identify all possible locations and persons that may have been
exposed to the case while infectious at the site. NOTE: Epidemiologically linked cases
include persons with identifiable connections to each other such as sharing a physical space
(e.g. in a classroom, office site on campus, or gathering), indicating a higher likelihood of
linked spread of disease in that setting rather than sporadic transmission from the broader
community. A tool is available to assist in the assessment of epidemiological links at:
COVID-19 Exposure Investigation Worksheet for the Education Sector. For technical
assistance on how to assess for epidemiological links, please contact ACDC
Education@ph.lacounty.gov.

• If epidemiological links do not exist, the school continues with routine exposure
management.

• If epidemiological links exist, the school reinforces messages to students and employees
on precautions to take to prevent spread at the school, including implementation of site
specific interventions.
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Exposure Management for� 3 COVID-19 Cases at School within a 14-day Period 

□ Required: If the school identifies a cluster of 3 or more laboratory confirmed cases (students and/or
employees) within a 14-day period, the school should proceed with the following steps:

• Report the cluster immediately to the DPH Acute Communicable Disease Control (ACDC)
Education Sector Team within 1 business day via email at: ACDC-Education@
ph.lacounty.gov or by calling (888) 397-3993 or (213) 240-7821.

• Compete the Line List for Cases and Contacts, available at: COVID-19 Case and Contact
Line List for the Educational Sector and submit it to ACDC-Education@ph.lacounty.gov. For
technical assistance on how to complete the line list contact ACDC-Education@
ph.lacounty.gov.

• The ACDC Education Sector Team will review the Line List for Cases and Contacts to
determine whether the outbreak criteria described below have been met and will notify the
school within 1 business day on next steps.

• Outbreak Criteria: At least 3 laboratory-confirmed cases with symptomatic or
asymptomatic COVID-19 within a 14-day period in a group* with members who are
epidemiologically linked, do not share a household, and are not a close contact of

each other outside of the campus. *School groups include persons that share a

common membership at school (e.g., classroom, school event, school

extracurricular activity, academic class, sport teams, clubs, transportation).

Epidemiological links require the infected persons to have been present at some

point in the same setting during the same time period while infectious.

• If outbreak criteria are not met, the ACDC team will advise the school to continue
with routine exposure management.

• If outbreak criteria are met, the ACDC team will notify the school that a DPH
outbreak response field team has been activated and the field team will
communicate directly with the school to coordinate the outbreak response.

• K-12 Schools with an outbreak must close for 14 days pursuant to the Temporary
Targeted Safer at Home Health Officer Order for Control of COVI D-19.

□ Recommended: Prior to reporting a cluster to the DPH ACDC Education Sector Team, School
Compliance Task Force will determine whether at least 3 cases in the cluster have epidemiological
links. A tool is available to assist in the assessment of epidemiological links at: COVI D-19
Exposure Investigation Worksheet for the Education Sector.
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Appendix A: Steps for Managing Exposures to COVID-19 Cases at School 

Required: School instructs the case to follow COVID-19 Home Isolation Instructions. 
1) Required: School informs the case that the DPH will contact the case directly to collect
additional information and issue Health Officer Order for Isolation .

. 2) Required: School works with the case to identify school contacts . 

. 3) Required: School notifies* school contacts of exposure and instructs them to quarantine at 
home and test for COVID-19. 

1 Case
4) Required: School informs school contacts that DPH will contact them directly to collect additional
information and issue Health Officer Order for Quarantine. 
5) Required: School submits information for confirmed cases and persons who were exposed at
the site using the COVI D-19 Case and Contact Line List for the Educational Sector and sends to
DPH by emailing: ACDC-Education@ph.lacounty.gov within 1 business day.
6) Recommended: School sends general notification* to inform the wider school community of the
school exposure and precautions taken to prevent spread.
*Templates for contact notification and general notification are available at: COVID-19 Template
Notification Letters for Education Settings.

1) Required: Follow required steps for 1 confirmed case.

2 2) Recommended: If the 2 cases occurred within 14 days of each other, school determines whether
Cases the cases have epidemiological (epi) links. A COVID-19 Exposure Investigation Worksheet for the 

Education Sector tool is available to help assess for epi links. If Epi links exist, school implements 
additional infection control measures. 

1) Required: If a cluster of 3 or more cases occurred within 14 days of each other, school
immediately notifies DPH at:ACDC-Education@ph.lacounty.gov.

2) Recommended: Prior to notifying DPH of the cluster, the school determines whether at least 3
cases have epi links. If epi links do not exist, the school continues with routine exposure
management.
3) Required: DPH requests that the COVID-19 Case and Contact Line List for the Educational
Sector be completed by the school to determine if outbreak criteria have been met. If outbreak
criteria are met, the_DPH outbreak response field team is activated, and a public health
investigator will contact the School to coordinate the outbreak investigation.

4) Required: School must close for 14 days pursuant to the Temporary Targeted Safer at Home
Health Officer Order for Control of COVID-19. School provides updates to the DPH outbreak
response field team until the outbreak is resolved.
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Supplement to Protocol for COVID-19 Exposure Management Plan in K-12 Schools: 
Management of Outbreaks of COVID-19 

A targeted public health response to contain COVID-19 exposures at a community-level can 
help maximize the impact of the Los Angeles County Department of Public Health (DPH) 
COVID-19 response. 

Primary and Secondary Schools serving students from Kindergarten through Grade 12 (K-12 
Schools) are trusted community partners. K-12 Schools that are experiencing outbreaks of 
COVID-19 can help DPH improve the timeliness and impact of the Public Health response by 
implementing outbreak control measures that can help to contain an outbreak and prevent 
further spread of COVID-19. 

Educational activities offered by K-12 Schools must be carried out in in compliance with all 
provisions for safe opening of schools detailed in the DPH Reopening Protocols for K-12 Schools. 
The DPH COVID-19 Exposure Management Plan in K-12 Schools outlines additional 
recommended and required steps for managing exposures to 1, 2, and 3 or more COVID-19 
cases at K-12 Schools. Further, if a School is experiencing an outbreak of COVID-19, it must 
implement the measures that are described below in this Supplement. This Supplement 
includes core activities that are recommended to prevent further spread of COVID-19. 
Additional measures may be recommended or required for sites that are experiencing 
outbreaks. 

An outbreak is defined as: At least 3 laboratory-confirmed cases with symptomatic or 
asymptomatic COVID-19 within a 14-day period in a group* with members who are 
epidemiologically linked, do not share a household, and are not a close contact of each other 
outside of the campus. *School groups include persons who share a common membership at 
school (e.g., classroom, school event, school extracurricular activity, academic class, sport 
teams, clubs, transportation). Epidemiological links require the infected persons to have been 
present at some point in the same setting during the same time period while one or more 
persons were infectious. 

This document may be updated as new information and resources become available. Please visit the 
Public Health COVID-19 website, http://publichealth.lacounty.gov/media/Coronavirus, regularly to 
check for updates and additional resources. 

If there is an outbreak of COVID-19 at a K-12 School, a DPH Outbreak Field Response Team 
will coordinate with the School to develop and implement an outbreak response plan. An 
Outbreak Investigator will be assigned as a liaison to the School and provide guidance, 
technical assistance, and resources to support the School in implementation of the following 
and any other recommended outbreak response measures. These measures can help to 
contain the outbreak and protect students, teachers, and staff from COVID-19. 

Outbreak Response Planning 

0 Required: The School must designate a COVID-19 Compliance Task Force that is 
responsible for establishing and enforcing all COVID-19 safety protocols and ensuring that 
staff and students receive education about COVID-19. 
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0 Required: The School must designate a COVID-19 Compliance Officer to serve as a liaison
to DPH until the School has been notified that the outbreak has ended. 

Identification of COVID-19 Cases and Close Contacts 

0 Required: The School must submit to the DPH Outbreak Investigator who is assigned to
the School, the following Line Lists within 24 hours and submit updates as directed: 

• A Case Line List that provides information on all individuals who were identified as COVID-19
cases (as defined by DPH) at the School Site(s).

• A Potentially Exposed Line List that provides information on all individuals who could have been
potentially exposed (Close Contacts, as defined by DPH) to the COVID-19 cases at the School
Site(s).

If the Line Lists cannot be submitted within the specified timeline, the School must communicate 
immediately with the DPH Outbreak Investigator regarding a plan for submission. The School 
must submit this information via the COVID-19 Case and Contact Line List for the Educational 
Sector. An exception to use a locally formatted line list may be permitted if all required data 
elements are included and approved for use by the DPH Outbreak Field Response Team. 

Notifications and Exclusions 

0 Required: The School must instruct COVID-19 cases that they must follow the Los Angeles
County Public Health Emergency Isolation Order and Home Isolation Instructions for COVID-19. 

0 Required: The School must notify all individuals who are identified as close contacts to a
COVID-19 case of their possible exposure to COVID-19 at the School Site(s) and instruct 
them to follow the Los Angeles County Public Health Emergency Quarantine Order and Home 
Quarantine Instructions for COVID-19. 

A School Exposure Notification letter template is available at: COVID-19 Template Notification 
Letters for Education Settings. The notification of exposure should include the following 
messages: 

• Students and employees with an exposure to the case should be tested for COVID-19,
whether or not they have symptoms, and inform the School of test results. Results from
testing will determine the extent of disease spread at the School and serve as a basis for
further control measures. Testing resources include: Employee Health Services or
Occupational Health Services, Student Health Center, Personal Healthcare Providers, and
Community Testing Sites:covid19.lacounty.gov/testing. Individuals who need assistance
finding a medical provider can call the LA County Information line 2-1-1, which is available
24/7.

• Exposed students and employees should quarantine for 14 days since the date of last
exposure to the case while infectious, even if they receive a negative test result during their
quarantine period. A person who tests negative may subsequently develop disease, with or
without symptoms, if tested during the incubation period (i.e., time period between exposure
and disease onset). See Home Quarantine Guidance for COVID-19.

• DPH will contact cases and exposed students and employees directly through the DPH Case
and Contact Investigation Program to collect additional information and issue the Los Angeles
County Public Health Emergency Isolation Order or Emergency Quarantine Order as
appropriate.
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0 Required: The School will determine whether additional notification is needed to inform the 
wider school community about the school exposure and precautions being taken to prevent 
spread of COVID-19. A general notification letter template is available at COVID-19 Template 
Notification Letters for Education Settings. If identities of close contacts are not known or close 
contacts cannot be reached, the School must work with DPH to develop and release a public 
notification. Outbreak counts and locations will also be publicly posted without personal 
identifiers on the DPH website until the outbreak is resolved. 

0 Required: The School must exclude cases and close contacts to cases from working, receiving 
services, or participating in any activities at the School Site(s) until they meet the criteria for 
release from self-isolation or self-quarantine, respectively. 

0 Required: The School must work with DPH to develop a plan to support rapid diagnostic 
testing of individuals exposed at the School Site(s) and provide referrals to available 
resources for testing (e.g., as applicable, Employee/Occupational Health, Student Health 
Services, personal healthcare provider, commercial testing services, and/or community 
testing sites: covid19.lacounty.gov/testing). 

0 Required: If the School is aware of any COVID-19 cases, hospitalizations, and deaths 
among individuals who could have been potentially exposed at the School Site(s), the 
School must report them to the DPH Outbreak Investigator who is assigned to the School. 

Additional Outbreak Control Measures 

0 Required: The School must follow Public Health cleaning and disinfection guidance, which 
includes providing a thorough cleaning and disinfection of equipment, the educational/work 
environment, and frequently touched surfaces and objects following a possible COVID-19 
exposure and increasing routine cleaning and disinfection with an approved cleaning agent, 
listed on the Environmental Protection Agency (EPA)-approved list "N", per product instructions. 
When EPA-approved disinfectants are not available, alternative disinfectants can be used (for 
example, 1 /3 cup of bleach added to 1 gallon of water, or 70% alcohol solutions). Do not mix 
bleach or other cleaning and disinfection products together - this causes toxic fumes that may 
be very dangerous to breathe. 

0 Required: The School must provide all employees who have contact with students, clients, 
the public or other employees at the School Site(s), at no cost, a cloth face covering to be 
worn at the Site(s) unless not recommended due to age or underlying cognitive or medical 
conditions. The School must provide a medical grade mask to any employee who cares for 
sick children or who has close contact with any child with a medical condition that 
precludes the child's use of a cloth face covering. 

0 Required: The School must follow source control recommendations described in Guidance 
for Face Coverings and Reopening Protocols for K-12 Schools. To address asymptomatic and 
pre-symptomatic transmission, the School must require all individuals entering and within the 
Site(s), including children 2 years of age and older, to wear a cloth face covering over both their 
nose and mouth upon entry to and when in shared areas, walkways, or where people may 
congregate, unless not recommended due to age or underlying cognitive or medical conditions. 
Children who are aged 2 years through 8 years should use face coverings with adult 
supervision to ensure that the child can breathe safely and avoid choking or suffocation. 

0 Required: The School must institute all social (physical) distancing measures in the current 
County of Los Angeles Social Distancing Protocol and Reopening Protocols for K-12 Schools. 
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This includes adherence to required social (physical) distancing in instances in which a cloth 
face covering is not required (e.g., when eating or drinking). 

0 Required: The School must conduct Entry Screenings, per the DPH Entry Screening Guide. 
Checks must include questions concerning symptoms consistent with possible COVID-19 and 
whether the individual has had contact with a COVID-19 case in the last 14 days. A temperature 
check should also be done prior to entering the Site. These checks can be done remotely or in
person upon the individual's arrival. The School must follow DPH guidance on Symptoms and 
Exposure Screening of Students to determine the decision pathways for symptomatic children 
and contacts of a potentially infected child. Adult visitors and staff with COVID-19 symptoms or 
who screen positive may not enter the Site. Students who screen positive for symptoms 
consistent with possible COVID-19 infection should be given a surgical mask and accompanied 
to a pre-selected isolation space where they can remain while arrangements are made for their 
return home. Emergency Medical Services workers responding to an urgent medical need are 
exempt from screening. 

0 Required: Visitors to the School Site(s) are prohibited, except for those that are essential to the 
School's mission. Law Enforcement Personnel (Sheriff and Police), Fire, Medical, Emergency, 
or government employees who are responding to, working at, or inspecting the facility can 
access the Site(s). Entry screening and cloth face coverings are required for essential visitors. 

0 Required: The School must discontinue all non-essential in-person group activities at the 
Site(s) during the outbreak. 

For additional COVID-19 resources for K-12 Schools, please visit: 
http://publichealth.lacounty.gov/media/Coronavirus/reopening-1a.htm#k12. 
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