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Senate Bill 187: Comprehensive School Safety Plan Purpose
The California Education Code (sections 32280-32288) outlines the requirements of all schools operating any kindergarten
and any grades 1 to 12, inclusive, to write and develop a school safety plan relevant to the needs and resources of that
particular school.
In 2004, the Legislature and Governor recast and renumbered the Comprehensive School Safety Plan provisions in SB 719
and AB 115. It is the intent of the Legislature in enacting the provisions to support California public schools as they develop
their mandated comprehensive safety plans that are the result of a systematic planning process, that include strategies
aimed at the prevention of, and education about, potential incidents involving crime and violence on school campuses.
The historical requirement of the Comprehensive School Safety Plan was presented in Senate Bill 187, which was approved
by the Governor and chaptered in 1997. This legislation contained a sunset clause that stated that this legislation would
remain in effect only until January I, 2000. Senate Bill 334 was approved and chaptered in 1999 and perpetuated this
legislation under the requirement of the initial legislation.
Comprehensive School Safety Plans are required under SB 719 & AB 115 and contains the following elements: Assessment
of school crime committed on school campuses and at school-related functions
• Child abuse reporting procedures
• Disaster procedures
• Suspension and expulsion policies
• Procedures to notify teachers of dangerous pupils
• Discrimination and harassment policies
• School wide dress code policies
• Procedures for safe ingress and egress
• Policies enacted to maintain a safe and orderly environment
• Rules and procedures on school discipline
• Hate crime reporting procedures
The Comprehensive School Safety Plan will be reviewed and updated by October 1st every year. In January of every year,
the school will report on the status of its school safety plan including a description of its key elements in the annual school
accountability report card.
A copy of each school’s Comprehensive School Safety Plan is available for review at http://www.slzusd.org.
District and School Site Mission and Vision Statements
District Mission
To ensure lifelong learning, San Lorenzo Unified School District, staff, families and community, will collaborate to advance
authentic knowledge, skills and attributes that will ensure our students are creative and critical thinkers, ready to fully
participate in our changing community and world.
District Vision
As a result of their education, all students will become compassionate, collaborative and creative problem-solvers, who
are resilient, well-informed, civically-engaged advocates for equity and social justice.
Hesperian Elementary School Mission
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Hesperian Elementary School Vision
We, the educators of the San Lorenzo Unified School District, are committed to working daily to interrupt, disrupt, and
dismantle systems that act to replicate historical inequalities and commit to examining systemic, institutional, and
individual
biases that make us complicit in that replication.
Equity Vision and Mission:
As a result, students will become creative, collaborative, compassionate,resilient, well-informed and socially responsible
advocates for equity and social justice as a result of their education,
experience and support from educators, families and the community.
Hesperian's vision is aligned with the San Lorenzo School District's Anti-Bias Framework:

Hesperian Elementary School Safety Plan Vision
Hesperian is committed to the safety and security of students, staff, and visitors. Professional development and
collaborative partnerships are necessary to the success of the safety plan and emergency management efforts that include
prevention, preparedness, response, and recovery procedures relevant to potential natural and human caused crisis.
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Components of the Comprehensive School Safety Plan (EC 32281)
Assessment of School Safety
Hesperian Elementary School School Safety Plan Needs Assessment (completed by School Safety Committee):
• What are the needs of school, staff and students? Assure a Safe Physical Environment (check and add areas of
need):
X

Improve safety of school grounds
Improve safety of buildings/classrooms

X

Improve internal security

X

Improve exterior and/or perimeter security

X

Improve student drop off and pick up
Improve safety of ingress/egress routes
Improve safety of field/equipment
Prevent and reduce vandalism and graffiti
Prevent weapons on campus
Prepare student and staff for crisis emergencies
Other (specify )

•

Provide each Student with Resiliency Skills (expectations, caring, and participation) by enhancing (check and add
areas of need):
Community service opportunities
X

Parental involvement
Alternative to violence
Good communication skills
Character/values education
Social competence

X

Problem solving skills
Autonomy (sense of self/identity)
Sense of purpose and future
Participation in academic activities
High academic self-expectations
Other (specify )

•

Assure a Safe, Respectful, Accepting and Emotionally Nurturing Environment by promoting (check and add areas
of need):
X

Positive structure in classroom
Fair and consistent discipline consequences
Acceptance of diversity
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Drug-Free school
X

Character/values education
Parent involvement
Nurture positive self-esteem
Anger management
Personal and social responsibility
Student Support
Participation and collaboration of Parents/Students/Community
Prevention and intervention strategies
Anti-bullying/hazing
On-going staff development
Attendance enhancement
Gang suppression

X

Effective teacher/student relationships
Conflict resolution skills
Student recognition
Supervision of students across all settings
Collaboration among agencies, law enforcement
Other (specify )
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Strategies and Programs to Provide and Maintain a High Level of Safety
(EC 32281(a)1, items A-J)

(A) Child Abuse Reporting Procedures (EC 35294.2 [a] [2]; PC 11166)
San Lorenzo Unified School District Board Policy and Administrative Regulations 5141.4

Child Abuse Prevention and Reporting
Child Abuse Prevention
The governing board recognizes the district’s responsibility to educate students about the dangers of child abuse so that
they will acquire the skills and techniques needed to identify unsafe situations and react appropriately and promptly.
The district’s instructional program shall include age-appropriate and culturally sensitive child abuse prevention
curriculum. This curriculum shall explain students’ right to live free of abuse, inform them of available support resources,
and teach them how to obtain help and disclose incidents of abuse. The curriculum also shall include training in selfprotection techniques.
The Superintendent or designee shall seek to incorporate community resources into the district’s child abuse prevention
programs. To the extent feasible, the Superintendent or designee shall use these community resources to provide
parents/guardians with instruction in parenting skills and child abuse prevention.
Child Abuse Reporting
The Governing Board recognizes that the district has a responsibility to protect students by facilitating the prompt
reporting of known and suspected incidents of child abuse and neglect. The Superintendent of designee shall establish
procedures for the identification and reporting of such incidents in accordance with the law.
Employees who are mandated reporters, as defined by law and administrative regulation, are obligated to report all known
or suspected incidents of child abuse and neglect. Mandated reporters shall not investigate any suspected incidents but
rather shall cooperate with agencies responsible for investigating and prosecuting cases of child abuse and neglect.
The Superintendent or designee shall provide training regarding the reporting duties of mandated reporters.
In the event that training is not provided to mandated reporters, the Superintendent or designee shall report to the
California Department of Education the reasons that such training is not provided. (Penal Code 11165.7)
Parents/Guardians may contact the Superintendent or designee to obtain procedures for filing a complaint against a
district employee or other person whom they suspect has engaged in abuse of a child at a school site.
Legal Reference:
EDUCATION CODE
33308.1 Guidelines on procedure for filing child abuse complaints
44690-44691 Staff development in the detection of child abuse and neglect
48906 Notification when student released to peace officer
48987 Dissemination of reporting guidelines to parents
49001 Prohibition of corporal punishment
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PENAL CODE
152.3 Duty to report murder, rape, or lewd or lascivious act
273a Willful cruelty or unjustifiable punishment of child; endangering life or health
288 Definition of lewd or lascivious act requiring reporting
11164-11174.4 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
15630-15637 Dependent adult abuse reporting
CODE OF REGULATIONS, TITLE 5
4650 Filing complaints with CDE, special education students
Management Resources:
CDE LEGAL ADVISORIES
0514.93 Guidelines for parents to report suspected child abuse by school district employees or other persons against a
pupil at a school site
WEB SITES
California Attorney General's Office, Crime and Violence Prevention Center: www.safestate.org
California Department of Education, Safe Schools: www.cde.ca.gov/ls/ss
California Department of Social Services, Children and Family Services Division: www.childsworld.ca.gov
California Department of Social Services: www.dss.cahwnet.gov
U.S. Department of Health and Human Services, National Clearinghouse on Child Abuse and Neglect Information:
www.nccanch.acf.hhs.gov
Administrative Regulation 5141.4
Child Abuse Prevention and Reporting Definitions
Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)
1.
2.
3.
4.
5.
6.

A physical injury or death inflicted by other than accidental means on a child by another person
Sexual abuse of a child, including sexual assault or sexual exploitation, as defined in Penal Code 11165.1
Neglect of a child as defined in Penal Code 11165.2
Willful cruelty or unjustifiable punishment of a child as defined in Penal Code 11165.3
Unlawful corporal punishment or injury resulting in a traumatic condition as defined in Penal Code 11165.4
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. An injury resulting from the exercise by a teacher, vice principal, principal, or other certificated employee of the same
degree of physical control over a student that a parent/guardian would be privileged to exercise, not exceeding the
amount of physical control reasonably necessary to maintain order, protect property, protect the health and safety of
students, or maintain proper and appropriate conditions conducive to learning (Education Code 44807)
4. An 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) (cf. 5144.1 - Discipline)
Comprehensive School Safety Plan
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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; classified employees; site and district
administrators; administrators and employees of a licensed day care facility; Head Start teachers; school resource officers;
campus security officers.. (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)
Reportable Offenses
A mandated reporter shall make a report using the procedures provided below whenever, in his/her professional capacity
or within the scope of his/her employment, he/she has knowledge of or observes a child whom the mandated reporter
knows or reasonably suspects has been the victim of child abuse or neglect. (Penal Code 11166)
Any mandated reporter who has knowledge of or who reasonably suspects that a child is suffering serious emotional
damage or is at a substantial risk of suffering serious emotional damage, based on evidence of severe anxiety, depression,
withdrawal, or untoward aggressive behavior toward self or others, may make a report to the agency designated below.
(Penal Code 11166.05)
Any person shall notify a peace officer if he/she reasonably believes that he/she has observed the commission of a murder,
rape, or lewd or lascivious act by use of force, violence, duress, menace, or fear of immediate and unlawful bodily injury.
(Penal Code 152.3, 288)
Responsibility for Reporting
The reporting duties of mandated reporters are individual and cannot be delegated to another person. (Penal Code 11166)
AR 5141.4 (c)
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)
Reporting Procedures
1. Initial Telephone Report
Immediately or as soon as practicably possible after knowing or observing suspected child abuse or neglect, a mandated
reporter shall make an initial report by telephone to the Alameda County Sheriff's Department or San Leandro Police by
contacting the school resource officer or by calling Child Protective Services at 510-259-1800. (Penal Code 11166)
Comprehensive School Safety Plan
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2. Written Report
Within 36 hours of receiving information concerning the incident, the mandated reporter shall prepare and either send,
fax, or electronically submit to the appropriate agency a written follow-up report, which includes a completed Department
of Justice form. (Penal Code 11166, 11168)
Mandated reporters may obtain copies of the Department of Justice 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)
3. Internal Reporting
Employees reporting child abuse or neglect to an appropriate agency are encouraged to notify the principal as soon as
possible after the initial telephone report to the appropriate agency. When so notified, the principal shall inform the
Superintendent or designee.
The principal so notified shall provide the mandated reporter with any assistance necessary to ensure that reporting
procedures are carried out in accordance with law, Governing Board policy, and administrative regulation. At the
mandated reporter's request, the principal may assist in completing and filing the necessary forms.
The mandated reporter shall not be required to disclose his/her identity to the principal. (Penal Code 11166)
He/she may provide or mail a copy of the written report to the principal or Superintendent or designee without his/her
signature or name.
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)
Training
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Training of mandated reporters shall include child abuse and neglect identification and mandated reporting. All
employees receiving such training shall receive writte3n notice of state reporting requirements and employees’
confidentiality rights. (Penal Code 11165.7)
Victim Interviews
Upon request, a representative of an agency investigating suspected child abuse or neglect or the state Department of
Social Services deems it necessary, a suspected victim may be interviewed during school hours, on school premises,
concerning a report of suspected child abuse or neglect that occurred within the child's home or out-of-home care facility.
The child shall be given the choice of being interviewed in private or in the presence of any adult school employee or
volunteer aide selected by the child. (Penal Code 11174.3)
A staff member or volunteer aide selected by a child may decline to be present at the interview. If the selected person
accepts, the principal or designee shall inform him/her of the following requirements: (Penal Code 11174.3)
1. The purpose of the selected person's presence at the interview is to lend support to the
child
and
enable
him/her to be as comfortable as possible.
2. The selected person shall not participate in the interview.
3. The selected person shall not discuss the facts or circumstances of the case with the child.
4. The selected person is subject to the confidentiality requirements of the Child Abuse and Neglect Reporting Act, a
violation of which is punishable as specified in Penal Code 11167.5.
If a staff member agrees to be present, the interview shall be held at a time during school hours when it does not involve
an expense to the school. (Penal Code 11174.3)
Release of Child to Peace Officer
When a child is released to a peace officer and taken into custody as a victim of suspected child abuse or neglect, the
Superintendent or designee and/or principal shall not notify the parent/guardian, 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/guardian. It is the responsibility of the peace officer or agent to notify the parent/guardian of the situation.
(Education Code 48906)
Peace officers shall be asked to sign an appropriate release or acceptance of responsibility form.
(cf. 5145.11 - Questioning and Apprehension)
Parent/Guardian Complaints
Upon request, the Superintendent or designee shall provide parents/guardians with a copy of the district's administrative
regulation that describes how to report suspected child abuse occurring at a school site to appropriate agencies. For
parents/guardians whose primary language is other than English, such procedures shall be in their primary language and,
when communicating orally regarding those procedures, an interpreter shall be provided. (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. The employee also is obligated pursuant to Penal Code
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11166 to file a report himself/herself using the procedures described above for mandated reporters.(cf. 1312.1 Complaints Concerning District Employees)
In addition, if the child is enrolled in special education, a separate complaint may be filed with the California Department
of Education pursuant to 5 CCR 4650(a) (viii)(C).
(cf. 1312.3 - Uniform Complaint Procedures)
Notifications
The Superintendent or designee shall provide to all new employees who are mandated reporters a statement that informs
them of their status as mandated reporters, of their reporting obligations under Penal Code 11166, and of their
confidentiality rights under Penal Code 11167. The district shall also provide these new employees with a copy of Penal
Code 11165.7, 11166, and 11167. (Penal Code 11165.7, 11166.5)
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 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 and this immunity shall apply even if the mandated reporter acquired the
knowledge or reasonable suspicion of
child abuse or neglect outside of his/her professional capacity or outside
the scope of his/her employment. Any other person making a report shall not incur civil or criminal liability unless it
can be proven that he/she knowingly made a false report or made a report with reckless disregard of the truth or
falsity of the report. (Penal Code 11172)
2. If a mandated reporter fails to report an incident of known or reasonably suspected child abuse or neglect, he/she
may be guilty of a crime punishable by a fine and/or imprisonment. (Penal Code 11166)
3. No employee shall be subject to any sanction by the district for making a report. (Penal
Code 11166)
Board Adopted: August 7, 2012
TO REPORT SUSPECTED CHILD ABUSE
Telephone Hotline 510-259-1800
Alameda County Social Services
Children and Family Services
24100 Amador St.
Hayward CA 94544
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Disaster Procedures (EC 35295-35297; GC 8607 and 100) Disaster Plan
Emergency Evacuation: (Principal's checklist)






Determine appropriate evacuation areas that have been pre-designated.
Activate alarm/PA system or send message runner.
Telephone emergency service personnel: 9-1-1
Superintendent's office
Utilities

Activate key personnel to:














Attend to the injured.
Assure complete evacuation and student/staff are accounted for.
Ensure special needs students are evacuated accordingly.
Secure all student medication from locked cabinet and ensure that it gets distributed as appropriate.
Secure school for specific emergency.
Clear road/fire lanes for emergency vehicles (pre-assigned).
Assure that injured students/staff are reported to medical services for care and transportation to hospital/emergency
medical center.
Be contact person for emergency services, District, utility and/or news media personnel and provide needed aid (preassigned). Direct employees to provide aid to those from emergency services, the District office, utility agencies and
other authorities. Avoid entering damaged areas unless specifically asked.
Assure the facility is thoroughly inspected by the custodian, fire officials and District Operation personnel before reentry is allowed.
Seek Superintendent or designee/Assistant Superintendents approval for school closure if damage cannot be
immediately restored or repaired.
If possible, have students/staff re-enter parts of the school that are declared safe.
Make sure all students/staff are accounted for once outside.

Emergency Evacuation: (Employees checklist)








Upon emergency alert, secure work area as advised and depart/report to assigned area.
Perform duties as pre-assigned by the Principal in cooperation with emergency services personnel.
DO NOT re-enter the building without permission or request of emergency service authorities.
Remain in the general assembly areas and calm students if not assigned another duty.
If dismissed, inform Principal of departure.
When signaled to re-enter safe areas of the school, quickly do so.
Upon safe re-entry, report anything amiss to the Principal.

Emergency Evacuation: (Teachers checklist)









Upon alert, assemble students for evacuation using designated routes and account for all students.
Secure room as advised.
Upon arrival at the assembly area, account for all students.
Secure medical treatment for injured students.
Report any students missing or left behind because of serious injuries.
Stay with and calm students.
If closure is ordered with no re-entry, when advised, release walkers and car/passengers (unless drivers are needed
to evacuate students from the site) accounting for those who have left. Stay with bus riders until buses arrive.
If signaled to re-enter school, assure students do so quickly and calmly. Account for all students.
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Check room and report anything amiss to the Principal.
Debrief students to calm fears about the evacuation.
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Hesperian Elementary School Incident Command System (ICS)
Leader Name &
Phone
Incident Commander
Brian McComb
510-317-5200
Public Information Officer Brian McComb
510-317-5200

1st Alternate Name
& Phone
Ruben Olivarez
510-317-5200
Ruben Olivarez
510-317-5200

Liaison Officer

Maritza Lopez
510-317-5200

Jacinta Montemayor
510-317-5200

Safety Officer

Jennifer Homes
510-317-5200
Recep Isan
510-317-5200
Recep Iscan
510-317-5200

Daniel Kaye
510-317-5200
Lisa VanHyuis
510-317-5200
Adrienne
Witherspoon
510-317-5200
Zamantha Garcia
510-317-5200
Zamanth Garcia
510-317-5200

Position

Operations Section Chief
Logistics Section Chief

Planning Section Chief

Janice Willson
510-317-5200
Finance / Administration Brian McComb
Chief
510-317-5200
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2nd Alternate Name
District Support
& Phone
Name, Title & Phone
Recep Iscan
510-317-5200
Adrienne
Witherspoon
510-317-5200
Grace Guiterrez
510-317-5200

Jesse Martel
510-317-5200
Debbie Rundle
510-317-5200
Richard Madrid
510-317-5200
Lisa VanNhuis
510-317-5200
Ruben Olivarez
510-317-5200
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Incident Command System - Operations Team
Operations Section Chief Name: Recep Isan

Phone: 510-317-5200

Alternate Name: Lisa VanHyuis

Phone: 510-317-5200

Role

Team Members

Search and Secure

Khang Quach
Stacie Drese
Annalisa Mchenry

First Aid

Elaine Weissman
Mary Burke

Accountability

Jennifer Holmes
Cabrina Rodriguez

Shelter / Assembly

Lisa Olsen
Lisa Garcia

Facility / Utilities
Inspection

Dan Kaye
Jesse Martel

Security

Recep Iscan
Lisa VanNhuis

Student / Parent Re- Grace Guiterrez
unification
Maritza Lopez
Zamantha Garcia
Jacinta Montemayor

Comprehensive School Safety Plan

Responsibilities

Training/Needs

Distribute search and secure
team cell phone numbers to all
students pre-incident. Acquire
post incident class rosters and
create list of missing persons.
Form search and rescue parties
to recover missing persons,
identify injured and deceased,
and document security status of
specific campus locations.
Administer first aid to injured
persons. Transport injured
persons to appropriate areas for
further care or recovery.
Communicate wellness statistics
to operations chief
Assign leaders for each team and
create system of accountability for
all team members.

Emergency information database
development. Emergency
cellphone and other
communication equipment
protocols, maintenance, repairs,
etc. Vital signs and injury
recognition and terminology.
Environmental hazards and
security.
Emergency first aid. Injured
persons transport procedures.
Field database development,
management, and
communications

Stress, trauma, shock
assessment and relief
procedures. Legal and contractual
responsibilities briefing.
Coordinate movement and
Psychology of group movement
assembly of all persons into areas and/or transit, motorized cart
of safe shelter to rest and receive operation, signage, boundary
information.
construction, mass
communication equipment use
(e.g. bullhorns, radios, emergency
public address systems etc.).
Survey and assess functionality of Emergency utility construction,
physical plant, facilities, and
maintenance, and repair.
utilities (e.g. storage, plumbing,
sewer, electrical, HVAC,
telecommunications, etc.)
Work alongside security
Psychology of mass trauma and
personnel to provide and maintain instinctive survival tendencies of
safety of all persons and
persons in emergency situations
safeguard all emergency
with limited and/or scarce
equipment and supplies.
supplies.
Collect, organize, and maintain
Emergency information database
student emergency contact
development. Emergency
records. Establish and maintain
cellphone and other
constant communication with
communication equipment
search / secure team and shelter protocols, maintenance, repairs,
etc. Vital signs and injury
/assembly teams. Acquire and
recognition and
maintain current health and
location records of all students.
terminology. Environmental
Establish communication with
hazards and security.
students'
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parents.
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Incident Command System - Logistics Team
Logistics Section Chief Name: Recep Iscan

Phone: 510-317-5200

Alternate Name: Adrienne Witherspoon

Phone: 510-317-5200

Role

Team Members

Food and Water

Toya Sonnier
Maira Velasquez

Supplies

Adrienne Witherspoon
Community Liaison

Communication
Systems

Maria Hagerty
Megan carter

Sanitation

Toya Sonnier
Maira Velasquez

Transportation

Richard Madrid
Esperanza

Additional Staff
Assignments

Comprehensive School Safety Plan

Responsibilities

Training/Needs

Control and distribute food and
water supplies to all persons,
giving priority to injured persons
and students.

Techniques of proper, safe
handling and storage of
emergency food and water
supplies. Knowledge of human
body food and water
requirements in emergency
situations, especially any
differences in need for injured
persons, young, old, etc. Food
foraging and mass meal
production.
Control and distribute non - food Knowledge of emergency uses for
and water supplies to all persons common school supplies,
(pillows, blankets, communication Understanding of how to
devices, flashlights, etc.).
inventory, maintain and secure
supplies.
Identify, secure, maintain,
Knowledge of how to build,
distribute and repair all
maintain and repair all types of
communications equipment
emergency communications
(radios, cell phones, public
systems.
address, megaphones, etc.).
Establish waste production and
Knowledge of waste recycling and
management procedures,
disposal, biohazard management,
including materials recycling and waste water treatment,
water reclamation. Manage
emergency sewer construction
biohazard zones including human and maintenance.
bodily fluids, human remains, and
fecal material.
Establish and maintain
Knowledge of most efficient uses
communication with local
of vehicles and fuel management.
transportation agencies. Secure, Emergency information database
manage, and dispatch all on-site development. Emergency
transportation equipment, fuel,
cellphone and other
and vehicles.
communication equipment
protocols, maintenance, repairs,
etc. Vital signs and injury
recognition and terminology.
Environmental hazards and
security.
Relieve team members as
All of the above.
needed.
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Incident Command System - Planning Section Team
Planning Section Chief Name: Janice Willson

Phone: 510-317-5200

Alternate Name: Zamantha Garcia

Phone: 510-317-5200

Role

Team Members

Strategy Planning

Brian McComb
Janice Willson
Mary Burke
Khang Quach

Needs Analysis

Zamantha Garcia
Ruben Olivarez

Communication
with outside
support agencies

Megan Carter
Ruben Olivarez

Observation

Marti Jory
Denise Schuhardt

Data Collection

Ruben Olivarez
Dan Kaye
Jesse Martel

Mental Health
Coordination

Adrienne Witherspoon
Jennifer Holmes

Responsibilities

Training/Needs

Add faculty perspective to school
safety and security team in
planning and revising emergency
procedures.

Access to and interpretation of
site maps and structural
schematics. Knowledge of most
likely emergency scenarios and
the most current response
equipment, resources, and
practices.
Assess the site's infrastructure
Access to and interpretation of
and capacity to accommodate the site maps and structural
services and supplies that will be schematics. Knowledge of most
needed in the most likely
likely emergency scenarios and
emergency scenarios.
the most current response
equipment, resources, and
practices.
Establish and maintain
Emergency information database
communication with emergency
development. Emergency
services personnel, law
cellphone and other
enforcement, federal, state,
communication equipment
county, and local emergency
protocols, maintenance, repairs,
response teams. Relay
etc. Vital signs and injury
information to P&I Chief and
recognition and terminology.
incident commander.
Environmental hazards and
security.
Monitor and report any significant Knowledge of environmental
conditions changes and hazards hazards and how to predict,
in and around the emergency
eliminate, and avoid them,
staging area (flooding, gas leaks,
live electrical lines, etc.).
Gather and organize all data as Emergency information database
needed such as the number and development. Emergency
identity of injured, deceased, and cellphone and other
missing persons.
communication equipment
protocols, maintenance, repairs,
Coordinate efforts with all other
teams and leaders.
etc. Vital signs and injury
recognition and terminology.
Environmental hazards and
security.
Assess and treat persons
Human psychology, stress
suffering from psychological
management, counseling, and
trauma.
therapy.

Evacuation
Debriefing

Brian McComb

Comprehensive School Safety Plan
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Incident Command System - Finance/Administration Section Team
Finance/Admin. Section Chief Name: Brian McComb

Phone: 510-317-5200

Alternate Name: Zamanth Garcia

Phone: 510-317-5200

Role

Team Members

Record Keeping

Ruben Olivares; Brian
McComb

Funding Costs

Brian McComb; Janice
Wilson

Comprehensive School Safety Plan

Responsibilities
Gather, organize, and maintain
records from all other Incident
Command System teams in a
centralized location for quick
access. Report information back
to teams and other agencies as
needed.
Collect, organize, and maintain
accurate financial data of all
transactions and costs incurred
through the duration of the
emergency.
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Training/Needs
Emergency information database
and records development.
Emergency cellphone and other
communication equipment
protocols, maintenance, repairs,
etc.
Emergency information database
and records development.
Knowledge of legal financial
responsibilities, obligations, and
coordination with district office
and other agencies.
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Staff Capacity Inventory
Person(s) most likely to be designated in primary or supportive roles:
Incident Commander:

Brian McComb, Ruben Olivares,

Public Information Officer:

Brian McComb, Ruben Olivares, Adrienne Witherspoon

Safety Officer:

Jennifer Holmes, Daniel Kaye, Jesse Martel

Operations Section Chief:

Recep Iscan, Lisa VanNyhuis,Debbie Rundle

Logistics Section Chief:

Recep Iscan, Adrienne Witherspoon, Richard Madrid

Planning Section Chief:

Januce Wilson, Zmantha Garcia, Lisa VanNyhuis

Finance/Administration Section Chief:

Brian McComb, Zamantha Garcia, Ruben Olivares

Act as Interpreter:

Maritza Lopes, Ruben Garcia, Grae Gutierrez

Relationship with Parents:

Janice Wilson, Brian McComb. Ruben Olivares

Knows the Students:

Adrienne Witherspoon, Recep Iscan

Has First Aid/CPR/Medical Skills:

Brian McComb, Janice Wilson, Marti Jory

Knows the Physical Facility:

Daniel Kaye, Jesse Martel, Esperanza Navarro

Has Knowledge/Relationship with Community:

Brian McComb, Janice Wilson, Adrienne Witherspoon

Knows Medical Needs of Students:

Janice WIlson, Zmantha Garcia, Jennifer Holmes

Has Emergency Information for Students/Staff:

Janice WIlson, Zamantha Garcia

Knows Mental Health:

Jennifer Holmes, Adrienne Witherspoon

Security:

Daniel Kaye, Brian McComb, Cabrina Rodriguez

Comprehensive School Safety Plan
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School Suspension, Expulsion and Mandatory Expulsion Guidelines (B)
Restorative Practices Elementary Education Matrix
The San Lorenzo Unified School District is committed to providing SAFE, SECURE, and PEACEFUL schools. Students must
develop behavior which shows respect for authority and respect for the rights of others. Students will be held accountable
for their behavior and will learn there are consequences for their actions. Through the process of responding restoratively
to student behavior, the voice of all individuals impacted by a disciplinary incident, are to be valued.
The following GUIDELINES will be followed by all staff members. In looking at a student’s past behavior and facts of an
incident, the principal may assign a different intervention or consequence from the guidelines below, which may include
a recommendation to transfer the student to a different school or have an inter-district permit revoked. The principal
has the final decision for disciplinary action.
Offenses that are defined by Education Code where the Principal is REQUIRED to recommend expulsion are listed below.
--Education Code 48915 c (1)(2)(3)(4)(5)—

OFFENSE
Possession, selling, or
furnishing a gun.
Brandishing a knife at
someone.
Unlawful selling of a
controlled substance.
Committing or
attempting to commit
sexual assault or
battery.

CONSEQUENCE
5 day suspension
Police report/Arrest
Expulsion

Treatment or
Reteach
(Choose from below)
Safety Plan/Study
SRO Counsel
Mentorship Program
Referral
Historical Study of the
Offense
Drug Free Curriculum

Possession of an
explosive: including
M-80s, Cherry bombs,
etc. (also includes
large quantities of
firecrackers)

Comprehensive School Safety Plan
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Restorative Practice:
Possible Interventions recommended
upon reentry to the community
Restitution
Student Success Team Meeting
CSO Mentoring
Behavior Support Plan
Behavior Assistance Team Referral
SIS or COST Referral
Letter of apology
Counseling referral (on-site)
Fire Marshal contact
REACH referral
Prescribe to Thrive referral
Parent Conference
Community Circle
Police Report
Community Service
Loving Solutions Referral
Youth and Family Services Bureau
Counseling Referral
SRO Consultation
Service Learning
Victim/Offender Mediation
Parental classroom visit & debrief
Mentorship opportunities
Campus beautification,
Chapters of Cool Critical thinking
report

12/20/18

Type 1:
The Principal may recommend expulsion for Education Code 48915 (a)(1)(2)(3)(4)(5) offenses, and student offenders may
be arrested and a police report filed. In accordance with AB 1729 and EC 48900.5, a student can only be suspended for a
first offense if the student commits a violation of Education Code 48900(a)-(e) or the student's presence causes a danger
to persons. A student can be suspended for second or subsequent offenses for any of the grounds listed in Education
Code 48900, 48900.2, 48900.3, 48900.4 or 48900.7.

OFFENSE

Restorative Practice
Interventions (choose from below)

Arson – resulting in injury or Restitution
Student Success Team Meeting
property damage
CSO Mentoring
Behavior Support Plan
Extortion/Robbery –
Behavior Assistance Team Referral
including attempted
SIS or COST Referral
extortion and robbery
Letter of apology
Counseling referral (on-site)
Fire Marshal contact
Terroristic Threats, Bomb
REACH referral
Prescribe to Thrive referral
Threats
Parent Conference
Physical Assault or Battery – Community Circle
including threats, force,
Police Report
hazing or violence upon any Community Service
student or school employee, Loving Solutions Referral
including use of Internet to Youth and Family Services Bureau
threaten/harass (cyber
SRO consultation
bullying)
Service learning
Victim/Offender Mediation,
Parental classroom visit & debrief
Possession of knives, laser
Mentorship opportunities
pens, wallet chains, air soft
Campus beautification
Chapters of Cool Critical thinking
guns, BB guns, pellet guns,
report
slingshots, or other
dangerous objects - including
imitation firearms/other
Weapons-nunchuks, chains,
pepper spray.
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CONSEQUENCE

Treatment or
Reteach
(choose from below)

5 day suspension Safety Plan/Study
Police
report/Arrest
SRO Counsel
Expulsion
Mentorship Program Referral
Historical Study of the
Offense
Drug Free Curriculum
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Type 2:
In accordance with AB 1729 and EC 48900.5, a student can only be suspended for a first offense, if the student commits a
violation of Education Code 48900(a) - (e) or the student's presence causes a danger to persons. A student can be
suspended for second or subsequent offenses for any of the grounds listed in Education Code 48900, 48900.2, 48900.3,
48900.4 or 48900.7.

OFFENSE
Suspended student on
school grounds, activities
Forgery, falsification of
documents
Continued Dress Code
violation
Disruption of school
activities
Drug paraphernalia –
possession or selling
Fireworks, firecrackers
Harassment, threats,
intimidation, including use
of Internet to
threaten/harass (cyber
bullying)
Possession or use of any
device which launches
projectiles
Racial, religious, sexual
orientation, ethnic or racial
slurs
Physical, emotional or
property damage based on
race, religion, gender, age,
disability, political
affiliation, immigrant status
or sexual orientation
Serious Violation of
Computer Use/Internet
Policy, including use of
Comprehensive School Safety Plan

Restorative Practice
Interventions
(choose from below)
Restitution
Student Success Team Meeting
CSO Mentoring
Behavior Support Plan
Behavior Assistance Team Referral
SIS or COST Referral
Letter of apology
Counseling referral (on-site)
Fire Marshal contact
REACH referral
Prescribe to Thrive referral
Parent Conference
Community Circle
Police Report
Community Service
Loving Solutions Referral
Youth and Family Services Bureau
SRO consultation
Service learning
Repeated Menu/List
Victim/Offender Mediation,
Parental classroom visit & debrief
Mentorship opportunities
Campus beautification
Restitution
Letter of apology
Counseling referral (on-site)
Fire Marshal contact
REACH referral
Prescribe to Thrive referral
Parent Conference
Community Circle
Police Report
Community Service
Loving Solutions Referral
Youth and Family Services Bureau
SRO consultation
Service learning
Victim/Offender Mediation,
Parental classroom visit & debrief
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CONSEQUENCE

Treatment or Reteach
(choose from below)

1 day extended
suspension

Reteach School or
Classroom Rules

1 day suspension

Safety Plan/Study

1-3 day suspension
1-3 day suspension

SRO Counsel
Mentor Program Referral

Historical Study of the
1-3 day suspension Offense
1-3 day suspension
1-3 day suspension

Drug Free Curriculum
Bullying Prevention Study

Study of social justice
1-3 day suspension issues

1-3 day suspension

Role-play appropriate
responses or situations

1-3 day suspension Practice anger
management techniques
Police
report/arrest
Support student in making
a concrete plan to address
issues

1-3 day suspension
Police
Practice enacting the rule
report/Arrest
broken correctly
Restitution

12/20/18

Internet to threaten/harass
(cyber bullying) – electronic
files and databases are
considered school property

Mentorship opportunities
Campus beautification
Chapters of Cool Critical thinking
report

Theft of school or personal
property; knowingly
possessing stolen school or
personal property
Vandalism, graffiti, damage
to school property;
including stink bombs

1-3 day suspension
Police
report/Arrest
Restitution

1-3 day suspension
Police
Report/Arrest
Restitution

CONTINUED

1-5 day suspension

Alcohol – possession, use or
furnishing of any alcoholic
beverage

1-5 day suspension
1-5 day suspension

Arson – possession or use of
matches, lighters, etc.
Defiance of authority

1-5 day suspension
1-5 day suspension

Fighting – MUTUAL
punching, slapping, kicking

1-5 day suspension

Hazing

1-5 day suspension

Indecent exposure, lewd
conduct
Profanity, abusive language
towards adults
Smoking – including
possession of tobacco
products
Sexual harassment

Comprehensive School Safety Plan
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Type 3:
In accordance with AB 1729 and EC 48900.5, a student can only be suspended for a first offense after January 1, 2013, if
the student commits a violation of Education Code 48900(a) - (e) or the student's presence causes a danger to persons. A
student can still be suspended for a second or subsequent offense for any of the grounds listed in Education Code 48900,
48900.2, 48900.3, 48900.4 or 48900.7.
OFFENSE
Bus Misconduct – failing to
follow bus rules
Electronic games, IPODS
Bicycle, skateboard violations
Possession of a cell phone, or
other receiving device not in
accordance with district policy
Profanity directed at students
Scuffling: shoving, grabbing,
bumping
Gum or candy at school
Violation of cafeteria rules
Violation of health, safety rules
Violation of playground rules
No show for detention

Restorative Practice Interventions
(choose from below)
Restitution
Student Success Team Meeting
CSO Mentoring
Behavior Support Plan
Behavior Assistance Team Referral
SIS or COST Referral
Letter of apology
Counseling referral (on-site)
Fire Marshal contact
REACH referral
Prescribe to Thrive referral
Parent Conference
Community Circle
Police Report
Community Service
Loving Solutions Referral
Youth and Family Services Bureau
SRO consultation
Service learning
Victim/Offender Mediation
Parental classroom visit
Mentorship opportunities
Campus beautification,
Chapters of Cool Critical thinking report

Gambling

CONSEQUENCE

Treatment or
Reteach

Bus citation;
Suspension of bus
privileges

Reteach school,
bus, or
classroom rules

Parent contact

Support student
in making a
concrete plan to
correct behavior

Confiscation
Loss of privilege
Detention
Restitution

Practice
enacting the rule
broken correctly
Provide a
mentor for the
student
Role-play
appropriate
responses or
situations
Practice anger
management
techniques
Support student
in making a
concrete plan to
address issues

Violation of Computer
Use/Internet Policy
Dress Code violation

Comprehensive School Safety Plan
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Restorative Discipline Guidelines for Secondary Schools
The San Lorenzo Unified School District is committed to providing a quality education environment that is safe, secure,
and peaceful. It is also a commitment of the District to help each student develop to the maximum of his/her capacity and
to function as a responsible member of society.
As a student grows toward responsible citizenship and independence, he/she must develop acceptable behavioral traits
that show progress toward an understanding of the respect for constituted authority and the rights of others in his/her
environment. As part of the learning process, a student must be held accountable for his/her actions and recognize that
there is a consequence for choices that lack judgment or self-discipline.
A comprehensive review of any specific incident in relation to a student’s past behavior and/or his/her current
circumstances might result in a different response/intervention being assessed than that outlined below, should the facts
of the incident warrant a different restorative or disciplinary action. The Principal/Designee retains the right to make the
final decision regarding any disciplinary action, AND WHERE APPROPRIATE, NOT ADHERE TO THE SUGGESTED
GUIDELINES. Through the process of responding restoratively to student behavior, the voice of all individuals impacted by
a disciplinary incident, are to be valued.
The District has a partnership with local law enforcement agencies. Discipline issues that could potentially constitute
a crime will be investigated accordingly and may involve law enforcement intervention prior to which parents may not
be contacted.

Comprehensive School Safety Plan
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CATEGORY I:
Offenses for which the Principal is REQUIRED to recommend EXPULSION -Education Code 48915 (c)(1)(2)(3)(4)(5)-

OFFENSE
Possession, selling, or furnishing a
firearm.
Brandishing a knife at someone.

CONSEQUECE
5 day suspension
Police Report
Expulsion
Recommendation

Unlawful selling of a controlled
substance.
Committing or attempting to commit
sexual assault or battery.
Possession of an explosive: including M80s, Cherry bombs, etc. (also includes
large quantities of firecrackers)

Comprehensive School Safety Plan
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Restorative Interventions Restorative
Practice: Possible Interventions
recommended upon reentry to the
community
Restitution
Student Success Team Meeting
CSO Mentoring
Letter of apology
Counseling referral (on-site)
Fire Marshal contact
REACH referral
Prescribe to Thrive referral
Parent Conference
Community Circle
Police Report
Community Service
Parent Project Referral
Youth and Family Services Bureau Counseling
Referral
SRO Consultation
Service Learning
Victim/Offender Mediation
Parental classroom visit & debrief
Mentorship opportunities
Campus beautification,
Chapterz of Cool: Critical thinking report
Homework Club
Tech Path
TUPE
QUAD
Conflict Mediation
AmeriCorps Program
Library Program
Citizens Academy
Youth Court
Re-Entry Workshop
Weekly Progress Reports
School Loop Monitoring & Use
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CATEGORY II:
The Principal may recommend expulsion for Education Code 48915 (a)(1)(2)(3)(4)(5) offenses, and student offenders may
be arrested and a police report filed. In accordance with AB 1729 and EC 48900.5, a student can only be suspended for a
first offense, if the student commits a violation of Education Code 48900(a)-(e) or the student's presence causes a danger
to persons. A student can be suspended for second or subsequent offenses, for any of the grounds listed in Education
Code 48900, 48900.2, 48900.3, 48900.4 or 48900.7. Infractions marked with an asterisk (*), can result in a first offense
suspension.

Offense
1.
2.
3.

4.

5.

6.

7.
8.
9.
10.
11.
12.

13.
14.

15.

Restorative Justice
Interventions
(First Offense)

Blatant DEFIANCE to School Official

Second Offense

1-2 day suspension
Restitution
CSO Mentoring
Blatant DISRUPTION of Educational Activity Student Success Team
1-2 day suspension
Meeting
* DRUG/ALCOHOL POSSESSION or Under
1-3 day suspension
Behavior Support Plan
Police report
the Influence. KNIFE OR DANGEROUS
Behavior Assistance Team
OBJECT POSESSION
Referral
SIS or COST Referral
*FIGHTING, Mutual Punching, Kicking,
1-3 day suspension
Letter of apology
Slapping, Shoving
Counseling referral (on-site)
Fire Marshal contact
REACH referral
VERBAL PROVOCATION Instigating a
3-5 day suspension
Prescribe to Thrive referral
disruption
Parent Conference
Community Circle
FIREWORKS/FIRECRACKERS
5 day suspension
Police Report
Community Service
Parent Project Referral
FORGERY or Falsification of SCHOOL
Youth and Family Services 2-5 day suspension
Documents (Field Trip Passes, Hall Passes)
Bureau Counseling Referral
HARASSEMENT/INTIMIDATION (Physical,
2-5 day suspension
SRO Consultation
Verbal, or Sexual)
Service Learning
Victim/Offender Mediation 2-5 day suspension
LEWD CONDUCT
Parental classroom visit &
*NO SHOW at Saturday School or its
2 day suspension
debrief
equivalent
Mentorship opportunities
PROFANITY/ABUSIVE LANGUAGE directed Campus beautification,
3-5 day suspension
Chapterz of Cool: Critical
towards District Employee
Thinking Report
ABUSIVE LANGUAGE DIRECTED toward
2-5 day suspension
Homework Club
one’s RACE, RELIGION, ETHNICITY, SEXUAL
Tech Path
ORIENTATION or GENDER TUPE
(BULLYING/CYBER BULLYING)
QUAD
SUSPENDED Student on SCHOOL GROUNDS Conflict Mediation
2 day suspension
Police report
or at SCHOOL ACTIVITY
AmeriCorps Program
Library
Program
THEFT/POSSESSION OF STOLEN PROPERTY
3-5 day suspension
Citizens Academy
Police Report
Youth Court
Payment
Re-Entry Workshop
Weekly Progress Reports
VANDALISM and GRAFFITI
2-5 day suspension
School Loop Monitoring & UsePolice report
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Third Offense
3-5 day suspension
3-5 day suspension
5 day suspension
Police report
Expulsion
Recommendation
5 day suspension
Expulsion
Recommendation
5 day suspension
Expulsion
Recommendation
5 day suspension
Expulsion
Recommendation
5 day suspension
5 day suspension
5 day suspension
3 day suspension
5 day suspension
5 day suspension

5 day suspension
Police report
5 day suspension
Expulsion Recommendation
Police Report
Payment
5 day suspension
Police report
12/20/18

Payment

Payment

16. UNAUTHORIZED VISIT to another School
Campus

1 day suspension

2 day suspension

17. NO SHOW to Assistant Principal’s Office on
a referral

2 day suspension

3 day suspension

18. POSSESSION of IMITATION FIREARM

2-5 day suspension

Expulsion Recommendation

19. VIOLATION OF INTERNET POLICY and
DATA-BASE TAMPERING

2-5 day suspension
Payment

5 day suspension
Payment

20. UNSAFE BEHAVIOR RESULTING IN
HARM TO ANOTHER PERSON

2-5 day suspension

5 day suspension

21. THREAT or INTIMIDATION of WITNESS

3-5 day suspension

Expulsion Recommendation

22. TERRORISTIC THREATS against school
officials or school property

2-5 day suspension

Expulsion
Recommendation

23. DRUG PARAPHERNALIA possession or sale

2-5 day suspension

5 day suspension
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CATEGORY III:
The Principal may recommend expulsion for Education Code 48915 (a)(1)(2)(3)(4)(5) offenses, and student offenders may
be arrested and a police report filed. In accordance with AB 1729 and EC 48900.5, a student can only be suspended for a
first offense, if the student commits a violation of Education Code 48900(a)-(e) or the student's presence causes a danger
to persons. A student can be suspended for second or subsequent offenses, for any of the grounds listed in Education
Code 48900, 48900.2, 48900.3, 48900.4 or 48900.7.

Offense
1.

Restorative Justice
Interventions
(First Offense)

Possession of a PAGER, CELL
PHONE,ELECTRONIC COMMUNICATION
DEVICE

Second Offense

Detention
Restitution
Confiscate
Student Success Team
Parent pick-up
Meeting
CSO
Mentoring
2. Multiple BEHAVIOR Referrals
1-2 day class or school
Behavior Support Plan
suspension
Behavior Assistance Team
3. BICYCLES/SKATEBOARDS/SKATES Riding on
Detention
Referral
Parent picks up item
Campus
SIS or COST Referral
Letter of apology
4. CUTTING
Saturday School or its
Counseling referral (onequivalent
site)
Fire Marshal contact
5. DRESS CODE violation
Detention
REACH referral
Sent home to change
Prescribe to Thrive referral
Parent Conference
6. FORGERY or Falsification of PARENT
1 day suspension
Community Circle
notes/phone messages
Community Service
7. GAMBLING
1 day suspension
Parent Project Referral
Youth and Family Services
8. NO SHOW for teacher detention, schoolSaturday School or its
Bureau Counseling Referral
equivalent
wide detention
SRO Consultation
9. PROFANITY – directed at student
Saturday School or its
Service Learning
Victim/Offender Mediation equivalent
10. PROFANITY – non directed
Parental classroom visit & Saturday School or its
equivalent
debrief
Mentorship opportunities Detention
11. RADIOS, Stereos, CD/Tape Players, ipods,
Campus beautification,
Parent picks up item
Headphones, MP3 Players, etc.
Chapterz of Cool: Critical
Thinking Report
12. SCUFFLING, Mutual Shoving, Grabbing,
Saturday School or its
Homework Club
equivalent
Bumping
Tech Path
13. TOBACCO product possession or use on
Saturday School or its
TUPE
equivalent
campus or at a School activity
QUAD
Police Citation/Fine
Conflict Mediation
AmeriCorps Program
14. DISPLAY OF GANG-related or affiliated
1-3 day suspension
Library Program
Confiscate
symbols
Citizens
Academy
15. CHEATING/PLAGIARISM
1 day class suspension
Youth Court
Teacher Contacts Parent
Re-Entry Workshop
No credit on assignment
Weekly Progress Reports
16. I.D. CARD Failure to carry or to present upon School Loop Monitoring & Use
Saturday School or its
Equivalent
request
Comprehensive School Safety Plan
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Third Offense
1 day suspension
Confiscate
Parent pick-up
3 day class or school
suspension
Saturday School or its
equivalent
Item banned from use
Saturday School or its
equivalent
Saturday School or its
equivalent
Sent home to change
2 day suspension
2 day suspension
1 day suspension
1 day suspension
1 day suspension
Saturday School or its
equivalent
Parent picks up item
1 day suspension
1-3 day Suspension
Police Citation/Fine
5 day suspension
Confiscate
1 day suspension
No credit on assignment
1 day suspension
12/20/18

17. OFF CAMPUS/OUT of BOUNDS AREA

1 day suspension

3 day suspension

18. UNSAFE BEHAVIOR - Running, Throwing
objects, Horseplay, Spitting

Saturday School or its
Equivalent

1 day suspension

19. BRINGING INAPPROPRIATE/UNSAFE ITEMS
TO SCHOOL – e.g., Squirt Guns, Shaving
cream, Matches, Lighter, Electronic toys,
Laser pens, Wallet Chains, etc.

Detention
Confiscate item

Saturday School or its
equivalent
Confiscate item

20. DISPLAYING INAPPROPRIATE AFFECTION

Parent Contact
Saturday School or its
equivalent

1 day suspension

21. UNSAFE USE of Motorized Vehicle,
Motorized Scooters

1-2 day suspension
loss of privilege
Police Report

3-5 day suspension
loss of privilege
Police Report
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Procedures to Notify Teachers of Dangerous Pupils (EC 49079) (C)
Based on Education Code 49079 the Superintendent or designee shall inform the teacher of each student who has engaged
in, or is reasonably suspected of, any act during the previous three school years which could constitute grounds for
suspension or expulsion under Education Code 48900, with the exception of the possession or use of tobacco products,
or Education Code 48900.2, 48900.3, 48900.4, or 48900.7.
The shared information is based on district records maintained in the ordinary course of business or records received from
a law enforcement agency. 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.
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.
When informed by the court that a minor student has been found by a court to have committed any felony or any
misdemeanor involving curfew, gambling, alcohol, drugs, tobacco products, carrying of weapons, a sex offense listed in
Penal Code 290, assault or battery, larceny, vandalism or graffiti, the Superintendent or designee shall so inform the school
principal, who shall disseminate this information to the counselor(s) who directly supervises or reports on the student's
behavior or progress. The principal also may inform any teacher or administrator he/she thinks may need the information
so as to work with the student appropriately, avoid being needlessly vulnerable, or protect others from vulnerability. All
court-initiated information that a teacher, counselor or administrator receives shall be kept confidential and used only to
rehabilitate the student and protect other students and staff. The information shall be further disseminated only when
communication with the student, parent/guardian, law enforcement staff and probation officer is necessary to
rehabilitate the student or to protect students and staff.
SLZUSD Protocols
To assist with Education Code 49079, several years ago all teachers were given access to the discipline screen of students
in their classroom. Below are the protocols designed to notify teachers of their students that have committed disciplinary
infractions:
•

Incoming Middle School and High School students with disciplinary infractions on their student record, meet with the
Director of Student Support Services to discuss past behaviors and SLZUSD behavioral and academic expectations.
Middle School meetings are mostly established after hearing from the administration because of site-based
enrollment. The discipline file is also forwarded to the receiving school for sharing with the administration and
applicable teachers. Note: Students connected to Families in Transition, Foster Youth, and Unaccompanied Minors
are to be enrolled in school immediately, which could be before the District receives discipline file information. As
soon as that information is received, it is forwarded to school administration for applicable sharing and support
services.

•

Every teacher of a student, issued an out-of-school suspension is notified in two ways:
1. In the Teacher Portal, a red SSA date (alert) appears, describing the incident.
2. A hard copy of the student-suspension notice is placed in their box.
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Sexual Harassment Policies (EC 212.6 [b]) (D)

(EC SS 23i-.5 and 48980(g), and District Policy and Regulation Nos. 4119.11 and 5145.7)
The San Lorenzo Unified School District sexual harassment policy is displayed in a prominent location at school sites within
the district, provided as part of any orientation for new students, distributed to all employees, and included in publications
that set forth standards of conduct for district as required by law and district policy. The Governing Board is committed to
maintaining an educational environment that is free from harassment. The Board prohibits sexual harassment of students
by other students, employees or other persons, at school or at school-sponsored or school-related activities' The Board
also prohibits retaliatory behavior or action against persons who complain, testify, assist or otherwise participate in the
complaint process established pursuant to this policy and the administrative regulation.
Instruction/Information
The Superintendent or designee shall ensure that all district students receive age-appropriate instruction and information
on sexual harassment. Such instruction and information shall include:
1. What acts and behavior constitute sexual harassment, including the fact that sexual harassment could occur
between people of the same gender
2. A clear message that students do not have to endure sexual harassment
3. Encouragement to report observed instances of sexual harassment, even where the victim of the harassment has
not complained
4. Information about the person(s) to whom a report of sexual harassment should be made Complaint Process
Any student who feels that he/she is being or has been subjected to sexual harassment shall immediately contacts his/her
teacher or any other employee. A school employee to whom a complaint is made shall, within 24 hours of receiving the
complaint, report it to the principal or designee. Any school employee who observes any incident of sexual harassment
involving a student shall report this observation to the principal or designee, whether or not the victim files a complaint.
In any case of sexual harassment involving the principal or any other district employee to whom the complaint would
ordinarily be made, the employee who receives the student's report or who observes the incident shall report to the
nondiscrimination coordinator or the Superintendent or designee, The principal or designee to whom a complaint of
sexual harassment is reported shall immediately investigate the complaint in accordance with administrative regulation.
Where the principal or designee finds that sexual harassment occurred, he/she shall take prompt, appropriate action to
end the harassment and address its effects on the victim. The principal or designee shall also advise the victim of any other
remedies that may be available. The principal or designee shall file a report with the Superintendent or designee and refer
the matter to law enforcement authorities, where required'
Disciplinary Measures
Any student who engages in sexual harassment of anyone at school or at a school-sponsored or school related activity is
in violation of this policy and shall be subject to disciplinary action. For students in grades 4 through 8, disciplinary action
may include suspension and/or expulsion, provided that in imposing such discipline the entire circumstances of the
incident(s) shall be taken into account.
Recordkeeping
The Superintendent or designee shall maintain a record of all reported cases of sexual harassment to enable the district
to monitor, address and prevent repetitive harassing behavior in its schools. All complaints and allegations of sexual
harassment shall be kept confidential except as necessary to carry out the investigation or take other subsequent
necessary action. (5 CCR 4964)
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School-wide Dress Code Relating to Gang-Related Apparel (EC 35183) (E)
Dress and Grooming (BP/AR 5132 4/18) and Gangs (BP/AR 5136 06/03/08)

The Governing Board believes that appropriate dress and grooming contribute to a productive learning environment. The
Board expects students to give proper attention to personal cleanliness and to wear clothes that are suitable for the school
activities in which they participate. Students' clothing must not present a health or safety hazard or a distraction which
would interfere with the educational process.
Students and parents/guardians shall be informed about dress and grooming standards at the beginning of the school
year and whenever these standards are revised. A student who violates these standards shall be subject to appropriate
disciplinary action.
The Board also acknowledges that gang activity is dangerous and threatening. Therefore, to ensure the health and safety
of the students and staff in the District, the wearing or carrying of any clothing or symbol that denotes membership in
such gangs or other groups which a detrimental effect on the academic atmosphere of the schools is not condoned. Action
will be taken to keep District schools and students free from the threats or harmful influences of gangs or other groups
which advocate drug or illegal, intimidating behavior.
The Board of Education thus authorizes the adoption of regulations prohibiting students from wearing inappropriate
apparel as defined in the Rules and Regulations.
In cooperation with teachers, students and parents/guardians, the principal or designee shall establish school rules
governing student dress and grooming which are consistent with law, Governing Board policy and administrative
regulations. These school dress codes shall be regularly reviewed.
Each school shall allow students to wear sun-protective clothing, including but not limited to hats, for outdoor use during
the school day. (Education Code 35183.5)
In addition, the following guidelines shall apply to all regular school activities:
1. The district and school dress codes shall be enforced equitably on the school campus and at any school-sponsored
activity by all staff members.
2. Shoes must be worn at all times.
3. Clothing, jewelry and personal items (backpacks, fanny packs, gym bags, water bottles etc.) shall be free of writing,
pictures or any other insignia which are crude, vulgar, profane or sexually suggestive, depict weapons or images
of violence, bear drug, alcohol or tobacco company advertising, or any likeness of, or reference to, the
aforementioned subjects.
4. Clothing shall not advocate racial, ethnic or religious prejudice.
5. Clothes shall be sufficient to conceal undergarments at all times, covering the body from torso to mid-thigh. Seethrough or fish-net fabrics, halter tops, off -the- shoulder or low-cut tops, bare midriffs and skirts or shorts shorter
than mid-thigh are prohibited.
6. Students maintain their freedom of speech/expression even if the school does not like the message; however
administration can limit expression if it results in a substantial disruption of the school environment or an invasion
of the rights of others.
Coaches and teachers may impose more stringent dress requirements to accommodate the special needs of certain sports
and/or classes. No grade of a student participating in a physical education class shall be adversely affected if the student
does not wear standardized physical education apparel because of circumstances beyond the student's control. (Education
Code 49066)
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The principal, staff, students and parent/guardians at each school may establish reasonable dress and grooming
regulations for times when students are engaged in extracurricular or other special school activities.
Students who participate in a nationally recognized youth organization shall be allowed to wear organization uniforms on
days when the organization has a scheduled meeting.
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Procedure for Safe Ingress and Egress of Pupils, Parents, and Staff to and from School (EC 35294.2) (F)
San Lorenzo Unified School District Board Policies and Administrative Regulations 3516, 7111 and School Site Emergency
Map
The Governing Board recognizes the importance of providing a safe school environment in order to help ensure student
safety and the prevention of student injury. The Superintendent or designee shall implement appropriate practices to
minimize the risk of harm to students, including practices relative to school facilities and equipment, outdoor
environment, educational programs and school- sponsored activities.
Staff shall be responsible for the proper supervision of students during school hours, while at school-sponsored activities
and while students are using district transportation to and from school.
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Safe and Orderly School Environment Conducive to Learning (EC 5294.2) (G)
Component:
Health and Safety
Element:
Anti-Bullying and Cyber Bullying Policy
Opportunity for Improvement:
Implement Restorative Practices Protocols and Use Toolbox Socio-Emotional Strategies
Objectives

Action Steps

Resources

Lead Person

Evaluation

Create
Student Recep Iscan our site District RP Handbook Recep Iscan
Mediation
Peer Restorative Practices
Intervention Group
Lead Teacher will
organize and train
students.
Hold
Monthly Our site counselor will Toolbox Strategies Kit. Adrienne Witherspoon
Workshops
for hold these monthly
students to be trained workshops.
in use of Toolbox
Tools.
Study PBIS
Create PBIS Team to PBIS Handbook
Recep Iscan
work
towards
full
implementation of the
PBIS
program
at
Hesperian.
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Component:
Physical Environment
Element: Emergency Drills (AR 3516)
Opportunity for Improvement:
Plan monthly emergency drills and determine effectiveness.
District Requirement
Elementary Schools
•
•
•
•

Fire Drills/Evacuations – 9 drills/evacuations annually (1 per month)
Earthquake Disaster Drills – 4 drills/evacuations annually (1 every other month)
Lockdown Drills – 2 lockdown drills annually (1- Aug to Dec & 1 – Jan to June)
Shelter-in-Place Drills - 2 shelter-in-place drills annually (1- Aug to Dec & 1 – Jan to June)

Middle Schools
•
•
•
•

Fire Drills/Evacuations – 4 drills/evacuations annually (1 per quarter)
Earthquake Disaster Drills – 2 drills/evacuations annually (1 per semester)
Lockdown Drills – 2 lockdown drills annually (1 per semester)
Shelter-in-Place Drills - 2 shelter-in-place drills annually (1 per semester)

High Schools
•
•
•
•

Fire Drills/Evacuations – 2 drills/evacuations annually (1 per semester)
Earthquake Disaster Drills – 2 drills/evacuations annually (1 per semester)
Lockdown Drills – 2 lockdown drills annually (1 per semester)
Shelter-in-Place Drills - 2 shelter-in-place drills annually (1 per semester)

Special Needs Student Reminder
•

Please be aware of students with special needs. Pay special attention to students or classrooms of students that
will require extra support during these drills. Work with your teachers to identify any specific modifications to the
procedures. Consult Special Needs Student Annex A.
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Component:
People and Programs
Element:
Increasing Parent Involvement
Opportunity for Improvement:

Objectives

Action Steps

Resources

Let parents/guardians Discuss at Back to
know where the safety School Night.
plan is located.
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School Discipline Rules and Consequences (EC 35291 and EC 35291.5) School Student Conduct Code (H)
Under California Law, students will be held strictly accountable for disorderly conduct on school property and on the way
to and from school, students are expected to follow the directions of school personnel while on school property, on the
way to and from school, and at any school function. Students are expected to conduct themselves in a manner that will
bring credit to themselves, their parents, and the school at all times. Some important tenets are the following:
1.
2.
3.
4.
5.

Follow the directions of school personnel.
Be on time to class with appropriate materials.
Show respect and courtesy to adults, other students, materials, and all property, including school property.
Keep hands, feet, and objects to yourself.
Food and/or drinks are not allowed in classrooms.

Conduct Code Procedures
BEHAVIOR
Any behavior which detracts from a teacher's ability to teach or from a student's opportunity to learn will not be tolerated.
All persons on campus have a right to attend or visit school without threat to their health and safety. All persons on campus
should be treated with courtesy and respect. The discipline policy is based on these three statements. During the first two
weeks of school, teachers will carefully review the discipline policy in each class. Serious consequences will be reserved
for students who choose to disregard the rules. All rules apply to the students during the school day as well as during
extra- curricular activities'.
SELF-DISCIPLINE
One of the most important lessons schools teach is self-discipline. While it is not taught as a subject, self-discipline
underlies the entire educational structure. Training in this area helps to develop one's self-control, character, orderliness,
and efficiency. We promote the idea that our students make our school an effective place of learning, and that they also
learn to reflect on what they do and why they do it.
DISCIPLINE
Disciplinary measures include counseling, detention, lunch detention, in-school suspension, suspension, and expulsion,
Detention involves the confinement of a student to a designated area during recesses. Lunch Detention is the loss of free
time during the lunch period. In-School Suspension involves the confinement of a student to a designated area of the
school for the regular school day. Suspension from school refers to the exclusion of a student from the educational
process; i.e., from the school and from the San Lorenzo Unified School District. Expulsion refers to the permanent exclusion
of a student from the educational process from school and from the San Lorenzo Unified School District.
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Hate Crime Reporting Procedures and Policies (I)

San Lorenzo Unified School District Board Policy BP 5145
Hate-Motivated Behavior
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.
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Safety Plan Review, Evaluation and Amendment Procedures (J)
The Hesperian Elementary School comprehensive safety plan will be reviewed, evaluated and amended (if necessary) in
November of each year.
Pursuant to Education Code Section 35294.6[a], San Lorenzo Unified School District adopts this comprehensive school
safety plan at a regular meeting of the Board of Trustees. An opportunity for public comment will be provided during this
meeting, prior to the plan's adoption.
Safety Plan Amendments
Safety Plan Review, Evaluation and Amendment Procedures
Activity Description
Date & Time
(i.e. review steps, meetings conducted, approvals, etc.)
Review Safety Plan at District Safety Summit Training.

Review Safety Plan with Hesperian Safety Team

Comprehensive School Safety Plan

Attached Document
(description and location)

6/19/18 8:30-2:30 Needs Assessment
pm
Policies and Procedures
Staff duties during emergencies
Training needs
Descriptions of site programs
Safety Plan Review, Evaluation and
Amendment procedures validation
Emergency phone numbers
Types of emergencies and staff action
procedures
Reunification plan
Site Maps

9/12 1:30-3:00 pm Hesperian Emergency Plan - Field Map
for Buddy Classes
Hesperian Incident Command System
(ICS)
ICS- Finance Administration
ICS-Operations Team
Staff Capacity Inventory
Planning Section Team
ICS-Logistics Teams
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Emergency Contact Numbers
Utilities, Responders and Communication Resources

Agency / Organization

Phone Number

Emergency Response Agencies
Ambulance

9-1-1

Alameda County Fire & Sherriff’s Department

9-1-1

Hayward Police Department

9-1-1

San Leandro Police Department

9-1-1
Hospitals

San Leandro Hospital

510-357-6500

Kaiser Hospital - San Leandro

510-454-1000

Kaiser Hospital – Union City

510-454-1000

St. Rose Hospital - Hayward

510-264-4000
City and County Departments

Alameda County Public Health Department

510-267-8000

Alameda County Poison Control

1-800-222-1222

Alameda County Fire Department (non-emergency)

925-447-4257

Alameda County Sheriff’s Department (non-emergency)

510-272-6878

Hayward Police Department (non-emergency)

510-293-7000

San Leandro Animal Control

510-577-3206

San Leandro Police Department (non-emergency)

510-577-2740

Pacific Gas and Electric Company

1-800-743-5000

East Bay Municipal Utility District

866-403-2683

San Leandro Fire Department (non-emergency)

510-618-3490

FEMA (General Operator)

202-646-2500
SLZUSD Support Services

SLZUSD Superintendent of Schools

510-317-4690

SLZUSD Business & Operations

510-317-4640

SLZUSD Educational Services

510-317-4700

SLZUSD Human Resources

510-317-4650

SLZUSD Technology

510-317-4750

SLZUSD Risk and Safety Office

510-317-4647

SLZUSD Student Services

510-317-4760

SLZUSD Special Services

510-317-4760

SLZUSD Child Nutrition

510-317-4660

SLZUSD Maintenance, Operations & Transportation Department

510-317-4837
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School Site Main Numbers and Emergency Land Line Numbers
SLZUSD Schools Main Office Numbers & Land Line Emergency Numbers
School Site

Main School Number

Emergency Land Line Number

Adult School

510-317-4200

510-317-7882

Arroyo High School

510-317-4000

510-317-8032

Bay Elementary School

510-317-4300

510-317-8033

Bohannon Middle School

510-317-3800

510-278-0237

Colonial Acres Elementary School

510-317-4500

510-317-8201

Corvallis Elementary School

510-317-4900

510-483-8328

Dayton Elementary School

510-317-3600

510-483-9370

Del Rey Elementary School

510-317-5000

510-317-6836

D.I.C.E.

510-317-3511

510-686-9967

Edendale Middle School

510-317-5100

510-317-8215

Grant Elementary School

510-317-3700

510-278-0846

Hesperian Elementary School

510-317-5200

510-317-8350

Hillside Elementary School

510-317-5200

510-317-8419

Kip King Charter School

510-317-2330

Lorenzo Manor Elementary School

510-317-5400

510-317-7973

Royal Sunset/East Bay Arts High School

510-317-4400

510-732-9402

San Lorenzo High School

510-317-3000

510-276-7455

Washington Manor Middle School

510-317-5500

510-483-5405
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Hesperian Elementary School Incident Command System Structure
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Incident Command Team Responsibilities
Standardized Emergency Response Management System Overview
The California Standardized Emergency Management System (SEMS) is designed to centralize and coordinate emergency
response through the use of standardized terminology and processes. This greatly facilitates the flow of information and
resources among the agencies participating in response to an emergency. SEMS consists of five functions:
Incident Management Team
Management Section
During an emergency, the Incident Commander directs response actions from a designated Command Post. To effectively
do this, the Incident Commander must constantly assess the situation, and develop and implement appropriate strategies.
The Incident Commander must be familiar with the available resources, accurately document all response actions, and
effectively communicate response strategies to others participating in the response. This function is typically filled by the
school principal. The principal is assisted in carrying out this function by a Public Information & Liaison Officer and Safety
Officer.
Planning Section
Planning involves the use of various methods to efficiently gather information, weigh and document the information for
significance, and actively assess the status of the emergency. This understanding and knowledge about the situation at
hand is vital to the effective management of a response. These activities are performed by a single person who reports
directly to the Incident Commander.
Operations Section
All response actions are implemented under by Operations. This includes staff performing first aid, crisis intervention,
search and rescue, site security, damage assessment, evacuations, and the release of students.
Logistics Section
Logistics supports the response by coordinating personnel; assembling and deploying volunteers; providing supplies,
equipment, and services; and facilitating communications among emergency responders.
Finance & Administration Section
Finance & Administration involves the purchasing of all necessary materials, tracking financial records, timekeeping for
emergency responders, and recovering school records following an emergency. These activities are performed by a single
person who reports directly to the Incident Commander.
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Emergency Response Guidelines and Decision Model
Step One: Identify the Type of Emergency
The first response to an emergency is to determine the type of emergency that has occurred. Procedures for several
different types of emergencies are listed in the following section.
Step Two: Identify the Level of Emergency
The second step in responding to an emergency is to determine the type of emergency. For schools, emergency situations
can range from a small fire to a major earthquake. To assist schools in classifying emergency situations, there is a three
tiered rating below:
•

Level 1 Emergency: A minor emergency that is handled by school personnel without the assistance from outside
agencies, e.g., a temporary power outage, a minor earthquake, or a minor injury in the play yard.

•

Level 2 Emergency: A moderate emergency that requires assistance from outside agencies, such as a fire or a
moderate earthquake, or a suspected act of involving a potentially hazardous material, e.g., “unknown white powder."

•

Level 3 Emergency: A major emergency event that requires assistance from outside agencies such as a major
earthquake, civil disturbance or a large-scale act of terrorism. For Level 3 emergencies, it is important to remember
that the response time of outside agencies may be seriously delayed.

Step Three: Determine the Immediate Response Action
Once the type and extent of an emergency have been identified, school personnel can determine if an immediate response
action is required. The most common immediate response actions initiated during school emergencies are:
•

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

•

Shelter in Place: Students and staff are kept indoors in order to isolate them from the outdoor environment.

•

Lock Down: Students and staff are kept in a designated locked area with blinds closed and lights odd sitting quietly
until danger has passed, such as an intruder being on campus.

•

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

•

Evacuate Campus: Students and staff are escorted to an off-site assembly area if it has been determined that it is too
dangerous to remain on campus.

•

All Clear: Notification is given that normal school operations should resume.

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

Duck and Cover: Immediately use the site's school-wide communication system to instruct students and staff to
protect themselves by moving into a "duck and cover" position by crouching under a table, desk, or chair until the
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danger passes. Time is the most urgent matter with this response action as the emergency may take place before the
announcement can be made.
However, do not assume that all members of the site are already in a "duck and cover" position. Make the
announcement even if the immediate crisis has passed.
•

Shelter in Place: Immediately use the site's school-wide communication system to instruct students and staff that
they are to stay indoors until further notice, even if the heating and air conditioning system is disabled.

•

Lock Down: Immediately use the site's school-wide communication system to instruct staff to lock all exterior doors,
to close any open windows along with blinds, and to keep students as far away as possible from any windows until
further notice.

•

Evacuate Building: Immediately use the site's fire alarm bell system to notify students and staff that they are to
proceed to the sites outside assembly area.

•

Evacuate Campus: Immediately use the site's fire alarm bell system to notify students and staff that they are to
proceed to the sites outside assembly area. From there, notify staff and students using a bullhorn that it has been
determined that it is too dangerous to remain on campus. Provide instructions on how staff and students will be
relocated.
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Types of Emergencies & Specific Response Procedures (In alphabetical order)
Aircraft Crash
Emergency response will depend on the size of the aircraft, nature of the crash, and proximity to the school. If it is safe to
remain inside the building, all students should be kept in the school under supervision. The crash may also result in an
explosion, chemical spill or utility interruption.
Aircraft crashes into the school
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Notify police and fire department (call 911).
• Determine immediate response procedures, which may include EVACUATION, OFF-SITE EVACUATION or DIRECTED
TRANSPORTATION.
• Notify District Superintendent, who will contact the Office of Emergency Services. Arrange for first aid treatment and
removal of injured occupants from building.
• Secure area to prevent unauthorized access until the Fire Department arrives. Ensure that students and staff remain
at a safe distance from the crash.
• Account for all building occupants and determine extent of injuries.
• Do not re-enter building until the authorities provide clearance to do so.
STAFF ACTIONS:
• Notify Principal.
• Move students away from immediate vicinity of the crash.
• EVACUATE students from the building using primary and/or alternate fire routes to a safe assembly area away from
the crash scene.
• Take class roster/nametags and emergency backpack.
• Check school site to assure that all students have evacuated. Take attendance at the assembly area.
• Report missing students to the Principal /designee and emergency response personnel. Maintain control of the
students a safe distance from the crash site.
• Care for the injured, if any.
• Escort students back to the to the school site when emergency response officials have determined it is safe to return
to the building.
Aircraft crashes near school
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Notify police and fire department (call 911).
• Initiate SHELTER IN PLACE, if warranted.
• Initiate REVERSE EVACUATION for students and staff outside or direct them to designated area until further
instructions are received.
• Ensure that students and staff remain at a safe distance from the crash.
• Notify District Superintendent, who will contact the Alameda County Office of Emergency Services.
• Fire department officials will secure area to prevent unauthorized access. Do not enter affected areas until the
appropriate authorities provide clearance to do so.
STAFF ACTIONS:
• Notify Principal.
• Move students away from immediate vicinity of the crash.
• Remain inside with students unless subsequent explosions or fire endanger the building.
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Animal Disturbance
(Alameda County Animal Control Phone: 510-577-3206)
If there is a rabid or uncontrollable animal on campus, implement this procedure when any wild animal threatens the
safety of the students and staff
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Isolate the students from the animal.
• Close doors and use tables as a means to isolating the animal.
• If the animal is outside, keep students inside and institute a LOCKDOWN.
• If the animal is inside, initiate an EVACUATION outside to a protected area away from the animal.
• Contact the Animal Control for assistance in removing the animal.
• If the animal injures anyone, seek medical assistance from the school nurse or call 9-1-1.
• Notify parent/guardian and recommended health advisor.
STAFF/TEACHER ACTIONS:
• If the animal is outside, keep students inside.
• Lock doors and keep students away from the windows.
• If the animal is inside, EVACUATE students to a sheltered area away from the animal.
• Notify the principal if there are any injuries.
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Armed Assault on Campus
Threats occur when a belligerent or armed person on the school site bullies, intimidates or coerces others, targeting an
individual, particular group or the entire school community. Threats are presented as overt hostility. They may be received
by written note, email communication, phone call or orally. The procedure below applies to an oral threat.
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Assess the type of threat to determine the level of risk to the safety of students and staff. In categorizing the risk,
attempt to determine:
o Is the individual moving towards violent action?
o Is there evidence to suggest movement from thought to action?
• High violence potential qualifies for arrest r hospitalization.
• Safety is endangered when there is:
o Sufficient evidence of repetitive/ intentional infliction of emotional distress upon others; or
o Sufficient evidence of the unintentional infliction of emotional distress upon others.
• Notify police (dial 911), if the safety of students or staff is endangered. Provide exact location and nature of incident
and school response actions.
• Notify District supervisors or designee
• Isolate the threatening person from other students and staff, if it is safe to do so.
• Initiate appropriate response actions, which may be LOCKDOWN or EVACUATION. Cancel all outside activities.
• Respond to students who are prone to overt displays of anger in a calm, non-confrontational manner.
• If an immediate threat is not clearly evident, attempt to diffuse the situation.
• If an individual is armed with any type of weapon, USE EXTREME CAUTION.
• Do not attempt to remove the weapon from the possession of the individual. Allow police to do so.
• Facilitate a meeting with student(s) and family to review expectations.
• Facilitate a staff meeting to review plans for keeping school safe. Enlist the support of community service providers.
STAFF ACTIONS:
• If any students are outside, move them inside the building or away from the site of the threat/assault.
• If unable to do so, have students lie down and cover their heads. Keep students calm.
• Inside the classroom, institute LOCKDOWN.
• Close all curtains and blinds.
• Disconnect the school television system in classrooms so the individual cannot view news coverage and see locations
of police/students/etc.
• Remain with students until ALL CLEAR is given.
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Biological or Chemical Release
Such incidents may include the release of radioactive materials. A biological agent can be introduced through:
• postal mail, via a contaminated letter or package
• a building’s ventilation system
• a small explosive device to help it become airborne
• a contaminated item such as a backpack, book bag, or other parcel left unattended
• the food supply
• aerosol release (for example, with a crop duster or spray equipment)
Defense against biological release (e.g. anthrax, smallpox, plague, ricin etc.) is difficult because usually appear after some
time has lapsed. Indicators that may suggest the release of a biological or chemical substance include multiple victims
suffering from: watery eyes, choking or breathing difficulty, twitching or the loss of coordination. Another indicator is the
presence of distressed animals or dead birds. Determine which scenario applies and implement the appropriate response
procedures.
Outside the Building
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Initiate SHELTER IN PLACE. Shut off HVAC units or call MOT at 510-317-4837.
• Move to central location where windows and doors can be sealed with duct tape.
• Call 911. Provide location and nature of the emergency and school actions taken.
• Notify District supervisors of the situation.
• Turn on a battery-powered commercial radio and listen for instructions.
• Remain inside the building until the Department of Health or Fire Department determines it is safe to leave.
• Arrange for psychological counseling for students and staff.
STAFF ACTIONS:
• Notify principal.
• Move students away from immediate vicinity of danger (if outside, implement REVERSE EVACUATION).
• Segregate individuals who have been topically contaminated by a liquid from unaffected individuals.
• Send affected individuals to a designated area medical attention.
• Follow standard student assembly, accounting and reporting procedures.
Inside the Building
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Initiate EVACUATION of building or OFF-SITE EVACUATION to move students away from immediate vicinity of danger.
Move up-wind from the potential danger.
• Call 911. Provide exact location and nature of emergency.
• Designate security team to isolate and restrict access to potentially contaminated areas.
• Wait for instructions from emergency responders-- Health or Fire Department.
• Notify District Supervisors of the situation.
• Arrange for immediate psychological counseling for students and staff.
• Wait to return to the building until it has been declared safe by local Haz Mat or appropriate agency.
STAFF ACTIONS:
• Notify principal or site administrator.
• Segregate individuals who have been topically contaminated by a liquid from unaffected individuals.
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•
•
•
•

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

THOSE WHO HAVE DIRECT CONTACT WITH BIOLOGICAL AGENT:
• Wash affected areas with soap and water.
• Immediately remove and contain contaminated clothing
• Do not use bleach on potentially exposed skins.
• Remain in safe, but separate area, isolated from those who are unaffected, until emergency response personnel arrive.
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Bomb Threat/Threat of Violence
1. lf phone call, attempt to keep the caller on the line and complete form entitled "Bomb Threat Report" (see attached)
2. CAII 911 - OFF THE AIR- DO NOT USE CELL PHONES, TEXT MESSAGE, OR USE WALK-TALKIES
3. Principal notifies (or assigns a designee to notify) Asst. Principal, Campus Supervisors, Support staff, Superintendent
X4690, and other district administrators.
4. lntercom announcement, "Please do a quick 1-minute scan of your classroom or office for anything unusual."
a. (A Professional/law enforcement officer will decide (if it is a bomb-device or not)
5. Follow the directions of law enforcement, they will search perimeter, public areas, pool etc. and assist with crowd
control. Have extra school maps available for law enforcement.
6. Principal activates SEMS Plan (Standardized Emergency Management System), as needed
7. Secure campus Perimeter
8. Evacuate, if deemed necessary. Help students with disabilities. Teachers take roll sheets and office staff takes
emergency cards to evacuation area.
9. Take roll and alert command center of any student not accounted for (telephone, intercom, communication devices,
and/or email).
10. All clear will be signaled by Principal after authorization from law enforcement.
11. Principal debriefs staff, parents/community, and students.
12. Student Release Procedures (only send students home before end of day if directed by Superintendent)
a. Use signs to designate "Request Student Pick-up Area (or Gate) and Release Students Area (or Gate).
b. Use signs to direct parents how to line -up (e.g. alpha, grade levels, or room numbers),
c. Release younger students first.
d. Use "Student Emergency Release" form to document each student release and use "Emergency Cards" to verify
authorized adults who can pick-up student. (RETAIN RECORDS)
e. Provide escort for parent/guardian to Crisis Response Team, Search/Rescue Team, or Medical Area; if necessary.
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Bus Disaster
Each school should maintain a folder for each bus serving the school. This folder should contain rosters, including an
emergency telephone number for each student assigned to ride the bus. The teacher in charge of a special activity trip
should prepare trip bus folders; one copy of the student emergency contact information should be placed in the trip folder
and a second copy should accompany the teacher on the trip. Bus drivers may need to make spontaneous, independent
decisions, based on the nature of the emergency, age of children, location of bus and other unique circumstances.
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Notify law enforcement.
• Notify parents/guardians of all students on the bus as soon as accurate information is available.
• Designate a school staff representative to proceed to any medical treatment facility to which an injured student has
been taken to assist parents and provide support to students, as appropriate. Notify District supervisors or designee
• Notify school community about the incident and status of injured students and/or staff.
• Prepare news release for media, if appropriate.
STAFF ACTIONS AT THE SCENE:
• Call 911, if warranted.
• Notify Transportation Supervisor 510-317-4857 and site Principal.
• Implement basic first aid until emergency medical services and/or law enforcement arrives and takes charge of the
emergency.
• Move all uninjured students to a safe distance from the accident.
• Document the names of all injured students and their first aid needs.
BUS DRIVER:
• Turn off power, ignition and headlights.
• Use safety lights, as appropriate.
• Evaluate the need for evacuation.
• Remain with the vehicle.
• Notify California Highway Patrol.
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Disorderly Conduct
A civil disturbance is an unauthorized assemblage on the school grounds with the potential to: disrupt school activities;
cause injury to staff and students; and/or damage property.
Precautionary measures must be taken to keep school personnel and students from undue exposure to danger. Efforts
should be made to remain calm, to avoid provoking aggression, and to keep students in their classrooms.
Inside School
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• If the students are engaging in civil disobedience, keep the students confined to one room in the school building.
• Set up a communication exchange with the students, staff and principal. Try to restore order.
• If unable to calm students and violent or uncontrolled behavior is probably, notify police of situation and request
assistance.
• Notify District supervisors or designee
• Send home with students for their parents/guardians a brief written description of the emergency, how it was handled
and, if appropriate, what steps are being taken in its aftermath.
STAFF ACTIONS:
• Report disruptive circumstances to Principal/Site Administrator.
• Avoid arguing with participant(s).
• Have all students and employees leave the immediate area of disturbance.
• Lock doors.
• Account for all students and remain in classroom unless instructed otherwise by the principal or law enforcement.
• Stay away from windows and exterior doors.
Outside of School
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Call 911.
• Move any students who are outside into the school building. If unable to do so, have students lie down and cover their
heads.
• Once students are in the school building, lock and secure all exterior doors, including restrooms.
• Have custodians remove trash containers and other burnable items from public access.
• Cancel all outside activities.
• Notify District supervisors or designee
• Maintain an accurate record of events, conversations and actions.
• Assign staff members to assist nurse as necessary.
STAFF ACTIONS:
• Close and lock classroom doors.
• Close all curtains and blinds.
• Keep students away from windows and take precautions to protect them from flying glass in the event windows are
broken.
• Instruct students to DUCK AND COVER, lie on the floor and keep students calm.
• Care for the injured, if any.
• Remain with students within locked classrooms until all clear is given, regardless of bells and the school schedule.
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Earthquake (Drop, Cover, Hold)
Please practice and follow safety procedures:
• Post Drill information on or near the classroom door and place in substitute folder.
• Take class list with you during the drill and take roll.
• Walk safely when safe to do so during evacuation
• Close windows.
• Turn off lights and fans.
• Close classroom doors.
PRINCPAL/SITE ADMINISTRATOR:
• Determine whether site evacuation should be implemented. If so, sound fire alarm.
o This will automatically implement action to EVACUATE the building. EVACUATION may be warranted in some
buildings but others may be used for SHELTER IN PLACE.
• If severe, notify the Superintendent or designee of status.
• If necessary, notify Fire Department (call 911). Provide school name, address, exact location within the building, your
name and phone number and nature of the emergency.
• Secure area to prevent unauthorized access until the Fire Department arrives.
• Advise the District supervisors of school status.
• Notify emergency response personnel of any missing students.
• Notify utility company of breaks or suspected breaks in utility lines or pipes. Provide school name, address, location
within building, your name and phone.
• Direct a systematic, rapid and thorough approach to search the building and surrounding areas.
o Check classrooms and work areas, public areas (foyers, offices, bathrooms and stairwells), unlocked closets,
exterior areas (shrubbery, trash cans, debris boxes) and power sources (computer rooms, gas valves, electric
panels, telephone panels).
• Determine if Student Release should be implemented. If so, notify Superintendent or designee staff, students and
parents.
• If damage requires the school to be closed, notify parents and staff of school status and alternate site for classroom
instruction. Do not return to the school building until it has been inspected and determined safe by proper authorities.
STAFF ACTIONS:
•
Keep students, staff away from windows.
•
Initiate DROP, COVER AND HOLD ON.
•
If explosion occurred inside the school building, EVACUATE to outdoor assembly area.
•
Keep students and staff at a safe distance from the building(s) and away from fire-fighting equipment.
•
Check to be sure all students have left the school site.
•
Remain with students throughout evacuation process. Upon arrival at assembly area, check attendance. Report
status to site administrator immediately.
•
Render first aid as necessary.
•
Do not return to the building until the emergency response personnel determine it is safe to do so.
•
If explosion occurred in the surrounding area, initiate SHELTER IN PLACE. Keep students at a safe distance from
site of the explosion.
•

SPECIAL NEEDS CONSIDERATIONS:
o If you have a special needs student who has difficulty getting onto the ground, or cannot get back up again without
the help of assistance, then follow these recommendations:

Comprehensive School Safety Plan

61 of 99

12/20/18

•

o
o

If your student or a staff member uses a cane: Drop, Cover, and Hold On or have them sit on a chair and cover
their head and neck with both hands. Their cane should be near them so it can be used when the shaking
stops.
• If your student or a staff member uses a walker or wheelchair: They should LOCK their wheels (if applicable).
If using a walker carefully get as low as possible. They should bend over and COVER their head/neck with their
arms, a book, or a pillow. Then HOLD ON until shaking stops.
People who are Deaf or Hard of Hearing:
• Prior to an earthquake, identify and test multiple ways to receive warnings and evacuation information.
People who are Blind or have Low Vision:
• Earthquakes can cause items to fall and furniture to shift. Regular sound clues may not be available afterwards.
Move with caution.
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Explosion or Risk of Explosion
Emergency response will depend on the type of explosion (smoke bomb, chemical lab incident, etc.) and proximity to the
school. All students should be kept away from the explosion and under supervision.
PRINCIPAL/SITE ADMINISTRATOR:
• Determine whether site evacuation should be implemented. If so, sound fire alarm.
o This will automatically implement action to EVACUATE the building. EVACUATION may be warranted in some
buildings but others may be used for SHELTER IN PLACE.
• Notify Fire Department (call 911). Provide school name, address, exact location within the building, your name and
phone number and nature of the emergency.
• Secure area to prevent unauthorized access until the Fire Department arrives.
• Advise the District supervisors of school status.
• Notify emergency response personnel of any missing students.
• Notify utility company of breaks or suspected breaks in utility lines or pipes. Provide school name, address, location
within building, your name and phone.
• Direct a systematic, rapid and thorough approach to search the building and surrounding areas.
o Check classrooms and work areas, public areas (foyers, offices, bathrooms and stairwells), unlocked closets,
exterior areas (shrubbery, trash cans, debris boxes) and power sources (computer rooms, gas valves, electric
panels, telephone panels).
• Determine if Student Release should be implemented. If so, notify staff, students and parents.
• If damage requires the school to be closed, notify parents and staff of school status and alternate site for classroom
instruction. Do not return to the school building until it has been inspected and determined safe by proper authorities.
STAFF ACTIONS:
• Initiate DROP, COVER AND HOLD ON.
• If explosion occurred inside the school building, EVACUATE to outdoor assembly area.
• Keep students and staff at a safe distance from the building(s) and away from fire-fighting equipment.
• Check to be sure all students have left the school site.
• Remain with students throughout evacuation process. Upon arrival at assembly area, check attendance. Report status
to site administrator immediately.
• Render first aid as necessary.
• Do not return to the building until the emergency response personnel determine it is safe to do so.
• If explosion occurred in the surrounding area, initiate SHELTER IN PLACE. Keep students at a safe distance from site of
the explosion.
SPECIAL NEEDS CONSIDERATIONS:
o If you have a special needs student who has difficulty getting onto the ground, or cannot get back up again without
the help of assistance, then follow these recommendations:
• If your student or a staff member uses a cane: Drop, Cover, and Hold On or have them sit on a chair and cover
their head and neck with both hands. Their cane should be near them so it can be used when the shaking
stops.
• If your student or a staff member uses a walker or wheelchair: They should LOCK their wheels (if applicable).
If using a walker carefully get as low as possible. They should bend over and COVER their head/neck with their
arms, a book, or a pillow. Then HOLD ON until shaking stops.
o People who are Deaf or Hard of Hearing:
• Prior to an earthquake, identify and test multiple ways to receive warnings and evacuation information.
o People who are Blind or have Low Vision:
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•

Earthquakes can cause items to fall and furniture to shift. Regular sound clues may not be available afterwards.
Move with caution.
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Fire in Surrounding Area or On School Grounds
A fire in an adjoining area, such as a wild land fire, can threaten the school building and endanger the students and staff.
Response actions are determined by location and size of the fire, its proximity to the school and the likelihood that it may
endanger the school community.
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Determine if EVACUATION of school site is necessary.
• Contact local fire department (call 911) to determine the correct action for your school site.
• If necessary, begin evacuation of school site to previously identified safe site using school evacuation plan.
• Notify district supervisors as needed
• If needed, contact Transportation 510-317-4657 for OFF-SITE EVACUATION and DIRECTED TRANSPORTATION by bus.
• Direct inspection of premises to assure that all students and personnel have left the building.
• Notify the school district where the school has relocated and post a notice on the office door stating the temporary
new location.
• Monitor radio station for information.
• Do not return to the building until it has been inspected and determined safe by proper authorities.
STAFF ACTIONS:
• If students are to be evacuated, take attendance to be sure all students are present before leaving the building site.
• Stay calm and maintain control of the students and keep them a safe distance from the fire and firefighting equipment.
• Take attendance at the assembly area. Report any missing students to the principal/site administrator and emergency
response personnel.
• Remain with students until the building has been inspected and it has been determined safe to return to.
Fire on School Grounds
•
•
•
•
•
•
•
•
•
•
•

Post Drill information on or near the classroom door and place in substitute folder.
Take class list with you during the drill.
Walk safely and in single file when possible.
Close windows
Turn off lights and fans
Close classroom door
Check that all students are accounted for when you reach your safe destination
Contact administration or firefighter if a child is missing.
Remain at least 1OO feet away from the building.
When the "All Clear" bell has rung, return safely to class.
During practice drills each and every staff member needs to participate until all clear
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Flooding
Flooding could threaten the safety of students and staff whenever storm water or other sources of water threaten to
inundate school grounds or buildings. Flooding may occur if a water pipe breaks or prolonged rainfall causes urban streams
to rise. Flooding may also occur as a result of damage to water distribution systems such as failure of a dam or levee. If
weather-related, an alert message will be broadcast over the weather radio station.
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Issue STAND BY instruction.
• Determine if evacuation is required.
• Notify local police department of intent to EVACUATE, the location of the safe evacuation site and the route to be
taken to that site.
• Notify District supervisors as needed
• Delegate a search team to assure that all students have been evacuated.
• Issue DIRECTED TRANSPORTATION instruction if students will be evacuated to a safer location by means of buses and
cars.
• Post a notice on the office door stating where the school has relocated and inform the District Office.
• Monitor internet or radio station for flood information. (The Weather Channel, KCBS, KSFO etc.)
• Notify District Superintendent of school status and action taken.
• Do not allow staff and students to return to the building until proper authorities have determined that it is safe to do
so.
STAFF ACTIONS:
• If warranted, EVACUATE students using evacuation plan.
• Take the class roster, if applicable the emergency backpack and student comfort kits.
• Take attendance before leaving the campus.
• Remain with students throughout the evacuation process.
• Upon arrival at the safe site, take attendance.
• Report any missing students to principal/site administrator and emergency response personnel.
• Do not return to school building until it has been inspected and determined safe by property authorities.
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Loss or Failure of Utilities (Electricity, Gas, Water)
Failure of any of the utilities (electricity, gas, water) during school hours constitutes a condition that must be dealt with
on a situational basis. Advance notice may be received from a utility company regarding loss of service. In many cases,
such loss of service will be of short duration and require no special action other than notifying staff of the temporary
interruption of service.
PRINCIPAL/SITE ADMINISTRATOR:
• Notify appropriate utility company. Provide the following information:
o Affected areas of the school site
o Type of problem or outage
o Expected duration of the outage, if known Determine length of time service will be interrupted.
• Determine desired action, which may include relocation of students and staff, notification of parents, and alternate
food service.
• Contract district supervisors as needed
• If disruption in service will severely hamper school operation, notify students and staff by appropriate means.
• Use messengers with oral or written word as an alternate means of faculty notification.
• Notify MOT 510-317-4837 of loss of service.
• Implement plan to provide services without utilities or with alternate utilities.

Comprehensive School Safety Plan

67 of 99

12/20/18

Motor Vehicle Crash
A motor vehicle crash may result in a fuel or chemical spill on school property. If the crash results in a utility interruption,
refer to the section on Loss or Failure of Utilities.
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Notify police and fire department (call 911).
• Determine immediate response procedures, which may include EVACUATION, OFF-SITE EVACUATION or DIRECTED
TRANSPORTATION.
• Notify district supervisors as necessary
• Arrange for first aid treatment and removal of injured occupants from building.
• Secure area to prevent unauthorized access until the public safety officials (police, sheriff, fire department) arrive.
Ensure that students and staff remain at a safe distance from the crash.
• Account for all building occupants and determine extent of injuries.
STAFF ACTIONS:
• Notify Principal.
• Move students away from immediate vicinity of the crash.
• EVACUATE students to a safe assembly area away from the crash scene.
• Take class roster/nametags and if applicable the emergency backpack.
• Check school site to assure that all students have evacuated.
• Take attendance at the assembly area.
• Report missing students to the principal /designee and emergency response personnel.
• Maintain control of the students a safe distance from the crash site.
• Care for the injured, if any.
• Escort students back to the to the school site when emergency response officials have determined it is safe to return
to the building.
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Psychological Trauma
Crisis management at a school site specifies actions during and subsequent to any emergency that may have a
psychological impact on students and staff, such as an act of violence; the death of a student or staff member; an
earthquake or other natural disaster; a serious environmental problem; or ethnic and racial tensions. Emergencies like
those described above usually produce one or more of the following conditions:
• Temporary disruption of regular school functions and routines.
• Significant interference with the ability of students and staff to focus on learning.
• Physical and/or psychological injury to students and staff.
• Concentrated attention from the community and news media.
As a result of such emergencies, students and staff may exhibit a variety of psychological reactions. As soon as the physical
safety of those involved has been insured, attention must turn to meeting the emotional and psychological needs of
students and staff.
Procedure
1. Contact District supervisors as needed
2. The School Administrator will establish Psychological First Aid Team, which has primary responsibility for providing
necessary assistance after all types of crises.
3. The Psychological First Aid Team will assess the range of crisis intervention services needed during and following an
emergency.
4. The Psychological First Aid Team will provide direct intervention services.
5. If there is a need for additional assistance, the School Administrator will notify the Local District Superintendent.
6. The Psychological First Aid Team will advise and assist the School Administrator to restore regular school functions as
efficiently and as quickly as possible.
7. In performing their duties, the Psychological First Aid Team members will limit exposure to scenes of trauma, injury
and death.
8. The Psychological First Aid Team will provide ongoing assessment of needs and follow-ups services as required.
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Suspected Contamination of Food or Water
This procedure should be followed if site personnel report suspected contamination of food or water. This procedure
applies where there is evidence of tampering with food packaging, observation of suspicious individuals in proximity to
food or water supplies, or if notified of possible food/water contamination by central District staff or local agencies.
Indicators of contamination may include unusual odor, color, taste, or multiple employees with unexplained nausea,
vomiting, or other illnesses.
Procedure
1. The School Administrator will isolate the suspected contaminated food/water to prevent consumption, and will
restrict access to the area.
2. The School Administrator will notify “9-1-1”, District Office, and the Alameda County Public Health Department.
3. The School Administrator will make a list of all potentially affected students and staff, and will provide the list to
responding authorities.
4. The First Aid/Medical Team will assess the need for medical attention and provide first aid as appropriate.
5. The School Administrator will maintain a log of affected students and staff and their symptoms, the food/water
suspected to be contaminated, the quantity and character of products consumed, and other pertinent information.
6. The School Administrator will notify parents of the incident, as appropriate.
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Unlawful Demonstration or Walkout
When an advance notice of a planned protest is given, inform the staff of the planned demonstration. An information
letter to parents should be developed.
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
• Obtain information on when, why and how many people are expected.
• Identify the spokesperson for the group.
• Contact local police department for the school’s jurisdiction and advise them of the situation.
• Notify staff of the planned demonstration.
• Develop an information letter to parents.
• Assign a staff member to act as liaison with police, media and, possibly the demonstrating group.
• Designate a staff member to handle incoming calls during the demonstration.
• Establish areas where demonstrators can set up without affecting the operation of the school.
• Notify Transportation, MOT, Child Nutrition and the Warehouse of demonstration and any possible impact buses
and/or District vehicles may encounter arriving at or departing from the school.
STAFF ACTION
• Remain with students and provide supervision as needed
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Appendix A: Emergency Plan for Students with Special Needs
The Emergency Plan for Students with Special Needs is an incident management strategy that serves to augment the San
Lorenzo Unified School Emergency Operations Plan and the Comprehensive School Site Safety Plans. In order to ensure
efficient and effective emergency management, the Model Plan must be implemented in its entirety.
Purpose of the Plan
The information contained in this document will assist school administrators, teachers, special education staff, parents,
and students in planning for the support that may be required for students with special needs in the event of an
emergency.
For the purposes of this annex, students with special needs are those who cannot comfortably or safely access and use
the standard resources offered in disaster preparedness, relief and recovery, whether their disability is chronic or
temporary.
This plan includes procedures ensuring the full participation of students and staff with special needs and disabilities
through the planning and implementation of mitigation, preparedness, response and recovery strategies as part of the
overall management of school emergencies and disasters. Current thought identifies this population as those with access
and functional needs (AFN).
Presidential Mandate
On July 22, 2004, President George W. Bush signed Executive Order 13347, Individuals with Disabilities in Emergency
Preparedness, which adds to existing legislation policy to ensure that the safety and security of individuals with disabilities
are appropriately supported and requires public entities to include the unique needs of individuals with disabilities in their
emergency preparedness planning.
Planning Needs and Assumptions
For individuals with special needs, physical environments become a great deal more hostile and difficult to deal with
during and after an emergency. The ability to get to accessible exits and personal items may be reduced. Communication
may be impeded at a time when clear and rapid communication is crucial to safety and survival.
To comply with statutes involving students with special needs, individuals responsible for evacuation and emergency
operation plans, notification protocols, shelter identification, emergency medical care and other emergency response and
recovery programs must:
•
•
•
•
•
•
•
•
•

Have sound working knowledge of the accessibility and nondiscrimination requirements applicable under Federal
disability rights laws;
Know the special needs demographics of the students attending classes on site;
Involve students and with different types of disabilities and staff and teachers in identifying the communication
and transportation needs, accommodations, support systems, equipment, services, and supplies that they will
need during an emergency;
Consider emergency accommodations for those with temporary disabilities;
Identify existing resources within the school and local community that meet the special needs of these students;
Develop new community partners and resources, as needed;
Inform parents about the efforts to keep their child safe at school;
Identify medical needs and make an appropriate plan;
Determine transportation needs, special vans and buses for students;
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•
•

Identify any necessary tools such as personal response plans, evacuation equipment or visual aids;
Include local responders and establish a relationship with individual students with disabilities and their teachers.

Statutes for Services in School
Federal law mandates that every child will receive a free and appropriate public education (FAPE) in the least restrictive
environment. Children who experience difficulties in school, due to physical or psychiatric disorders, emotional or
behavioral problems and/or learning disorders or disabilities are entitled to receive special services or accommodations
through the public schools. To support their ability to learn in school and participate in the benefits of any district program
or activity, including emergency preparedness and school safety plans, three Federal laws apply to children with special
needs:
•
•
•

Americans with Disabilities Act of 1990 (amended 2008)
Individuals with Disabilities Education Act of 1975 (amended 1997)
Section 504 of the Rehabilitation Act of 1973 (revised 1978)

Americans with Disabilities Act of 1990
The Americans with Disabilities Act (ADA) of 1990, including amendments which became effective in 2009, provides “a
clear and comprehensive national mandate for the elimination of discrimination against individuals with disabilities.” The
ADA prohibits the exclusion of any qualified individual with a disability, by reason of such disability, from participation in
or benefits of educational services, programs or activities.
Individuals with Disabilities Education Act (IDEA)
The Individuals with Disabilities Education Act (IDEA) is a 1975 federal law, amended by the Office of Special Education
Programs in 1997, which ensures services to children with special needs throughout the nation.
IDEA specifies 13 primary categories under the lead definition of a “child with a disability.” (See Table 1, Categories of
Disability under IDEA Law.) These federal definitions guide how states define who is eligible for a free, appropriate public
education under special education law. The IDEA requires the school to provide an individualized educational program
(IEP) that is designed to meet the child's unique needs and provide the child with educational benefit.
Individual Education Program (IEP)
IDEA requires that planning for the educational success of these students is done on an individual, case-by-case basis
through the development of an Individual Education Program (IEP). The IEP is a written statement developed for each
child with a disability that outlines measurable annual goals for each child’s academic achievement and functional
performance and specifies accommodations and modifications to be provided for the student.
Students with special needs who are self-sufficient under normal circumstances may have to rely on others in an
emergency. They may require additional assistance during and after an incident in functional areas, including, but not
limited to: communication, transportation, supervision, medical care and reestablishing independence. While not
explicitly stated, a component of the IEP for related services must consider the particular needs of the child to ensure his
or her safety during an emergency that includes evacuation from a classroom and building.
Section 504 of the Rehabilitation Act of 1973
In 1978, the U.S. Department of Education (DOE) issued regulations to implement Section 504 of the Rehabilitation Act of
1973. These regulations applied to institutions receiving federal funds. Section 504, as revised, states in part: “No
otherwise qualified individuals with disabilities in the United States . . . shall, solely by reason of the disability be excluded
from the participation in, be denied the benefits of, or be subjected to discrimination under any program or activity
receiving Federal financial assistance.”
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Under Section 504, any student who has a physical or mental impairment that substantially limits one or more major life
activities*, has a record of such an impairment and is regarding as having such an impairment is considered disabled.
Typically, children covered under Section 504 either have impairments that do not fit within the eligibility categories of
IDEA or that may not be as apparent as those covered under IDEA.
The Individualized School Healthcare Plan (ISHP) articulates the healthcare accommodations required for each student
qualified for service under the Section 504 regulation. The ISHP assists in the safe and accurate delivery of healthcare
services in school. It is specifically a nursing care plan, developed by the school nurse with parent input. A copy of this plan
is included in the school disaster plan and attached to the IEP.
* Major life activities are those basic activities that the average person in the general population can perform with little
or no difficulty, such as caring for one’s self, performing manual tasks, walking seeing, hearing, speaking, breathing,
learning, working, sitting, standing, lifting, reaching, thinking, concentrating ,interacting with others and reading.
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Table 1 - Categories of Disability under IDEA Law
Federal Disability
Term
Autism

Alternative Term
Autism spectrum
disorder

Brief Description/ Factors that Elevate
Risk in Emergencies

Factors that Reduce Risk in
Emergencies

Characterized by extraordinary
difficulty in social responsiveness;
often resistant to environmental
change or change in daily routine and
experience anxiety over interruption.
May be non-verbal or use
argumentative communication.

Structure, routine, normalcy
and familiarity with activity

Deaf-blindness

A simultaneous significant hearing
and vision loss; limits the speed of
movements.

Guidance from a sighted
person

Developmental
delay

A delay in one of the following
areas: physical development;
cognitive development;
communication; social or
emotional development; or
adaptive (behavioral)
development.

Minimized disruption of
routine patterns of activity,
modulate sensory input

Emotional
disturbance

Behavior disorder,
emotional disability

Has limited ability to understand
environmental events, situations, or
procedures. Needs are categorized
as mild, moderate or severe. May
disobey or resist direction, may
panic.

Regulated sensory input

Hearing
impairment

Deaf, hard of
hearing

A complete or partial loss of hearing
that adversely affects a child’s
educational performance. May not
respond to auditory cues.

Written instructions, sign
language, specialized
communication for direction in
an emergency

Mental
retardation

Intellectual disability, Significant limitations in intellectual
cognitive
ability and adaptive behavior. This
impairment
disability occurs in a range of severity.

Multiple
disabilities
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The simultaneous presence of two or
more impairments, the combination of
which causes such severe educational
needs that they cannot be
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Federal Disability
Term

Alternative Term

Brief Description/ Factors that Elevate
Risk in Emergencies

Factors that Reduce Risk in
Emergencies

impairments. Does not include deafblindness
Orthopedic
impairment

Physical disability

Other health
impairment

Learning disability

Speech or language Communication
impairment
disorder, stuttering

Visual
impairment

Adaptive physical
equipment: cane, walker,
wheelchair. May require
alternative, accessible
evacuation route

A disease or disorder so significant that Continuity of medication
it negatively affects learning; examples management regime
include cancer, sickle- cell anemia, and
diabetes

Specific learning
disability

Traumatic
injury

A significant physical limitation that
impairs complete motor activities,
strength, vitality or an alertness to
environmental stimuli

brain

A disorder related to processing
information that leads to difficulties in
reading, writing and computing.
A disorder related to accurately
producing or articulating the

Sign language, hand
signals, specialized

sounds of language to
communicate

communication for
response in an
emergency

TBI

An acquired injury to the brain caused
by an external physical force, resulting
in total or partial functional disability or
psychosocial impairment, or both that
may affect cognition, behavior, social
skills and speech.

Low vision,
blindness

A partial or complete loss of vision

Guidance from a sighted
person

Source: National Dissemination Center for Children with Disabilities at
http://www.nichcy.org/Disabilities/Categories/Pages/Default.aspx
In addition to students with disabilities specified under IDEA law, the school site administrator or designee must identify
individuals with a temporary impediment such as a broken leg or hidden impairments such asthma, panic attacks,
significant allergies or heart conditions. Students with such documented medical conditions may not have an IEP in place
that would highlight the need for continuing a special medical regime, particularly during a crisis or disaster.
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Mitigation and Prevention
Mitigation is the action districts and schools take to identify barriers students with special needs may face during an
emergency and eliminate or reduce their adverse effects. A hazards and vulnerability assessment of the site will help in
preparing the emergency plan and identifying improvements for safety.
Teacher Survey - Students Needing Special Assistance
At the beginning of each year, teachers should provide to the main office the name(s) of students/staff that will require
special assistance in the event of an emergency. The type of assistance needed as a result of an injury is also required (i.e.
broken leg during the year).
•
•
•
•
•
•
•
•

Review how an emergency may impact the daily routine of students with special needs.
Know who is on your school site: Identify students and staff on the site with special needs and disabilities. The school
principal must be aware of all students with special needs using school facilities and services.
Identify the students who are severely handicapped and who might need extra support in emergency crises.
Make a list of the students on the school site who are on medication and their medication schedule.
Maintain a list of all resources regularly relied upon and determine how a disaster might affect the use of them.
Examples include (use of mobility aids, communication devices and electrically-dependent equipment.
Identify all the stakeholders who should be considered in the plan (family, friends, service providers, personal
attendants, physicians and others.
Determine what short term accommodations to provide for students with temporary disabilities (e.g., broken leg)
Assess potential hazards. Review evacuation equipment.

Mitigation Strategies
• Learn about the types of hazards that may impact the school (e.g., earthquakes, floods, wildfires) and assure that
emergency response procedures address each one.
• Identify a pre-evacuation site that is accessible to students with disabilities
• Plan a primary and secondary evacuation route from each location the student is in during the course of the day.
• Arrange sufficient transportation ahead of time to accommodate the entire special needs/staff population.
• Develop a schedule of daily activities and classes that identifies where a special needs student may be located each
period of the day.
• Consider classroom location in placement of students with disabilities. Evaluate the handicap accessibility of nearby
exits and proximity to the school nurse.
• Conduct a test of the family notification system to assure that contact information is up-to-date to help decrease
parent anxiety during a disaster.
Preparedness
Preparedness focuses on what steps need to be taken to facilitate a rapid, coordinated, effective response when an
emergency occurs to keep the students safe. Collaboration with first responders in preparedness strategies and ongoing
communications is essential and facilitates the safe integration of students with disabilities into emergency procedures.
General Strategies
Use the forms to collect information about individuals with special needs on site, e.g., who has a disability, nature of
disability, implications for the student concerning full participation in school emergency planning. Include teachers,
schedules, classrooms, potential needs during an emergency, relevant strategies enabling student to participate
successfully with peers in general school activities.
•

Build on current accommodations, modifications and services.
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•
•
•
•
•

Develop a policy and consent form with legal counsel for medical information. The Americans with Disabilities Act
(ADA) allows medical information to be given to people responsible for assisting in evacuating disabled individuals.
Consult parents or guardians concerning care considerations if the special needs student is isolated at school for a
short term or long-term basis. Inform parents about efforts to keep their child safe at school.
Incorporate pre-negotiated contracts for services that may be needed in case of an emergency (e.g., transportation,
food etc.).
Obtain necessary equipment and supplies, create evacuation maps and facilities information.
Inform and train staff about emergency response protocols. Encourage teachers to discuss emergency procedures
with parents as part of IEP meeting or other review.

Buddy System
Pairing students up with special needs students for emergency response, e.g., the “buddy system”, can help with critical
backup when a skilled assistant is unavailable or separated from the class. Buddies need to be willing and capable of
assisting students in an evacuation to accompany the individual to a safer enclosure or wait for emergency responders.
The buddy must be acceptable to the student with a special need. Also, teachers in adjacent classrooms can be preassigned joint responsibility for both classes if one of the teachers is busy with an injured student.
To have an effective buddy system:
•
•
•
•
•
•

Give the student the opportunity to select his or her own buddy.
Identify a buddy who is appropriate (e.g. strong enough).
Designate a backup buddy.
Train for the specific need of the special needs student.
Hold practice sessions to assure that buddies can handle their tasks.
Train the buddies on how to communicate with the students and how to safely evacuate.

Buddies must be able to make contact quickly with the special needs student when the need arises. The following
situations may interfere with this critical communication. Use the suggested strategy as an alternative.
•
•
•
•

The buddy is in the building, but away from the customary work area.
o Have a trained backup buddy in place.
The buddy cannot locate the person with a special need because the person is absent.
o Keep an updated roster of who is at school each day. Assign a temporary buddy when the primary buddy is absent.
The buddy has left the class/program, and a new one has yet to be identified.
o Make an effort to find a replacement as soon as possible. Assign a temporary buddy until there is a permanent
buddy.
The buddy forgets or is frightened and abandons the special needs person.
o Check on each special needs student to assure he/she is accounted for during an evacuation. Practice drills will
help diffuse real-time fright.

Medication Management
Most students with special needs have very individualized medication schedules that cannot be interrupted without
serious consequences. Medicines or medical devices may not be available in emergency shelters. Make alternative
arrangements to meet these needs. Consider how medicines can be stored in an emergency. Heat waves and power
outages can affect the potency and integrity of some medications. Include an ice chest and cold packs among the school
emergency supplies.
If there is a power outage, the ice packs can extend the safe temperature range of medications
requiring cold storage until the power is restored.
•

If the student is on medication, ask caregivers to supply a 72-hour supply in a Ziploc bag with instructions; a
refrigerated kit is also advised for medication if needed with instructions.
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•
•
•

Gather all medications before evacuation.
Transport special medications, supplies and equipment with the special needs student.
Carry contact and medical information for all students and provide individual medical information on a laminated
card with a lanyard to be worn around the neck. See Form C for an example of the Emergency Medical Card.

Access to Communication
Communication access enables effective interaction with people who are deaf or blind or who have speech, vision or
hearing limitations. Make written materials available in alternative formats (e.g., Braille, large print, disks, and audio
cassettes) and provide hearing- assistive technologies such as amplified phones. Include auxiliary aids and services such
as sign language interpreters. Alarm systems for fire, etc. will benefit most people if they incorporate both audible and
visual elements. The hearing impaired students may be best alerted by flashing light alarms. An emergency is not the time
to learn how to work a rarely-used assistive device. The most effective communication systems are those used daily.
•
•
•
•
•
•
•

Give clear, succinct verbal instructions.
Communicate important information through gestures.
Pictorial representations, where appropriate, can provide quick and easily understood instruction to many
individuals with limited English proficiency, and some individuals with cognitive disabilities.
Guide students with low vision or blindness.
Utilize electronic variable messaging boards, short message systems (SMS), teletypewriters (TTY) or
telecommunications display devices (TDD), if you have them.
Identify staff with foreign language skills, if needed.
Have Paraeducators, buddies, volunteers and evacuation assistants practice basic American Sign Language for
emergency words and instructions such as:
•

important,

•

emergency

•

keep calm

•

must leave now

•

fire

•

fire exit

•

elevator closed

•

stairs there

•

okay

Time Management
Children with special needs are likely to respond to any form of stress following a crisis with more extreme reactions.
Allow extra time for them than others to make necessary preparations in an emergency.
Some students with special needs will need more time to comprehend the emergency. The earlier the notification, the
better the chances are for a successful evacuation. Consider what are the triggers and cues for these students and
anticipate rather than react. Prepare students for changes in routine. Some students may need to be more protected or
isolated to minimize distractions and sources of agitation during the height of a crisis. Adult supervision may need to be
more intense for a while.
Allow time for discussion of the traumatic events in a safe and familiar setting; provide choices in activities to the extent
feasible to give these students some sense of control over even a small part of their lives.
Go Kits. Portable preparedness supplies individualized for each student’s needs, called “Go Kits”, are an integral part of
preparedness planning. Ask parents and caretakers to provide Go Kits at the beginning of the school year. Plan for a child
with special dietary needs and designate which staff members are responsible for reminding parents to replenish their
child’s kit and notify the school of changes. Each Go Kit should include, as a minimum:
•
•
•

Lightweight uncomplicated backpack
Emergency Information Form – see Form B for example
Medication for up to 36 hours
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•

Emergency medical card laminated and attached to a lanyard to be worn during an emergency. See Form C for
example. Card should include:
o contact information
o medical requirements
o allergies and sensitivities
o adaptive equipment used
o assistance needs and limitations

Drills
Drill practice is very important; it increases skills and instills confidence in each individual’s ability to cope during an
emergency. Innovative educational techniques such as role-playing or the use of audio visual aids can also be helpful.
•
•
•
•
•

Hold regular drills so that students become familiar with the procedures.
Know how to get to all the exits.
Practice using evacuation and assistive devices.
Give clear, concise instructions
Practice dealing with different circumstances and unforeseen situations, such as blocked paths or exits or buddies
that cannot be located.

Key Practices for Certain Impairments
Emergency planning for students with special needs should be as individual as the students. Some students may be at
increased risk during an emergency and will need extra assistance or special attention. If possible confer with students
and parents regarding their preference for emergency situations. Assess capabilities, limitations and needs and to
determine what type of evacuation assistance will be required in an emergency for each student.
Children with disabilities generally have specific “triggers”—words, images, sounds, etc.-- that signal danger or disruption
to their feelings of safety and security. If adults miss these cues, children may escalate their behavior to a point where
they completely lose control. It is essential that parents/caregivers and teachers work together to share information about
triggers and cues. This is best done on a regular basis, such as during the IEP meeting or a periodic review meeting, rather
than in response to a crisis.
There is no one-size-fits-all approach. However, there are key practices that should be considered for certain
impairments.
Cognitive/Developmental: Some students may not comprehend the nature of the emergency and could become
disoriented or confused about the proper way to react. Students with hypertension, dyslexia or learning disabilities will
have difficulty reading complicated directions for evacuation or response plans. Simple diagrams or pictures will give nonreading or overstressed students sufficient information to get to safety. Train your staff how to assist those who become
upset. Check that evacuation routes have directional signs that are easy to follow. Practice evacuation route(s) with
students regularly. Use simple diagrams or pictures to give non-reading or overstressed students sufficient information
to get to safety.
Preparedness kits should include:
• comfort items
• pen and paper
• visual communication instructions
Hearing: Provide sign language training to some staff for students who may not be able to hear emergency warnings. Have
teachers practice basic hand signals with hearing impaired students for emergency communications. Alerting devices, such
as strobe lights and vibrating pagers can be used to supplement audible alarms and are useful for students with hearing
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impairments. Install both audible and visual smoke alarms in the classroom and building. Preparedness kits should
include:
• pen and paper
• flashlight to communicate in the dark
• extra hearing aid batteries
• batteries for TTY and light phone signaler
Mobility: Limited mobility may impair egress and access to locations. Arrange and secure furniture and other items to
provide barrier-free paths of travel. Disaster debris may obstruct evacuation. Store a lightweight manual wheelchair, if
available. Train the staff the proper way to move an individual in a wheelchair. Mobility impaired students should practice
moving their wheel chairs or having them moved into doorways, locking their wheels and covering their heads with a book
or with their arms or hands. Preparedness kits for those who use wheelchairs should include:
• heavy gloves for making way over glass or debris
• extra battery for electric wheelchairs recommended but may not be practical
• patch kit for punctured wheels
• flashlight and whistle
Respiratory: Students with respiratory impairments may have difficulty breathing when walking distances or descending
stairs. Smoke, dust, fumes, chemicals, and other odors often exacerbate such limitations. For these students, include
emergency evacuation masks and respirators in classrooms. Have oxygen and respiratory equipment readily available.
Students and staff should practice putting on and removing this equipment as part of an emergency drill. Preparedness
kits should include:
• medical schedule and dosages
• medical mask, if student can wear one
• any medical equipment needed for 72 hours
• note paper and pen
Medically Fragile: Many illnesses can be aggravated by stress. In the event of a disaster that requires students to be at
school for an extended period of time, medication may need to be administered to students with a healthcare plan.
Schools should consider who will administer these medications in the event a nurse is not available during a disaster. Keep
medications, authority to administer the medication forms, and healthcare plans in the vicinity of the medically fragile
student.
It is the parent’s responsibility to maintain medical supplies, notify the school of changes and provide new doctor’s orders.
It is the nurse’s responsibility to remind the parent to provide medications and update orders when notified.
Speech/Auditory: Determine in advance the best way for the student to communicate with others during an emergency.
Provide written emergency and evacuation instructions on a card, carried at all times and placed in an easy to see location.
Preparedness kits should include:
• extra batteries for communication equipment
• note paper and pen
• comfort items
Visual: Those with visual impairments may have to depend on others to lead them to safety during a disaster and may be
reluctant to leave familiar surroundings. Employ Braille signage or audible directions for students who are blind or have
low vision. Emergency back-up lighting systems, especially in stairwells and other dark areas, will benefit those students
with limited visual acuity. Mark emergency supplies with large print or Braille. Students should know where the nearest
telephones and alarm boxes are located and how to describe their location. Preparedness kits should include:
• extra folding white cane
• heavy gloves for feeling the way over glass or debris
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•
•

colored poncho worn for visibility
comfort items

Developing a Special Needs Evacuation Plan
Creation of an Evacuation Plan should cover the evacuation, transportation and medical needs of students who will require
extreme special handling in an emergency. In most cases, additional safeguards must be established regarding roles,
responsibilities and procedures for students with physical, sensory, emotional and health disabilities.
Review all paths of travel and potential obstacles.
•
•

Know your school grounds, paths, exits and potential obstacles.
Determine the primary and secondary paths of exit to be used during emergencies. Individuals with mobility
impairments will need a smooth, solid, level walking surface, an exit that avoids barriers such as stairs, narrow doors
and elevators and guardrails that protect open sides of the path.

•

Compile and distribute evacuation route information to be used during emergency operations

•

Include alternative evacuation route information, should the primary route be inaccessible due to damage or danger.

Ensure appropriate signage and visual alarms are available.
•
•
•

Place evacuation information indicating primary and secondary exits in all offices, classrooms, multipurpose
rooms, lunchrooms, hallways/corridors, lobbies, bathrooms and cafeterias. For passages and doorways that might
be mistaken for an exit, place visible signs that proclaim, “NOT AN EXIT”.
Place emergency notification devices appropriate for each student.
Post signage with the name and location of each area so that the students will know exactly where they are. In
order to comply with ADA Accessibility Guidelines for Buildings and Facilities requirements, the signage should be:
o approximately 60 inches above the floor;
o in a location that is not obscured in normal operation such as a swinging door;
o in all primary function areas

Identify the students and staff with special needs and they type of assistance they will require in an emergency.
•
•

Allow visitors to self-identify on a sign-in log if they have special evacuation needs.
Discuss evacuation issues with the staff members and caretakers of students with special needs. Include
individuals, who may be temporarily disabled (i.e. a student with a broken leg).

Train staff in general evacuation procedures.
•
•
•
•

Review the areas of rescue, primary exits, evacuation techniques, and the locations and operation of emergency
equipment.
Provide in-depth training to those designated to evacuate students with special needs.
Train the staff for proper lifting techniques when lifting a person for evacuation. Anyone can assist a student with
a visual impairment.
Check on each special needs student to assure he/she is accounted for during an evacuation.

Review the plan with emergency response personal, including local police, sheriff, fire and emergency medical technicians.
•

Identify “areas of rescue” in your school for students to wait for evacuation assistance from emergency personnel.

Comprehensive School Safety Plan

82 of 99

12/20/18

•
•

Before school begins in the fall, walk around the site with first responders so that they are familiar with the primary
exits and all areas of rescue. These areas must meet specifications for fire resistance and ventilation.
Ask the responders to conduct a special drill explaining how they will support the students and staff with special
needs during an emergency.

Complete all contracts and Statements of Understanding with key emergency support providers
•
•
•

Ensure that sufficient transportation capacity exists with transportation providers, partner agencies, and suppliers
to effectively meet the demand in an emergency.
Identify transportation contracts through the district in case of an emergency. Emergency response for special
needs requires special vans and special equipment. Specify who will do what to address these transportation
needs.
Develop a list of school-owned vehicles, staff vehicles and parent vehicles that are available and make prior
arrangements for their use in the event of an emergency.

Review the evacuation plan with students and staff to be familiar with the process and identify any problems.
•
•
•
•
•
•
•
•

Practice implementation of special duck and cover actions by students with able-bodied partners.
Students should be aware that evacuation by themselves may be difficult or impossible because of obstacles in
their path or because electric-dependent machines may not function (i.e. elevator).
Special pre-planned assistance must be provided and reviewed regularly. Classrooms should have emergency
activity kits with items familiar to the students.
Include students with special needs in the selection of emergency evacuation devices.
Mobility-impaired students should know how (through practice) to get in doorways, lock wheel chair wheels and
cover head with book, arms or hands.
Train all paraeducators who are assigned to students with special needs in evacuation procedures.
Provide procedures for receiving students with special needs at the pre-designated evacuation site.
Remind parents and caregivers that they are responsible for updating emergency information with the schools.

Response
Response is the immediate reaction to an emergency to save lives and protect property. Pro-active efforts in the
Mitigation-Prevention and Preparedness phases will impact the quality of response. Responses will vary depending upon
the severity and intensity of the event.
Leadership by District of Service
In an emergency, the site administrator has responsibility for the safety of all children on the site. The District of Service,
rather than the District of Residence, assumes the leadership role for all students in an emergency.
Assess the Situation
• Determine the immediacy of the emergency.
• Remove anyone with respiratory complications from smoke and vapors immediately.
• If not in immediate danger, stay in place until staff personnel determine the nature of the situation.
• If trapped, get the attention of others by calling out or striking object together to make noise.
Announce the Emergency
To Alert Deaf and Hearing Impaired – The primary goal is to effectively communicate the nature of the situation and
direct them to the appropriate route of evacuation. Students with hearing impairments will most likely be able to follow
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the same exit route as those who can hear. Communicate with a notepad and pen, with simple, concise speech or with
sign language. Regardless of the method of communication used, convey two key messages:
•
•

There is an emergency
How to exit

To Alert Blind or Visually Impaired – Someone who is blind or visually impaired will generally be able to evacuate the
same route as sighted students, but may need some assistance. Describe the nature the emergency and offer to guide
him/her to the nearest emergency exit and evacuation assembly area.
•
•
•
•
•

Touch the person on the elbow gently.
Identify yourself and quickly explain the situation.
Ask if the individual has any preferences regarding how to be guided.
Clearly describe where you are going and any approaching obstacles or protruding objects which will require a
change in your walking path or pattern.
Be protective of your space as there may be many people using the same route to evacuate.

To Alert Cognitively or Emotionally Impaired – It is likely that students with cognitive or emotional impairments will be
able to use the same evacuation routes as the other students. The challenge is to keep them calm as you exit. If there is a
buddy or companion assistant, quickly describe the situation and how to involve him or her in the evacuation. Let the
student know what is happening. Keep him/her reassured
Lockdown/Shelter-in-Place Strategies
• Set up screens/curtains for those needing privacy for emotional issues and personal hygiene.
• Use Go Kits for immediate necessities.
• Keep students away from windows and doors.
• Use the buddy system to provide comfort and reassurance.
Implement Evacuation
• Carry all medication, supplies, equipment and dietary needs with student, including the 72-hour disaster kit that
has been prepared ahead of time for individual student needs;
• Ask the student how he/she would like to be assisted;
• Use the buddy system;
• Inform emergency personnel of intended destination and type of assistance needed. If unable to contact
emergency personnel, ask others to make the notification for assistance;
• Move to designated evacuation area. The path should be unobstructed.
• Be careful of falling debris as you leave the building.
• Provide priority assistance to wheelchair users with electrical respirators. Evacuate mobility devices with the
person if possible (i.e. crutches, wheel chairs, etc.
To Evacuate Persons Using Wheelchairs:
If the person wants to be moved in his/her chair, keep the following considerations in mind:
•
•
•

Turn off the wheelchair’s power before lifting.
Turn the wheelchair so it is lowered down the stairs backwards (person facing up the stairs), so the occupant
cannot slip forward out of the chair and down the stairs.
Powered wheelchairs have very heavy batteries; an evacuation chair for stairs may be needed with the powered
chair to be retrieved later.
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•

If a seatbelt is available, use it. If the person needs to be removed from his/her wheelchair for an evacuation, ask
the following:
o how he/she prefers to be moved from the chair;
o whether pain or harm will result from moving extremities;
o if any equipment is needed for immediate safety of life-support, e.g. backup generator for respirator.

Transport Students
Transportation is a well-established component of emergency response plans, and requires planning and detailed focus
for children with access and functional needs. Special transport is not provided for students with Section 504 eligibility.
•
•
•
•
•
•

•

•
•
•

Maintain a transportation resources list by type and availability, including vehicle accessibility and capacity
information.
Develop procedures for the acquisition of additional accessible transportation equipment, securement devices,
supplies, and resources before a disaster.
Provide staff training, including a review of procedures for transporting persons with a variety of assistance needs,
as well as the transport of service animals.
Identify strategies for tracking individuals who are evacuated. Information should include the passenger’s name,
point of origin, departure time, final destination, and arrival time.
Maintain a master list of drivers by status and availability.
Provide drivers with an operational roster to complete and maintain, at minimum, with the following
information:
o Name of driver
o Driver’s telephone number
o Time departed staging area
o Time arrived at sheltering location
o Vehicle number
o Sheltering location
o Trip mileage
Determine the appropriate transportation response for persons unable to reach a pickup /drop off location or
staging area on their own.
o What entity will handle such needs, and what types of vehicles/equipment will be required?
o Check with the Transportation Dept. regarding the transportation contracts and agreements.
Account for all students before transportation occurs and after arrival at the destination.
Transport all passengers to the pre-designated evacuation destination by the safest route. Use alternative routes
only as necessary.
Use buses. Consider other modes of transportation only if buses are unable to get to the school quickly or are not
available. Refer to the list of school-owned vehicles, staff vehicles and parent vehicles that are available.

Reassess Needs
Request additional support, if needed.
Other Considerations for Special Needs Populations
• Store extra batteries for electric wheelchairs and hearing aids.
• Lead evacuees to a safe place with other teachers and staff.
• Remain with the special needs student after the evacuation.
• Recognize that the fine details are unique to each student;
Recovery
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The recovery phase is designed to assist students, teachers, staff and visitors to restore educational operations in school.
Recovery is an ongoing process that includes not only the mental, emotional and physical healing process of students,
teachers and staff, but also restoration of the physical assets of the school (buildings and grounds) to a safe and habitable
environment.
Restoration
• Account for all the students, teachers, and staff.
• Meet the medical needs.
• Conduct daily debriefing for staff, responders, and others assisting in recovery.
• Provide stress management support during class time.
• Discuss recovery, what to do with students if they must remain on site for 2-3 days.
• Communicate with parents, guardians and the local community.
• Conduct after-action briefing to capture key lessons learned and recommendations for improvements to the
school plan.
Supportive Services
• Needs Assessment – quickly identify needs and the support necessary to meet them.
• Information – provide important information on community resources that connects school families who need
help with available services and assistance.
• Language – ensure that critical information is conveyed in a language appropriate for non-English speaking
families that the standard media may not reach.
• Transportation – support the mobility needs with accessible transportation resources to disaster service areas.
• Replacement Equipment – support students with special needs with the guidance to acquire replacement of vital
personal equipment (e.g., crutches, hearing aids, wheelchairs.)
Reassurance
Experiencing a disaster can be overwhelming. Stress often exacerbates existing medical conditions and may alter thought
and behavior. Reassurance is the key to helping children through a traumatic time. Support individuals with access and
functional needs by providing verbal reassurance and information to help orient them to new surroundings and new
routines.
•
•
•
•
•
•
•
•

Make sure physical needs are addressed and medical assistance is provided, as needed.
Reconnect students with family and other support systems as early as possible.
Address concerns about safety. Talk to each child at his or her developmental age, not chronological age. Use
language the child understands.
Provide information through pictures and allow children time to see, hear, talk and draw.
Expect some regression (increase in problem behaviors).
Deal with inappropriate behaviors calmly and consistently—Keep emotional equilibrium.
Minimize the disruption. If the normal routine is unavoidably altered, create a new one.
Offer concrete/immediate solutions to abstract problems. Use clear examples. Repeat responses patiently.

After the danger has passed, the school will be anxious to return to normal. Both people and resources are needed to
speed recovery. The talents of individual with disabilities should not be underestimated. Every member of a community
can provide some support.
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Form A
School Emergency Evacuation Planning Checklist
Do you have a roster of your students with special needs?

X

Have you identified students with special needs on site from other school districts?

X

Have you identified the medical needs of your students with special needs and their medication
schedule?

X

Have you walked the evacuation paths and exits looking for potential obstacles?

X

Has an evacuation site been identified that is accessible to students and staff with special needs?

X

Is the primary evacuation path marked to clearly show the route?

X

Is there sufficient oxygen for 72 hours?

X

Have transportation needs been identified for the students with special needs, such as special
vans and buses for students?
Do you have contract(s) in place with your transportation service provider(s) in case of an
emergency?
Is there a master list of bus drivers?

X

Have you identified any necessary tools such as personal response plans, evacuation
equipment or visual aids for students with special needs?
Have you identified communication needs with students who have limited English proficiency?
Have you considered emergency accommodations for those with temporary disabilities?
Have you encouraged a relationship with students and the local responders?

X

Have you reviewed your plan with emergency responders?

X

Have you identified an evacuation site that is accessible to students and staff with special needs?

X

Have you identified a secondary evacuation site?

X

Has a “buddy system” been developed for each student?

X

Have you identified all of your communication needs for your students with special needs?
Have you trained the staff on proper lifting techniques?

X
X

Have staff, students and families been encouraged to provide 72 hour medications?
Has evacuation route information been compiled and distributed to staff?
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Form B
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Form C
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Online Resources
•

American Red Cross, People with Disabilities
o http://www.redcross.org/museum/prepare_org/disabilities/disabilities.htm

•

Americans with Disabilities Act of 1990, as amended
o http://www.ada.gov/pubs/ada.htm

•

An Investigation of Best Practices for Evacuating and Sheltering Individuals with Special Needs and Disabilities,
National Clearinghouse for Educational Facilities, Washington, DC (Oct 2008)
o http://www.ncef.org/pubs/evacuating_special_needs.pdf

•

California Governor’s Office of Emergency Services, Meeting the Needs of Vulnerable People in Times of
Disaster (May 2000)
o http://www.oes.ca.gov/Operational/OESHome.nsf/PDF/Vulnerable%20Populations
/$file/Vulnerable%20Populations.PDF

•

Center for Disability Issues in Health Profession, Evacuation Preparedness Guide
o http://www.cdihp.org/evacuation/toc.html

•

Disability Preparedness Resource Center, Personal Preparedness Planning
o http://www.disabilitypreparedness.gov/ppp/index.htm

•

Federal Emergency Management Agency, Preparing for Disaster for People with Disabilities and Special Needs
o http://www.fema.gov/pdf/library/pfd_all.pdf

•

Federal Register, Executive Order 13347, Individuals with Disabilities in Emergency Preparedness, Volume 69,
No. 142 (July 26, 2004)
o http://www.fema.gov/pdf/nims/nims_executive_order_13347.pdf

•

National Association of School Psychologists, Coping with Crisis – Helping Children with Special Needs
o http://www.nasponline.org/resources/crisis_safety/specpop_general.aspx

•

National Fire Protection Association, Personal Emergency Evacuation Planning Tool for School Students with
Disabilities
o http://www.nfpa.org/assets/files//PDF/Fact%20sheets/EvacStudentDisabilities.pdf

•

Nobody Left Behind, Report on Exemplary and Best Practices in Disaster Preparedness and Emergency Response
For People with Disabilities (March 2007)
o http://www.nobodyleftbehind2.org/findings/pdfs/bestpractices_3-21-072.pdf

•

Talking to Children with Special Needs About Tragedy
o http://specialchildren.about.com/od/inthecommunity/a/tragedy.htm

•

U.S. Department of Education, Administration for Children and Families, Coping With Disaster: Suggestions for
Helping Children with Cognitive Disabilities
o http://www.acf.hhs.gov/programs/add/Sept11/addcoping.html
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•

U.S. Department of Education, ERCM Express, Integrating Students with Special Needs and Disabilities into
Emergency Response and Crisis Management Planning (Volume 2, Issue 1, 2006)
o http://rems.ed.gov/docs/Disability_NewsletterV2I1.pdf
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Acronyms
ADA

Americans with Disabilities Act (1990)

AFN

Acute and Functional Needs

ASC

Advisory Steering Committee

CDE

California Department of Education

ED

Emotionally Disturbed

FAPE

Free and Appropriate Public Education

FERPA

Family Education Rights and Privacy Act

HI

Hearing impairment

IDEA

Individuals with Disabilities Education Act

IEP

Individual Education Program

ISHP

Individualized School Healthcare Plan

ITP

Individual Transition Plan

LRE

Least Restrictive Environment

NSH

Not severely handicapped

OSEP

Office of Special Education Programs

RSP

Resource Specialist Program

SDC

Special Day Class

SELPA

Special Education Local Plan Area

SH

Severely Handicapped

SLD

Specific Learning Disability

SLI

Speech/Language Impairment

TBI

Traumatic Brain Injury

VI

Visually Impaired
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Hesperian Elementary School Emergency Evacuation Map
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Hesperian Elementary School Utility Shut-Off Map
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