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School Safety Plan Introduction
This document serves as Making Waves Academy’s (MWA) detailed comprehensive safety and
emergency plan. A copy may be requested at the school main offices. In the case of an emergency it is
important that students listen to, and follow exactly, the instructions given by any MWA staff member or
emergency personnel. We practice a variety of safety drills throughout the academic year to ensure our
students and staff know what to do in the event of an emergency.

Emergency Contact Numbers
Emergency Numbers

Emergency Call 9-1-1

Cell Phone Emergency Fire: 510-233-5223
Police: 510-233-1214

Local Agencies: Non-Emergency Numbers

Police Department: School Resource Officer 510-620-6635

Fire Department Dispatch 307-233-1214

Local Fire Station 510-307-8031

Federal Emergency Management Agency 800-621-3362

County Dept. of Children Family Services 877-881-1116

County Dept. of Mental Health 888-678-7277

County Dept. of Public Health 925-313-2000

Animal Control 510-374-3966

Poison Control Center 800-222-1222

Electric 800-743-5000

Gas 800-743-5000

Water 510-772-3117

Hospital 510-307-2900

School Contacts:

CEO & Interim Principal
Alton B. Nelson Jr.

Main: 510-262-1511
Cell: 510-504-4843
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Chief Operating Officer
Elizabeth Martinez

Main: 510-262-1511
Cell: 510-227-9856

Director of School Operations
Katharine Mason

Main: 510-262-1511
Cell: 510-853-1466

Assistant Principals
Brian Jimenez (middle school)
Eric Becker (upper school)

Main: 510-262-1511

Evacuations
Evacuation may not be necessary for every emergency situation. In some cases, an administrator may
decide to call for an evacuation, and in other cases, the decision whether or not to evacuate may fall to
the classroom teachers. If given no directives in a situation, assess if it would be safer for everyone to
remain in the current location or to move to another area. If the environment seems precarious, the fire
alarm sounds, or if so directed, proceed with the evacuation.

Evacuation procedures for Teachers and Students:
● Gather everyone in the area to line up at the door.
● Direct the group to the exit by stating the planned route of egress.
● Take the emergency backpack, cell phone, and class roster.
● Upon exiting the space, turn off the lights and close the door, leaving it unlocked if possible.
● Guide everyone to the assembly area.
● Take attendance and report your findings to the Attendance Team.

Evacuation procedures for Incident Command Team:
● Coordinate and manage the overall evacuation of students and personnel from the campus.
● The Incident Commander will form a Command Post at the evacuation area.
● Task members of the Incident Command Team with Communication to any necessary

agencies.
● Task the Security Team with determining the safety of the evacuation area.

○ In the event of a suspicious object or unsafe environment, Incident Command will
redirect teachers and students to the alternate evacuation site.

● The Attendance Team will immediately take roll and report any missing persons to the
Command Team.

● Reconcile the attendance information gathered by the Attendance & Assembly Team.
○ The Front Office staff are responsible for bringing the Visitor’s Log and Early Dismissal

Log (and any additional entry logs) to the evacuation site and reconciling attendance
with these documents.

● As needed, activate additional Emergency Response Teams after attendance is complete.
○ Search & Rescue will manage searching for any missing persons.
○ First Aid & Triage will render aid as necessary.

● Relay evacuation information to first responders.

General evacuation:
A general evacuation is executed upon hearing the fire alarm or with a verbal command. Standardized
evacuation practices are as follows:

● Fire: Evacuate at least 50 feet from the building.
● Bomb Threat: Evacuate at least 300 feet from the building.
● Multi-hazardous: Evacuate at least 300 feet from the building.
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Controlled evacuation:
A controlled evacuation will be executed by the IC or police/fire authorities. A controlled evacuation is
typically conducted classroom by classroom. Areas or classrooms closest to the threat are evacuated
first. Staff and students are directed to evacuate away from the threat.

Reverse Evacuation

Though highly unlikely to occur, a reverse evacuation is called after an evacuation when it is decided
that seeking shelter is the safer course of action than moving away from buildings or campus. It should
be assumed that the reason for the reverse evacuation is a dangerous threat on campus and should
be followed by Lockdown procedures unless noted otherwise.

Reverse Evacuation procedures for Teachers and Students:
● Direct all students to stop where they are and turn around in line.
● Lead the group back into the classroom or nearest indoor space.
● Leave the lights off, lock the door, and cover the windows.
● Have everyone sit or lay down on the ground until further notice.
● Take attendance and report your findings.

Reverse Evacuation procedures for Incident Command Team:
● Once an Evacuation has been initiated and it is deemed unsafe to be outside, call for a

Reverse Evacuation.
● Direct everyone to come back inside and move into the Lockdown position if necessary.
● Send updates to staff as soon as possible to let them know why there is a need to seek shelter.

Evacuation of Individuals Requiring Additional Support:
An individual plan should be formulated for each student or staff member on campus who may require
assistance during an evacuation due to physical, cognitive, or emotional/behavioral needs, be they
temporary or permanent. This plan should be reviewed with all staff directly involved with the students,
including (but not limited to) the school nurse, classroom and special education teachers, and all
adults assigned to aid students in an emergency requiring evacuation. When developing your
individual plans for students, consultation with the student and his/her family is strongly advised.

Options include:
● Carrying student (physical disability)
● Adult and student waiting for the fire department in the prearranged area (physical disability)
● Staff person assigned to a specific student(s) to assist students during an evacuation

After creating an individual evacuation plan:
● Post a list of these individuals and their evacuation plans in classrooms where the student will

be.
● Include a list of these individuals in the checklists for Incident Command, Search and Rescue,

and First Aid Strike Teams.
● Inform classroom teacher(s), students, and parents of the individual evacuation plan.
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Evacuation Map
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Reunification
A Reunification Plan is an orderly and efficient process of reuniting children with their parents or
guardians after an emergency which prohibits normal dismissal processes from occurring. Depending
on the nature of the situation, we may dismiss students directly to authorized adults from our campus
or a designated off-campus emergency evacuation site.

In the event of an emergency where the on-campus area is unavailable due to safety or security
reasons, all students will assemble at a predetermined off-campus emergency evacuation site. These
location(s) will be communicated to families in advance of reunification.

Things to consider before initiating Reunification:
● Emergency responders have given the all clear and have departed.
● Vehicles can safely access the area. Send out team members to determine if the roads

surrounding the school are clear and safe to travel.
● There are sufficient ingress/egress points to accommodate traffic.
● There is sufficient parking for parents while they check in with school authorities.
● The facilities are safe for students while they wait for parents to arrive (including shelter,

access to restrooms, food as appropriate, etc.)
● Forms of communication are available, both internal and external, i.e. two-way radios, cell

phones, emergency notification systems, etc.

Reunification procedures for Teachers and Students:
● Keep students calm and engaged while they wait for parents or guardians to arrive.
● Be sure students remain in the assigned assembly area; take attendance often.
● When students are called for dismissal, escort them to the arranged pick up area, as directed

by the Reunification Team.

Reunification procedures for Incident Command Team:
● Determine that the reunification process can begin.
● Activate the Reunification Team.
● Once the team confirms they are ready to begin, alert the first round of parents and guardians.
● Monitor the pace of student pick-up and alert the next round of parents once 50% of the first

round have been dismissed.
● As students leave and the number of staff members needed onsite decreases, send

employees home to be with their families.
● Have a contingency plan in place for students who are not reunited due to unforeseen

circumstances.
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Reunification procedures for the Reunification Team:
● Gather all needed materials: clipboards, pens, student release forms, tables, directional

signage, two-way radios, etc.
● Set up stations for parent check-in, waiting, and release area.
● Assure that everyone on the team knows what role they will play in the process:

○ Greet Parents at Check-in; call for students by two-way radio
or runner.

○ Escort students from Student Assembly Area to Release Area.
○ At the Parent Waiting Area check ID and have parents sign

release forms.
○ Direct traffic throughout the process.
○ Liaise with IC, Attendance & Assembly, and First Aid teams.
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Earthquake
Tremors and shaking of the earth are the signs of an earthquake. The initial shock is not likely to be
more than 90 seconds. Assess the situation and remain calm. Emergency action to be taken is as
follows:

General Earthquake safety:
● Take a moment to gain situational awareness of your surroundings.
● Move out of harm’s way if possible, but do not try to move too far.
● More people are injured while moving during an earthquake trying to find a ‘safe space’ than

due to the collapse of the building.

When inside a building, stay inside.
● DROP, COVER, and HOLD ON.

a. Drop to the ground wherever you are, kneel down and make the body as small as
possible. Place your arms over the base of the head and neck.

b. Duck under a desk, table, chair, or bench. With one arm, hold on to a furniture leg so
that it will not move away from covering you. Place the other arm over the base of the
head and neck.

c. In a hallway or large room, move to be against an interior wall.
● Face away from any glass; windows, doors, or skylights.
● Avoid large movable objects; such as bookcases.
● When safe to do so, evacuate to the assembly area.

When outdoors, stay outside.
● DROP, COVER, and HOLD.

○ Drop to the ground on your knees and make the body as small as possible. Place your
arms over the base of the head and neck.

○ Quickly check your surroundings and move away from buildings and overhead
structures if possible before you DROP, COVER, and HOLD.

○ Hazards include but are not limited to: power poles and lines, trees or overhead
lighting, roads and streets (as cars may go out of control), falling glass, etc.

● When safe to do so, evacuate to the assembly area.

Teacher responsibilities during the evacuation after an earthquake:
● Evacuate the space as quickly as possible.
● Check the primary evacuation route for blockage/dangers.
● If the primary route is blocked, check alternate routes.
● Do not walk under covered walkways unless absolutely necessary.
● If all routes are blocked, do not risk injury to yourself or students. Wait for help to arrive.
● When evacuating the classroom, take your emergency backpack, cell phone, and class roster

with you.
● Close the door, but leave it unlocked.

Note: Students with minor injuries are to be moved out of the classroom and sent to First Aid after
taking attendance. Students with major injuries who are unable to move or who are unconscious
should remain in the classroom. Search & Rescue team or first responders will remove injured
students/staff.
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Fire
Fires may occur at any time in almost any structure and generally are unexpected. The longer a fire is
undetected the more severe and dangerous it can become. A plan of action is needed for each
occupied area to ensure that the maximum effort is made to protect the occupants and the buildings
involved.

Fire Extinguishers
Use a fire extinguisher when appropriate. Fire extinguishers are intended for small fires only. Users
should make sure the fire extinguisher is of the proper type for the fire being extinguished. While
attempting to extinguish the fire, the user should keep a free exit path to his/her back to prevent being
trapped by the fire. If one extinguisher does not put out the fire, do not search for additional
extinguishers. Close off the area and exit the building immediately. Ensure the locations of all fire
extinguishers and pull stations are indicated on the evacuation map posted in every occupied area.

Routes of Egress
Ensure that all exits are clearly marked and free of clutter. Making Waves Academy has developed a
primary route of egress and an alternate route to be used in case of fire. Route signs shall be posted
in each occupied area in a prominent place, preferably near the door placed at student’s eye level.
Clearly identify the primary escape route to be used during evacuations.

Passage and Aisle Widths
A minimum width of 36 inches of free and clear passage shall be maintained in all doorways and
aisles within each occupied area. Equipment, furniture, or materials which reduce these passageways
to less than 36 inches must be relocated.

Burning Clothes
If clothing catches fire, do not allow the person on fire to run. Smother the fire with a blanket, coat, rug,
curtain, or other heavy fabric material. If the wrapping material is not available, STOP, DROP, and
ROLL; stop all movement, drop them to the ground and attempt to smother the fire by rolling them
back and forth. After the fire is out, treat the patient for shock by having them lay down, feet raised
about 12 inches, elevate burn above heart level if possible, and support the neck. If the burn is to the
face or neck, have the person sit with their head above heart level, ensuring the airway is open and
breathing is not impaired. Maintain their body temperature.

For First-Degree Burns (Affecting Top Layer of Skin)
● Hold burned skin under cool (not cold) running water or immerse in cool water until the pain

subsides.
● Use compresses if running water isn’t available.
● Cover with a sterile, non-adhesive bandage or clean cloth.
● Do not apply butter or ointments, which can cause infection.

For Second-Degree Burns (Affecting Top 2 Layers of Skin)
● Immerse in cool water for 10 or 15 minutes.
● Use compresses if running water isn’t available.
● Don’t apply ice. It can lower body temperature and cause further pain and damage.
● Don’t break blisters or apply butter or ointments, which can cause infection.
● Cover loosely with a sterile, non-stick bandage and secure in place with gauze or tape.
● Keep patient warm.
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For Third-Degree Burns
● Call 911
● Cover loosely with a sterile, non-stick bandage or, for large areas, a sheet or other material that

won’t leave lint in the wound.
● Separate burned toes and fingers with dry, sterile dressings.
● Do not soak the burn in water or apply ointments or butter, which can cause infection.
● Keep patient warm.

Turning off the Fire Alarm System:

If for any reason it is determined that the fire alarm bell system must be silenced, a trained member of
the staff must maintain a watch at the systems panel to monitor for activation of the systems detection
devices. This person should have radio communications to others who can: sound an alert for
evacuation if necessary, be dispatched to the area where the device has been activated to verify a fire
or emergency and to ensure that the system is not silenced and forgotten.

Fire Procedures:
If the fire is near the school, but not on campus: Incident Commander will determine whether the
students and staff should leave the premises, or if any further action should be implemented.

Any person discovering a fire will:
● Activate the fire alarm if it has not gone off already and Call 911.
● Evacuate the area, close doors and windows to confine the fire, or extinguish it if possible.
● Take your Emergency Backpack when evacuating.
● Notify the Incident Commander immediately.

The Incident Commander will work to ensure:
● All Evacuation Procedures are initiated as listed under the Evacuations heading in the EOP.
● In consultation with first responders, determining if there is a need to move to another area

farther away.
● Access roads, fire lanes, and gates are kept open for emergency vehicles.
● Staff are present to direct emergency vehicles to the affected area once they arrive.
● When appropriate, gas and electricity services are turned off.
● Students and staff do not return to the school building until the fire department officials declare

the area safe.

IMPORTANT: ALL SEARCH AND RESCUE, FIREFIGHTING, OR ANY OTHER ACTIVITIES WILL
CEASE IF TOXIC OR HAZARDOUS MATERIALS ARE INVOLVED. ALL PERSONNEL ARE TO
EVACUATE IMMEDIATELY.
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Lockdown
The purpose of a LOCKDOWN signal is to provide the Incident Commander with a means for alerting
staff and students to an emergency situation in the school and that for a period of time, all movement
on school grounds will be restricted.

LOCKDOWN is used when there is a direct threat on campus:
1. There is a weapon in the school
2. There are shots being fired
3. There is a hostage situation

If any of the above situations are taking place, the school administration will announce:

“Attention on campus. This is a Lockdown. This is not a drill. Begin Lockdown
procedures now.” and repeat.

These three situations pose the greatest threat to students and staff and require the highest level of
movement restriction:

● Call 911 as soon as it is safe to do so.
● Put cell phones into Silent mode (Vibrate can make noise if on a hard surface) but keep

accessible.
● Once behind a closed and locked door, no one moves.
● Emergency Response Teams are not activated.
● Staff not supervising children remain where they are, behind closed and locked doors.
● Teachers close and lock their classroom doors, shut the blinds, turn off lights, and drop to the

floor.
● Direct everyone to sit or lie on the floor away from windows if possible.
● Everyone will remain in this position until law enforcement directs them to do otherwise.
● Teachers should take count of all students in the classroom, adding the names of any child or

adult who is swept into the classroom after the LOCKDOWN is declared.
● Students who are not under the direct supervision of an adult when the LOCKDOWN signal is

given will find the nearest adult and follow their directions or find a hiding space and stay silent.
● Any visitors to the school will remain where they are, assuming they are either in a classroom

or in an office. If in neither location, they should go to the nearest classroom and follow the
teacher’s instructions.

● Teachers should not open the classroom doors under ANY circumstances. Once a door is
closed, it remains closed.

Releasing a LOCKDOWN

Law enforcement will release a LOCKDOWN by gaining entrance to occupied spaces by any means
necessary, i.e. breaking down a door or locating a set of keys.

In the event that a LOCKDOWN de-escalates *i.e. threat moves off campus and law enforcement
follows in pursuit OR a LOCKDOWN was called prematurely and law enforcement is not on campus,
THREE messages will be sent to release LOCKDOWN. These messages can come in any form and
may include: PA announcement, Emergency Notification Message, Email Communication, Mass Text
Message, or lastly Administrators or School Staff coming to each room and unlocking the doors. Be
sure to receive all THREE messages before releasing the LOCKDOWN on a room.
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Secure Campus
Used at the designation of the Incident Commander when an emergency/crisis has occurred and
requires the holding of students for a period of time. The Incident Commander activates the
appropriate Emergency Response Teams who will respond to the Command Post and receive their
instructions. In general, no adults or children will be permitted to leave or come onto campus. Some
exceptions may apply with approval from the Incident Commander.

Implemented due to nearby threats or dangers that could move onto campus:
● Police activity in the neighborhood
● Unknown individual loitering near campus
● An unknown person trying to gain access to campus
● Lockdown in place at a neighboring school
● Civil disturbances and/or public demonstrations

Secure Campus procedures for Teachers and Students:
● Bring everyone into rooms; no outdoor activities
● No movement between classrooms or buildings
● Indoor activities may continue as normal
● Close all doors and windows
● Remain vigilant and be prepared to move into a LOCKDOWN at a moment’s notice

Secure Campus procedures for Incident Command:
● Lock/Monitor all exterior doors and gates
● Place signage at entrance points alerting visitors to the closed campus status
● Contact Parents to update them of the situation and advise them to stay away until further notice
● Monitor the situation closely and be prepared to call a LOCKDOWN at a moment’s notice

Releasing a Secure Campus

An announcement can be made over the PA system to release a Secure Campus call. Parent
notifications should be sent via the school emergency notification system or by the same lines of
communication which were used to alert them to the situation in the first place.
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Shelter In Place
Used at the designation of the Incident Commander when there is a non-human threat or
environmental hazard that could cause harm including but not limited to:

● Unhealthy air quality
● Chemical Spill
● Wild animal on campus
● Car accident in front of campus or in the parking lot
● Severe weather

Shelter-in-Place procedures for Teachers and Students:
● Bring everyone into rooms; no outdoor activities
● No movement between classrooms or buildings
● Indoor activities may continue as normal
● Close all doors and windows
● Turn off the air conditioning unit(s) or ventilation system(s)
● Seal doors, windows, air vents (if directed)
● Remain in the classroom, office, or building until the “All Clear” is signaled

Shelter-in-Place procedures for Incident Command Team:
● Call 911 if appropriate, or police/fire department, or Joffe emergency line to gather information
● Make announcements initiating the movement restriction level
● Continue with indoor activities
● Remain indoors - close doors and windows
● If outside, move to an indoor space
● To lift Shelter in Place: Announcement is made over the PA system

Additional Procedures for ANIMAL ATTACK / THREAT
● Contact Animal Control
● Do not try to scare the animal away - the animal may become alarmed and cause a negative reaction
● If safety permits, assign staff to keep track of animal until it moves off school property or

assistance arrives
● Contact Parents to update them of the situation and advise them to stay away until further notice

Additional Procedures for SEVERE WEATHER, INCLUDING LIGHTNING
● Do not use telephones, cellular phones, radios, or other phones unless absolutely necessary
● If possible, unplug computers, televisions, etc.
● If off campus and cannot get inside:

○ Do not stand under trees/metal towers
○ Wooded area: look for shelter in a low place with small trees
○ Out in the open: go to a low place like a valley, ditch or ravine
○ Get off hills - Do not stand in an open field where you are a tall object
○ Get away from water and metal equipment, i.e. bikes
○ Stay away from metal fencing, pipes/railings or anything metal
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Electrical or Service Outage
An electrical outage is a short-term or long-term loss of the electric power to an area.
Server outage refers to a period of time that a computer system fails to provide / perform its primary
function. Both “man-made” and natural disasters can cause a server or electrical outage. As one might
imagine, this can result in a catastrophic loss to the overall infrastructure.

At School
Making Waves Academy has employed multiple redundancies for the school’s vital records including
(but not limited to) student health information, attendance and grading systems, parent and family
contact information, etc. The database can be accessed locally or from a remote access point with
limited resources. Portable versions of this backup are currently in development.

Elsewhere
Server or electrical outages can be devastating. Ensure that your work and home are prepared to
sustain a power outage for upwards of 72 hours. (Have enough food and water on hand in case of a
refrigeration malfunction.) Ensure that you have a communication plan in place to cope with a lack of
electricity City/County/Statewide.

Power outage procedures for Incident Command Team:
● Confirm the outage
● Do not cancel school
● Upon recognition of an outage, the Director of Technology determines the best method and

location for the restoration of database information
○ If the outage is minimal, local access will be restored without interruption
○ If remote access is required, students, staff, and faculty will operate without technology

until the main operating systems are restored
● If phone (cell or land) service is available, call your local power company for an outage duration

estimate
● Power line down - Do not evacuate the building without approval from the utility company

○ The line may be “hot” and be touching a fence or railing. This could lead to serious
injury or death

○ Notify students and staff to remain inside the building until further notice
● Power outage - students and staff remain in the classrooms until instructed otherwise

○ Assign staff to supervise outside doors to ensure that students stay inside and visitors
stay away

● Power outage due to bad weather - and power will not be restored immediately
○ Instruct staff to proceed to a pre-designated safe area within the school

● Begin to assemble your food, water and any special shelter you may need
● Consider releasing students if the hazard has been abated, but power has not been restored

Power outage procedures for Teachers:
● If a power outage lasts more than a few seconds, employees must stop what they are doing
● Employees should wait for their eyes to adjust if in an area that has no natural illumination or if

they have trouble seeing
● Turn off any power tool as it might “spring” back into action once power is restored
● Unplug electronics to avoid shortages if power returns suddenly outside of normal surge

protections
● Assemble solar electricity options, wind up flashlights, etc. - DO NOT LIGHT CANDLES
● Continue in “earthquake mode” until the power is restored
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Converting School Into Mass Center
In the event of a major catastrophe, Making Waves may be designated as an Evacuation Assembly
Point, Emergency Respite site, Regional Hub Reception Center, or Mass Care Center by Richmond or
Contra Costa County authorities. If this happens, classes will be dismissed and children sent home
according to the Emergency Dismissal or Reunification procedure. All Making Waves employees will
cooperate fully with the American Red Cross (ARC), Fire Department or other emergency personnel.
Staff members may be called upon to remain on campus to assist remaining members of the school
community under the mass care operations led by the ARC.

Communication between school leadership and ARC or other agencies will be coordinated by the
Liaison Officer, and the school’s Incident Command team will be leveraged to assist with
communications, logistics, or personnel support as necessary. The school district or county office of
education shall cooperate with the public agency in furnishing and maintaining the services as the
school district or county office of education may deem necessary to meet the needs of the community.

American Red Cross (ARC) Support:
If ARC is managing a shelter, or if the site is being operated under the auspices of the ARC (using
ARC trained management staff), then the site is considered an “ARC shelter site” and ARC assumes
both the liability and cost of the operation. Moreover, the main resource supply stream will come
through ARC. Typically, ARC will do a pre-occupancy inspection of the facility with Operations Staff
before it is turned over for ARC use. Based on the pre-occupancy inspection and a Shelter Agreement
between the facility and ARC, reimbursement for facility damage will be honored by the Red Cross.
Once facilities are open, ARC will support the operation as follows:

● Shelter managers and operations staff;
● Health support (limited to basic emergency first aid);
● Mental health support (given available disaster mental health service resources);
● Food, snack and beverage service;
● Operational supplies (cots and blankets, comfort kits/toiletries, signage, etc.);
● Assumes the liability and cost for the operation (for ARC-managed sites – see above).

FEMA Planning Considerations: Evacuation and Shelter-In-Place Evacuation Facilities
A large-scale incident requires moving people across large areas and multiple jurisdictions. The types
of sites and resources identified by the planning team for such an incident depend on the classification
of the local jurisdiction. Based on the incident, possible evacuation facilities may include:

● Evacuation Assembly Point: A temporary location exclusively for evacuation embarkation
and transportation coordination in a field setting. Basic life-sustaining services are not generally
available.

● Emergency Respite Site: A location along an evacuation route that can support
transportation-assisted evacuees and self-evacuees. Sites may include fuel stations, restroom
facilities, and access to water.

● Regional Hub Reception Center (RHRC): A regional facility where evacuees can receive
assistance in identifying the most appropriate shelter location for their needs. Typically
state-run and employed during significant multi-jurisdictional, multiregional events.

● Shelter¹ (Mass Care): A facility where evacuees without a destination are evaluated and
receive disaster services from government agencies and/or pre-established volunteer
organizations. Meals and water are available, as well as basic first aid, pet and service animal
sheltering, sleeping quarters, and hygienic support, and basic disaster services (e.g.,
counseling, financial assistance, referral) should also be available.

1 “Shelter” refers to a fully functional evacuation shelter. Emergency shelters may have limited supplies and services and are
meant to assist in immediate lifesaving and sustaining care until conditions stabilize and full services can be established at
shelter locations.
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Incident Command System

All Teams
Staff and Faculty are required to stay on campus until all students have been released. As such, it’s
important that a plan is in place at home for loved ones to cope with their absence. Our school is open
to families of staff and faculty post-disaster. We hope that you’ll take the opportunity to make our
school a meeting place to help ensure your family's safety.

School Leadership

Incident Commander:
Oversees the full emergency response and activates internal strike teams. Works as the commander
in conjunction with the input and leadership of the following designated positions:

● Public Information Officer
● Situational Analysis Officer
● Liaison Officer
● Safety Director
● Community Care Director
● Logistics Director

Public Information Officer:
Communicates information to the press and/or news agencies. The voice of the school in the event of
an emergency. News media can play a key role in assisting the school with disseminating information
related to emergencies or disasters to the public (parents).

Communications:
Point of contact for Incident Command responsible for providing communication services
throughout an incident to inform the external school community of the situation. This may
include drafting and sending phone calls/texts/emails as well as updating the school website
and other social media.

Situational Analysis Officer:
Responsible for the collection, organization, and analysis of incident status information, and for
analysis of the situation as it progresses.

Continuity:
Responsible for coordinating the purchase of materials as well as appropriating finances in
preparation for, at the time of, and in recovery from an emergency or disaster. Supervises
staffing needs during the incident.

Timekeeping:
Takes ongoing notes throughout an emergency or disaster, including a running list of all
events, the time of the events, participants, and significant impact throughout the incident.
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Liaison:
Contact person for outside agencies, including (but not limited to) police, fire, and ambulance services.
May represent the school at city emergency operation centers and/or on-scene Incident Command.

Safety Director:
Works to ensure that all activities are conducted in as safe a manner as possible under the existing
circumstances. Establishes methods of communications with Strike Teams. Oversees the work of the
following predetermined teams comprised of members of staff:

● Search & Rescue
● First Aid & Triage
● Site Security

Community Care:
Works to ensure that all student and staff related needs are met as possible given emergency
circumstances. Oversees the work of the following predetermined teams comprised of members of
staff:

● Attendance & Assembly
● Crisis Counseling
● Reunification

Logistics:
Assures all work is done safely and in partnership with other teams. Oversees the work of the
following predetermined teams comprised of members of staff:

● Facilities
● Long Range Care

Staff Assignments

Safety Director Teams:
Search & Rescue:
The main purpose is to locate and evacuate to safety any trapped, missing, or injured persons.
Additional tasks are to identify dangers and provide safety during movements. Each search
team should be at least two people.

First Aid & Triage:
Assess the extent and severity of all injuries. Triage and tag the injured to be treated
accordingly. Treat all injuries to whatever extent possible.

Site Security:
Act to prevent any illegal entries onto campus during the emergency. Direct fire, ambulances,
and police to areas of need.

Community Care Teams: Attendance & Assembly:
The essential role at the onset of an emergency - knowing the overall status of all people on
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campus. This team needs to be aware of the entire campus community; those who serve on
this team need to keep a wide outlook and be mindful of the typical people on campus as well
as guests - substitute teachers, parent volunteers, outside vendors, or special guests.

Crisis Counseling:
Work with First Aid and Community Care to initiate response and monitor the wellbeing of
individuals in emotional distress.

Reunification:
Assure the reunification of students with their parents or authorized adult at the predesignated
area and make sure students are properly signed out before leaving campus.

Logistics Teams:

Facilities:
Responsible for shutting off gas, power, and water if needed. Will assess the stability and
viability of buildings on campus to the best of their ability. Will also assist with the distribution
and transportation of Strike Team supplies.

Long Range Care:
Responsible for distributing and tracking supplies, mainly food and water, to students, faculty
and staff after an emergency. Will also assist with setting up shelter and toilet facilities if
needed.
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Facilities

Occupational Safety
MWA is committed to the safety of its employees, vendors, contractors and the public and to providing
a clear safety goal for management.

The prevention of accidents is the responsibility of every supervisor. It is also the duty of all employees
to accept and promote the established safety regulations and procedures. Every effort will be made to
provide adequate safety training. If an employee is ever in doubt how to perform a job or task safely,
assistance should be requested. Unsafe conditions must be reported immediately.

It is the policy of the School that accident prevention shall be considered of primary importance in all
phases of operation and administration. The School’s management is required to provide safe and
healthy working conditions for all employees and to establish and require the use of safe practices at all
times.
Failure to comply with or enforce School safety and health rules, practices and procedures could result
in disciplinary action up to and including possible termination.

Personal Appliances
Classrooms and offices should NOT have personal appliances such as coffee pots, tea/hot water kettle,
mini-fridge, space heaters, microwaves, toasters, and other similar items. For safety reasons these
items are prohibited in any spaces not designated by the school such as staff lounges, break rooms,
etc. The school reserves the right to remove appliances that are deemed unsafe for spaces as needed.

Accident/Incident Reporting
It is the duty of every employee to report any accident or injury occurring during work or on School
premises to their supervisor and the Human Resources department immediately or within 24 hours
so that arrangements can be made for medical or first aid treatment, as well as for investigation and
follow-up purposes.

Smoke-Free Workplace
Smoking in any form through the use of tobacco products, vapor devices, or with e-cigarettes is
prohibited at all the School buildings and facilities.

Expectations for Outdoor Activities and Use of Facilities
To maintain consistency and a positive school climate throughout the MWA community the following
rules and expectations apply in all outdoor spaces across the MWA campus:

GENERAL RULES
Students must:

● Follow all directions from MWA staff members and adhere to all school rules.
● Share equipment and space.
● Keep all areas clean and tidy.
● Notice. Talk. Act. Report any unsafe behavior to a MWA staff member.
● Practice good sportsmanship.
● Freeze at the end of recess when the whistle is blown, then proceed immediately to designated

line-up areas.

THE GARDEN
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Students must never:
● Stand on, get inside, or jump over concrete raised beds.
● Pull or pick at plants in the garden without staff permission.
● Eat anything from the garden without consulting with a staff member.
● Hide behind plants at any time.

TURF FIELD/COURTS
● No food, beverages, or eating allowed on turf or basketball courts.
● No backpacks or students wearing backpacks allowed on turf.
● No lounging, hanging out, sitting, or loitering on turf areas; students must be actively playing a

game or sport.

FENCES/GATES
Students must:

● Stay inside MWA’s fences/perimeter at all times. No students are permitted to be outside of
fences/perimeter.

● Not play or climb on fences.
● Not throw any objects through or over the fences or gates.
● Not exit any gate at any time without explicit permission from a staff member.

EQUIPMENT
● Students may check-out recess equipment from designated staff. Students are discouraged

from bringing recess equipment from home. Equipment brought from home should be stored out
of sight (e.g. backpack/locker). Equipment brought from home that is used outside of
designated break periods may be confiscated.

● If personal equipment brought from home goes over the fences, students and parents may
retrieve it after school.

● If MWA or Health and Wellness equipment goes over the fences, MWA staff will supervise
retrieval.

● No bats or hardballs are permitted for use at MWA.
● No jump ropes may be tied on fences or used in any physical way towards another person.
● No rollerblades, Heelys, scooters, or skateboards.
● Students must not climb poles or hang from hoops or nets on the basketball courts. Hoops are

for balls only.

PICNIC BENCHES AND CEMENT LEDGES/BENCHES
● Students are to clean up after themselves after consuming food or beverages, trash is to be

picked up and disposed of.
● Students cannot stand on picnic tables, benches, or cement ledges/benches anywhere on

campus.

RESTRICTED ACTIVITIES, AREAS, AND EQUIPMENT
● Any areas outside of the perimeter are off limits to students.
● Any area around or near storage sheds are off limits to students.
● Students are to remain off all landscaped and garden areas, including the sand/pebble/bark

areas.
● Unsupervised students are not allowed in classrooms or hallways.
● No rock throwing; what is on the ground stays on the ground.
● Tag or Flag football only; no tackling or contact sports.
● No dog piling, wrestling, play-fighting, or similar games.
● No cheerleader flips, cartwheels, or gymnastics.

TURF RULES
● No backpacks or students wearing backpacks on the turf. Drop backpacks in the backpack zone

prior to entering the turf area.
20



● No food, drink or eating is permitted on the turf. No gum. Drinking water is permitted on the turf
only in sealed bottles resting against the fence.

● No sitting/laying (turf is for exercise/practice/walking only).
● Students will not have access to Health and Wellness (H&W) equipment during recess.

Students must bring equipment from home and store it in their lockers/backpacks.
● If there are H&W classes using the turf, no students will be able to use turf for recess.
● Adult supervision is mandatory in order for students to use the turf.
● No tackling, tripping, wrestling, or play fighting is permitted on the turf.
● When whistle blows, any equipment continued to be used will be confiscated. 10 second rule!
● No phones on the turf.

GYM RULES
● Food, gum, beverages are not allowed.
● Non-marking athletic shoes are REQUIRED on the gym floor.
● Scheduled events have priority.
● Return all equipment after use.
● Do not wear jewelry during workouts.
● Lock all valuables in your assigned lockers.
● No backpacks on the court.
● Report all injuries to your instructor immediately.
● Anyone found damaging or defacing the gym or equipment will be held financially responsible

and subject to disciplinary action.
● If the space needs custodial services, please notify your instructor immediately.
● No hanging or jumping on any equipment.
● No dunking, hanging on basketball hoop nets, volleyball stands/nets, or bleachers.
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MWA Student Behavior Management and Restorative Practices
MWA believes that each student has liberties that include freedom of expression (artistic, intellectual,
individual), freedom from physical aggression, and freedom from concerns regarding personal safety
in the school environment. Our model of student support is rooted in restorative justice, which focuses
on building positive relationships, comprehensively addressing harm/conflict, and restoring
relationships. Our model also asserts that students, especially students coming from urban
environments, are not broken, but have valuable skill sets to be accessed. In honor of this approach to
behavior management, MWA provides resources that target the development and acquisition of
various skills (academic, intellectual, and socio-emotional) in preparation for collegiate and
professional environments. Our goal for student development is holistic centered, but we also
understand that part of student development includes disciplinary measures as well to ensure the
safety of our school community. When appropriate, we will exercise discipline measures to maintain
the integrity of our programmatic structure and community safety.

Student Code of Conduct
Teaching and learning for all students is the highest priority. Therefore, one student’s misbehavior will
not be allowed to interfere with the learning opportunities of other students, or the teacher’s
responsibility to teach all students. In working to promote both academic and social development,
MWA’s school-wide behavior management policies are intended to uphold school-wide behavior and
academic expectations. Students who fail to adhere to these expectations will be subject to an
appropriate consequence.

Classroom Management Policy
When a student does not follow classroom expectations, the following strategies are utilized by faculty
to redirect behavior for positive individual and learning outcomes:

● Verbal warning: spoken cue to student that behavior is not appropriate
● “Pause” or “check-in”: provision of time/space for student to reflect, de-escalate as necessary

and make the choice to positively change their behavior
● Application of classroom consequences per teacher’s classroom management system, as listed

in their syllabus
● Parent/guardian contact by teacher
● Scheduling of parent/guardian conference by teacher, as needed
● Application of academic and/or behavioral intervention strategies by teacher

If the student does not positively redirect their behavior, the student will be issued a behavior referral
and sent to the Dean of Students. The section below outlines the school-wide behavior management
model. The below chart represents a non-exhaustive list of examples of types of behavior and
resulting consequences. Depending on the infraction, a single incident may constitute a suspendable
or expellable infraction under the MWA Suspension and Expulsion Policy. The school will make every
effort to support a student before utilizing consequences involving suspension and or expulsion*.

For a detailed view of our student behavior management system, please review the latest
Student-Parent/Guardian Handbook can be found on our website:

https://www.makingwavesacademy.org/mwa-richmond-wide-support/distancelearningguidebook
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School Safety Policy Guidelines
It is the policy of MWA to provide a safe environment for students and staff by removing students whose actions
cause a potential or continuing danger to students and/or staff. If a student commits any of the following
infractions on or under school jurisdiction (while the student is at school, in route to or from school, or at a
school-sponsored event/activity), the student will be recommended for expulsion from MWA:

● Possessing, selling, or otherwise furnishing a firearm, explosive, or other destructive device unless, in the
case of possession of any device of this type, the student had obtained written permission to possess the
item from a certificated school employee, with the Assistant Principal or designee’s concurrence.

● Brandishing a knife at another person. As used in this section, “knife” means any dirk, dagger, or other
weapon with a fixed, sharpened blade fitted primarily for stabbing, a weapon with a blade longer than 3 ½
inches, a folding knife with a blade (any size) that locks into place, or a razor with an unguarded blade.

● Unlawfully selling a controlled substance.
● Committing or attempting to commit a sexual assault or battery as defined in subdivision (n) of Section

48900.

Fights/Threats/Bullying: Students are encouraged and expected to take the following steps to resolve conflict
instead of resulting to physical action, threats, or intimidation:

● Inform a Dean of Students, teacher, site monitor, security or any adult in the general vicinity,
● Walk away from the situation that appears to be escalating, then seek out assistance from an adult,
● Take deep breaths to help calm down,
● Request a conflict mediation meeting with the Dean of Students to help resolve potential conflicts.

Consequently, fighting, repeated threats to fight, or bullying as a means of creating or resolving conflicts will result
in a recommendation for expulsion from MWA.

Controlled Substances (Drugs or Alcohol):
The following circumstances can result in suspension and a possible recommendation for expulsion:

● Using, possessing, attempting to buy or selling a controlled substance (illegal drugs or alcohol) or being
under the influence.

● Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug paraphernalia.

● Possession of tobacco or nicotine products, including but not limited to cigarettes (including electronic
smoking devices, e-cigarettes, hookah pens) snuff and smokeless tobacco.

Please Note: Any of the aforementioned offenses may be reported to the proper legal authorities. Further,
repeated or severe violations of the school disciplinary policies may also result in a recommendation for expulsion
as identified in the Suspension and Expulsion Policy and Procedures. 

The above school rules and regulations apply to all school activities, on or off campus, including
school-sponsored activities and events, as well as in transport to/from school grounds.

Searches and Seizures
MWA is fully committed to promoting a safe learning environment. To ensure this, MWA will act in accordance with
state law to provide procedures and policies with the goal of eliminating the possession and use of prohibited
items, including weapons, controlled substances, or other dangerous items, by students on school premises and
at school activities. As necessary to protect the health and welfare of students and staff, law enforcement, MWA
security personnel, and/or Executive/Senior Leadership may search a student’s personal property, and/or property
belonging to MWA under the student’s use and may seize illegal, unsafe, or otherwise prohibited items. A student
and their belongings may be searched if there is reasonable suspicion that the student has violated or is violating
the law or established school rules.

Any illegal items and the possession of illegal items (as defined by state law and MWA’s policies and
guidelines) may be subject to law enforcement. Student lockers are MWA property and remain at all
times under the control of MWA. The acceptance and use of locker facilities on MWA campus by any
student shall constitute consent by the student to the search of such locker facilities by authorized MWA
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personnel and/or law enforcement. Inspections of lockers may be conducted by school personnel
and/or law enforcement through the use of trained dogs. Copies of the MWA Search and Seizure policy
can be requested at the middle and upper school Front Offices.

Mental Health Services
MWA recognizes that unidentified and unaddressed mental health challenges can lead to poor academic
performance, increased likelihood of suspension and expulsion, chronic absenteeism, student attrition,
homelessness, incarceration, and violence. Access to mental health services at MWA and in our community is not
only critical to improving the physical and emotional safety of students, but it also helps address barriers to
learning and provides support so that all students can learn problem-solving skills and achieve in school and,
ultimately, in life. Our students can ask for support from MWA’s division social worker by contacting the Main
Office in person or by phone at 510-262-1511. The parent/guardian would then share their child's current grade
and support needed (e.g. family divorce, grief/loss, concerned about depressive symptoms) in order to connect
with the assigned social worker.

Suicide Prevention and Intervention
The Centers for Disease Control and Prevention (“CDC”) reports that suicide is the second leading cause of death
among people 10 to 34 years of age in the United States[i]. MWA’s Suicide Prevention and Intervention policy,
along with MWA’s Death Policy, outlines MWA’s suicide prevention, intervention and postvention procedures to
protect the health and well-being of all MWA students. Please see MWA’s Death Policy for postvention procedures
on how to respond to a student who has died by suicide or other circumstances. A full copy of the Suicide
Prevention and Intervention Policy and MWA’s Death Policy can be found on MWA’s website or available by
request. In order to request, please contact our main office and ask to be connected to your grade level social
worker.

Expectant and Parenting Students
The MWA mission states, “Making Waves commits to rigorously and holistically preparing students to gain
acceptance to and graduate from college to ultimately become valuable contributors to the workforce and their
communities.” This statement is inclusive of expectant and parenting students. MWA encourages expectant and
parenting students to continue their education while receiving necessary health, social service, and day care
services. MWA recognizes that expectant and parenting students face challenges that may interfere with
academic success and are entitled to accommodations that provide them with the opportunity to succeed
academically while protecting their health and the health of their children. This policy outlines the protocol that
MWA will utilize to best support expectant and parenting students.

A pregnant or parenting student is entitled to eight weeks of parental leave, or more if deemed medically
necessary by the student’s physician, which the student may take before the birth of the student’s infant if there is
a medical necessity and after childbirth during the school year in which the birth takes place, inclusive of any
mandatory summer instruction, in order to protect the health of the student who gives or expects to give birth and
the infant, and to allow the pregnant or parenting student to care for and bond with the infant. A pregnant or
parenting student who does not wish to take all or part of the parental leave to which they are entitled shall not be
required to do so. When a student takes parental leave, MWA will ensure that absences from the student’s regular
school program are excused until the student is able to return to the regular school program or an alternative
education program. MWA shall not require a pregnant or parenting student to complete academic work or other
school requirements during the leave. A pregnant or parenting student may return to the school and the course of
study in which the student was enrolled before taking parental leave.

Upon return to school after taking parental leave, a parenting student will be able to make up work missed during
their leave, including, but not limited to, makeup work plans and re- enrollment in courses. Notwithstanding any
other law, a pregnant or parenting student may remain enrolled for a fifth year of instruction in MWA if it is
necessary in order for the student to be able to complete any graduation requirements, unless MWA determines
that the student is reasonably able to complete the graduation requirements in time to graduate from high school
by the end of the student’s fourth year of high school. If a student chooses not to return to MWA after taking
parental leave, they are entitled to alternative education options offered by MWA. A pregnant or parenting student
who participates in an alternative education program shall be given educational programs, activities, and courses
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equal to those he or she would have been in if participating in the regular education program. A student shall not
incur an academic penalty as a result of the student’s use of the accommodations to which it is entitled under the
law.

Complaints of noncompliance with laws relating to pregnant or parenting students may be filed under the Uniform
Complaint Procedures (“UCP”) of MWA. The complaint may be filed in writing with the UCP compliance officer:

Elizabeth Martinez, Chief Operating Officer
4123 Lakeside Drive, Richmond, CA 94806
(510) 262-1511, mwacompliance@mwacademy.org

School Property and Personal Possessions
Lockers and Locks
Students will be assigned a locker with a lock. Only locks provided by MWA will be used on the lockers. Students
should keep the combination to themselves. There will be a $5 replacement fee for any lost locks. Lockers are for
your belongings and school supplies. Students are responsible for the organization and cleanliness of their locker.
Lockers may be searched at any time by school officials to the extent allowed by law. As such, students:

● Should not have any unauthorized and/or illegal items such as weapons, cigarettes, drugs (even
prescription drugs, which should be kept in the nurse’s office).

● Should not leave food in their locker as it attracts rodents and ants.
● Should not leave any PE clothing in the locker over the weekend.
● Should not leave any electronics, irreplaceable items or other valuables in their locker, including money.

Anti-Bullying, Harassment, Intimidation, Discrimination and
Title IX Policy

MWA is committed to providing a work and educational atmosphere that is free of unlawful discrimination, sexual
harassment, harassment, intimidation, and bullying. MWA will not condone or tolerate discrimination or
harassment of any type, including bullying, or intimidation, by any employee, independent contractor or other
person with whom it does business, or any other individual, student, or volunteer. This policy is inclusive of
instances that occur on any area of the school campus, at school-sponsored events and activities, regardless of
location, through school-owned technology, and through other electronic means.

As used in this policy, discrimination, sexual harassment, harassment, intimidation, and bullying are described as
the intentional conduct, including verbal, physical, written communication or cyber-bullying, including cyber sexual
bullying, based on the actual or perceived characteristics of mental or physical disability, sex (including pregnancy
and related conditions, and parental status), sexual orientation, gender, gender identity, gender expression,
immigration status, nationality (including national origin, country of origin, and citizenship), race or ethnicity
(including ancestry, color, ethnic group identification, ethnic background, and traits historically associated with
race, including, but not limited to, hair texture and protective hairstyles such as braids, locks, and twist), religion
(including agnosticism and atheism), religious affiliation, medical condition, genetic information, marital status, age
or association with a person or group with one or more of these actual or perceived characteristics or any other
basis protected by federal, state, local law, ordinance or regulation. Hereafter, such actions are referred to as
“misconduct prohibited by this policy.”

All complaints of misconduct prohibited by this policy will be treated seriously. Students are expected to guide all
of their actions with others using the MWA Core Values. Material that is considered verbally or physically
threatening, obscene, racist, discriminatory, will not be tolerated. MWA will address misconduct prohibited by this
policy, which includes but is not limited to harassment in social networking threatening posts and/or
correspondence, that comes to the attention of MWA. MWA reserves the right to access and review any and all
information in accordance with the law and MWA policies in an attempt to preserve the safety, health, and overall
well-being of the student.

To the extent possible, MWA will make reasonable efforts to prevent students from being discriminated against,
harassed, intimidated and/or bullied, and will take action to investigate, respond to, and address any reports of
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such behaviors in a timely manner. MWA staff who witness acts of misconduct prohibited by this policy will take
immediate steps to intervene, when safe to do so.

This policy applies to all employees, students, and/or volunteer actions and relationships, regardless of position or
gender. MWA will promptly and thoroughly investigate and respond to any complaint of misconduct prohibited by
this policy, including but not limited to those instances occurring on social networking sites and communication
devices during regularly scheduled work days and hours, in a manner that is not deliberately indifferent and will
take appropriate corrective action, if warranted. MWA complies with all applicable state and federal laws and
regulations and local ordinances in its investigation of and response to reports of misconduct prohibited by this
policy.

Title IX, Harassment, Intimidation, Discrimination and Bullying Coordinators:

For Students: For Employees:

Dean of Students
4123 Lakeside Drive
Richmond, CA 94806
(510) 262-1511
Jennefer Cerna (5th & 6th Grade)
Artemus Jones (7th & 8th Grade)
Arella Sidransky (9th-12th Grade)

Fe Campbell
Director of Human Resources
fcampbell@mwacademy.org
4123 Lakeside Drive
Richmond, CA 94806
(510) 262-1511

Prohibited Unlawful Harassment
● Verbal conduct such as epithets, derogatory jokes or comments or slurs;
● Physical conduct including assault, unwanted touching, intentionally blocking normal movement or

interfering with work or school because of sex, race or any other protected basis;
● Retaliation for reporting or threatening to report harassment;
● Deferential or preferential treatment based on any of the protected characteristics listed above.

Prohibited Unlawful Harassment under Title IX
Title IX (20 U.S.C. § 1681 et seq.; 34 C.F.R. § 106.1 et seq.) and California state law prohibit discrimination and
harassment on the basis of sex. In accordance with these existing laws, discrimination and harassment on the
basis of sex in education institutions, including in the education institution’s admissions and employment
practices, is prohibited. All persons, regardless of sex, are afforded equal rights and opportunities and freedom
from unlawful discrimination and harassment in education programs or activities conducted by MWA.

MWA is committed to providing a work and educational environment free of sexual harassment and considers
such harassment to be a major offense, which may result in disciplinary action. Inquiries about the application of
Title IX and 34 C.F.R. Part 106 may be referred to the Coordinator, the Assistant Secretary for Civil Rights of the
U.S. Department of Education, or both.

Sexual harassment consists of conduct on the basis of sex, including but not limited to unwelcome sexual
advances, requests for sexual favors and other verbal or physical conduct on the basis of sex, regardless of
whether or not the conduct is motivated by sexual desire when: (a) Submission to the conduct is explicitly or
implicitly made a term or a condition of an individual's employment, education, academic status, or progress; (b)
submission to, or rejection of, the conduct by the individual is used as the basis of employment, educational or
academic decisions affecting the individual; (c) the conduct has the purpose or effect of having a negative impact
upon the individual's work or academic performance, or of creating an intimidating, hostile, or offensive work or
educational environment; and/or (d) submission to, or rejection of, the conduct by the individual is used as the
basis for any decision affecting the individual regarding benefits and services, honors, programs, or activities
available at or through the educational institution.

It is also unlawful to retaliate in any way against an individual who has articulated a good faith concern about
sexual harassment against him/her or against another individual.

Sexual harassment may include, but is not limited to:

Physical assaults of a sexual nature, such as:
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● Rape, sexual battery, molestation or attempts to commit these assaults and
● Intentional physical conduct that is sexual in nature, such as touching, pinching, patting, grabbing,

brushing against another’s body, or poking another’s body

Unwanted sexual advances, propositions or other sexual comments, such as:
● Sexually oriented gestures, notices, remarks, jokes, or comments about a person’s sexuality or sexual

experience
● Preferential treatment or promises of preferential treatment to an individual for submitting to sexual

conduct, including soliciting or attempting to solicit any individual to engage in sexual activity for
compensation or reward or deferential treatment for rejecting sexual conduct

● Subjecting or threats of subjecting a student or employee to unwelcome sexual attention or conduct or
intentionally making the student’s or employee’s performance more difficult because of the student’s or
employee’s sex

Sexual or discriminatory displays or publications anywhere in the work or educational environment, such as:
● Displaying pictures, cartoons, posters, calendars, graffiti, objections, promotional materials, reading

materials, or other materials that are sexually suggestive, sexually demeaning or pornographic or bringing
or possessing any such material to read, display or view in the work or educational environment

● Reading publicly or otherwise publicizing in the work or educational environment materials that are in any
way sexually revealing, sexually suggestive, sexually demeaning or pornographic, and

● Displaying signs or other materials purporting to segregate an individual by sex in an area of the work or
educational environment (other than restrooms or similar rooms)

The illustrations of harassment and sexual harassment above are not to be construed as an all-inclusive list of
prohibited acts under this policy.

Formal Complaint of Sexual Harassment means a written document filed and signed by a complainant who is
participating in or attempting to participate in MWA’s education program or activity or signed by the Coordinator
alleging sexual harassment against a respondent and requesting that MWA investigate the allegation of sexual
harassment.

Respondent means an individual who has been reported to be the perpetrator of conduct that could constitute
sexual harassment.

What is Bullying?
“Bullying” means any severe or pervasive physical or verbal act or conduct, including communications made in
writing or by means of an electronic act. Bullying includes one or more acts committed by a student or group of
students that may constitute sexual harassment, hate violence and/or creates an intimidating and/or hostile
educational environment directed toward one or more students that has or can be reasonably predicted to have
the effect of one or more of the following:

1. Placing a reasonable student or students in fear of harm to that student or those students’ person or
property.

2. Causing a reasonable student to experience a substantially detrimental effect on their physical or mental
health.

3. Causing a reasonable student to experience a substantial interference with their academic performance.
4. Causing a reasonable student to experience a substantial interference with their ability to participate in or

benefit from the services, activities, or privileges provided by MWA.

* “Reasonable student” is defined as a student, including, but not limited to, an exceptional needs student,
who exercises care, skill and judgment in conduct for a person of their age, or for a person of their age
with their exceptional needs.

What is Cyberbullying?
“Cyberbullying” is an electronic act that includes the transmission of harassing communication, direct threats, or
other harmful texts, sounds, or images on the Internet, social media, or other technologies using a telephone,
computer, or any wireless communication device. Cyberbullying also includes breaking into another person’s
electronic account and assuming that person’s identity in order to damage that person’s reputation.
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“Electronic Act” means the creation or transmission originated on or off the school site by means of an electronic
device, including, but not limited to, a telephone, wireless telephone, or other wireless communication device,
computer, or pager, of a communication, including, but not limited to, any of the following:

1. A message, text, sound, video, or image.
2. A post on a social network Internet Web site including, but not limited to:

a. Posting to or creating a burn page. A "burn page" means an Internet website created for the
purpose of having one or more of the effects as listed in the definition of "bullying," above

b. Creating a credible impersonation of another actual student for the purpose of having one or
more of the effects listed in the definition of "bullying," above. "Credible impersonation" means to
knowingly and without consent impersonate a student for the purpose of bullying the student and
such that another student would reasonably believe, or has reasonably believed, that the student
was or is the student who was impersonated

c. Creating a false profile for the purpose of having one or more of the effects listed in the definition
of "bullying," above. "False profile" means a profile of a fictitious student or a profile using the
likeness or attributes of an actual student other than the student who created the false profile.

3. An act of "cyber sexual bullying" including, but not limited to:
a. The dissemination of, or the solicitation or incitement to disseminate, a photograph or other visual

recording by a student to another student or to school personnel by means of an electronic act
that has or can be reasonably predicted to have one or more of the effects described in definition
of "bullying," above. A photograph or other visual recording, as described above, shall include the
depiction of a nude, semi-nude, or sexually explicit photograph or other visual recording of a
minor where the minor is identifiable from the photograph, visual recording, or other electronic
act.

b. "Cyber sexual bullying" does not include a depiction, portrayal, or image that has any serious
literary, artistic, educational, political, or scientific value or that involves athletic events or
school-sanctioned activities.

4. Notwithstanding the definitions of "bullying" and "electronic act" above, an electronic act shall not
constitute pervasive conduct solely on the basis that it has been transmitted on the Internet or is currently
posted on the Internet

Bullying and Cyberbullying Prevention Procedures

MWA has adopted the following procedures for preventing acts of bullying, including cyberbullying.

1. Cyberbullying Prevention Procedures

MWA advises students:
A. To never share passwords, personal data, or private photos online.
B. To think about what they are doing carefully before posting and by emphasizing that comments cannot be

retracted once they are posted.
C. That personal information revealed on social media can be shared with anyone including parents,

teachers, administrators, and potential employers. Students should never reveal information that would
make them uncomfortable if the world had access to it.

D. To consider how it would feel receiving such comments before making comments about others online.

MWA informs school employees, students, and parents/guardians of MWA’s policies regarding the use of
technology in and out of the classroom. MWA encourages parents/guardians to discuss these policies with their
children to ensure their children understand and comply with such policies.

2. Education

MWA employees cannot always be present when bullying incidents occur, so educating students about bullying is
a key prevention technique to limit bullying from happening. MWA advises students that hateful and/or demeaning
behavior is inappropriate and unacceptable in our society and at MWA and encourages students to practice
compassion and respect each other.

MWA educates students to accept all student peers regardless of protected characteristics (including but not
limited to actual or perceived sexual orientation, gender identification, physical or cognitive disabilities, race,
ethnicity, religion, and immigration status) and about the negative impact of bullying other students based on
protected characteristics.
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MWA’s bullying prevention education also discusses the differences between appropriate and inappropriate
behaviors and includes sample situations to help students learn and practice appropriate behavior and to develop
techniques and strategies to respond in a non-aggressive way to bullying-type behaviors. Students will also
develop confidence and learn how to advocate for themselves and others, and when to go to an adult for help.

MWA informs MWA employees, students, and parents/guardians of this Policy and encourages parents/guardians
to discuss this Policy with their children to ensure their children understand and comply with this Policy.

3. Professional Development

MWA annually makes available the online training module developed by the California Department of Education
pursuant Education Code section 32283.5(a) to its certificated employees and all other MWA employees who
have regular interaction with students.

MWA informs certificated employees about the common signs that a student is a target of bullying including:
● Physical cuts or injuries
● Lost or broken personal items
● Fear of going to school/practice/games
● Loss of interest in school, activities, or friends
● Trouble sleeping or eating
● Anxious/sick/nervous behavior or distracted appearance
● Self-destructiveness or displays of odd behavior
● Decreased self-esteem

MWA also informs certificated employees about the groups of students determined by MWA, and available
research, to be at elevated risk for bullying. These groups include but are not limited to:

● Students who are lesbian, gay, bisexual, transgender, or questioning youth (“LGBTQ”) and those youth
perceived as LGBTQ; and

● Students with physical or learning disabilities.

MWA encourages its employees to demonstrate effective problem-solving, anger management, and
self-confidence skills for MWA’s students.

Grievance Procedures

Scope of Grievance Procedures
MWA will comply with its Uniform Complaint Procedures (“UCP”) policy when investigating and responding to
complaints alleging unlawful harassment, discrimination, intimidation or bullying against a protected group or on
the basis of a person’s association with a person or group with one or more of the protected characteristics set
forth in the UCP that:

a. Are written and signed;
b. Filed by an individual who alleges that that individual has personally suffered unlawful discrimination,

harassment, intimidation or bullying, or by one who believes any specific class of individuals has been
subjected to discrimination, harassment, intimidation or bullying prohibited by this Policy, or by a duly
authorized representative who alleges that an individual student has been subjected to discrimination,
harassment, intimidation, or bullying; and

c. Submitted to the MWA UCP Compliance Officer not later than six (6) months from the date the alleged
unlawful discrimination, harassment, intimidation or bullying occurred, or the date the complainant first
obtained knowledge of the facts of the alleged discrimination, harassment, intimidation or bullying.

The following grievance procedures shall be utilized for reports of misconduct prohibited by this policy that do not
comply with the writing, timeline, or other formal filing requirements of a uniform complaint. For formal complaints
of sexual harassment, MWA will utilize the following grievance procedures in addition to its UCP when applicable.

Reporting
All staff are expected to provide appropriate supervision to enforce standards of conduct and, if they observe or
become aware of misconduct prohibited by this policy, to intervene as soon as it is safe to do so, call for
assistance, and report such incidents. The MWA Board requires staff to follow the procedures in this policy for
reporting alleged acts of misconduct prohibited by this policy.
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Any student who believes they have been subject to misconduct prohibited by this policy or has witnessed such
prohibited misconduct is encouraged to immediately report such misconduct to the Coordinator for students.
Complaints regarding such misconduct may also be made to the U.S. Department of Education, Office for Civil
Rights. Civil law remedies, including, but not limited to, injunctions, restraining orders, or other remedies or orders
may also be available to complainants.

While submission of a written report is not required, the reporting party is encouraged to submit a written report to
the Coordinator. MWA will investigate and respond to all oral and written reports of misconduct prohibited by this
Policy in a manner that is not deliberately indifferent. Reports may be made anonymously, but formal disciplinary
action cannot be based solely on an anonymous report. Students are expected to report all incidents of
misconduct prohibited by this policy or other verbal or physical abuses. Any student who feels she/he is a target of
such behavior should immediately contact a teacher, counselor, administrator, staff person or a family member so
that she/he can get assistance in resolving the issue in a manner that is consistent with this policy.

MWA acknowledges and respects every individual’s right to privacy. All reports shall be investigated in a manner
that protects the confidentiality of the parties and the integrity of the process to the greatest extent possible. This
includes keeping the identity of the reporter confidential, as appropriate, except to the extent necessary to comply
with the law, carry out the investigation and/or to resolve the issue, as determined by the Coordinator or
administrative designee on a case-by-case basis.

MWA prohibits any form of retaliation against any individual who files a report or complaint, testifies, assists,
participates, or refuses to participate in any investigation or proceeding related to misconduct prohibited by this
Policy. Such participation or lack of participation shall not in any way affect the status, grades or work
assignments of the individual. Individuals alleging retaliation in violation of this Policy may file a grievance using
the procedures set forth in this Policy. Knowingly making false statements or knowingly submitting false
information during the grievance process is prohibited and may result in disciplinary action. All supervisors of staff
will receive sexual harassment training within six months of their assumption of a supervisory position and will
receive further training once every two years thereafter. All staff and any individual designated as a coordinator,
investigator or decision-maker and any person who facilitates an informal resolution process will receive sexual
harassment training and/or instruction concerning sexual harassment as required by law.

Supportive Measures
Upon the receipt of an informal or formal complaint of sexual harassment, the Coordinator will promptly contact
the complainant to discuss the availability of supportive measures. The Coordinator will consider the
complainant’s wishes with respect to supportive measures, inform the complainant of the availability of supportive
measures with or without the filing of a formal complaint of sexual harassment, and explain the process for filing a
formal complaint of sexual harassment.

Supportive measures are non-disciplinary, non-punitive individualized services offered as appropriate, as
reasonably available, and without fee or charge to the complainant or the respondent before or after the filing of a
formal complaint of sexual harassment or where no formal complaint of sexual harassment has been filed. Such
measures are designed to restore or preserve equal access to MWA’s education program or activity without
unreasonably burdening the other party, including measures designed to protect the safety of all parties or MWA’s
educational environment, or deter sexual harassment. Supportive measures available to complainants and
respondents may include but are not limited to counseling, extensions of deadlines or other course-related
adjustments, modifications of work or class schedules, campus escort services, mutual restrictions on contact
between the parties, changes in work locations, leaves of absence, increased security and monitoring of certain
areas of the campus, and other similar measures. MWA will maintain as confidential any supportive measures
provided to the complainant or respondent, to the extent that maintaining such confidentiality would not impair the
ability of MWA to provide the supportive measures.

Investigation and Response
Upon receipt of a report of misconduct prohibited by this policy from a student, staff member, parent, volunteer,
visitor or affiliate of MWA, the Coordinator or administrative designee will promptly initiate an investigation. At the
conclusion of the investigation, the Coordinator or administrative designee will notify the complainant of the
outcome of the investigation. However, the Coordinator or administrative designee will not reveal confidential
information related to other students or employees, including the type and extent of behavior management issued
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against such students or employees. Complaints shall be investigated and resolved within 30 school days, unless
circumstances reasonably require additional time.

For investigations of and responses to formal complaints of sexual harassment, the following grievance
procedures will apply:
Notice of the Allegations

● Upon receipt of a formal complaint of sexual harassment, the Coordinator will give all known parties
written notice of its grievance process, including any voluntary informal resolution process. The notice will
include:

o A description of the allegations of sexual harassment at issue and to the extent known, the
identities of the parties involved in the incident, the conduct allegedly constituting sexual
harassment, and the date and location of the alleged incident;

o A statement that the respondent is presumed not responsible for the alleged conduct until a final
decision is reached;

o A statement that the parties may have an advisor of their choice, who may be an attorney, and
may inspect and review evidence; and

o A statement that MWA prohibits an individual from knowingly making false statements or
knowingly submitting false information during the grievance process.

Emergency Removal
● MWA may place a non-student employee respondent on administrative leave during the pendency of a

formal complaint of sexual harassment grievance process in accordance with MWA’s policies.
● MWA may remove a respondent from MWA’s education program or activity on an emergency basis, in

accordance with MWA’s policies, provided that MWA undertakes an individualized safety and risk
analysis, determines that an immediate threat to the physical health or safety of any student or other
individual arising from the allegations of sexual harassment justifies removal, and provides the
respondent with notice and an opportunity to challenge the decision immediately following the removal.

● This provision may not be construed to modify any rights under the IDEA, Section 504, or the ADA.
Informal Resolution

● If a formal complaint of sexual harassment is filed, MWA may offer a voluntary informal resolution
process, such as mediation, to the parties at any time prior to reaching a determination regarding
responsibility. If MWA offers such a process, it will do the following:

o Provide the parties with advance written notice of:
▪ The allegations;
▪ The requirements of the voluntary informal resolution process including the circumstances

under which the parties are precluded from resuming a formal complaint of sexual
harassment arising from the same allegations;

▪ The parties’ right to withdraw from the voluntary informal resolution process and resume the
grievance process at any time prior to agreeing to a resolution; and

▪ Any consequences resulting from participating in the voluntary informal resolution process,
including the records that will be maintained or could be shared; and

o Obtain the parties’ advance voluntary, written consent to the informal resolution process.
o MWA will not offer or facilitate an informal resolution process to resolve allegations that an

employee sexually harassed a student.
Investigation Process

● The decision-maker will not be the same person(s) as the Coordinator or the investigator. MWA shall
ensure that all decision-makers and investigators do not have a conflict of interest or bias for or against
complainants or respondents.

● In most cases, a thorough investigation will take no more than twenty-five (25) school days. If the
investigator determines that an investigation will take longer than twenty-five (25) school days and needs
to be delayed or extended due to good cause, the investigator will inform the complainant and any
respondents in writing of the reasons for the delay or extension and provide an approximate date when
the investigation will be complete.

● The parties will be provided with an equal opportunity to present witnesses, to inspect and review any
evidence obtained that is directly related to the allegations raised, and to have an advisor present during
any investigative meeting or interview.

● The parties will not be prohibited from discussing the allegations under investigation or to gather and
present relevant evidence.

● A party whose participation is invited or expected at an investigative meeting or interview will receive
written notice of the date, time, location, participants, and purpose of the meeting or interview with
sufficient time for the party to prepare to participate.
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● Prior to completion of the investigative report, MWA will send to each party and the party’s advisor, if any,
a copy of the evidence subject to inspection and review, and the parties will have at least ten (10) days to
submit a written response for the investigator’s consideration prior to the completion of the investigation
report.

● The investigator will complete an investigation report that fairly summarizes all relevant evidence and
send a copy of the report to each party and the party’s advisor, if any, at least ten (10) days prior to the
determination of responsibility.

Dismissal of a Formal Complaint of Sexual Harassment
● If the investigation reveals that the alleged harassment did not occur in MWA’s educational program in the

United States or would not constitute sexual harassment even if proved, the formal complaint with regard
to that conduct must be dismissed. However, such a dismissal does not preclude action under another
applicable MWA policy.

● MWA may dismiss a formal complaint of sexual harassment if:
o The complainant provides a written withdrawal of the complaint to the Coordinator;
o The respondent is no longer employed or enrolled at MWA; or
o The specific circumstances prevent MWA from gathering evidence sufficient to reach a decision

on the formal complaint or the allegations therein.
● If a formal complaint of sexual harassment or any of the claims therein are dismissed, MWA will promptly

send written notice of the dismissal and the reason(s) for the dismissal simultaneously to the parties.
Determination of Responsibility

● The decision-maker(s) will not be the same person(s) as the Coordinator, the investigator or the
decision-maker(s) for the appeal.

● The standard of evidence used to determine responsibility is the preponderance of the evidence standard.
● Determinations will be based on an objective evaluation of all relevant evidence and credibility

determinations will not be based on a person’s status as a complainant, respondent, or witness.
● MWA will send a written decision on the formal complaint to the complainant and respondent

simultaneously that describes:
o The allegations in the formal complaint of sexual harassment;
o All procedural steps taken including any notifications to the parties, interviews with parties and

witnesses, site visits, and methods used to gather other evidence;
o The findings of facts supporting the determination;
o The conclusions about the application of MWA’s code of conduct to the facts;
o The decision and rationale for each allegation;
o Any disciplinary sanctions the recipient imposes on the respondent, and whether remedies

designed to restore or preserve equal access to the education program or activity will be provided
to the complainant; and

o The procedures and permissible bases for appeals.

Appeal
Should the reporting individual find MWA’s resolution unsatisfactory, the reporting individual may, within five
school days of the date of resolution, file an appeal with the Designated Appeals Committee. In such cases, at
least three certificated MWA employees who are unfamiliar with the case and who have been previously
designated and trained for this purpose shall be assembled to conduct a confidential review of the complainant’s
appeal and render a final disposition.

The following appeal rights and procedures will apply to formal complaints of sexual harassment:
● The complainant and the respondent shall have the same appeal rights and MWA will implement appeal

procedures equally for both parties.
● Within five (5) business days of MWA’s written decision or dismissal of the complaint, the complainant or

respondent may submit a written appeal to the Coordinator.
● The decision-maker(s) for the appeal will not be the same person(s) as the Coordinator, the investigator

or the initial decision-maker(s).
● The complainant and respondent may appeal from a determination regarding responsibility, and from

MWA’s dismissal of a formal complaint or any allegations therein, on the following bases:
o Procedural irregularity that affected the outcome of the matter;
o New evidence that was not reasonably available at the time the determination regarding

responsibility or dismissal was made, that could affect the outcome of the matter; and
o The Title IX Coordinator, investigator(s), or decision-maker(s) had a conflict of interest or bias for

or against complainants or respondents generally or the individual complainant or respondent
that affected the outcome of the matter.
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● MWA will notify the other party in writing when an appeal is filed.
● The decision-maker for the appeal will give both parties a reasonable, equal opportunity to submit a

written statement in support of, or challenging, the outcome; issue a written decision describing the result
of the appeal and the rationale for the result; and provide the written decision simultaneously to both
parties.

Consequences
Students or employees who engage in misconduct prohibited by this policy, knowingly make false statements, or
knowingly submit false information during the grievance process are subject to disciplinary action; students may
receive behavior management up to and including suspension or expulsion and employees may be subject to
disciplinary action up to and including termination. Bullying by any individual at MWA is strictly prohibited. MWA
will report all abuse to the appropriate legal authorities as required by the law. The Coordinator is responsible for
effective implementation of any remedies ordered by MWA in response to a formal complaint of sexual
harassment.

In addition, any student involved who engages in misconduct prohibited by this policy, regardless of their role,
may be required to participate in the following:
● Bullying Education: Participation in a specific number of bullying workshop sessions centered around bullying

education (i.e. statistics, prevalence, impact of bullying).
● Restorative Justice: Specific activities aimed to address and repair the damage caused to the MWA

community by bullying (i.e. write an essay on the harmful effects of bullying and present an essay to the MWA
community).

● Psychological Services: A specific number of individual or group counseling sessions facilitated by a
therapeutic clinician.

Recordkeeping
All records related to any investigation of complaints under this Policy are maintained in a secure location by the
Dean of Students or designee.

MWA will maintain the following records for at least seven (7) years:
● Records of each sexual harassment investigation, including any determination of responsibility; any

audio or audiovisual recording or transcript; any disciplinary sanctions imposed on the respondent; and
any remedies provided to the complainant.

● Records of any appeal of a formal sexual harassment complaint and the results of that appeal.
● Records of any informal resolution of a sexual harassment complaint and the results of that informal

resolution.
● All materials used to train Title IX coordinators, investigators, decision-makers, and any person who

facilitates an informal resolution process.
● Records of any actions, including any supportive measures, taken in response to a report or formal

complaint of sexual harassment.

Ingress/Egress/Transportation
In order to protect and ensure student safety, MWA is a closed campus. This means that from the time
of Arrival to the time of Dismissal to home, students may not leave campus. All Parents, Guardians and
students are expected to follow MWA’s Arrival and Dismissal policy, including traffic guidelines, time
frames, and directives from MWA Staff members and volunteers facilitating Arrival/Dismissal in order to
maintain a safe environment for all students.

Expectations for Parents/Guardians and Students During Arrival
and Dismissal
Parents/guardians are responsible for clearly communicating with their students every day regarding student
dismissal plans.
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Students may make phone calls home from the front office during breaks or lunch if they need to speak to their
parents/guardians about pick-up times, after-school plans, sports and other plans. Students are permitted to use
personal cell phones during approved dismissal windows for transportation-related calls.

Students and parents/guardians are expected to respectfully and courteously follow traffic laws, posted signs, and
the directions of all MWA staff and volunteers during arrival and dismissal. Additionally, they should be mindful of
the volume and appropriateness of their music when on campus.

To ensure student safety, and to ensure families get through the arrival and dismissal line quickly, please
follow the directions of staff, faculty and volunteers at all times. The dismissal process takes approximately
30 minutes. Students and parents/guardians should plan ahead if there is an appointment or other commitment
for which they need to leave school promptly. Parents/guardians should review the early release procedure if they
anticipate needing to leave school early in order to attend an appointment (appointments are excused per the
reasons outlined in the section titled “Excused Absences”).

Traffic Procedures
To ensure student and community safety, it is essential to follow the traffic procedure. Families and/or students
found violating traffic regulations or operating in an unsafe manner may lose their parking privileges on campus.
The local police department will be involved as necessary.

Guidelines
● Always follow directions of the staff, faculty and volunteers directing traffic
● Always use the crosswalks
● Never “j-walk”
● U-Turns on Lakeside are prohibited
● Never park in the bus loading zones
● Speed limit is 5 mph while driving anywhere on campus (e.g. the parking lots and the drive loop)
● Students may only park in designated areas
● Students may not park in faculty or visitor parking spaces
● Students must be dropped off in designated areas ONLY
● Student drop-off/pick-up at any of the surrounding businesses (for example, the YMCA) is strictly

prohibited

Students and parents/guardians who do not follow the Arrival/Dismissal Policy jeopardize the safety of our
students and staff, and will be subject to the following:

● School-Wide Behavior Management System interventions – refer to School-Wide Behavior Management
System

● Meeting with School Administrator to discuss safety violations
● Report to Law Enforcement as mandated by law

*Student athletes are permitted to leave campus and return for later practices and games with the permission of
the Athletic Director. Athletes must return promptly at the start time of their activity supervised by MWA staff, or
wait in the designated academic program area. Athletes may not wait in unsupervised and closed buildings.
Athletes may not bring unapproved food back to campus.

School Environment

Notice of Pipeline Hazard
An 8-inch diameter liquid petroleum pipeline, owned and operated by Kinder Morgan Energy, Partners,
LP (Kinder-Morgan) traverses the western portion of the Making Waves’ property behind Building 2
(4131 Lakeside Drive). J House Environmental, Inc. prepared a pipeline hazard analysis to identify
potential safety hazards associated with school facility operations in proximity to this pipeline.

This analysis concluded, “The Kinder-Morgan refined petroleum product pipeline that traverses the
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western portion of the 4123 and 4131 Lakeside Drive site is not anticipated to pose a significant safety
hazard to students or staff at the proposed charter school.”

A copy of the complete 26 page J House Environmental, Inc. pipeline hazard analysis is available for
viewing at the Main Office, Making Waves Academy, 4123 Lakeside Drive, Richmond, CA.

Visitor Policy/Guidelines

Partnership between MWA, parents/guardians and families is essential to support student achievement. To
promote family involvement, community building, and academic growth, parents/guardians and educational
advocates are always welcome on campus, on the condition that they adhere to the visitor policy outlined below.

All visitors are expected to register by providing a formal identification card, reading and signing a copy of the
Visitor Policy/Guidelines and returning it to the Front Office staff prior to being approved for visit.

MWA complies with all applicable health and safety guidelines and orders issued by federal, state, or local
governments or health departments. Visitors (including volunteers) who demonstrate signs of a contagious
disease (e.g., fever, coughing, etc.) may be denied registration. When recommended or required by the State or
County Department of Public Health, visitors will be required to wear personal protective equipment, such as
masks, and adhere to physical distancing protocols. MWA reserves the right to implement additional measures for
the protection of its school community, such as limiting nonessential visitors on campus or requiring forehead
temperature checks before entry to the same extent being utilized for students and employees.

A "visitor" is any person seeking to enter the school grounds during school hours who is not an MWA employee or
current student. A "visitor" does not include a parent or guardian of a current student who is solely on school
grounds for pick-up or drop-off of their child. All visitors who are not a parent or guardian of a current student must
have a specific and educationally-relevant purpose for their visit.

All campus visitors must have the prior consent and approval of the school leader or their designee.

Visitors are required to adhere to the following procedures:
● Visitors may request school leader consent through the front office or by contacting the front office at

510-262-1511.
● The request should include the purpose of the visit, dates, and times of the visit and the specific

classroom or student being observed.
● Immediately upon arriving on campus, all visitors must check in at the front office to sign in and obtain a

visitor’s pass.
● All visitors must wear a visitor’s pass in a visible place throughout the duration of their stay on campus.
● All visitors must sign out upon the completion of their visit and return their visitor’s badge.

If the visitor is a government officer/official (including but not limited to local law enforcement officers, immigration
enforcement officers, social workers, district attorneys, or U.S. attorneys) the officer/official will be asked to
produce identification/badge and will also be asked to produce any documentation that authorizes school access.
MWA shall make reasonable efforts to notify parents/guardians prior to permitting a student to be interviewed or
searched, consistent with the law and/or any court order, warrant or instructions from the officer/official. A copy of
the documentation provided by the officer and notes from the encounter may be maintained by MWA, consistent
with the law. The MWA Board of Directors and Bureau of Children’s Justice in the California Department of
Justice, at BCJ@doj.ca.gov, will be timely informed regarding any attempt by a law-enforcement officer to access
a school site or a student for immigration-enforcement purposes, as recommended by the Attorney General.

Visitor Conduct While on Campus
In order to maintain a safe and productive learning environment for students and staff, we request that visitors
adhere to the following:

● Enter and leave the classroom as quietly as possible.
● Do not converse with students, teachers or other instructional assistants during the visit unless given

permission.
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● Visitors should not address nor confront other students.
● Keep the length and frequency of classroom visits reasonable, based on the activity being observed.
● No electronic listening or recording device may be used in a classroom without the Assistant Principal or

designee’s permission. No recordings may be published publicly.
● Visitors are expected to conduct themselves as professionals, and as such this entails not entering

campus under the influence of alcohol or drugs. Nor should visitors show up smelling like drugs, e.g.,
marijuana. If the visitor does not meet the stated expectations they will be asked to leave the premises.

Parents/Guardians, Visitors Shall Not:
● Be permitted access to the campus if they are registered sex offenders without prior permission from the

Chief Executive Officer or their designee in accordance with Penal Code 626.81. The request must be
received by the school no later than 21 school days prior to the first date the person is requesting to be on
campus.

● Willfully interfere with the behavior management, order or conduct in any classroom or school activity with
the intent to disrupt, obstruct, or inflict damage to property or bodily injury to any person.

● Disrupt class work, extracurricular activities or cause disorder in a place where a school employee is
required to perform their duties.

● Willfully interfere with or disregard any safety-related operations and procedures (e.g. moving traffic
cones for convenience), including for student sign-out, arrival and dismissal.

Administrator Authority
All visitors who enter MWA and fail to adhere to the visitor policy or who defy the school policy and
administration’s authority may be reported to the appropriate police agency and may be subject to criminal
charges.

Parent/Guardian Rights
● Parents have the right to observe classrooms in which their child is enrolled after making a request in

advance, within a reasonable timeframe.
● Parents have the right to request a meeting with a classroom teacher, the school Director or their

designee after observing their student.

Removal of Visitors
● MWA administration may refuse to register a visitor if it is believed that the presence of the visitor

would cause a threat of disruption, physical injury to staff members or students, and/or threat of
destruction of property.

● MWA administration may withdraw consent to be on campus whenever there is reason to believe that
the person has willfully disrupted or is likely to disrupt MWA’s orderly operation. If consent is
withdrawn by someone other than the Assistant Principal, they may reinstate consent for the visitor if
he/she believes that the person’s presence will not constitute a disruption or substantial and material
threat to MWA’s orderly operation. Consent can be withdrawn for up to fourteen (14) days.

● MWA Administration may request that a visitor who has failed to register, or whose registration
privileges have been denied or withdrawn, promptly leave school grounds. When a visitor is directed
to leave, MWA administration shall inform the visitor that if he/she reenters MWA without following the
posted requirements he/she will be guilty of a misdemeanor and will be referred to law enforcement.

● Any visitor that is denied registration or has their registration revoked may request a conference with
the Assistant Principal. The request shall be in writing, shall state why the denial or revocation was
improper, shall give the address to which notice of conference is to be sent, and shall be delivered to
the Assistant Principal within 14 days of the denial or revocation of consent. The Assistant Principal
shall promptly mail a written notice of the date, time, and place of the conference to the person who
requested the conference. A conference with them shall be held within seven days after they receive
the request. If no resolution can be agreed upon, the Assistant Principal shall forward notice of the
complaint to the MWA Board of Directors. The MWA Board of Directors shall address the complaint at
the next regular board meeting and make a final determination.

● At each entrance to the campus, signs shall be posted specifying the hours during which registration
is required, stating where the office of the Director or designee is located, and what route to take to
that office, and setting forth the penalties for violation of this Policy.

● MWA administration will seek the assistance of the police in managing or reporting any visitor in
violation of this policy.
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Leadership Directory

CENTRAL OFFICE
Alton B. Nelson Jr, Interim Principal & Chief Executive Officer
anelson@mwacademy.org

Elizabeth Martinez, Chief Operating Officer
emartinez@mwacademy.org

Wallace Wei, Chief Financial Officer
wwei@mwacademy.org

Damon Edwards, Chief Technology Officer
dedwards@mwacademy.org

Lisa Dodson, Managing Director of Talent
ldodson@mwacademy.org

Fe Campbell, Director of Human Resources
fcampbell@mwacademy.org

SCHOOL
Alton B. Nelson Jr, Interim Principal & Chief Executive Officer
anelson@mwacademy.org

Eric Becker, Assistant Principal (Grades 10-12)
ebecker@mwacademy.org

Brian Jimenez, Assistant Principal (Grades 5 & 6)
bjimenez@mwacademy.org

Katherine Mason, Director of School Operations
kmason@mwacademy.org

Esau Molina, Director of College and Career Counseling
emolina@mwacademy.org

Jeff Hazel, Athletics Director
jhazel@mwacademy.org

Don’t see the person you are trying to reach? Call our main line to get connected at 510-262-1511 or email
mwainfo@mwacademy.org.

For media inquiries, please contact Bonnie Shea at bshea@making-waves.org or 510-406-3224.
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Appendices

Communication Templates
ALL CLEAR

Text/Email/Voice Message: The (specify the type of emergency) emergency has
ended. Please standby for further instructions. Go to or other local sources for more information.

ACTIVE SHOOTER

Text Message to Faculty/Staff: Emergency! An armed person on campus. Go to the nearest room
and lock down. Remain hidden and quiet. If off campus, do not enter the campus. Follow instructions
from authorities.

Email Message to Faculty/Staff: EMERGENCY! An armed person is at large on the campus. If you
are on campus, go into the nearest available room and lockdown. Remain hidden and quiet. If you are
not on campus, stay away. Follow instructions from school officials or local authorities. More
information on campus emergencies may be found at WEB ADDRESS.

Text Message to Families: Emergency! An armed person on campus. School is currently in a
Lockdown. Do not come to campus at this time, it is unsafe to do so. Further information will be
provided as soon as possible.

Voice Message to Families: This is [name and title] with an EMERGENCY alert from YOUR
SCHOOL. There is an armed individual at large on campus. [Shots have been fired.] The school is
currently in Lockdown. Please do not come to campus at this time. This threat is real and imminent!
Follow instructions from school officials or local authorities. More information will be provided as soon
as possible.

HOSTILE INTRUDER

Text Message to Faculty/Staff: Hostile intruder on campus. Find shelter now and lockdown. Be alert
and wait for further instructions.

Email/Voice Message to Faculty/Staff: A hostile intruder with unknown intentions may be on
campus. Be aware of your surroundings, secure yourself behind locked doors immediately. Follow
instructions from emergency or school personnel. Please limit phone use so phone lines are available
for emergency messaging. Standby for additional messages regarding this incident. Go to WEB
ADDRESS or other local sources for more information as soon as possible.

AREA EVACUATION
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Text Message to Families: An immediate evacuation of campus is required. Our school is evacuating to
(location & address). Please proceed here to pick up your student when possible.

Additional information is available at the School website.

Email/Voice Message to Families: An immediate evacuation of (areas that need to be
evacuated) is required due to (reason for evacuation). Our school is evacuating to
(location) and will remain there for reunification purposes. Our students and staff are safe and we urge
you to please stay calm and drive safely on your way to pick up your child(ren). Our staff will meet you
when you arrive at (location address) and assist you in the reunification process.

BOMB/BOMB THREAT

Text Message: Emergency! A bomb has been found on campus. Prepare to evacuate. Follow instructions
from authorities.

Text Message: Emergency! SCHOOL has received a bomb threat. Prepare to evacuate. Follow instructions
from authorities.

Email Message: EMERGENCY! A bomb has been found on the SCHOOL campus in the [building]. If
you are in the vicinity of the [building], prepare immediately for evacuation. If you are not in the area,
stay away. Listen for instructions from school officials or local authorities and follow them quickly and
carefully. Repeat, a bomb has been found in the [building].

Email Message: EMERGENCY! A bomb threat has been received by SCHOOL. If you are in the
vicinity of campus, prepare immediately for possible evacuation. Listen for instructions from school
officials or local authorities and follow them quickly and carefully. More information on campus
emergencies may be found at WEB ADDRESS.

Voice Message: This is [name and title] with an EMERGENCY alert from SCHOOL. A bomb has been
found on the SCHOOL campus in the [building]. SCHOOL will be evacuating off campus to
(location). Please stay away from campus if you are heading in this direction. Further instructions will
be sent out as soon as possible.

Voice Message: This is [name and title] with an EMERGENCY alert from SCHOOL. We have
received a bomb threat that we deem credible. We are preparing for an evacuation. Please stay away
from campus at this time and await further instructions.

CAMPUS CLOSED (WEATHER)

Text Message: SCHOOL Campus will be closed 00:00 PM 00/00/00 due to inclement weather. Go to
WEB ADDRESS for further information.

Email Message: ATTENTION! The SCHOOL campus will be closed as of 00:00 AM/ PM (optional)]
[day, month date, year] due to inclement weather. For additional information and updates, visit WEB
ADDRESS, call xxx-xxx-xxxx, or stay tuned to local area media.
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Voice Message: This is [name and title] with a weather alert from SCHOOL. The campus will be
closed [as of 00:00 AM/PM (optional)] [day, month date, year] due to inclement weather. For additional
information and updates, visit WEB ADDRESS, call xxx-xxx-xxxx, or stay tuned to local area media.

Text Message to Faculty/Staff: Operation suspended today at except for essential personnel. Go to
WEB ADDRESS or call xxx-xxx-xxxx for info

Email/Voice Message to Faculty/Staff: Due to (reason for closure), all but essential
operations are suspended beginning at (time closure begins), continuing until
further notice. All classes are canceled. Check with your supervisor regarding whether your position is
essential during this situation. Please limit phone use so phone lines are available for emergency
messaging. Standby for additional messages and go to SCHOOL WEB ADDRESS or call the
SCHOOL at xxx-xxx-xxxx for more information.

CIVIL DISTURBANCE

WEB TEXT/EMAIL/VOICE: A civil disturbance is occurring at . An official public warning to
disperse has been given. Law enforcement officers are on the scene and arrests are being made. All
persons are directed to stay away from this area until further notice. Anyone who remains in the area
is subject to arrest and/or disciplinary action. Check this source for additional information as it
becomes available.

SMS TEXT: Unsafe conditions at . Emergency response underway. Stay away from this area.
For info, WEB ADDRESS or call xxx-xxx-xxxx.

EXPLOSION

Text Message to Faculty/Staff: Emergency! There has been an explosion on campus. Prepare to
evacuate and follow instructions from Incident Command.

Email Message to Faculty/Staff: EMERGENCY! There has been an explosion on the SCHOOL
campus in the (building). If you are in the immediate vicinity, you should evacuate as instructed by
school officials or local authorities. If you are not in the area, you must keep at a safe distance so that
emergency units can work unimpeded. Follow instructions from school officials or local authorities.
End of message.

Email/Voice Message to Families: This is [name and title] with an EMERGENCY alert from
SCHOOL. There has been an explosion in the (building). Faculty, staff, and students are evacuating
off campus to
(location). Do not head toward the area at this time as roadways need to remain open so that
emergency units can work unimpeded. Please await further instruction from school officials.

FACILITY EMERGENCY

Sewer Emergency: pm/am on at the . The water lines
have been contaminated with sewage. Do not use water from the taps for eating, drinking, washing,
experiments or other purposes. Toilets in the complex will be
unavailable until pm/am. YOUR SCHOOL Facilities.

Occupational Health and Safety, Public Health personnel and other responders are on scene. Go to
the YOUR SCHOOL Emergency homepage for more information and updates on this incident.
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FIRE

Text Message to Faculty/Staff: Emergency! Fire alarm activated in (building). Please evacuate
immediately.

Text Message to Families: Alert! A fire alarm has been activated in (building). The school has
evacuated and emergency responders are on the way. Please await further instruction.

Email/Voice Message to Families: This is [name and title] with an EMERGENCY alert from
SCHOOL. A fire has been reported in the [building]. Faculty, staff, and students have evacuated.
Please await further instruction and do not head to the school at this time so that emergency units and
firefighters can work unimpeded.

GAS LEAK

Text Message to Faculty/Staff: EMERGENCY! There is a gas leak and threat of fire on campus. Put
out any flames. Follow alarms and instructions for evacuation.

Email/ Voice Message to Families: Alert! This is [name, title] from SCHOOL. There is a gas leak on
the SCHOOL campus in (building), posing a threat of fire from accidental ignition. We are preparing for
an evacuation of the school. All students, faculty, and staff are safe. Please do not come to campus at
this time and await further communication.

HAZARDOUS MATERIAL SPILL ON CAMPUS

Text Message to Faculty/Staff: EMERGENCY! There has been a hazardous material spill on
campus. Prepare to evacuate. Follow alarms and instructions.

Email/Voice Message to Families: Alert! There has been a [spill/release] of hazardous material on
the SCHOOL campus in the [building]. SCHOOL is preparing for a possible evacuation. Please keep
at a safe distance so that emergency units and hazmat teams can work unimpeded. Follow
instructions from school officials or local authorities. Additional communication will be sent out as soon
as possible.

POWER FAILURE

Text Message: Emergency! There has been a power failure on campus. Stay calm. Follow
instructions from school authorities.

Email/Voice Message to Families: Alert! The SCHOOL campus is experiencing a major power
failure. All buildings and facilities are affected. There is NO immediate need for an evacuation. School
authorities are working through the situation and will send out additional communication as soon as
possible.
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