
 

EACS FEB 2026 - SAFETY PLAN REVISIONS  
Recommended for board approval to align with new provisions and update language for clarity 

 
Section  Item 

Overall ●​ Revised all references of Executive Director to “Superintendent” 
●​ Updated School Address 
●​ Included new legally required procedures and protocols 
●​ Included references to Education Codes that reference the requirement of the Comprehensive Safety Plan 
●​ Included reference of SB 533 to integrate the Workplace Violence Prevention Plan 
●​ The Incident Report template was updated 

Nondiscrimination and Fair Treatment of Pupils 
Excel Academy realizes that a major source of conflict in many schools is the problem of bias and unfair treatment of students 
based on actual or perceived ancestry, age, color, disability, gender, gender identity, gender expression, nationality, race or ethnicity, 
religion, sex, sexual orientation, military or veteran status, genetic information, or association with a person or a group with one or 
more of these actual or perceived characteristics.  Our school strives to convey the attitude that all children can achieve 
academically and behave appropriately, while at the same time appreciating individual differences.  Excel Academy strives to 
communicate to students and the greater community that all students are valued and respected. 

 
Conduct 
  
The Superintendent or designee shall ensure that each program develops standards of conduct and discipline consistent with 
board policies and administrative regulations. Standards of conduct shall include clear policies on bullying prevention and 
cyberbullying in accordance with AB 2291. 
 
Plan Elements 
The Excel Academy School Plan contains the following elements:  
 

●​ Emergency Preparedness 
○​ Professional Development/Staff Meetings 
○​ Learning Period Meetings 
○​ Testing site safety and contact procedures 



 

○​ Field trip safety and contact procedures 
○​ Professional Development/Staff Meetings 
○​ School office evacuation procedures 
○​ Workplace Violence Prevention Plan  

●​ Human Resources 
○​ Mandated Reporter  
○​ Sexual Harassment 
○​ Bloodborne Pathogens 
○​ Active Shooter 
○​ Opioid Overdose Prevention  

The school Plan shall be evaluated annually and re-published in March of each year. A copy of the School Plan will be available for 
review at the Excel Academy school office and online at www.excelacademy.education. The plan will also be communicated to the 
local fire and law enforcement agencies annually. 

 

Criminal Background Check 
All candidates for employment shall submit to a criminal background check in compliance with Education Code Section 44237 prior 
to employment. In accordance with AB 1871 and EC 45125.1, this requirement extends to all non-certificated employees and 
third-party vendors who may have contact with students. 
 Criminal background checks cannot be carried over from the candidate’s prior employer. Failure to submit to a criminal background 
check will result in the candidate’s application for that position being withdrawn from further consideration. Excel Academy 
maintains a system of subsequent arrest notifications from the Department of Justice (DOJ) to ensure ongoing monitoring of staff 
eligibility. 

Section II: Program Policies 
 
For the purposes of this reporting procedure and the Penal Code 11166.1, “reasonable suspicion” means that it is objectively 
reasonable for a person to entertain such a suspicion, based upon facts that could cause a reasonable person in a like situation, 
drawing when appropriate on their training and experience, to suspect child abuse. Reasonable suspicion does not require certainty; it 
only requires that it be 'objectively reasonable' for a person in a like position to suspect abuse. 

http://www.excelacademy.education


 

 
Definitions: 

1.​ "Child Abuse" includes the following: 
a.​ A physical injury inflicted by other than accidental means on a child by another person 
b.​ Sexual abuse of a child 
c.​ Commercial Sexual Exploitation of Children (CSEC), including human trafficking of a minor. 

4. Employees reporting child abuse to a child protective agency are encouraged, but not required, to notify the Superintendent or 
the director's designee. Per Penal Code 11166(i)(1), no supervisor or administrator may impede or inhibit a reporting duty, and no 
person making such a report shall be subject to any sanction. 

If the mandated reporter does not disclose their identity to theSuperintendent, they shall provide or mail a copy of the written 
report to the main office without their signature or name to ensure the school's record-keeping compliance while maintaining 
reporter anonymity. 

5. as soon as possible after the initial verbal report by telephone. 
 
Legal Responsibility and Liability: 

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

2.​ If a mandated reporter fails to report an instance of child abuse, which they know to exist or reasonably know to exist, they 
are guilty of a misdemeanor punishable by confinement in jail for up to six months, a fine of up to $1,000, or both. The 
mandated reporter may also be held civilly liable for damages resulting from any injury to the child after a failure to report. 

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

Immunity: Mandated reporters have absolute immunity from civil or criminal liability for making a report required or authorized by 
CANRA (Child Abuse and Neglect Reporting Act). 

Penalty for Failure to Report: Failure to report is a misdemeanor punishable by up to six months in jail, a $1,000 fine, or both. If the 
failure to report results in death or great bodily injury, the penalty increases to up to one year in county jail and/or a fine of up to 
$5,000. 



 

 

Within 36 hours, a written report must be sent, faxed or submitted electronically.  The written report must be completed on a state 
form called 8572, which will be downloaded at 

Written Report Form (SS 8572): The written report must be completed on the current California DOJ form. Current Form Link: 
https://oag.ca.gov/childabuse/forms (Form SS 8572) 

Child Abuse Training Requirement: 
●​ Per AB 1432, all Excel Academy employees must annually complete the Mandated Reporter Training course within the first 

six weeks of school or by the sixth week of employment.  
○​ Substitute Employees: Must also complete training before beginning work. 
○​ Record Keeping: Proof of completion must be submitted to Human Resources and retained for at least three years. 

B. Immigration Enforcement: Notification, Access, and Response Procedures  
 
California law provides protections for students and families in situations involving actual or perceived immigration enforcement 
activities. Although EACS does not operate a traditional schoolsite, these requirements apply during any in person event, testing 
session, or activity where EACS personnel are supervising students. When applicable, EACS personnel shall not grant immigration 
enforcement officers access to students, student records, or EACS-supervised areas unless the officer presents a valid judicial 
warrant signed by a federal judge or magistrate. Administrative warrants are not sufficient for granting access. If immigration 
enforcement officers appear at a EACS-supervised event, personnel will immediately notify the Superintendent or Incident 
Commander, request identification and the stated purpose of the visit, and decline entry where possible until the documentation 
has been reviewed by EACS administration. The Superintendent or designee will examine any warrant or request to determine 
whether it meets the legal requirements and will communicate directly with the enforcement officer regarding EACS’s response. All 
encounters will be documented according to EACS procedures.  
 

https://oag.ca.gov/childabuse/forms
https://oag.ca.gov/childabuse/forms


 

EACS will notify parents and guardians as soon as reasonably possible, unless prohibited by law, and will provide the 
communication in the primary language listed in the student’s records. Notifications will describe the nature of the enforcement 
activity, whether students or staff were contacted, and any relevant rights or resources available to families. Student information 
will remain protected under FERPA and California law, and EACS will not release educational records or personally identifiable 
information to immigration enforcement officers unless compelled by a valid court order that has been reviewed and verified by the 
Superintendent or designee.  
 
All personnel will receive annual training on the procedures including recognizing valid warrants, responding to actual or perceived 
immigration enforcement, following notification requirements, and maintaining appropriate confidentiality. During in-person events 
or testing sessions, supervising personnel will review these procedures in advance and be prepared to contact administration if an 
immigration enforcement officer appears. EACS will also inform hosting facilities, when appropriate, that the school follows 
California’s student and family immigration-enforcement protections. 

 
 

C. Routine & Emergency Disaster Procedures - Continuity Plan for Disruption in in-person learning  

Overview & Scope 

Excel Academy is primarily an independent study program. However, during school-sponsored events (testing, field trips, staff 
meetings), the school assumes custodial responsibility. This plan satisfies the requirements of EC 32282 regarding disaster 
procedures and emergency protocols. 

Continuity of Learning (Disruption Plan) 



 

In the event of a localized or state-wide disruption to in-person services (e.g., pandemic, wildfire, or loss of administrative office 
access): 

●​ Instructional Continuity: Instruction will continue via the established Independent Study Master Agreement. 
●​ Communication: The school will utilize the emergency communication system (e.g., ParentSquare, email, or SMS) to provide 

status updates within 24 hours of the disruption. 
●​ Virtual Services: If testing sites or field trips are cancelled, the school will provide alternative virtual enrichment or 

reschedule state testing within the CDE-approved testing window. 

 

Excel Academy is an independent study program where students are schooled in the home and through independent providers in 
the community. Typically, students are under the direct supervision of their parent/guardian. However, there are  instances when 
Excel Academy sponsors events such as field trips and state testing, when it is important to have a clear emergency preparedness 
plan. 
 
In such instances, it is necessary to be prepared to respond to a vast array of emergency situations. The program’s procedures for 
evacuation and emergency preparedness are outlined in the following section for testing sites, the school office, staff meetings, and 
field trips. The roles of the responsible parties, training, and resources necessary to perform those responsibilities, are defined for 
each site where school operations are conducted. 
 
Furthermore, it is important to clearly define the responsibilities of the school and parent/guardian in the event of an emergency or 
disaster. It is also necessary to define the school’s dismissal procedures in the event of a key policy violation or violations. 
 
Required Training and Resources for All Employees 

●​ Active Shooter/ Tactical Response: Based on "Run, Hide, Fight" or "ALICE" protocols. 
 

●​ Workplace Violence Prevention: In compliance with SB 553 (California’s new Workplace Violence Prevention requirement). 
●​ Workplace Violence  
●​ Mandated Reporting & First Aid: SafeSchools modules. 
●​ Emergency Contact: Employees must maintain updated emergency contact data in Paycom. 



 

●​ Complete Safe Schools Training - First Aid 
●​ \Emergency Apps downloaded on phone 

o​ Red Cross First Aid  
●​ Maintain current personal emergency contact information with Excel Academy in Paycom 
●​ Report safety concerns to Executive Director immediately 
●​ Support Executive Director as needed 
●​ Follow the emergency plans as directed by the venue 

Professional Development/Staff Meetings 
Biannual staff meetings are conducted.  

 

Guidelines for Student and Staff Dismissal 

Student Dismissal & Communication Protocol 

●​ Emergency Communication (Cell Phones): While students may possess smart phones, during an active emergency, use is 
restricted to emergency-related communications only to keep lines open for first responders and prevent the spread of 
misinformation. Students must follow the specific directives of the Superintendent or Law Enforcement regarding when it is 
safe to broadcast their location. 

●​ Authorized Pick-up: Students will only be released to adults listed on the emergency contact card with valid photo ID. 
●​ Extended Supervision: In a disaster (e.g., earthquake) where travel is impossible, school staff will remain "in loco parentis" 

until every student is safely released. 

Staff Dismissal (Disaster Service Workers) 

Per Government Code 3100, all public employees (including charter school staff) are designated as Disaster Service Workers. In a 
declared state of emergency, staff may be required to remain on-site or report to a designated area to assist in emergency response 
until officially released by the Superintendent or Emergency Command. 



 

 
Guidelines for Student and Staff Dismissal 

●​ Student Dismissal: In the event of perceived threat of danger or emergency students would be authorized to use smart phones to make 
emergency related communications only when explicitly directed by the Executive Director or Law Enforcement to ensure the 
security of the site and the accuracy of outgoing information. 

Staff Dismissal: In the event that a state of emergency is declared... all school employees will remain on site until officially dismissed by the 
~~Executive Director~~ Executive Director or designee.Student Dismissal 
 
School Events 
In the event that a state of emergency is declared that does not pose an immediate threat to the school, all students will be 
required to remain onsite, or at an alternate location, designated by law enforcement under the supervision of the Superintendent, 
director’s designee, or other school staff assigned by the Superintendent or designee. Students not already attended by a 
parent/guardian will not be permitted to leave until: 
 

1.​ Regular dismissal time, and only if it is considered safe to do so. 
2.​ An authorized adult with a photo ID, who is identified as the designated pick-up, arrives to retrieve the student. 
3.​ In the event of a natural or man-made disaster that prevents parents and other designated adults from picking up students, 

students will remain under the supervision of school staff. 
4.​ In the event of perceived threat of danger or emergency students would be authorized to use smart phones to make 

emergency related communications. 
 
Staff Dismissal 
In the event that a state of emergency is declared that does not pose an immediate threat to students all school employees will 
remain on site and carry out their assignments until officially dismissed by the Superintendent or director’s designee, or relieved by 
fire or law enforcement. 
 

Incident Command: Superintendent Responsibilities 
The Superintendent (or designee) serves as the Incident Commander and shall: 



 

●​ Assess & Alert: Contact local Sheriff/HP to determine evacuation necessity. 
●​ Communication: Act as the sole liaison for media and the Board/Superintendent . 
●​ Accounting: Ensure all "Teachers of Record" have accounted for students at the site. 
●​ Emergency Apps: Monitor "PulsePoint" or "Integrated Reporting" apps for real-time local threats. 

​
 
Executive Director Responsibilities 
The Executive Director of Excel Academy is responsible for overall policy, direction and coordination of the emergency response 
effort during the incident. The Executive Director is  also responsible for interacting with responding state/government agencies. 
The Executive Director will: 

●​ Ensure that all staff are trained in the use of the safety plan. 
●​ Direct the school’s personnel during a disaster including: 

○​ Teacher of Records, Administrative Staff, Support Staff, Providers  
●​ Serve as the spokesperson for the program to the media after a disaster. 
●​ Direct all staff to become familiar with the implementation of the plan. 

  
Responsibilities 

●​ Assess emergency, threat and impact to students, staff, school property and surrounding community; The Executive Director 
will contact the Sheriff’s Department and Highway Patrol to determine whether an evacuation of students and staff from a 
school is advised. 

●​ Authorize any release of public information. 
●​ Release Teachers of Record and Providers as appropriate. 
●​ Remain in charge of the program until redirected or released by the CEO of the school or relieved by the Fire or Law 

Enforcement Incident Commander. 
●​ Designate a person who will assist in a disaster situation in their absence. 
●​ Work in coordination with the Red Cross if the school is designated an evacuation center. 
●​ The Executive Director or their designee will monitor the emergency communication system and immediately notify the CEO 

in the event of a chemical spill on the roads or railway system within the vicinity.  
 

 

 
 



 

Emergency Response Protocols: Fire 

Fire & Evacuation (Sites/Offices) 

1.​ Immediate Evacuation: Trigger alarm; evacuate via nearest safe exit. 
2.​ Elevators: Never use elevators during fire or earthquake. 
3.​ ADA Assistance: Senior staff must implement pre-arranged "Buddy Systems" for individuals with mobility or sensory 

disabilities. 
4.​ Window Breakers: Only to be used if primary and secondary door exits are fully obstructed. 
5.​ Re-entry: Prohibited until a "Code Clear" is issued by the Fire Department. 

Testing Sites (Mobile Operations) 

Due to the temporary nature of testing sites, the Assessment Lead or designee is responsible for: 

●​ Identifying the host facility’s evacuation map upon arrival. 
●​  Begin orderly evacuation immediately    
●​  Lead students to the designated evacuation area away from fire lanes 
●​ Designating a specific "Rally Point" in the parking lot for Excel Academy students. 
●​ Maintaining a physical "Sign-in/Sign-out" sheet to ensure 100% accountability during an evacuation. 
●​  Report any missing students to the Assessment Lead or senior Excel Academy employee  immediately 
●​  Remain with students until given alternative instructions 
●​ In the event of perceived threat of danger or emergency students would be authorized to use smart phones to make 

emergency related communications. 

Student Catching Fire (Stop, Drop, and Roll) 

●​ Instruct student to Stop, Drop, and Roll. 
●​ Smother flames with a non-synthetic blanket or jacket (wrap from neck down to protect face). 



 

●​ Immediately call 911 and notify the Superintendent. 

Emergency Response Protocols: Relocation, Threats, and Hazards 

Relocation/Evacuation/Refuge 
 

1. Relocation/Evacuation/Refuge 

Relocation from the School Office 

In any emergency requiring evacuation, all employees must prioritize life safety over property. 

●​ Immediate Action: Cease all activities and exit via the nearest safe stairwell or door. 
●​ Leadership: The most senior staff member present serves as the Site Incident Lead until emergency services arrive. 
●​ Elevators: Use is strictly prohibited. 
●​ ADA & Accessibility: Excel Academy maintains a voluntary "Self-Identification" list for staff/visitors requiring assistance. 

The Site Incident Lead will assign "Evacuation Buddies" to assist individuals with disabilities. 
●​ Emergency Egress (Window Breakers): Window breakers are located in designated areas. They are only to be used as a 

last resort if all primary and secondary door exits are non-navigable. Staff must exercise extreme caution to avoid falling 
glass and secondary injuries. 

●​ Accountability: Once at the "Rally Point" (Appendix F), the Site Incident Lead will conduct a roll call of all employees and 
visitors. 

●​ Re-entry: No person shall re-enter the building until the Fire Department issues a "Code Clear" and the Superintendent 
or designee authorizes re-entry. 

Relocation from Mobile/Public Sites (Testing, Field Trips, Homes) 



 

1.​ Host Procedures: Follow the specific evacuation posted by the venue (e.g., community center, hotel). 
2.​ Supervision: Excel Academy staff must remain with students at all times during the evacuation and relocation process. 
3.​ Reporting: Once safe, the staff member must contact a school administrator to confirm the safety of all participants. 

 

Relocation/Evacuation from the School Office 
In the event that an emergency occurs, all employees are to evacuate the building by following the procedures below. For an 
evacuation map, please see Appendix F. 
  

1.​ All employees must immediately stop whatever they are doing and quickly and safely exit the building, if possible. 
2.​ It is the responsibility of the most senior staff member present at the time of the emergency to see that all employees 

leave the building promptly and safely. 
3.​ All employees must exit the building by way of the nearest exit or stairwell to the outside. 

1.​ If the nearest stairwell is blocked by smoke, use the other stairwell. DO NOT USE THE ELEVATOR. Excel Academy 
will make every attempt to create prior arrangements with staff and individuals with disabilities as needed to assist 
them in the event of an evacuation. 

2.​ If the nearest doorway or exit is blocked, and if the emergency calls for immediate evacuation, utilize the window 
breaker to clear a safe path to the outside. 

1.​ Follow the exit plans and get to the secure designated meeting area.  
2.​ Once outside the building, the designee will: 

1.​ Confirm that the fire department has been called (911) 
2.​ All employees must immediately congregate in the designated meeting area and the senior employee will 

confirm that all employees and visitors are out of the building and accounted for. 
3.​ Designate someone to meet the fire department to provide additional information if necessary. 

1.​ Staff members will be assessed to determine if additional medical attention is required and appropriate action will be 
taken. 

2.​  Do not re-enter until the building is declared safe by the Fire Department and you are informed to do so by the 
Superintendent or designee. 

3.​ In the event of perceived threat of danger or emergency students would be authorized to use smart phones to make 
emergency related communications. 

  
Relocation/Evacuation from a public meeting space, business or home 
1.      Follow the evacuation procedure posted at the meeting space or business location. 



 

2.     Follow staff member instructions. 
3.     Excel Academy employees, supervise the evacuation of students and parents  
4.     Ensure that all parents and/or students are accounted for. 
5.     Contact 911 as soon as it is safe to do so. 
6.     Contact a school administrator to inform them of the situation. 
7.  If order is evacuation from home please notify your Teacher of Record for    additional resources.  
8. In the event of perceived threat of danger or emergency students would be authorized to use smart phones to make 
emergency related communications. 
 

2. Bomb Threats 
Excel Academy Administrative staff or teachers may be notified of  bomb threats via different mediums, e.g., telephonic, written, 
email, etc. In the event of a bomb threat, the administration will assess the location of the bomb threat and how many TORs, 
staff and students may be in or near the area of the threat.      
  
If Administration, TORs, or support staff are the person(s) receiving the message of a bomb threat by phone they must try to 
maintain contact with the caller and ask for the location of the bomb, the time it is expected to detonate, the reason for the 
bomb, etc. In the event that a staff member or TOR receives a bomb threat, they must immediately notify: 

●​ The Superintendent 
●​ The Sheriff’s Department 

The Fire Department 

Excel Academy treats all threats as serious until a formal threat assessment is completed. 

●​ Receiving the Threat: If via telephone, the recipient should attempt to keep the caller on the line as long as possible. 
Note the caller's ID, background noises, and specific tone. 

●​ Immediate Notification: Notify the Superintendent and 911 immediately. 
●​ Threat Assessment: The Superintendent will coordinate with Law Enforcement to determine if the threat is "Low," 

"Medium," or "High" priority. 
●​ Evacuation vs. Shelter: * Do not automatically evacuate unless directed by Law Enforcement or if a suspicious package is 

visible. 



 

○​ Radio/Cell Silence: During a bomb threat, staff should avoid using high-frequency radios or cell phones in the 
immediate vicinity of a suspected device, as these can potentially trigger electronic detonators. 

 

 ​
Bioterrorism/Hazardous Materials/Chemical Accident 

3. Bioterrorism & Hazardous Materials 

Biological Threats (Bacteria, Viruses, Toxins) 

A biological attack may not be immediately apparent. Excel Academy will follow the guidance of the County Department of 
Public Health. 

●​ Suspicious Substances: If a suspicious powder or substance is found, do not touch, smell, or move it. Clear the room and 
seal it if possible. 

●​ Hygiene: In a declared biological emergency, staff and students must adhere to strict handwashing protocols and avoid 
sharing any utensils or equipment. 

●​ Quarantine: Staff may be required to remain at a site if local health officials order a temporary quarantine to prevent the 
spread of a contagious agent. 

Chemical Emergencies (Toxic Vapors/Liquids) 

If a chemical release occurs within the vicinity of a school operation: 

●​ Upwind Movement: If outdoors, move crosswind and then upwind, away from the source of the odor or cloud. 
●​ Shelter-in-Place (SIP): If evacuation is not possible, move to an internal room. 

○​ HVAC: Turn off all air conditioning and heating units. 
○​ Seal: Use duct tape and plastic sheeting to seal gaps around doors, windows, and vents. 



 

●​ Decontamination: If exposed, remove all clothing (cutting it off to avoid head contact) and wash skin thoroughly with 
soap and water. Seek professional medical evaluation immediately. 

4. Continuity of Operations 

In the event that the school office or a primary site is rendered unusable by a disaster (Fire, Chemical, or Bomb Threat), 
administrative functions will transition to a remote work environment. All critical records are stored in cloud-based systems (e.g., 
Paycom, Student Information System) to ensure instructional continuity for independent study students. 

 

Biological agents are organisms or toxins that can kill or incapacitate people,. A biological attack is the deliberate release of 
germs or other biological substances that can make you sick. 

There are three basic groups of biological agents that could likely be used as weapons: bacteria, viruses, and toxins. Biological 
agents can be dispersed by spraying them into the air, person-to-person contact, infecting animals that carry the disease to 
humans, and by contaminating food and water. 

A biological attack may or may not be immediately obvious. In most cases local health care workers will report a pattern of 
unusual illness or there will be a wave of sick people seeking emergency medical attention. The public would be alerted through 
an emergency radio or TV broadcast, or some other signal used in your community, such as a telephone call or a home visit from 
an emergency response worker. 

During a Biological Threat 

The first evidence of an attack may be when you notice symptoms of the disease caused by exposure to an agent. In the event of 
a biological attack, public health officials may not immediately be able to provide information on what you must do. It will take 
time to determine exactly what the illness is, how it must be treated, and who is in danger. 

Follow these guidelines during a biological threat: 



 

●​ Watch TV, listen to the radio, or check the Internet for official news and information including signs and symptoms of the 
disease, areas in danger, if medications or vaccinations are being distributed, and where you must seek medical attention 
if you become ill. 

●​ If you become aware of an unusual and suspicious substance, quickly get away. 
●​ Cover your mouth and nose with layers of fabric that can filter the air but still allow breathing.  
●​ Depending on the situation, wear a face mask to reduce inhaling or spreading germs. 
●​ If you have been exposed to a biological agent, Follow official instructions for disposal of contaminated items. 
●​ Wash yourself with soap and water and put on clean clothes. 
●​ Contact authorities and seek medical assistance.  
●​ You may be advised to stay away from others or even quarantined. 
●​ If your symptoms match those described and you are in the group considered at risk, immediately seek emergency 

medical attention. 
●​ Follow instructions of doctors and other public health officials, expect to receive medical evaluation if necessary 

 

●​ In a declared biological emergency or developing epidemic avoid crowds 
●​ Wash your hands with soap and water frequently. 
●​ Do not share food or utensils. 

After a Biological Threat​
Pay close attention to all official warnings and instructions on how to proceed. The delivery of medical services for a biological 
event may be handled differently to respond to increased demand. 

The basic public health procedures and medical protocols for handling exposure to biological agents are the same as for any 
infectious disease. It is important for you to pay attention to official instructions via radio, television, and emergency alert 
systems. 

Visit the Centers for Disease Control and Prevention for a complete list of potential agents/diseases and appropriate 
treatments.​
​
Chemical Emergencies​
Chemical agents are poisonous vapors, aerosols, liquids and solids that have toxic effects on people, animals or plants. While 

http://emergency.cdc.gov/agent/agentlist.asp


 

potentially lethal, chemical agents are difficult to deliver in lethal concentrations because they dissipate rapidly outdoors and are 
difficult to produce. 

Before a Chemical Emergency​
A chemical attack could come without warning. Signs of a chemical release include people having difficulty breathing, eye 
irritation, loss of coordination, nausea, or burning in the nose, throat and lungs. The presence of many dead insects or birds may 
indicate a chemical agent release. 

During a Chemical Emergency 

In the event that Excel Academy employees find themselves located within one mile of where an accident involving containing 
large quantities of toxic (or unknown) agents has occurred, follow the below procedures: 

●​ Take immediate action to get yourself and students/parents away. 
●​ Get out of the building without passing through the contaminated area, if possible. 
●​ If you can't get out of the building or find clean air without passing through the affected area, move as far away as 

possible and shelter-in-place. 
●​ Contact 911 as soon as it is safe to do so. 
●​ Contact a school administrator to inform them of the situation. 

 
If you are instructed to remain in your home or office building, you must: 

●​ Close doors and windows and turn off all ventilation, including furnaces, air conditioners, vents, and fans. 
●​ Seek shelter in an internal room with your disaster supplies kit. 
●​ Seal the room with duct tape and plastic sheeting. 
●​ Look for further information from the local authority.​

 
If you are caught in or near a contaminated area outdoors: 

●​ Quickly decide what is the fastest way to find clean air: 
○​ Move away immediately, in a direction upwind of the source. 
○​ Find the closest building to shelter-in-place. 

https://www.ready.gov/shelter
https://www.ready.gov/shelter


 

After a Chemical Emergency 

Do not leave the safety of a shelter to go outdoors to help others until authorities announce it is safe to do so. 

A person affected by a chemical agent requires immediate medical attention from a professional. If medical help is not 
immediately available, decontaminate yourself and assist in decontaminating others. 

Decontamination guidelines are as follows: 

●​ Use extreme caution when helping others who have been exposed to chemical agents. 
●​ Remove all clothing and other items in contact with the body. 

○​ Cut off clothing normally removed over the head to avoid contact with the eyes, nose and mouth. 
○​ Put contaminated clothing and items into a plastic bag and seal it. 
○​ Remove eyeglasses or contact lenses. Put glasses in a pan of household bleach to decontaminate them and then 

rinse and dry. 
●​ Wash hands with soap and water. 
●​ Flush eyes with water. 
●​ Gently wash face and hair with soap and water before thoroughly rinsing with water. 
●​ Proceed to a medical facility for screening and professional treatment. 

 
This information is primarily drawn from Ready.gov. For more information on preparing for a power outage, please visit: 
https://www.ready.gov/bioterrorism or https://www.ready.gov/cheimical. 

Earthquake​ 

1. Earthquake Procedures 

Indoor Protocol (Offices, Testing Sites, Homes) 

https://www.ready.gov/bioterrorism
https://www.ready.gov/bioterrorism
https://www.ready.gov/cheimical


 

In the event of seismic activity, the primary goal is protection from falling debris. 

●​ Drop, Cover, and Hold On: 
○​ Drop: Get down on your hands and knees. 
○​ Cover: Head and neck (and entire body if possible) under a sturdy table or desk. If no shelter is nearby, get next to 

an interior wall away from windows. 
○​ Hold On: Maintain your position until the shaking stops. 

●​ Accessibility Adaptations: Students or staff with mobility impairments who cannot drop to the floor should remain 
seated, lean forward to protect their torso, and cover their head and neck with their arms/hands. Lock wheelchair wheels 
if applicable. 

●​ Post-Shaking Action: 
○​ Immediate Evacuation: Once shaking stops, evacuate the building immediately via stairs. Do not wait for a formal 

alarm. Structural damage may not be visible, and aftershocks can cause weakened structures to collapse. 
○​ Assessment: The Site Lead or Proctor will carry the "Emergency Binder/Proctor Folder" to ensure all students are 

accounted for at the designated outdoor assembly area. 
○​ Hazard Check: Do not use matches, lighters, or electrical switches until it is confirmed there are no gas leaks. 

Outdoor Protocol 

●​ Clear Area: Move away from buildings, streetlights, utility wires, and large trees. 
●​ Drop and Cover: Once in a clear area, drop to the ground and stay there until the shaking stops. 
●​ Testing/Group Events: Proctors must maintain line-of-sight with all students. After shaking stops, move to the 

pre-designated assembly area and conduct a roll call. 

2. Flood & Flash Flood 

Prevention & Preparation 



 

●​ Cancellation Policy: The Superintendent or designee monitors National Weather Service (NWS) alerts. If a Flood 
Warning is issued for a region where meetings or testing are scheduled, those events will be cancelled or moved to a 
virtual format. 

●​ Communication: TORs (Teachers of Record) will use the school’s emergency notification system to alert parents of 
cancellations. 

Response Actions 

●​ The "6-Inch Rule": Never attempt to walk or drive through moving water. Six inches of water can stall a vehicle or knock 
over an adult. 

●​ Higher Ground: If a Flash Flood Warning is issued, move to the highest floor of a building or to elevated terrain 
immediately. Do not wait for instructions. 

●​ Vehicle Safety: If water rises around a stationary car, abandon it only if you can safely reach higher ground. If the water is 
moving, stay with the vehicle unless the water enters the interior. 

3. Power Failure / Blackout 

Operational Continuity 

●​ Communication: In a widespread blackout, cellular towers may be overwhelmed. Staff should prioritize SMS (text) over 
voice calls for emergency status updates to the Superintendent. 

●​ Safety Actions: 
○​ Equipment Protection: Unplug computers and sensitive testing equipment to prevent damage from power surges 

when electricity is restored. 
○​ Lighting: Use flashlights only. Do not use candles due to fire risk. 
○​ Food Safety: Keep refrigerator and freezer doors closed. For outages exceeding 4 hours, perishable food should be 

discarded. 



 

●​ Testing Impacts: If a blackout occurs during a high-stakes testing session, proctors must note the exact time of the 
outage. Students should remain in their seats until the Assessment Lead determines if the site is safe to remain in or if an 
evacuation to a daylight-lit area is required. 

4. Resource Links 

●​ Earthquake Preparedness: ShakeOut.org 
●​ Flood/Power Safety: Ready.gov 

Intruders/Solicitors/Weapons/Assault/Hostage 
 

1. Compliance & Training Standards 

●​ SB 553 Compliance: In accordance with California Labor Code § 6401.9, this document serves as part of the school’s 
Workplace Violence Prevention Plan (WVPP). 

●​ Mandatory Training: All staff must complete active shooter response training (SafeSchools) and participate in quarterly 
drills. Records of training and drill evaluations will be maintained for a minimum of five years. 

●​ Reporting Mandate: Staff must report any "perceived threat" immediately to law enforcement. Under California law, a 
credible threat of violence can be grounds for a Workplace Violence Restraining Order (WVRO). 

2. Active Shooter Response (Run, Hide, Fight) 

A. EVACUATE (Run) 

If there is an accessible escape path, attempt to evacuate the premises. 

https://www.shakeout.org
https://www.ready.gov


 

●​ Visibility: Keep hands visible and empty at all times to show law enforcement you are not a threat. 
●​ Exits: Do not use elevators. If at a vendor/public site, identify at least two emergency exits upon arrival. 
●​ Communication: Call 911 only when safe to do so. Provide: Suspect description, weapon type (handgun, rifle, etc.), and 

last known direction of travel. 

B. LOCKDOWN/HIDE (Hide) 

If evacuation is not possible, secure your immediate area. 

●​ Barricade: Lock the door and blockade it with the heaviest furniture available. 
●​ Environment: Turn off lights, silence cell phones (vibrate off), and close all blinds. The objective is to make the room 

appear unoccupied. 
●​ Tactical Positioning: Stay low to the floor, away from the door’s line of sight, and behind solid objects (filing cabinets, 

desks). 
●​ Silence: Do not open the door for anyone. Law enforcement will have keys or will announce themselves with specific 

commands. 

C. SELF-DEFENSE (Fight) 

As a last resort, and only when your life is in imminent danger. 

●​ Aggression: Act as aggressively as possible. 
●​ Tools: Use improvised weapons (fire extinguishers, chairs, heavy books). 
●​ Teamwork: If with other staff, coordinate an ambush position near the door entry. 

3. Threat Levels & Definitions 
Level Situation Action 



 

Secure 
Campus 

Threat is in the vicinity 
(e.g., police activity 
nearby). 

Lock all exterior doors. Move students 
indoors. Business continues as usual 
inside. 

Lockdown Immediate threat on-site 
or inside the building. 

"Run, Hide, Fight" protocol. Lights off, 
barricade doors, total silence. 

Hostage Staff/Student held against 
their will. 

Do not move toward the perpetrator. 
Follow all instructions. Keep the line to 
911 open if possible. 

 

4. Operational Responsibilities 

●​ School Director/HR: Maintain the Workplace Violence Incident Log (required by OSHA). 
●​ On-Site Designee: The senior staff member present serves as the Incident Commander until law enforcement arrives. 

They are responsible for the "Go-Bag" (First Aid kit and Student Roster). 
●​ Mobile Staff (TORs): When at vendor sites (e.g., parks, libraries), the TOR is authorized to immediately terminate the 

meeting and evacuate at their own discretion if a threat is perceived. 

5. Post-Incident Requirements 

●​ Accountability: Conduct a full roll call at the evacuation assembly area. Notify the Superintendent immediately. 
●​ Trauma Support: The school will provide mental health resources and "Psychological First Aid" for staff and students 

involved in the incident. 



 

●​ Investigation: No staff member should speak to the media. All inquiries must be directed to the Superintendent or 
designated Public Information Officer (PIO). 

 

  
School Director and Human Resources 

1.​ Maintain current staff emergency contact information in HR/Payroll System   
2.​ Develop site emergency plans and protocol as well as communicate plans to staff 
3.​ If facilities owned by Excel Academy, clearly post a site map indicating various evacuation routes and exits within the 

facility, fire extinguishers, location of the site alarm, and predesignated refuge or safe areas outside 
4.​ Provide a first aid kit including flashlights and a window breaker 
5.​ Provide safety training as needed​

 
Designee 

1.​ The most senior staff member present at the time of the emergency 
2.​ Uphold the evacuation and Plan 
3.​ Bring first aid kit 

  
All Additional Office Staff 

1.​ Maintain a current personal emergency contact with Excel Academy in Paycom 
2.​ Responsible for following the emergency and Plan during an incident 

 
If at a testing site, public meeting place, or vendor location: 
Executive  Director or director’s designee 

1.​ Maintain a current list of all employees in attendance 
2.​ Responsible for supporting the venue’s direction and coordination of emergency response effort during an incident 
3.​ Obtain Site Emergency Plans, if possible 
4.​ Obtain Site Emergency Evacuation Map, if possible 
5.​ Establish an evacuation area and exits and clearly mark these on the site map 
6.​ Ensure first aid kits are available 
7.​ In the event of perceived threat of danger or emergency students would be authorized to use smart phones to make 

emergency related communications. 
 



 

Testing Site Lockdown 
The decision to call for a Lockdown will be made by the designee responsible for the site or the TOR.   
 
The assigned designee shall: 

1.​ Notify all other staff of the need for a campus lockdown, as soon as the decision has been made 
2.​ As soon as possible after an emergency: 

a.​ Inform the staff of the reasons for the lockdown 
b.​ Contact Superintendent or designee  
c.​ Parents and other community members who ask for the reason for the lockdown, either in person or by phone, will 

be given the reason as specifically as possible under the circumstances.   
d.​ Not provide the names of any students or parents involved (i.e.. custody conflicts) to maintain confidentiality 
e.​ Use discretion in determining how much information will be given to the students, based on their ages and 

maturity 
f.​ Instruct proctors to provide information to the students in a calm and reassuring manner 

Lockdown Procedures 
 
The assigned designee will: 

1.​ Notify the Sheriff’s Department 
2.​ Notify the Superintendent or designee  of the Lockdown as soon as possible 
3.​ Assign an employee to monitor the main entrance(s) to allow legitimate visitors to enter 
4.​ Notify the proctors in the fastest possible manner that a Lockdown has been called 
5.​ Notify parents of the lockdown status 
6.​ Will set up a 10 minute break release schedule (situation allowing), if the Lockdown continues during teachers break or 

lunch period 
7.​ Delay dismissal until it is safe for students to exit 
8.​ Will inform all staff that the Lockdown has ended, once it has been determined that the dangerous situation no longer 

exists 
 
Proctors will: 

1.​ Keep all students indoors under their supervision for the duration of the Lockdown 
2.​ Lock classroom doors, if directed by the Excel Academy assigned Lead, designee, or senior employee  



 

3.​ Contact the Excel Academy assigned Lead, designee, or senior employee to determine if the situation allows for students 
to leave the room to go to the bathroom 

4.​ Escort any student who goes to the bathroom 
5.​ Will not dismiss students at dismissal time until receiving direction to do so by the Excel Academy assigned Lead, 

designee, or senior employee 
6.​ Escort their students to the site parent pick-up location 

Excel Academy employee will: Notify the Superintendent or designee 

 

Emergency Protocol: Testing Site Lockdown & Secure Campus 

1. Authority to Call a Lockdown 

The decision to initiate a Lockdown or Secure Campus status may be made by the Assessment Lead (AL), the Site Designee, or 
any Teacher of Record (TOR) who perceives an immediate threat to student safety. 

2. Distinction of Protocols (Crucial for Compliance) 
Status Threat Level Entry/Exit Policy 

Lockdown Immediate threat ON-SITE 
(Armed intruder, violent 
assault). 

TOTAL STOP. All doors locked. No 
visitors allowed. Lights off. Silence. 

Secure 
Campus 

Threat NEARBY (Police 
activity in neighborhood, 
loitering). 

Exterior doors locked. Entry/Exit 
monitored and restricted to authorized 
personnel. Business as usual inside. 



 

3. Designee Responsibilities (Incident Commander) 

Immediate Actions 

●​ Notification: Notify the venue/site management and all proctors immediately via the fastest available method (e.g., text 
group, verbal, or PA system). 

●​ Law Enforcement: Call 911 (or local Sheriff) and provide the site address and nature of the threat. 
●​ Chain of Command: Contact the Superintendent or designee as soon as the immediate site is secured. 

Operational Management 

●​ Access Control: * In Secure Campus: Station an employee at the main entrance to vet all entrants. 
○​ In Lockdown: Do not station anyone at the entrance; all staff must seek cover. 

●​ Parent Communication: Notify parents via the school's emergency alert system. State the status (Lockdown vs. Secure) 
and instruct them not to come to the site until the "All Clear" is given to avoid interfering with emergency responders. 

●​ Dismissal: Delay all student dismissals until law enforcement or the Superintendent authorizes the "All Clear." 

4. Proctor & Staff Responsibilities 

Supervision 

●​ Control: Keep all students indoors and maintain a calm, quiet environment. 
●​ Room Security: Lock classroom doors immediately. Do not open for anyone until the "All Clear" is announced by the 

Designee or Law Enforcement. 
●​ Bathroom Policy: * In Secure Campus: Students may use the restroom if escorted by a staff member. 

○​ In Lockdown: No one leaves the room. Use a "emergency bucket" system if the lockdown becomes prolonged. 

Communication & Privacy 

●​ Confidentiality: Do not share the names of students involved in the trigger event (e.g., in a custody dispute) with other 
parents or the public. 



 

●​ Information Sharing: Use age-appropriate language to explain the delay to students. Focus on the fact that "we are 
staying inside to stay safe while the adults outside do their jobs." 

5. Post-Incident Requirements 

●​ Reunification: Students must only be released to authorized guardians with valid ID at the designated pick-up location. 
●​ Incident Report: The Designee must complete a Workplace Violence Incident Log and an Internal Incident Report within 

24 hours. 
●​ Staff Debrief: A mandatory 10-minute break/rotation should be established once the site is secured and additional staff 

(or law enforcement) can provide relief. 

 

6. Explosion  
 

In the event an explosion occurs in a location where an Excel Academy employee is present or may be meeting with parents 
and/or students, the following actions will be taken in the event of an explosion: 

During an Explosion: 

1.​ Get under a sturdy table or desk if things are falling around you. When they stop falling, leave quickly, watching for 
obviously weakened floors and stairways. 

2.​ Do not use elevators. 
3.​ Stay low if there is smoke. Do not stop to retrieve personal possessions or make phone calls. 
4.​ Check for fire and other hazards. 
5.​ If you are able to move and evacuate the area to a safe location, relocate students and parents who can be safely moved.    
6.​ Once you are out, do not stand in front of windows, glass doors or other potentially hazardous areas. 
7.​ If you are trapped in debris, use a flashlight, whistle or tap on pipes to signal your location to rescuers. 
8.​ Shout only as a last resort to avoid inhaling dangerous dust. 
9.​ Cover your nose and mouth with anything you have on hand. 
10.​Once you reach a safe area, contact 911 to report the emergency.  
11.​Contact a school administrator to inform them of the situation. 

https://www.ready.gov/home-fires


 

After an Explosion: 

1.​ There may be significant numbers of casualties or damage to buildings and infrastructure. 
2.​ Heavy law enforcement involvement at local, state and federal levels. 
3.​ Health and mental health resources in the affected communities can be strained to their limits, maybe even overwhelmed. 
4.​ Extensive media coverage, strong public fear and international implications and consequences. 
5.​ Workplaces and schools may be closed, and there may be restrictions on domestic and international travel. 
6.​ You and your family or household may have to evacuate an area, avoiding roads blocked for your safety. 
7.​ Clean-up may take many months. 

 
TOR’s Responsibilities: 

1.​ Investigate and sound the fire alarm if appropriate. 
2.​ Call 911 and report the situation. 
3.​ Notify the school Superintendent, designee or other appropriate school official. 
4.​ Students and staff must not return until the fire department officials declare the area safe. 
5.​ The “Drop & Cover” command will be given immediately in the event of an explosion. If the explosion occurs within the 

building or threatens the building, the teachers will evacuate students from the building. 
  
This information is primarily drawn from Ready.gov. For more information on preparing for a power outage, please visit: 
https://www.ready.gov/explosions 
 
 

Gas/Fumes  
1.​ If you smell gas or unfamiliar chemicals/fumes, evacuate the location immediately. 
2.​ Take students, parents, and other employees with you. If you are the most senior employee, take roll of everyone present. 
3.​ Call 911 and report the emergency 
4.​ Notify the Superintendent, designee or other appropriate school official 

Emergency Protocol: Explosion & Hazardous Fumes/Gas 

https://www.ready.gov/explosions


 

1. Explosion: Immediate Survival Actions 
In the event of an explosion, staff must prioritize immediate life safety for themselves and their students. 

During the Event (Immediate Response) 

●​ Drop, Cover, and Hold On: If things are falling, get under a sturdy table or desk. Protect your head and neck. 
●​ Evacuation: Once the initial shock/falling debris stops, evacuate immediately. Do not use elevators. 
●​ Hazards: Watch for weakened floors, stairways, and shattered glass. If there is smoke, stay low to the floor. 
●​ Personal Property: Do not stop to retrieve personal items or bags. 
●​ Post-Evacuation Positioning: Once outside, move at least 300 to 500 feet away from the building. Do not stand near 

windows, glass doors, or under power lines. 

If Trapped in Debris 

●​ Avoid unnecessary movement to minimize kicking up dust. 
●​ Cover your nose and mouth with clothing or a handkerchief. 
●​ Signal rescuers: Use a whistle, tap on a pipe or wall, or use a flashlight. 
●​ Shout only as a last resort to prevent inhaling toxic dust or smoke. 

2. Gas Leaks / Chemical Fumes 
●​ Immediate Evacuation: If you smell gas (rotten eggs) or see a "shimmering" in the air, evacuate everyone immediately. 
●​ Ignition Sources: Do not turn light switches on or off, use a cell phone inside the building, or pull a manual fire alarm pull 

station if a gas leak is suspected (these can create a spark). Use a phone only once safely outside. 
●​ Ventilation: Do not stop to open windows. Leave the building as-is and exit. 

3. Leadership & TOR Responsibilities 
The Teacher of Record (TOR) or senior employee on-site assumes the role of Incident Commander until emergency services 
arrive. 



 

Tactical Requirements 

1.​ Call 911: Once safely outside, report the specific location and whether anyone is known to be trapped. 
2.​ Notification: Notify the Superintendent, or Site Designee immediately after calling 911. 
3.​ Accounting (The Roster): This is a critical legal requirement. 

○​ Take a physical or digital roll-call of all students, parents, and staff present. 
○​ Identify missing persons to first responders immediately. 

4.​ Reunification: Establish a "Parent Check-In" point away from the emergency vehicle access route. Do not release students 
to anyone not on the emergency contact list. 

5.​ Site Security: Ensure no student or staff member re-enters the building for any reason (even for car keys or medication) 
until the Fire Department issues an "All Clear." 

4. Post-Incident Realities 
●​ Mental Health: An explosion is a high-trauma event. The school will coordinate the "Crisis Response Team" to provide 

counseling for students and staff. 
●​ Investigation: The site will likely become a crime scene or a federal investigation site. Staff should be prepared to provide 

statements to law enforcement but should refer all media inquiries to the school’s Public Information Officer (PIO). 
●​ Operational Continuity: Expect a prolonged site closure. Remote testing or alternative site locations will be 

communicated by the Superintendent. 

 

Main Office 
The main Excel Academy office is located in a rented facility that does not have an emergency plan (Appendix P: Sites Utilized by 
Excel Academy-Contact Information). Based on a site map, the school developed an emergency evacuation plan (Appendix F: 
Excel Academy Office Evacuation Map). The staff and any additional individuals in attendance will follow the protocol for 
emergency evacuations and safety as per the following guidelines.  In an effort to promote the safety of the staff, the 
development of clear roles of responsibility, collection of emergency staff information, and maintenance of a first aid kits is 
outlined as follows: 
 

https://docs.google.com/document/d/1ItHGGZuu1eqRY8yVOEyaS8R7H9WrOo07wGDzz6dIB0g/edit#heading=h.ugh3ilk2bzbz
https://docs.google.com/document/d/1ItHGGZuu1eqRY8yVOEyaS8R7H9WrOo07wGDzz6dIB0g/edit#heading=h.ugh3ilk2bzbz


 

Response to Public Relief Agencies Using Excel Academy Facilities 
In the event that a Public Relief Agency, such as the Red Cross, requests to use Excel Academy’s Main Office, an emergency 
Board meeting will be convened to articulate a response. In the event that the request is approved,  all staff members at the 
Excel Academy Office shall: 

1.​ Notify the office park owner and neighboring businesses. 
2.​ Trust the Relief Agency members and external emergency responders who have been trained to deal with crises. Trust 

will help calm the situation and minimize chaos that may occur during a crisis. 
3.​ Give the agency full access to the facility. 
4.​ Provide assistance to the agency under the agency’s guidance. 

Learning Period Meetings 
The purpose of the Learning Period Meeting (LPM) is for the credentialed teacher to meet with the student to provide 
educational support, document learning, and to complete other administrative tasks every twenty school days. These meetings 
occur in public locations, such as a library. Parents/Guardians are expected to be present during the LPM.. 
  
If, during an LPM, an incident arises that poses a safety threat to the student the parent/guardian would be responsible for 
deciding the appropriate course of action for their child. In the event the parent was not present or incapable, please follow the 
procedures detailed above. 
 
In the event of perceived threat of danger or emergency students would be authorized to use smart phones to make emergency 
related communications. 
 

Administrative & Off-Site Safety Protocols 

1. Main Office Operations (Rented Facility) 



 

Excel Academy operates out of a leased facility. While the school maintains its own internal evacuation map (Appendix F), the 
following compliance measures apply: 

Emergency Infrastructure 

●​ Landlord Coordination: The Site Designee shall maintain current contact information for the property manager. Any 
building-wide emergencies (water, fire, structural) must be reported to the property owner immediately after emergency 
services. 

●​ First Aid & Safety: The Main Office shall maintain a visible, stocked First Aid Kit and a folder containing staff emergency 
contact information. 

●​ Evacuation Drills: Staff shall participate in at least one annual walkthrough of the evacuation route to the designated 
assembly area. 

2. Public Relief Agency Requests 
In the event a Public Relief Agency (e.g., Red Cross) requests the use of the Main Office during a community disaster: 

●​ Approval Process: A special Board meeting or Superintendent emergency authorization is required. 
●​ Lease Compliance: The Site Designee must verify that such use does not violate the terms of the facility lease. 
●​ Operational Support: If approved, staff shall provide the agency with access to common areas and utilities but shall 

secure all confidential student and personnel files in locked, fire-proof cabinets before granting access. 
●​ Logistics: Notify neighboring businesses and the property owner of the agency’s presence to ensure coordinated parking 

and site security. 

3. Learning Period Meetings (LPM) - Off-Site Safety 
LPMs occur in public spaces (libraries, parks, etc.). While these are non-school-owned sites, the safety of the student and 
teacher remains a priority. 

Duty of Care & Responsibility 

●​ Parental Presence: Parents/Guardians are required to be present for the duration of the LPM. 



 

●​ Emergency Authority: In the event of an emergency or threat (e.g., active shooter, fire, medical emergency), the Teacher 
of Record (TOR) and the Parent shall cooperate on the safest course of action. 

●​ Decision Making: If a disagreement occurs regarding evacuation or safety maneuvers, the TOR’s primary responsibility is 
to follow established school safety training (e.g., Run-Hide-Fight) and advise the family accordingly. 

●​ Incapacitation: If the parent is not present or is incapacitated, the TOR assumes temporary protective custody of the 
student and must follow the "Explosion/Emergency" evacuation protocols, staying with the student until they can be 
released to emergency responders or an authorized emergency contact. 

4. Emergency Communications 
●​ Student Device Use: During a perceived threat of danger or an actual emergency, students are authorized to use 

smartphones or other mobile devices to communicate with family members or emergency services. 
●​ Staff Coordination: Staff should ensure that emergency communication does not interfere with immediate safety actions 

(e.g., keeping phones on silent during a "Hide" scenario). 

 

Testing & Field Trip Safety Operations 

1. Assessment Site Protocols (In-Person) 
Excel Academy utilizes non-owned venues for standardized testing. The Assessment Lead (AL) is the designated safety officer 
for these sites. 

Assessment Lead (AL) & Designee Requirements 

●​ Certifications: Must maintain current Adult/Pediatric First Aid/CPR/AED certification. 
●​ Training: Must complete SafeSchools modules for School Intruders, Active Shooter, and Epinephrine Auto-Injector 

administration. 
●​ Documentation: AL must maintain the "Assessment Lead Manual" on-site, containing safety protocols and the student 

medical alert roster. 



 

●​ Incident Reporting: Any medical or behavioral incident (including minor cuts or emotional upset) must be documented via 
the Incident Report (Appendix K). 

Student Safety & Release 

●​ Verification: All student releases require Photo ID verification against the emergency contact list in Paycom (Appendix A). 
●​ Medical Alerts: Proctors must be briefed on student-specific allergies/medical alerts (from CAASPP Site Security forms) 

while maintaining student confidentiality. 
●​ Identification: All staff must wear Excel Academy lanyards and/or branded shirts to be easily identifiable to students and 

venue security. 

2. Field Trips & Community Engagement 
Field trips are categorized into two types: Parent-Supervised (General) and Drop-Off (Specific). 

Parent-Supervised Trips 

●​ Supervision: Parents/Guardians retain primary physical custody and supervision of their students at all times. 
●​ Compliance: Parents must follow venue-specific evacuation guidelines and school behavior expectations. 

Drop-Off & Overnight Trips (Excel Academy Chaperoned) 

●​ Duty of Care: For drop-off events, Excel Academy staff/chaperones assume in loco parentis (temporary legal 
responsibility). 

●​ Chaperone Requirements: 
○​ Maintain an active group text for emergency coordination. 
○​ Carry "Group Folders" containing student lists, emergency contacts, and 504/IEP/Allergy alerts. 
○​ Verify student identity and parent contact info at the time of drop-off. 

●​ Communication: The Community Engagement Coordinator must ensure all chaperones have the Coordinator's cell 
number programmed and emergency apps downloaded. 

Medical & Emergency Response (All Trips) 



 

●​ First Aid: A mobile First Aid Kit and a CPR/AED Responder Pack (with face shield) must be present at every field trip. 
●​ Incapacitation: If a student is under school supervision during a declared emergency, they will only be released to 

designated persons. In an evacuation, staff will remain with students until a hand-off to emergency services or authorized 
guardians is completed. 

●​ Mandated Reporting: Staff are reminded that their role as mandated reporters extends to all school-sanctioned field 
trips, regardless of location. 

3. Site Preparedness (Non-Owned Venues) 
Because venues are public/rented, the following must be performed prior to the event: 

1.​ Map Retrieval: Assessment Lead/Community Coordinator shall attempt to obtain site-specific evacuation maps. 
2.​ Assembly Points: Clearly designate a "Secondary Assembly Area" in case the venue's primary area is compromised. 
3.​ Supplies: Maintain emergency "Go-Bags" containing water, non-perishable food, and latex-free gloves. 

Testing Sites 

In the event that the School(s) are performing assessments in-person the following procedures will be followed. 
Furthermore, if testing is conducted virtually the following procedure is not necessary.  

 
Excel Academy conducts testing at various sites.  Because these venues are not owned by Excel Academy, the Assessment Lead 
will make an effort to obtain the site plans from the venue and bring awareness to the staff of all site-specific emergency plans. 
Developing clear roles of responsibility, providing emergency student information to staff, and maintaining first aid training and 
kits is outlined as follows: 
  
Assessment Lead (AL) Responsibilities 

1.​ Adult and Pediatric First Aid/CPR/AED Certified 
2.​ Complete Safe Schools Training - School Intruders, Active Shooter, Safety Basics for Security Staff &  Medication 

Administration: Epinephrine Auto-Injectors 
3.​ Responsible for overall direction and coordination of emergency response effort during an incident 
4.​ Obtain Site Emergency Plans 



 

5.​ Provided copy of Testing Site section of Plan 
6.​ Obtain Site Emergency Evacuation Map 
7.​ Designate an evacuation area and exits and clearly mark on site map 
8.​ Provide staff with ID/lanyards  
9.​ Maintain a current list of all proctors and students on site 
10.​Provide site specific safety training for proctors, and ensure all staff is aware of site exits 
11.​Complete Incident Report as needed for any medical concerns: minor cut, illness, allergic reaction, nosebleed, emotional 

upset, etc. 
12.​Establish designated evacuation area(s) and exits and clearly mark on site map 

  
Assessment Site Designee 

1.​ Adult and Pediatric First Aid/CPR/AED Certified 
2.​ Complete Safe Schools Training - School Intruders, Active Shooter, Safety Basics for Security Staff &  Medication 

Administration: Epinephrine Auto-Injectors 
3.​ Responsible for ensuring the site is safe 
4.​ Provided copy of Testing Site section of Plan 
5.​ Support Assessment Lead as needed 
6.​ Complete Incident Report as needed for any medical concerns:  any serious medical concerns: illness, allergic reaction, 

severe emotional upset, etc.   
  
Staff/Teacher of Record/Proctor Responsibilities 

1.​ Proctors wear ID/lanyard at all times at test site 
2.​ Proctors wear Excel Academy shirts  
3.​ Attend staff safety and compliance training 
4.​ Provided copy of Testing Site section of Plan 
5.​ Report safety concerns to the Assessment Lead, designee, and/or senior Excel Academy proctor immediately regarding 

any medical concerns: illness, allergic reaction, severe emotional upset, etc.  
  
Student Information 

1.​ Copies of the CAASPP Site Security forms are kept on file at each testing location 
2.​ Sign in Sheets with Parent Signatures for Sign-In and Pick-Up (Photo ID Required for student release) 
3.​ CAASPP Site Security forms contain student specific allergy and medical alerts 

  
Site Supplies 

https://docs.google.com/document/d/1ItHGGZuu1eqRY8yVOEyaS8R7H9WrOo07wGDzz6dIB0g/edit#heading=h.9jqbiw2zvj0w
https://docs.google.com/document/d/1ItHGGZuu1eqRY8yVOEyaS8R7H9WrOo07wGDzz6dIB0g/edit#heading=h.9jqbiw2zvj0w
https://docs.google.com/document/d/1ItHGGZuu1eqRY8yVOEyaS8R7H9WrOo07wGDzz6dIB0g/edit#heading=h.evcc8x1rbxnd


 

First Aid 
1.​ CPR/AED Responder - Pack (contains one-way valve face shield) 
2.​ First Aid Kit 
3.​ Gloves (latex free) - Box 

  
Emergency Preparedness 

1.​ Maintain emergency food and water 
  
Student Information 

1.​ Assessment Lead Manual - Safety protocol and procedures listed, testing protocol, CAASPP test site security form  
2.​  

Parent/Guardian Responsibilities 
Parents and legal guardians of students will be required to complete when applicable: 
  

1.​ Complete and return a CAASPP Site Security form 
2.​ Field trip permission slips 

  
In case of a declared emergency, students will be released only to persons designated on the applicable form. Parents/guardians 
are responsible for ensuring that information on all forms is current at all times. (Appendix A: Emergency Contact information in 
Paycom, Appendix M: CAASPP Site Security form, Appendix B: Excel Academy Field Trip Permission Slip and Waiver) 

Field Trips & Overnight/Drop-Off Field Trips 
Excel Academy hosts field trips at various venues.  Because these venues are public locations, the staff, students, and families in 
attendance will follow the protocol for emergency evacuations and safety as per the venue guidelines.  Excel Academy field trips 
require parent participation and therefore all students must be in the care of a parent/guardian. 
  
This policy also outlines school guidelines for field trips where students are dropped off by their parents. 
 
Community Engagement Coordinator 

1.​ Train ToRs and ensure they follow all responsibilities as outlined in the field trip policy and in the bullets listed below. 
2.​ Maintain a current list of all chaperones and students on site 

https://www.paycomonline.net/v4/cl/cl-menu.php
https://www.paycomonline.net/v4/cl/cl-menu.php
https://docs.google.com/document/d/1wnvqmnPgax8sxpi5402xyxkhgxwSOqxO0zVTxz4brWA/edit#heading=h.evcc8x1rbxnd
https://drive.google.com/file/d/1fSxPUiZcWRlhS7o85X9tx2zGlhm84tFK/view?usp=share_link


 

3.​ Identify the method of communication between Community Engagement Coordinator and chaperones in the event of 
unforeseen events(assign designee if not present) 

4.​ Provide necessary safety trainings if applicable 
5.​ SafeSchools Training - First Aid 
6.​ Emergency Apps downloaded on phone/iPad 

a.​ Red Cross First Aid 
7.​ Collect all Field Trip Permission Slip and Waivers from students in attendance 
8.​ Inform parents of the Community Engagement Coordinator and chaperone  contact information for safety concerns that 

occur during the trip (assign designee if not present) 
9.​ Support the venue’s direction and coordination of emergency response effort during an incident 
10.​Contact the Superintendent or designee in the event of an emergency 
11.​Complete Incident Report as needed for escalated medical concerns: serious illness, allergic reaction, severe emotional 

upset, etc. (Appendix K -Incident Report) 
12.​Bring first aid kit to field trip when present 
13.​Communicate expectations, procedures, and what to bring for parents 
14.​Communicate expectations, procedures, and what to bring for chaperones 
15.​Designate roles and responsibilities amongst the chaperones  
16.​Provide chaperones: 

a.​ Lists of students in attendance  
b.​ Signs for chaperones  
c.​ Evacuation  procedures for the site 

17.​First aid kits should be available on each field trip 
18.​Investigate and communicate site evacuation procedures 
19.​Follow-up with chaperones after the field trip 

  
Community Engagement Coordinator will be expected to: 

1.​ Clearly communicate expectations to parents, students, and chaperones in advance. 
2.​ Provide and collect all necessary information. 
3.​ Be available the day of the trip to answer questions and troubleshoot.  Have all duties covered, so that they are  available 

when needed. 



 

 
Teacher of Record Chaperone Responsibilities: 

1.​ Be on time and prepared to monitor participantsReport safety concerns to Community Engagement Coordinator and 
designee immediately 

2.​ Support Community Engagement Coordinator as needed 
3.​ Support the venue’s direction and coordination of emergency response effort during an incident 
4.​ Inform Community Engagement Coordinator of any escalated medical concerns: serious illness, allergic reaction, severe 

emotional upset, etc. Ensure that the student is provided with the appropriate care and/or medical attention if necessary. 
 
 
Parent/Guardian Responsibilities: 
Prior to the field trip, an email will be sent to each parent (chaperones will be cc’d on this email) outlining the expectations and 
procedures for the field trip, including details about the meeting location, where to park, what to bring (permission slip filled out 
ahead of time), and student behavior expectations. 
  
Parents are required to notify the applicable Excel Academy staff member of the field trip ahead of time regarding a student’s 
special needs as outlined in an IEP or 504 plan. 
All students that would be under the direct care of Excel Academy staff under a state of emergency would remain under the 
supervision of school staff. Students would be released to the designated parent/guardian upon direction of the Superintendent 
or designee. 
  
Parents and legal guardians of students will be required to complete when applicable: 
  

1.​ Field trip permission slips and liability waiver forms 
 

Parents will be expected to: 
1.​ Arrive on time  
2.​ Review all provided information and explain student behavior expectations to their student(s) 
3.​ Follow details about the field trip outlined by the Community Engagement Coordinator 
4.​ Remain in attendance to supervise their own students 

  
Student will be expected to: 

1.​ Follow guidelines set by the Community Engagement Coordinator  



 

2.​ Stay with the assigned chaperone/group 
3.​ Follow behavior expectations 

  
Chaperone: 
To be prepared and provided to the chaperones at the beginning of the trip: 

1.​ List of students in their group, including: 
a.​ Parent’s name and number (cell) 
b.​ Any IEP, allergy, behaviors 
c.​ Back-up number  
d.​ Name of student’s TOR 
e.​ Emergency contact - ensure pick up person is included 
f.​ Chaperone will collect any missing information from the parents at the time of drop off 

2.​ A sign for helping parents locate the assigned group 
a.​ Sign could include group name/color/letters of the alphabet, chaperone name, Excel Academy logo 

3.​ Equipping the chaperone with any tools needed for meeting the students needs, and made aware if another chaperone or 
parent is coming along during the trip 

4.​ The school and vendor’s emergency evacuation procedures 
5.​ Have Community Engagement Coordinator’s cell phone programmed into their cell phone 
6.​ All chaperones on a group text in case of an emergency or evacuation 
7.​ Made aware of the check in and out procedures and their role in the process 

  
 
Chaperone will be expected to: 

1.​ Arrive on time (to be determined by the Community Engagement Coordinator) 
2.​ Wear Excel Academy apparel 
3.​ When a parent arrives, they will check the list and ensure all the student information and parent contact information is 

current 
4.​ Answer cell phones & texts--a texting group or tool will be used 

 

C. Suspension/Expulsion Policies and Procedures 
 



 

Alternative Means of Correction 

For a student facing discipline for a discretionary offense listed below, the Superintendent may, whenever possible and practicable, 
provide alternatives to suspension or expulsion. These alternatives shall use a research-based framework with age-appropriate 
strategies that improve behavioral and academic outcomes while addressing and correcting the student’s specific misbehavior.  

The Charter School shall not suspend or expel any student based solely on the fact that they are truant, tardy, or otherwise absent 
from school activities. Violations of the Charter School’s attendance expectations shall be addressed in accordance with Charter 
School Attendance and Truancy Policy and/or Independent Study Policy, as applicable.   

No student may be suspended or expelled for willful defiance or disruption. Alternatively, Charter School staff may refer a student 
who engages in willful defiance and/or disruption to the Superintendent or designee for appropriate and timely in-school 
interventions or supports. Within five (5) business days, the Superintendent or designee shall: 

1)​ Document the actions taken and save the document to the student’s record 

2)​ Inform the referring staff member what actions were taken and if none, the rationale used for not providing any appropriate 
or timely in-school interventions or supports. 

For a student who has been suspended, or for whom other means of correction have been implemented, for an incident of racist 
bullying, harassment, or intimidation, the Charter School may require both the victim and perpetrator to engage in a restorative 
justice practice. The Charter School may also require perpetrators to engage in culturally sensitive programs that promote racial 
justice and equity and combat racism and ignorance. 

The Charter School may utilize its Multi-Tiered System of Supports, which includes restorative justice practices, trauma-informed 
practices, social and emotional learning, and schoolwide positive behavior interventions and support, be used to help students gain 
critical social and emotional skills, receive support to help transform trauma-related responses, understand the impact of their 
actions, and develop meaningful methods for repairing harm to the school community. 

 



 

Procedures:   
 

B. Enumerated Offenses   

 
1.​ Discretionary Suspension Offenses.  

 
Students may be suspended when it is determined the student: 
 

a)​ Caused, attempted to cause, or threatened to cause physical injury to another person. 
 

b)​ Willfully used force or violence upon the person of another, except self-defense. 
 

c)​ Unlawfully possessed, used, or otherwise furnished, or was under the influence of any controlled substance, as 
defined in Health and Safety Code Sections 11053-11058, alcoholic beverage, or intoxicant of any kind. 

 
d)​ Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in Health and Safety Code 

Sections 11053-11058, alcoholic beverage or intoxicant of any kind, and then sold, delivered or otherwise furnished 
to any person another liquid substance or material and represented same as controlled substance, alcoholic beverage 
or intoxicant. 

 
e)​ Committed or attempted to commit robbery or extortion. 

 
f)​ Caused or attempted to cause damage to school property or private property, which includes but is not limited to, 

electronic files and databases. 
 

g)​ Stole or attempted to steal school property or private property, which includes but is not limited to, electronic files and 
databases. 

 



 

h)​ Possessed or used tobacco or products containing tobacco or nicotine products, including but not limited to cigars, 
cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets and betel. This section does not 
prohibit the use of a student’s own prescription products by a student. Students who voluntarily disclose their use of a 
tobacco product in order to seek help through services or supports shall not be suspended solely for that disclosure. 

 
3. ​ Discretionary Expellable Offenses:   
 
Students may be recommended for expulsion when it is determined the student: 

 
a)​ Caused, attempted to cause, or threatened to cause physical injury to another person. 

 
b)​  Willfully used force or violence upon the person of another, except self-defense. 

 
c)​ Unlawfully possessed, used, or otherwise furnished, or was under the influence of any controlled substance, as 

defined in Health and Safety Code Sections 11053-11058, alcoholic beverage, or intoxicant of any kind. Students who 
voluntarily disclose their use of a controlled substance, alcohol, or an intoxicant of any kind in order to seek help 
through services or supports shall not be suspended for that disclosure. 

d)​ Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in Health and Safety Code 
Sections 11053-11058, alcoholic beverage or intoxicant of any kind, and then sold, delivered or otherwise furnished 
to any person another liquid substance or material and represented same as controlled substance, alcoholic beverage 
or intoxicant. 

 
e)​ Committed or attempted to commit robbery or extortion. 

 
f)​ Caused or attempted to cause damage to school property or private property, which includes but is not limited to, 

electronic files and databases. 
 

g)​ Stole or attempted to steal school property or private property, which includes but is not limited to, electronic files and 
databases. 

 
h)​ Possessed or used tobacco or products containing tobacco or nicotine products, including but not limited to cigars, 

cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets and betel. This section does not 



 

prohibit the use of a student’s own prescription products by a student. Students who voluntarily disclose their use of a 
tobacco product in order to seek help through services or supports shall not be suspended solely for that disclosure. 

i)​ Committed an obscene act or engaged in habitual profanity or vulgarity. 
 

j)​ Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug paraphernalia, as defined in 
Health and Safety Code Section 11014.5. 

 
k)​ Knowingly received stolen school property or private property, which includes but is not limited to, electronic files and 

databases. 
 

l)​ Possessed an imitation firearm, i.e.: a replica of a firearm that is so substantially similar in physical properties to an 
existing firearm as to lead a reasonable person to conclude that the replica is a firearm. 

 
m)​ Harassed, threatened, or intimidated a student who is a complaining witness or witness in a school disciplinary 

proceeding for the purpose of preventing that student from being a witness and/or retaliating against that student for 
being a witness. 

 
n)​ Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma. 

 
o)​ Assault or battery, as defined in Penal Code Sections 240 and 242, upon any school employee. 

 
Offenses  
 
The Charter School may, upon a finding of good cause, determine that the disclosure of either the identity of the witness or the 
testimony of that witness at the hearing, or both, would subject the witness to an unreasonable risk of psychological or physical 
harm. Upon this determination, the testimony of the witness may be presented at the hearing in the form of sworn declarations that 
shall be examined only by the Charter School or the hearing officer. Copies of these sworn declarations, edited to delete the name 
and identity of the witness, shall be made available to the student.  
 

1.​ The complaining witness in any sexual assault or battery case must be provided with a copy of the applicable disciplinary 
rules and advised of their right to (a) receive five (5) days notice of their scheduled testimony; (b) have up to two (2) adult 
support persons of their choosing present in the hearing at the time the complaining witness testifies, which may include a 



 

parent/guardian, or legal counsel; and (c) elect to have the hearing closed while testifying.  
 
2.​ The Charter School must also provide the victim a room separate from the hearing room for the complaining witness’ use 

prior to and during breaks in testimony.  
 
3.​ At the discretion of the entity conducting the expulsion hearing, the complaining witness shall be allowed periods of relief 

from examination and cross-examination during which the complaining witness may leave the hearing room.  
 
4.​ The Board or Administrative Panelentity conducting the expulsion hearing may also arrange the seating within the hearing 

room to facilitate a less intimidating environment for the complaining witness.  
 
5.​ The Board or Administrative Panelentity conducting the expulsion hearing may also limit time for taking the testimony of the 

complaining witness to the hours the complaining witness is normally in school, if there is no good cause to take the 
testimony during other hours.  
 

6.​ Prior to a complaining witness testifying, the support persons must be admonished that the hearing is confidential. Nothing in 
the law precludes the entity presiding over the hearing from removing a support person whom the presiding person finds is 
disrupting the hearing. The entity conducting the hearing may permit any one of the support persons for the complaining 
witness to accompany the complaining witness to the witness stand.  

 
7.​ If one or both of the support persons is also a witness, the Charter School must present evidence that the witness’ presence is 

both desired by the witness and will be helpful to the Charter School. The entity presiding over the hearing shall permit the 
witness to stay unless it is established that there is a substantial risk that the testimony of the complaining witness would be 
influenced by the support person, in which case the presiding official shall admonish the support person or persons not to 
prompt, sway, or influence the witness in any way. Nothing shall preclude the presiding officer from exercising their discretion 
to remove a person from the hearing whom they believe is prompting, swaying, or influencing the witness.  

 
8.​ The testimony of the support person shall be presented before the testimony of the complaining witness and the complaining 

witness shall be excluded from the courtroom during that testimony.  
 
9.​ Especially for charges involving sexual assault or battery, if the hearing is to be conducted in public at the request of the 

student being expelled, the complaining witness shall have the right to have their testimony heard in a closed session when 



 

testifying at a public meeting would threaten serious psychological harm to the complaining witness and there are no 
alternative procedures to avoid the threatened harm. The alternative procedures may include videotaped depositions or 
contemporaneous examination in another place communicated to the hearing room by means of closed-circuit television.  

 
H. Presentation of Evidence  
 

While technical rules of evidence do not apply to expulsion hearings, evidence may be admitted and used as proof only if it is the 
kind of evidence on which reasonable persons can rely in the conduct of serious affairs. A recommendation by the Administrative 
Panel to expel must be supported by substantial evidence that the student committed an expellable offense. Findings of fact shall be 
based solely on the evidence at the hearing. While hearsay evidence is admissible, no decision to expel shall be based solely on 
hearsay. Sworn declarations may be admitted as testimony. 

While technical rules of evidence do not apply to expulsion hearings, evidence may be admitted and used as proof only if it is the 
kind of evidence on which reasonable persons can rely in the conduct of serious affairs. A recommendation by the Administrative 
Panel to expel must be supported by substantial evidence that the student committed an expellable offense. Findings of fact shall be 
based solely on the evidence at the hearing. While hearsay evidence is admissible, no decision to expel shall be based solely on 
hearsay. Sworn declarations may be admitted as testimony from witnesses of whom the Board or Administrative Panel determines 
that disclosure of their identity or testimony at the hearing may subject them to an unreasonable risk of physical or psychological 
harm.  
 
If, due to a written request by the expelled student, the hearing is held at a public meeting, and the charge is committing or 
attempting to commit a sexual assault or committing a sexual battery as defined in Education Code Section 48900, a complaining 
witness shall have the right to have their testimony heard in a session closed to the public.  
 

S. Procedure for Involuntary Withdrawal 

A hearing shall be held within thirty (30) school days after the student has accrued three (3) missed identified assignments to 
determine whether it is in the best interest of the student to remain in independent study. The Charter School may involuntarily 
remove the student after the Charter School follows the requirements of the Master Agreement and independent study policy 
regarding the best interest meeting, and only after providing notice and an opportunity for a parent, guardian, or educational rights 
holder to participate in the hearing as set forth herein and in Education Code Section 47605(c)(5)(J)(iii).    



 

Written notice of the hearing shall be forwarded to the student and the student’s parent/guardian at least ten (10) calendar days 
before the date of the hearing. Upon mailing the notice, it shall be deemed served upon the student. The notice shall include:  

●​ The date and place of the hearing. 
●​ A statement of the specific facts, charges and violations upon which the proposed withdrawal is based. 
●​ A copy of the Charter School’s policies related to the alleged violation. 
●​ Notification of the student’s or parent/guardian’s obligation to provide information about the student’s status at the Charter 

School to any other school district or school to which the student seeks enrollment. 
●​ An explanation of the The opportunity for the student and/or the student’s parent/guardian to appear in person or to employ 

and be represented by counsel or a non-attorney advisor. 
●​ An explanation of the The right to inspect and obtain copies of all documents to be used at the hearing. 
●​ An explanation of the The opportunity to confront and question all witnesses who testify at the hearing. 
●​ An explanation of the The opportunity to question all evidence presented and to present oral and documentary evidence on 

the student’s behalf including witnesses. 
 

H. A Safe and Orderly Environment Conducive to Learning at the School 

Promoting Safe Environments and Enhanced Personnel Screening 

This section outlines specific procedures designed to promote a safe and supervised learning environment in both physical and 
virtual settings, and details the rigorous process for screening all personnel to protect students from egregious misconduct, 
neglect, or abuse. This section is effective immediately and is fully compliant with state law, including the requirements of SB 
848. 

1. Supervision and Safety in Non-Classroom Based Environments 

The school must ensure that all learning and engagement environments, regardless of location, are structured to be easily 
supervised and promote the protection of children. 



 

B. Procedures for Child Protection and Mandatory Reporting 

1.​ Staff Training: All school employees must receive annual training on recognizing and reporting signs of child abuse, 
neglect, or sex offenses, including scenarios specific to the virtual and independent study setting. 

2.​ Mandatory Reporting: All Adult Affiliates are Mandated Reporters and must report any reasonable suspicion of child 
abuse or neglect to the appropriate child protective agency immediately, followed by notification to the school 
administration (Superintendent/Superintendent). 

3.​ Documentation: All concerns, reports, and follow-up actions related to child protection are documented, kept 
confidential, and stored securely by the administration. 

2. Enhanced Personnel Screening and Background Check (SB 848 Compliance) 

The school is committed to preventing the hiring of any candidate, whether certificated, classified, or temporary, who has been 
credibly accused or substantiated for egregious misconduct in prior school employment. 

A. Egregious Misconduct Defined 

For the purpose of this policy, Egregious Misconduct includes, but is not limited to: 

●​ Child abuse or neglect (as defined by state law). 
●​ Sex offenses (as defined by state law). 
●​ Controlled substance violations. 

B. Candidate Disclosure Requirement 

All prospective candidates for employment, including classified staff and temporary employees, must provide a complete and 
accurate list of every school district, county office of education, charter school, state special school, and private school at which 
the applicant has been previously employed. 

C. Prior Employer Inquiry and Cooperation 



 

1.​ Duty to Inquire: Before making a final offer of employment, the Charter School must inquire with all prior school 
employers listed by the candidate whether the employee was the subject of any credible complaints of, substantiated 
investigations into, or discipline for, egregious misconduct. 

2.​ Document Sharing: The Charter School must request, and prior employers are obligated to cooperate and provide, a copy 
of all relevant information that was used to support a substantiated investigation into egregious misconduct, within their 
possession. 

3.​ Failure to Cooperate: The school's hiring process will not conclude until a good-faith effort to obtain this information is 
completed. Failure of a candidate or prior employer to cooperate fully with this process will result in the rejection of the 
candidate's application. 

D. Application Scope 

This enhanced personnel screening process applies uniformly to all prospective employees, including certificated staff, 
classified staff, school contractors, and temporary or substitute employees, without exception. 

Appendix C: Civility Policy 
School personnel, parents, and students are required to be civil in all of their interpersonal school-related interactions. Civility 
does not require unqualified agreement or conformity of opinion. An expression of disagreement or a discussion of a 
controversial viewpoint is not uncivil if such expression or discussion is appropriately and respectfully presented and does not 
disrupt a school-related activity. 

For purposes of this policy, to be civil means to act with self-discipline in a courteous, respectful and orderly way in every 
interpersonal communication and behavior with the goal of providing a safe and harassment free environment for the students 
and staff while maintaining individual rights to freedom of expression. 

Examples of uncivil conduct includes, but is not limited to:  

A.​ using an inappropriately loud voice;  
B.​ using profane, vulgar, or obscene words or gestures;  
C.​ belittling, jeering, or taunting;  



 

D.​ using personal epithets;  
E.​ using violent or aggressive gestures or body-language;  
F.​ repeatedly and inappropriately interrupting another speaker;  
G.​ repeatedly demanding personal attention at inappropriate times;  
H.​ purposefully and inappropriately invading personal space;  
I.​ purposefully ignoring appropriate communications;  
J.​ wrongfully interfering with another person's freedom of movement;  
K.​ wrongfully invading another person's private possessions; or; 
L.​ any other behavior that inappropriately disrupts school-related activities. 

 
In the event that any party is uncivil during a school-related activity, the following steps will occur: 

1.​ Communicate - The party experiencing the uncivil behavior will communicate that the behavior is not civil and that the 
uncivil behavior must cease immediately. 

2.​ End Activity/Meeting - If the uncivil party fails to correct the uncivil behavior as directed, the affected party shall end the 
activity/meeting. 

3.​ Referral - The reporting party shall refer the situation to school administration with a written summary of the uncivil 
behavior and how they responded. 

4.​ Determination - If it is determined that uncivil behavior occurred, proper disciplinary action will be taken, which may 
include suspension or expulsion.  

 
SB 19: Threats 
Excel Academy Charter Schools is dedicated to maintaining an educational environment free from violence, harassment, and 
threats. 
 
The Charter School strictly prohibits any person from making a credible threat of violence against another person or persons at 
any EACS location or school-sponsored activity. 
 



 

A credible threat is defined as any communication, including, but not limited to, verbal statements, written messages, images, or 
digital postings (e.g., on social media or an internet webpage), that conveys an intent to commit a crime resulting in death or 
great bodily injury. 
 
This prohibition applies when the communication is made with the specific intent that it be taken as a threat, even if there is no 
intent of actually carrying it out, provided that the threat: 

1.​ Is so unequivocal, unconditional, immediate, and specific that it conveys a gravity of purpose. 
2.​ Causes a person to be in reasonable and sustained fear for their own safety or the safety of others at these locations. 

 
Violation of this policy will result in immediate and severe disciplinary action, up to and including expulsion, and may lead to 
notification and referral to appropriate law enforcement agencies for criminal investigation 
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