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Comprehensive School Safety Plan
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Education Located Comments
School Safety Plan Requirements Code in Section
The School Safety Plan must include all of the following: 32282. (a)(2)
A. Child Abuse Reporting procedures 32282.
@A) | e’
B. Disaster procedures, routine and emergency, including 32282.
adaptations for pupils with disabilities. (a)(2)(B)
i.  Earthquake emergency procedures that include: 32282.
® A school building disaster plan (a)(2)(B)(i) (I-
e A drop procedure V)
e Dates/times of drop procedure drills held once
each quarter in elementary; once each
semester in secondary schools
® Protective measures to be taken before,
. Pagel2
during, and after an earthquake
® A program to ensure that pupils and both
certificated and classified staff are aware of
and are trained in the earthquake emergency
procedure system
ii. Procedures to allow a public agency to use school 32282.
buildings, grounds, and equipment for mass care (a)(2)(B)(ii)
and welfare shelters during an emergency which
affects public health or welfare.
Policies and procedures which lead to suspension and/or 32282.
. Page 133
expulsion. (a)(2)(C)
. Procedures to notify teachers of dangerous pupils. 32282.
(a)(2)(D) Page 137
Policy prqh|b|t|ng discrimination, harassment, intimidation, 32282. Page 138
and bullying. (a)(2)(E)
Provisions of any school site dress code, including 32282. Page 139
prohibition of “gang-related” apparel. (a)(2)(F)
. Procedures for safe ingress and egress of pupils, parents, 32282.
and employees from school site; including procedures for (a)(2)(G) Page 140
visitor access to the school campus.
. Goals and plans that create a safe and orderly environment 32282. Page 141
conducive to learning at the school. (a)(2)(H)
The rules and procedures on school discipline. 32282. Page 148




J.  Procedures adopted under the Safe and Drug-Free Schools | Title IV Part A Page 152
Act of NCLB &
K. Bullying Prevention Policies & Procedures 48900. Page 153
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A.Child Abuse Reporting Procedures

[California Penal Code section 11166 requires any child care custodian who has
knowledge of, or observes, a child in his or her professional capacity or within the scope
of his or her employment whom he or she knows or reasonably suspects has been the
victim of child abuse to report the known or suspected instance of child abuse to a child
protective agency immediately, or as soon as practically possible, by telephone and to
prepare and send a written report thereof within thirty-six (36) hours of receiving the
information concerning the incident.

The School will provide annual training on the mandated reporting requirements, using
the online training module provided by the State Department of Social Services, to
employees who are mandated reporters. Mandated reporter training will also be provided
to employees hired during the course of the school year. This training will include
information that failure to report an incident of known or reasonably suspected child abuse
or neglect, as required by Penal Code section 11166, is a misdemeanor punishable by
up to six (6) months confinement in a county jail, or by a fine of one-thousand dollars
($1,000), or by both that imprisonment and fine. All employees required to receive
mandated reporter training must provide proof of completing the training within the first
six (6) weeks of each school year or within the first six (6) weeks of that employee’s
employment. By acknowledging receipt of this Handbook, employees acknowledge they
are childcare custodians and are certifying that they have knowledge of California Penal
Code section 11166 and will comply with its provisions of this section to the reader.

IMPORTANT NOTE: With the passage of AB 1432 in September, 2014, all school
districts, county offices of education, and charter schools are required to:

1. Annually train, using the online training module provided by the State
Department of Social Services, or other training, employees and persons working
on their behalf who are mandated reporters, as defined in Penal Code 11165.7,
on the mandated reporting requirements.

2. Develop a process for all persons required to receive training under the bill to
provide proof of completing this training within the first 6 weeks of each school year
or within 6 weeks of that person’s employment.

3. Ensure that all pupils in grades 7 to 12 receive information on how social media
and mobile device applications are used for human trafficking, as part of
comprehensive sexual health education, pursuant to Education Code section
51934 (AB 1861 (2018)).

4. Identify methods of informing parents/guardians of their students regarding
human trafficking prevention and implement these methods, pursuant to SB 1104
(2018)

5. Provide comprehensive sexual health education, pursuant to Education Code
section 51931 (AB 2622 (2018)).



http://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=201320140AB1432
http://mandatedreporterca.com/training/educators.htm
http://law.onecle.com/california/penal/11165.7.html

SUSPECTED CHILD ABUSE REPORT
To Be Completed by Mandated Child Abuse Reporters
Pursuant to Penal Code Section 11166
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SS 8572 (Rev. 12/02)

DEFINITIONS AND INSTRUCTIONS ON REVERSE

DO NOT submit a copy of this form to the Department of Justice (DOJ). The investigating agency is required under Penal Code Section 11169 to submitto DOJ a
Child Abuse Investigation Report Form SS 8583 if (1) an active investigation was conducted and (2) the incident was not determined to be unfounded.

WHITE COPY-Police or Sheriff's Department; BLUE COPY-County Welfare or Probation;
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GREEN COPY- District Attorney's Office; YELLOW COPY-Reporting Party




DEFINITIONS AND GENERAL INSTRUCTIONS FOR COMPLETION OF FORM SS 8572

All Penal Code (PC) references are located in Article 2.5 of the PC. This article is known as the Child Abuse and Neglect Reporting Act. also known as

CANRA. The Internet site is: http:/www leginfo.ca gov/calaw html

(specify Penal Code and search for Sections 11164-11174.3). A mandated

reporter must complete and submit the form SS 8572 even if some information is not known. (PC Section 11167(a).)

II.

II1.

MANDATED CHILD ABUSE REPORTERS

Mandated child abuse reporters include all those
individuals and entities as defined in PC Section 11165.7.

TO WHOM REPORTS ARE TO BE MADE
(DESIGNATED AGENCIES)

Reports of suspected child abuse or neglect shall be made
by mandated reporters to any police department or sheriff’s
department (not including a school district police or
security department), county probation department (if
designated by the county to receive mandated reports) or
the county welfare department. (PC Section 11165.9.)

REPORTING RESPONSIBILITIES

Any mandated reporter who has knowledge of or observes

a child, in his or her professional capacity or within the
scope of his or her employment, whom he or she knows or
reasonably suspects has been the victim of child abuse or
neglect shall report such suspected instance of abuse or
neglect to a designated agency immediately or as soon as
practically possible by telephone and shall prepare and send
a written report thereof within 36 hours of receiving the
information concerning the incident. (PC Section
11166(a).)

No mandated reporter who reports a suspected instance of
child abuse or neglect shall be held civilly or criminally
liable for any report required or authorized by the CANRA.
Any other person reporting a known or suspected instance
of child abuse or neglect shall not incur civil or crimial
liability as a result of any report authorized by the CANRA
unless it can be proven the report was false and the person
knew it was false or make the report with reckless
disregard of its truth or falsity. (PC Section 11172(a).)

INSTRUCTIONS

SECTION A - REPORTING PARTY: Enter the
mandated reporter’s name. title, category (from PC Section
11165.7), business (agency) name and address, telephone
number, a signature and today’s date. Also check yes-no
whether you (the mandated reporter) witnessed the
incident. The signature area is for either the mandated
report or the person taking as telephoned report

ETHNICITY CODES

INSTRUCTIONS (Continued)

SECTION B - REPORT NOTIFICATION: Complete
the name and address of the designated agency notified,
date of the written report. date/time of the phone call and
the name, title and telephone number of the official

SECTION C - VICTIM (One Report per Family, siblings
must have same parents/guardians): Enter the victim’s
name, address, telephone number. birth date or approximate
age. sex, ethnicity, present location, and where applicable
enter the school, class (indicate the teacher’s name or room
number), and grade. List the primary language spoken 1
the victim’s home. Check the appropriate yes-no box for:
developmentally disabled?, physically disabled? and specify
the victim’s other disability. To determine if the victim has
a disability, ask the victim’s parent or care giver. Also
check the appropriate yes-no box for in foster care?, indicate
type of care if the vietim was in out-of-home care, indicate
the type of abuse. List the victim’s relationship to the
suspect, check the appropriate yes-no box for photos
taken?, indicate whether the incident resulted in this

SECTION D - INVOLVED PARTIES: Enter the
requested information for: Vietim’s Siblings, Victim’s
Parents/Guardians and the Suspect.

SECTION E - INCIDENT INFORMATION: If multiple
victims, enter the number. Enter date/time and place of the
incident. Provide a narrative of the incident. Attach extra
sheets if needed.

V.

contacted.
.

victim’s death.
V.

DISTRIBUTION

Reporting Party: After completing Form SS 8572, retain
the vellow copy for your records and submit the top three
copies to the designated agency.

Designated Agency: Within 36 hours of receipt of Form
SS 8572, send white copy to police or sheriff, blue copy to
county welfare or probation, and green copy to district
attorney.

—_

Alaskan Native

[

American Indian
Asian Indian

Black
Cambodian

(DS
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Caribbean
Central American
Chinese
Ethiopian
Filipino

11 Guamanian
12 Hawaiian
13 Hispanic
14 Hmong

15 Japanese

16 Korean
17 Laotian
18 Mexican

19 Other Asian
21 Other Pac Islndr
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22 Polynesian
23 Samoan
24 South American

25 Vietnamese
26 White

27 White-Armenian

28 White-Central American
29 White-European

30 White-Middle Eastern

31 White-Romanian



DISASTER PLAN OVERVIEW

In the event of any type of disaster, Encore has a multi-tiered plan in place to
ensure the safety, health, and welfare of Encore students and staff. This plan has
been taught and drilled so that each staff member at Encore knows their specific
duties and knows how to implement the plan in the event of a disaster.

Disaster Assignments
Incident Commander:
e Person in charge of disaster procedures/stations/protocol.
o Gets reports from Command Center on all operations of student control/release, damage
assessment, sanitation, search and rescue operations, medical triage and security issues.
o Establishes and maintains outside communications with city emergency personnel.

Command Center Operations Chief
o Keeps incident commander up to date with operations.
¢ Receives reports from these departments.

Logistics/Damage Control

Search and Rescue

Medical Team

Student Control/Student Release

Student Control-Supervision

Sanitation

Security

OS]

Search and Rescue Leader:

Oversees five search and rescue teams. Search and rescue Leader will receive reports/counts of
persons missing/persons wounded/left behind. Search and Rescue Leader will report to Command
Center status of rescue operations. Each team consists of has specific room and area duties. Each team
has three members.

Security Leader:

Oversees team that secures the campus. Entrances and Exits will be cordoned off and monitored.
Security will ensure that parents/authorized individuals check-in at Student Release to sign out students.
Persons picking up students must be listed on Emergency Cards without exception.

Logistics Leader:
Oversees a team that deals with utilities and exterior problems. Assess areas for overnight student and
staff if needed. Once duties are completed, will join security.

Medical Treatment Leader:
Sets up, stocks, and oversees the Immediate and Delayed treatment triage areas as well as a morgue.

Sanitation Leader:
Establishes and secures a waste area. As the need arises, students will be signed out and escorted to
this location individually. Students will be checked back into the Student Control area.

Student Control Supervision Leader
Monitors and directs staff with regards to student control. Informs students of current status with the
situation. Assess students for signs of panic and or anxiety.
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Student Release Leader:
Student Release will have Emergency Cards to Release students to parents or other authorized
individuals.

Student Grief and Anxiety Counselors:
Counselors are to remain in the Student Control area for the course of the event to ensure the wellbeing

of the students.
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DISASTER PREPAREDNESS

Each staff member should be assigned and know their specific responsibilities.

The plan should be practiced until a response is automatic and students and staff know
and can do their part. Students look to teachers for leadership. REMAIN CALM. Panic
is the greatest danger in times of emergency.

Each teacher must keep a class list at all times. Students must stay with their teachers
until they reach the student control/supervision area. Teachers must present the roll of
present and absent/missing students to the student control leader/supervisor or
designee.

Triage will be set up. The medical team will provide first aid to injured students. In a
serious disaster, survival injuries will be treated first.

Student control/release protocol will be followed to ensure that students only be
released to parents or other authorized persons listed on student’s emergency cards.

Emergency supplies and rations are stored on-site in the event that students and staff
must remain on campus for an extended period of time.
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Disaster Plan Summary

In the event of a disaster, teachers will evacuate students according to an exit map that
is posted in every classroom. They will proceed in an orderly manner to a secured
holding area. Attendance will be taken, and any missing students will be notated.

The staff that has Disaster Assignments will then hand their students off to “buddy
teachers.”

Staff with Disaster Assignments will then assemble in their designated areas and set up
their stations.

Missing student’s names and possible locations will be sent to the Command Center.
These names and possible locations will be given to the Search and Rescue teams.

Search and rescue teams will search their designated areas locating any missing or
injured students or staff. Teams will mark buildings and classrooms that have been
searched, locate and move injured students to the triage area, and return any missing
students to the Student Control area.

Injured students will be brought to the medical area to be evaluated. They will then be
tagged and triaged into the appropriate level of medical care: Immediate or Delayed
care. In case of death, bodies will be moved to the morgue area.

Student Release will have Emergency Cards to identify parents or guardians of students
for pick up. Student Release will have assistants to retrieve students from the Control
Area for pick up once identification has been confirmed.
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DISASTER VEST/COLORS

RED.......cccovveirnrene Command Center, Incident Commander

ORANGE..................... Student Control, Student Release

ORANGE w/stripe...... Sanitation

YELLOW.....c.coeevvrenen First Aid/Medical
BLUE.........co e Search and Rescue
GREEN........................ Security, Logistics

All Encore staff should have a color-coordinated vest
for whatever station they are assigned to.

Any adult without the appropriate vest will be identified as
an intruder who should not be here.
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2022/23 Disaster Teams Leaders

Incident Commander: St. Claire Adriaan
Command Center Operations Chief: Liza Contreras
Logistics Leader: Joseph Griffin
Search and Rescue Leader: Joseph Thibodeaux
+ S&R Team Leader:

v' Team #1 Brandon McAnulty “A” & “B” Buildings

v' Team #2 Joshua Barkdull “C” Buildings

v' Team #3 Sandi Del Sole “E” & “F” Buildings

v' Team #4 Kyle Barkdull “D” & “Big Top” Buildings

v' Team #5 Sarah Greene “G” Buildings
Medical Treatment Leader: Melinda Hosea
Medical Treatment Immediate Leader: John Parker
Medical Treatment Delayed Leader: Kelsey Funkhouser
Student Control - Supervision Leaders: Helga Kalis
Student Control — Student Release Leader: James Barkdull
Student Grief/Anxiety Counselors: Esther Haskins
Sanitation Leader: David Caines

Security Leader: Robert Cordova
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DISASTER ASSIGNMENTS ROSTER
2022-2023

INCIDENT COMMANDER: St. Claire Adriaan
Assistant/Documentation: Joelle Schwarck

COMMAND CENTER OPERATIONS CHIEF: Liza Contreras
Assistants: Samantha Oros
Documentation: Kathy Cummings / Tammy Sullivan

LOGISTICS LEADER: Joseph Griffin
Assistants: Desiree Huffine / Rebecca Martin

SEARCH AND RESCUE LEADER: Joseph Thibodeaux

Team #1 “A” & “B” Buildings
Leader: Brandon McAnulty
1. Suzanne Hitselberger

2. Carol Rangel

3. Richard Warren

Team #2 “C” Buildings

Leader: Joshua Barkdull
1. Fernando Bedolla
2. Chad Watkins

Team #3 “E” & “F” Buildings
Leader: Sandi Del Sole

1. Dominico Garibay

2. Jordan Watson

3. Gary Applegate

Team #4 “D” & “Big Top” Buildings
Leader: Kyle Barkdull

1. Aaron Knight

2. Kaitlyn Pederson

3. James Quigg

Team #5 “G” Buildings

Leader: Sarah Greene
1. Kirsten Cotton
2. Eric Tellefson
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**Search and Rescue Teams may assist and/or relieve as needed in Medical
Treatment Triage when Search and Rescue are complete.

Medical Treatment Leader: Melinda Hosea

Medical Treatment Immediate Leader: John Parker
DOCUMENTATION ASSISTANTS:

1. Alejandra Gomar

2. Susan Acuna

Medical Treatment Delayed Leader: Kelsey Funkhouser
DOCUMENTATION ASSISTANT:
1. Tanya Herchelroath

Student Control -Supervision Leader: Helga Kalis
ASSISTANTS:

1. Sarai Rodriguez Villela

2. Victoria Clark

Teachers and students will walk quickly, quietly, and in single file, to designated Student
Assembly area in the North field on the corner of “C” Street and Lemon Street. They will
line up by room number. Room numbers are located on the fence.

Student Control =Student Release Leader: James Barkdull
ASSISTANTS:

1. Kimberly Lambright

2. Rashad Akhnoukh

STUDENT GRIEF/ANXIETY COUNSELOR: Esther Haskins
DOCUMENTATION ASSISTANTS:

1. Blanca Fernandez

2. Darnell Smith

Sanitation Leader: David Caines
1. Valerie Gutierrez
2. Stephanie Delgado

Security Leader: Robert Cordova
1. James Kelly

2. Joshua Brown

3. Teresa Wentworth
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TEACHER SUPERVISION

The asterisk (*) means you will leave your students with the teacher next to you in the
assembly area on the grass field. The underline means you will stay and supervise

students in the assembly area.

“B” Building

B1 Bernice Swingle

B6 Daniel Krieg

B14 Richard Warren*
B16 Kimberly Lambright*
B18 Afira Miller

“C” Building
C1 Joshua Barkdull*
C4 Science Teacher

C14 Jose Capella
C16 Fernando Bedolla*

“D” Building

D1 Storage room

D14 Kyle Barkdull*

D16 Robert Hekel

D18 College resource room

“E” Building

E1 Rebecca Martin*

E6 Desiree Huffine*
E14 Vasil Chekardzhikov
E17 Brian Forbes

“F” Building

F2 Taylor Kitchens
F7 Alexandria Cherry
F29 Gary Applegate*

“G” Building

G1 Vacant Classroom
G3 Susan Acuna*

G5 Kimberly Buzzard
G8 David Fleming

B2 Helga Kalis*

B12 Suzanne Hitselberger*
B15 Cynthia Roach

B17 John Parker*

C2 Cynthia Hernandez
C12 Mark Zeismer

C15 Bernice Swingle
C17 Chad Watkins*

D2 Ashlin Barkdull
D15 James Quigg*
D17 Kaitlyn Pedersen*

E4 Vacant Classroom
E15 Grace Choi
E16 Nikola Chekardzhikov

F3 Vacant Dance Room
F11 Erin Newman
F30 Sani Del Sole*

G2 Vacant Classroom
G4 Kristen Cotton*
G6 Sarah Greene*

*Attention all on-campus Encore Staff: If you do not find your name listed under
any specific area, report to the Command Center for instructions. You will be
sent to areas needing assistance.
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INCIDENT COMMANDER
St. Claire Adriaan

Assistant: Joelle Schwarck

Person in charge of disaster procedures/stations/protocol.
Overseas Operations Chief at Command Center.

Mobile person to check in on all disaster
stations/staff/students.

Gets reports from Command Center on all operations of
student control/release, damage assessment, sanitation,
search and rescue operations, medical triage and security
Issues.

Establishes and maintains outside communications with
city emergency personnel.

Makes final recommendations in disaster procedures.

Looks over and proofreads all disaster documentation that
gets sent to Sacramento for accuracy.
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COMMAND CENTER

OPERATIONS CHIEF
Liza Contreras

Assistant: Samantha Oros

DOCUMENTATION:
Tammy Sullivan / Samantha Oros/ Jessica Carlisle

Record all important information

Keeps incident commander up to date with operations.

Set up Command Center Table (Near Disaster Storage Container)

Organize paperwork and hand out packets to Team Leaders of each group

as listed below:

Logistics/Damage Control (Joseph Griffin)

Search and Rescue (Joseph Thibodeaux)

Medical Team (Melinda Hosea)

Student Control/Student Release (James Barkdull)
Student Control-Supervision (Helga Kalis)
Sanitation (David Caines)

Security (Robert Cordova)

Direct assistants to get reports periodically from these groups.

COMMAND CENTER SUPPLY LIST

Large, laminated map

Dry erase markers

Post-it notes

Permanent markers

Pencils

Emergency instructions to turn off electricity and water.
Envelopes and clipboards for each station
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LOGISTICS LEADER
Joseph Griffin

Assistants:
Desiree Huffine
Rebecca Martin

Obtain tool kit from Disaster Storage Container.
Turn off utilities around campus.
Observe and assess exterior problems.
v’ List problem areas by building.
v Note any nearby off-campus problems that may affect school
site. (Auto accidents, down power lines, water leaks.)
v" Advise Operations Chief at Command Center.

Secure/lock doors once checked by Search and Rescue to
eliminate re-entry by staff/students.

Scout secure area for overnight student/staff accommodations.
Turn on electricity and water if safe in shelter building/s.

Once duties are done, join with Security to secure the campus.
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SEARCH AND RESCUE LEADER
Joseph Thibodeaux

Search and Rescue Leader oversees five search and rescue
teams. Search and rescue Leader will receive reports/counts of
persons missing/persons wounded/left behind. Search and
Rescue Leader will report to Command Center status of rescue
operations.

TEAM LEADERS:
Team #1 Brandon McAnulty “A” & “B” Buildings

Team #2 Joshua Barkdull “C” Buildings

Team #3 Sandi Del Sole “‘E” & “F” Buildings

Team #4 Kyle Barkdull “‘D” & “Big Top” Buildings
Team #5 Sarah Greene “G” Buildings

Search and rescue teams will search their designated areas
locating any missing or injured students or staff. Teams will mark
buildings and classrooms that have been searched, locate and
move injured students to the triage area, and return any missing
students to the Student Control area.
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MEDICAL TREATMENT LEADER
Leader Melinda Hosea

Medical Treatment Immediate Leader: John Parker
Documentation Assistants: Alejandra Gomar / Susan Acuna

Medical Treatment Delayed Leader: Kelsey Funkhouser
Documentation Assistants: Tanya Herchelroath

Retrieve Supplies:
2 team members as directed by team leader must get rolling
medical bins from the Disaster Storage Container.

Establish treatment areas and lay down tarps.
#1 area for Immediate injury treatment
#2 area for Delayed injury treatment

Set up Supplies:

Medical supplies will be taken out of bins and laid out on tarps or
tables between the two treatment areas placing like items
together.

Triage:
Victims will come to Medical Area and be triaged by Team Leader

as Immediate or Delayed.
*Team leader will document pertinent information on triage
card and the victim will be sent to the appropriate station.
*Triage cards are taped to victim’s chest.
*Victims are laid head-to-toe next to each other.

Remember not to diagnose.... treat by the symptoms.

25



Medical Supplies for Triage Station

Bottled water

Hydrogen peroxide
Alcohol

Gauze

Kleenex

Misc./size band-aids
Butterfly/ band-aids
Scissors

Stethoscope

Maxi pads

Eyewash

Boxed gloves

Ace wraps

Gauze slings/triangular bandages
Paint sticks (for splints)
Emergency/space blankets
Blankets/sheets
Q-tips/cotton balls
Vaseline

Bactine

Light sticks

Flashlights

Duct tape

Tarps 2-3

Backboards

Office supplies/paper/pens
Clipboards
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STUDENT CONTROL

SUPERVISION LEADER
Helga Kalis

Assistants:
Sarai Rodriguez Villela / Victoria Clark

Teachers and students will walk quickly, quietly, and in single file,
to designated Student Assembly area in the North field on the
corner of “C” Street and Lemon Street. They will line up by room
number. Room numbers are located on the fence.

*Keep students calm and informed of what is going on.
*Assess for signs of panic and/or anxiety. Distraught students
may need counseling.

Signs/Symptoms of Anxiety and/or Panic Attack:

*Uncontrolled crying

*Shortness of breath

*Chest pain

*Numbness/tingling anywhere in the body (not associated with injury)

Practice breathing technique with slow, deep breaths in through
the nose and out through the mouth. If this technique is not
resolving the numbness, have adult or responsible student bring
the victim to triage.

Esther Haskins, Darnell Smith and Blanca Fernandez will be in
the Student Control area to provide counseling.

Once buildings are secure you will move students into the shelter
as directed.
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STUDENT RELEASE LEADER
James Barkdull

Assistants:
Kimberly Lambright
Rashad Akhnoukh

Student Release will assemble at a table near Commmand
Center and not far from Student Control.

Student Release will have Emergency Cards to Release
students to parents or other authorized individuals.

Student Release will use assistants to retrieve students
from Control Area for pick up.

Ultimately the school is responsible for all students until
picked up by a parent/authorized individual.

If parent/authorized individual cannot be reached and the

student is left at school beyond a reasonable time after a
disaster the sheriff will be called to take the student home.

28



STUDENT GRIEF/ANXIETY COUNSELORS
Leader Esther Haskins

Documentation:
Blanca Fernandez / Darnell Smith

Counselors will remain with student control during a
disaster for assistance as needed.

Counselors will assist students as needed with
grief/anxiety issues.
during evacuation assembly of disaster.

Counselors will send students to Medical Triage as

needed for unresolved and escalated anxiety issues that
result in shortness of breath.
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SANITATION LEADER
David Caines

Assistants:
Valerie Gutierrez
Stephanie Delgado

The waste area will be established in a desert area (north-west of
student control)

Sanitation Leader and/or those designated will obtain sanitation
supplies from Disaster Storage Container to set up and secure
waste area.

Once the waste area has been established, students may be
taken there under supervision.

Procedure:

Students will be signed out by Student Control Leader and taken
to the sanitation area with Restroom Pass by Sanitation
Leader/Assistant/s.

Leader/assistant/s will wait for all students to use the restroom
and return with them to the Control area.

Students will be checked back into the control area at student
Control Table.

Sanitation Leader may use other assistants/leaders from other
stations if needed and available to help.
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SECURITY LEADER
Robert Cordova

Assistants:
James Kelly
Joshua Brown
Teresa Wentworth

Security will request assistance from Logistics and other Teams as needed.
Security will set up roadblocks with orange cones at entrance/exit areas to
maintain a secure environment. Will also patrol area for intruders or
students trying to leave.

Security will ensure that parents/authorized individuals check-in at the
Student Release Table to sign out the student. Persons picking up a
student must be listed on Emergency Card. NO EXCEPTIONS.

Students will be escorted from Control Area to Student Release Area for
pick-up.

Security will establish and secure area for overnight assembly if necessary.

Security will inform Command Center/Incident Chief of problems/details as
needed.
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Encore High School
16955 Lemon Street
Hesperia, California 92345
(760) 949-2036

Administrator’s Redbook

Adapted from San Diego East Region
Readiness & Emergency Management for Schools
& Marin County Schools Model Emergency Management Plan
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REDBOOK TABLE OF CONTENTS

Oath/Disaster Service Workers & Public Employees - Use of School Facilities
Important Telephone Numbers

Situational Communication Plans

Plan for Loss of Technology

Evacuation Sites

Incident Command System Flow Chart

Staff Duties and Assignments

Incident Command Locations

Alarm Information/Utility Shut-Offs

Incident Command Post

Security, Search and Rescue Area Map

Student Release Team

Medical Team

Teacher Buddy List

Activity/Documentation Log

Student Emergency Evacuation Absence List
Support Personnel Absence List

Student Release Sign Out Sheet

Valve Shut-Off Location Map

On-Site Evacuation Map

Off-Site Evacuation Map

Sample Required School Emergency Drill Report
Optional Emergency Drill Planning Calendar
Site Emergency Procedures & Plans for Special Needs Students
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EMERGENCY ACTIONS

“All Clear”

Emergency Damage Assessment
Lockdown

Secure Campus

Shelter in Place

Take Cover

Duck, Cover and Hold On
Evacuation

Structured Reunification
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EMERGENCY RESPONSES (Alphabetical Index)

Accident at School
Active Shooter/Armed Assailant
Aircraft Crash

Air Pollution Alert
Allergic Reaction

Animal Disturbance
Biological Agent Release
Bomb Threat

Bus Accident

Chemical Accident

Civil Disturbance

Death of a Student
Death of a Staff Member
Dirty Bomb

Earthquake

Explosion

Fire

Flood

Gas Odor/Leak
Hazardous Materials
Hostage Situation
Intruder

Irrational Behavior
Kidnapping

Medical Emergency
Missing Student

Motor Vehicle Crash
Pandemic Influenza
Poisoning / Contamination
Public Demonstration
Sexual Assault
Storm/Severe Weather
Student Riot

Suicide Attempt
Suspicious Package
Terrorist Attack/War
Threat Level Red
Threats/Assaults

Utility Failure
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Disaster Service Workers

Under California law, all public employees are disaster service workers. As such, before
beginning employment with the Charter School, employees must take the oath or
affirmation required by law. In the event of natural, manmade or war-caused emergencies
which result in conditions of disaster or extreme peril to life, property and resources, all
school employees are subject to disaster service activities as assigned to them by their
supervisors.

Government Code — 3100

It is hereby declared that the protection of the health and safety and preservation of the
lives and property of the people of the state from the effects of natural, manmade, or war-
caused emergencies which result in conditions of disaster or in extreme peril to life,
property, and resources is of paramount state importance requiring the responsible efforts
of public and private agencies and individual citizens. In furtherance of the exercise of the
police power of the state in protection of its citizens and resources, all public employees
are hereby declared to be disaster service workers subject to such disaster service
activities as may be assigned to them by their supervisors or by law.

(Amended by Stats. 1971, Ch. 38.)

The Board shall grant the use of school buildings, grounds and equipment to public
agencies, including the American Red Cross, for mass care and welfare shelters during
disasters or other emergencies affecting the public health and welfare. The Board shall
cooperate with such agencies in furnishing and maintaining whatever services it deems
necessary to meet the community’s needs.
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2022-2023
ENCORE JR. & SR. HIGH SCHOOL EMERGENCY PLAN

Governing Board

Chandale Sutton
lan Rapier
Randi Hunt

KEY EMERGENCY NUMBERS

Office/Department Phone Number
Executive Director, Sabrina Bow 760-949-2036
Child Nutrition, Liza Contreras ext. 1103
Information Technology Services, ext. 1604
James Barkdull
Maintenance & Operations, Joseph ext. 1213
Griffin
Special Education, Michelle ext. 12021
Schneider
Learning Student Support Services, ext. 1801
Esther Haskins
Transportation, Joseph Griffin ext. 1213
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EMERGENCY TELEPHONE NUMBERS

EMERGENCY

911

LAW ENFORCEMENT

Phone

If more than one agency serves your area list each in alpha order
in a separate box below.

San Bernardino County Sheriff

(760) 947-1500

FIRE

Phone

If more than one agency serves your area list each in alpha order
in a separate box below.

17433 Lemon St. Hesperia, Ca. 92345

1(800) 645-9228

HOSPITALS Address Phone
St. Mary's Hospital 18300 Highway 28, Apple Valley (760) 242-3111
: 16850 Bear Valley Rd. Victorville, i
Desert Valley Hospital Ca. 92395 (760) 241-8000
. . 15248 Eleventh St. Victorville,
Victor Valley Hospital Ca. 92395 (760) 245-8691

OTHER SERVICES

Animal Control

(760) 947-1715

Poison Control

(800) 222-1222

County Environmental Health

(800) 442-2283

County Hazardous Materials and Waste

(909) 382-5401

County Public Health and Human Services

(877) 410-8829

County Office of Education

(909) 386-2704

County Office of Emergency Services

(800) 645-9228

Electric Service

(800) 684-8123

Natural Gas Service

(877) 860-6020

Sewer

(760) 947-1000

Water

(760) 947-1000

Hesperia Unified School District

(760) 244-4411
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ENCORE ADMINISTRATION PHONE NUMBERS

POSITION

NAME

OFFICE PHONE

CELL
PHONE

Executive Director

Sabrina Bow

760-949-2036 ext.1117

Principal

St. Claire Adriaan

760-949-2036 ext.1102

Assistant Dean of
Student Services

Joseph Thibodeaux

760-949-2036

Administrative
Head Counselor

Esther Haskins

760-949-2036

Assistant Dean of
Activities and
Enrollment

Ashlin Barkdull

760-949-2036

Facilities Director

Joseph Griffin

760-949-2036

Executive Manager

of IT

Jim Barkdull

760-949-2036

Board President

Chandale Sutton

Board Member lan Rapier

Board Member Randi Hunt

Attendance

Manager Kathy Cummings | 760-949-2036

Records Manager

Rashad Akhnoukh

760-949-2036
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STAFF PHONE LIST

This information will be used only during a school emergency.

OFFICE EXT. ROOM | OFFICE EXT. ROOM
A Building Reception - Front Office 1100 A | Transportation/Maintenance- Joe Griffin 1213 B13
Activities & New Enrollment - Ashlin Barkdull 1101 Al | Pirate Radio - Joshua Barkdull 1303 C3
Principal - St. Claire Adriaan 1102 A2 | ASB - Period 3 1402 D2 -P3
Director of Operations/Finance Liza Contreras 1104 A4 | Exec. Manager IT - Jim Barkdull 1406 D6
Records - Rashad Akhnoukh 1114 Al4 | IT - Kyle Barkdull 14062 D6
Exec. Director - Dr. Bow 1117 A3 | IT - Aaron Knight 14063 D6
SPED-Main Office - Carol Rangel 1201 B1 | IT - Nico Garibay 14063 D6
SPED-Lambright, Kimberly 12011 B1 | Kitchen/Cafeteria 1605 F5
SPED-Bernice Swingle 12012 B1 | Student Store 1619 F19
SPED-Daniel Krieg 12013 B1 | Isolation Health Room 1620 F20
SPED-Abdul-Khabir, Kareema 12014 B2 | Nurse - Melinda Hosea 1808 G Admin
School Psychologist 12022 B2 | G Bldg. Reception - Kathy Cummings 1809 G Admin

NAME EXT. ROOM | NAME EXT. ROOM
Abdul-Khabir, Kareema 1216 B16 - P4 &5 | F3 - Multi Use Dance Room 1603 F3
Acuna, Susan 1703 G3 | |GA1 - Multi Use Room 1701 GA1L
Adriaan, St. Claire 1102 A2 | Gomar, Alejandra 1512 E12
Akhnoukh, Rashad (Richard) 1114 Al4 | Greene, Sarah 1706 G6
A15 - Vacant Office 1115 Al5 | Griffin, Joe 1213 B13
A16 - Vacant Office 1116 Al6 | Haskins, Esther 1801 GA7
A18 - Vacant Office 1118 A18 | Hekel, Bob 1416 D16
Barkdull, Ashlin - ASB/Enroliment 1101/1402| A1/D2P3 | Hernandez, Cynthia 1302/1514 | C2 P1-5&8/E14 P6&7
Barkdull, Jim - IT 1406 D6 | |Hosea, Melinda 1808 GA8
Barkdull, Joshua 1301/1306 | C1/C5/C6 | Huffine, Desiree 1506 E6
Barkdull, Kyle 1414 D14 | G Conference Room 1800 G Conference
Bedolla, Fernando 1316 ci6  ||c15 1315 C15
Bow, Sabrina 1117 Al7 | Krieg, Daniel 1206 B6-6&7
Buzzard, Kimberly 1705 G5 | Kalis, Helga 12022/1702 B2/G2 - P3
B4 - Multi Use Room 1204 B4 | Lambright, Kimberly 1206 B6-4&8
B16 - Multi Use Room 1216 B16 | Lunch Service Room 1604 F4
B12 1212 B12 | |McAnulty, Brandon 12023 B2
Capella, Jose 1314 C14 | |Miles, Taylor 1602 F2
Cherry, Lexi 1607 F7 | Miller, Afira 1218 B18
Chekardzhikov, Nikola 1516 E16 | Newman, Erin 1611 F11
Chekardzhikov, Vasil 1514 El14 | Oros, Samantha 1100 A Bldg
Choi, Grace 1515 E15 | Parker, John 1217 B17
Contreras, Liza 1104 A4 | Pedersen, Kaitlyn 1902/1417 Big Top/D17
Cotton, Kirsten 1704 G4 | | Quigg, James 1415 D15
C4 - Science Class 1304 C4 | Applegate, Gary 1629 F29
Cummings, Kathy 1809 G9 | |Roach, Cindy 1215 B15
Delgado, Stephanie 1605 F5 | Rodriguez, Sarai 1202/1702 B2/G2 - P3
Del Sole, Sandi 1630 F30 | Schneider, Michelle 12021 B2
D4 - Multi Use Room 1404 D4 | Schwarck, Joelle 1118 Al12
D18 - VVC Courses 1418 D18 -P1,4,8 | Smith, Darnell 1803 GA3
E1&2 - Costume Storage 1501 E1 & E2 | Swingle, Bernice 1315 C15
Fernandez, Blanca 1802 GA2 | Thibodeaux, Joe 1806 GA6
Fleming, David 1901 Big Top | Warren, Rick 1214 B14

43




Forbes, Brian

1517

E17

Watkins, Chad

1317

C17

Funkhouser, Kelsey

1112

Al7

Ziesmer, Mark

1312

C12
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SITUATIONAL COMMUNICATION PLANS

In the event of any emergency situation during school hours, what communication
procedures are in place on your site? Develop a clear plan for the following aspects of
emergency response.

e When placing a 911 call: give your name, school name, and school
address

e Give specific location of shooter, intruder, fire, hazardous material

911 Calis or other emergency
e Indicate location of incident command post
During an emergency:
Remind 101
Call em all
Mass ATt :
Notification to eran emergency.
Parents Remind 101
Call em all
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CONTINGENCY PLANS: COMMUNICATION AND ELECTRICAL

Describe a specific plan to provide for the following in the event of loss of services.

PLAN FOR LOSS OF COMMUNICATION:

If no telephone service:

If no land lines are not available we will use cellular or radio communication

If no Internet service:

Use cellular communication

PLAN FOR LOSS OF ELECTRICITY:

List loss of services in event of electrical outage:

On site portable generator, Flash Lights.

List capability of backup power:

On site portable generator.

Cummins 6500 Watt Generator 120/240 V Located in BU1

46



INCIDENT COMMAND

Incident Command System

Reference Only

Incident Commander

Command Staff

Safety Officer Public Info Officer Liaison Officer
Division Chiefs
=
Operations Planning Logistics Finance
| I
Security, Food Services
Search and Situation | Costs & Time
Rescue Analysis Keeping
| Supplies and
Medical Facilities |
\ Insurance
Claims Legal
Student Care Next Steps Transportation
& Supervision Planning

Student
Release

Crisis
Response

\

Staffing

Communications
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INCIDENT COMMAND SYSTEM

School Site Assignments
Model Emergency Plan: Pages 24-34

Incident Commander I ,

e - - - - e e e - . -
v
Alternates
i Fm———=—== === I
| |
e - - - - e e e - . -
Safety Officer Public Information Officer Liaison Officer
District Office
Alternates l Alternates L Alternates l
F= === ——— - |- - -—-=-=-==== |- - - --=-=-=- 1
e U U S —— ] e e e e e e e e | e e e e e e e - —
rF==—======== - | _________ - |- - - - T T == 1
I ! | | | |
e o o oo e e e e e e | e - l ————————— -
Operations Planning Logistics Finance
Alternates l Alternates L Alternates l Alternates L
_______ | m === e e e m e —y == ———
: . Pl P
L - L e m - — A A T
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OPERATIONS

Operations Chief

Liza Contreras

Security, Search and Rescue Team Members

Security Leader: Joseph Griffin
Search and Rescue Leader: Joseph Thibodeaux

Medical Team Members

Medical Treatment Leader: Melinda Hosea
Medical Treatment Immediate Leader: John Parker
Medical Treatment Delayed Leader: Kelsey Funkhouser

Student Release Team Members

Student Control-Student Release Leader: James Barkdull

Student Care and Supervision Team Members

Student Control-Supervision Leader: Helga Kalis
Student Grief/Anxiety Counselor: Esther Haskins
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INCIDENT COMMAND
STAGING LOCATIONS

(Disaster Preparedness Plan: Page 12)

Identify locations on campus (or off) for each post below:

Jos Funean Primary Site Secondary Site
Command Post F Bldg. Quad A Bldg. Quad
Miedia Staging (PIO) A Building Parking Lot A Bldg. Back Parking Lot
Security Team E Bldg. Quad A Bldg. Quad
Search & Rescue F Bldg. Quad G Bldg. Quad
Medical A Bldg. back parking lot. G Bldg. Quad
Student Care Big Top

Center Quad

North field on the corner of C St.

Student Release Area & Lemon St. South Parking Lot

Emergency Vehicles South Parking Lot North Bus Lane
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BUILDING INFORMATION

SCHOOL SITE

DOCUMENT DATE

Encore High School

EMERGENCY UTILITY SHUT-OFFS

Refer to campus map for additional information

UTILITY YES | NO LOCATION
Electrical | 28 o oo | X

G| Lo mnons X

Water 'Srﬁa?l);??m water X

Knox Box X

ALARM COMPANY INFORMATION

Company Name

High Desert Alarms

Office Phone

(760) 245-8600

Emergency Phone

(760) 245-8600

Responsible Parties Joseph Griffin Liza Contreras
Locations of Control | i1ty Closets Utility Closets
Panels

EMERGENCY SUPPLIES

TYPE

LOCATION

Emergency Supply Kit

Emergency Storage Container
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INCIDENT COMMAND POST

PREPARATION:

Principal, Office Staff, Support Staff

1.

Nogakown

8.

Update teacher Crisis Envelopes with:
a. Emergency evacuation plan
b. Evacuation Absence Lists
c. Class lists to be updated each Semester
d. IDtag
e. Teacher name sign
f.  Pencil
Advise Staff/Parents of Emergency Plan.
Plan for students with special needs.
Meet with teachers and review duties and special assignments.
Conduct drills putting emergency teams into full operation.
Have message tapes prerecorded for use during an emergency.
Update Emergency Response Boxes with:
a. Student lists with parent phone numbers (each trimester)
b. Lists of students with special needs
c. Lists of staff members and phone numbers (cell and home)
Each year in October, review and update emergency plans.

EMERGENCY:

Principal or Designee: St. Claire Adriaan

1.

2
3.
4.
5

o

©

Enactment of the entire school emergency operation.

Activate emergency alarms/announcements.

Activate all emergency teams

Immediately proceed to the Incident Command Post with a cell phone, walkie-talkie.
Establish communication with the Superintendent as to the status of emergency.
Report condition of students, staff, and school facilities.

Determine Student Release Area and communicate location to team members.
Responsible for all communications, bulletins, announcements both internal to staff
and students as well as external to the news media and the community.

Phone, e-mail and/or P.A. announcements every 15-20 minutes, if possible.
Maintain communication with liaison between emergency personnel and the
Incident Command Post.

10. Give the directive to begin documentation of the incident to assigned personnel.
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SECURITY, SEARCH & RESCUE TEAM

Fire and police personnel will probably conduct the sweep team process. If site
staff is directed by fire personnel to conduct the sweep team process, utilize the
following procedures.

Site: Meet at evacuation site. Check in with the Operations Section Leader for further
direction.

PREPARATION:

1. Know the location of:
a. Fire extinguishers
b. Central cut-off for water and electricity
c. Emergency supply/tool barrels

EMERGENCY:

1. Check in with Operations Section Leader for sweep area assignment and master

keys.

Get a walkie-talkie from office staff, if available. Take all other supplies needed.

Initiate sweep of your designated area.

4. If possible, sweep teams will sweep the campus in pairs, checking all rooms

including storage areas, bathrooms, hallways, etc.

Assigned areas will be explored visually, vocally, and physically.

Proceed as quietly as possible in order to hear calls for help.

7. Upon entering an area, call out and wait for an answer. Then proceed with
inspection of that area. If safe, actively search through the rubble.

8. Upon discovery of an injured person unable to walk, one member of the team is to
remain with the individual while the other summons aid.

9. If possible, maintain communication with Site Command Post and First-Aid Team in
case injuries occur or are discovered and to ensure that rescue aid is provided to
those most in need.

10. Clearly mark each door with an X in masking tape (white means everything okay,
red means victim is in the room) after inspection is completed.

11. Sweep teams should always defer to directions from emergency personnel.

12. If fatalities occur, all bodies should be moved only at the direction of the Incident
Command Post.

13. When search and rescue is complete, check in at the Incident Command Post for
the next assignment.

wmn

oo
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Encore High School
Security, Search and Rescue Area Map

ENCORE HIGH SCHOOL-PARKING LOT EXPANSION SITE PLAN
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STUDENT RELEASE TEAM

e See the Student Release Emergency Action on page 28.
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MEDICAL TEAM

PREPARATION:

1. Keep all first aid kits updated and complete.

2. Develop triage procedures and forms.

3. Notify and update all team members of the location of first aid supplies.

EMERGENCY:

1. Check in with the evacuation area leader.

2. Report to the first aid center.

3. Take student “health logs” to the first aid/triage area.

4. Take a walkie-talkie for communication with Incident Command Post.

5. Activate triage and administer first aid as necessary.

6. Maintain communication with the Incident Command Post and notify of any staff
and student injuries.

7. Assist emergency services with the injured.

8. Maintain complete records of staff and/or students injured; nature or first aid
administered; time, reason, destination, and names of all persons removed from
site for emergency treatment.

9. Team members shall provide information regarding any first aid administered to

accompany and person evacuated for further treatment.

10. Medical Team should always defer to directions given by emergency personnel.
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I*This page is to be revised annually. I

TEACHER “BUDDY” LIST

Listed below are “buddy” teachers for emergency evacuation purposes. You will be
responsible for assisting in the evacuation of each other’s students in an emergency
situation, should the need arise. Your emergency folder should contain a current class
list for your class as well as your “buddy”.

Buddy Assignments
Room Room
Number Number
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Activity/Documentation Loqg

Financial Section Members begins documentation of an incident at the direction
of the Incident Commander

Name:

Duty Position:

oA TERRINTIVE

CHRONOLOGICAL LISTING OF EVENTS (Factual
Information
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STUDENT EMERGENCY EVACUATION ABSENCE LIST

«Please list all students absent from your class.

=Check “Absent” if the student was absent at roll call.

«Check “No show” if the student did not show up to the evacuation area. List location if
known. Include any aides or parent volunteers who may have been in your room and
did not make it out to the evacuation area.

«If all students on your class roster are present and accounted for, check the box below.

«If you are a buddy teacher and do not know who is absent or missing, please check “buddy
teacher” below and indicate the total number of students present at the evacuation site.

O “Buddy Teacher” Total # of students present

TEACHER

[ All students present and accounted for.

Student Name Absent No Show / Location?
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| *This page is to be revised annually. |

EMERGENCY EVACUATION
SUPPORT PERSONNEL ABSENCE LIST

=This list should include all staff members not regularly assigned to a classroom.
Include custodians, nutrition staff, aides, AM/PM personnel, resource teachers,
nurses/health aides, psychologist, itinerant teachers, etc. It should be updated,
as necessary.

=Mark the name of any support person who is absent.

«Mark the name of any support person who did not report to the evacuation site.
Include the possible location of the employee, if known.

Evacuation Site Location
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STUDENT RELEASE SIGN OUT SHEET

This form is to be used in the event that the Student Release team is unable to check
out students at the student release area. Should this occur, the classroom teachers will
be responsible for checking out students by filling in the information below. (Copies are
located in your emergency folder.)

Student’s Name Signature of Parent/Guardian
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Valve Shut-off Location Map
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Encore High School
Evacuation Map (On-Site)
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Encore High School
Evacuation Map (Off-Site Empty Lot Next to 16955 Lemon St.)
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REQUIRED SCHOOL EMERGENCY DRILL REPORT

School Emergency Drill Report

School Year: B
School: ENCORE HIGH SCHOOL

REQUIRED:
1. FIRE DRILLS-TWICE ANNUALLY

2. EARTHQUAKE DRILLS — ONCE PER SEMESTER

Earthquake Duck and Cover Drills
Fire Drills (Four annually)
(One each month)
Month Date Time Evacuation Administrator Month/Date/Year Time Evacuation Administrator

Conducted Time Signature Conducted Time Signature
August 1.
September 2.
October

3.

November 4,
December
January
February
March
April
May
June

The Fire Department will be conducting random visits to review site procedures
and inspect this ongoing documentation record.

SUBMIT TO (Insert contact) AT (Insert Department):
JANUARY __, JUNE __,

Principal’s Signature Date Principal‘s Signature Date
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OPTIONAL EMERGENCY DRILL PLANNING CALENDAR

The purpose of conducting monthly drills is to practice the efficiency and effectiveness
of specific emergency procedures. Therefore, every drill should be evaluated for what
worked and what did not, and procedures should be modified, as necessary. Staff

should be notified of any problems or changes in procedure prior to the next scheduled
drill.

The calendar below may be used to assist schools in scheduling a variety of drills to
improve the site’s emergency response protocols.

This calendar may be used to assist sites

Monthly Drills to include Date of Dirill

A.M. Fire Dirill (regular evacuation site on campus)

Recess Fire Drill (regular evacuation site on campus)

A.M. Earthquake Drill/Evacuation (regular evacuation site on
campus)

A.M. Lockdown Drill/Evacuation

Fire Evacuation Drill (missing student(s))

Earthquake Drill (missing classroom(s))

Other:

Annual Drills to include Date of Drill

Sweep and Rescue Team

First Aid Team

Family Reunion Team

Site Command Post

Other:
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SITE EMERGENCY PROCEDURES
FOR SPECIAL NEEDS STUDENTS

Procedures for special needs students may need to be implemented in emergency
situations such as fire, earthquake, bomb threats, etc.

At the beginning of each school year, an Individual Emergency Procedures Plan must
be completed to accommodate each student who requires additional assistance due
to a disability. This includes students with physical impairments who may require:

e A wheelchair on a daily basis

e Specialized equipment

e Physical assistance to evacuate in a timely manner

Each plan requires that support staff be designated as specialized assistants during
times of emergency.

The Site Safety Specialist is responsible for:
e |dentifying all students who will require additional assistance
e Working with the designated certificated staff (classroom teachers) and the
Principal to ensure that coverage and a plan is completed for each student

* Since new students may arrive at any time during the school year, this
assignment will be continuous throughout the year.

Use the format below to complete an Individual Emergency Procedures Plan for each
special needs student. Place a copy of the plans in the Site Emergency Operations
Plan and with the individual classroom teacher’'s emergency materials. (class roster,
etc.)
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Individual Student Emergency Procedures Plan
Student: Room #: Teacher:

Designated Specialized Assistants:
(identify two staff in this area)

Required Equipment or Physical Assistance Needed to Evacuate in a Timely Manner (complete
below)

Individual Student Emergency Procedures Plan
Student: Room #: Teacher:

Designated Specialized Assistants:
(identify two staff in this area)

Required Equipment or Physical Assistance Needed to Evacuate in a Timely Manner (complete
below)
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GENERAL EMERGENCY ACTIONS

Emergency Actions are a set of simple directives and alert level procedures that may be
implemented across a number of emergency situations. When an emergency occurs, it
is critical that staff members take immediate steps to protect themselves and others.
With Emergency Actions in place, staff can follow specific directions without having to
learn extensive protocols for each of several dozen different emergency situations. The
Incident Commander will decide which Emergency Actions to implement, based on the
situation.

The most common immediate emergency actions below are listed below. Staff
members must become familiar with each emergency action and be prepared to
perform assigned responsibilities. All students must be taught what to do when any of
the common emergency actions are implemented.

Type Definition

“ALL CLEAR” communicates to students and staff that the emergency is
over and normal school operations can resume.

EMERGENCY DAMAGE ASSESSMENT is the inspection process used
immediately following an emergency (typically will students and staff are
under an EVACUATION order) to determine if it is safe to resume occupancy
of school facilities. An EMERGENCY DAMAGE ASSESSMENT should be
performed following any event with the potential to cause damage to school
facilities or equipment.

wadrx-on

LOCKDOWN is initiated to isolate students and school staff from danger on or

near the campus when movement within the school and within rooms on the

campus might put students and staff in jeopardy. LOCKDOWN is used to

prevent intruders from entering occupied areas of the buildings.

e Lock the doors

Close and lock windows, and close blinds or cover windows

Turn off lights

Silence all electronic devices

Remain silent

Use strategies to silently communicate with first responders, if possible,

Hide along the wall closest to the exit but out of the view from the hallway

(allowing for an ambush of the intruder and for possible escape if the

intruder enters the room); and

e Remain in place until the release from lockdown by school administration
or evacuated by law enforcement.

SECURE CAMPUS is implemented as a precautionary measure to ensure the
safety of students and staff when there is danger in the surrounding
community, or a bomb threat is made against the school. SECURE CAMPUS
requires that all students and staff take shelter in school buildings and lock all
exterior doors. Classroom instruction and/or activity may continue as long as
all classroom and office doors are locked, and all students and staff remain

nmoo»e40z5o0zT0-40-03+40m=x
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inside through the duration of that event. The school perimeter should be
secured.

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

TAKE COVER is implemented when it is necessary to move to and take
refuge in the best shielded areas within the school buildings. It is appropriate
for, but not limited to, severe windstorms and tornadoes.
e Move students and staff into the school’s permanent buildings, on the
ground floor.
e Group students/staff together at the furthest point away from windows on
the floor.
«/ Face the wall with backs to the windows
«/ Crouch down on knees and elbows

«/ Hands covering the back of their head/neck
e [f a tornado warning or potentially damaging windstorm occurs at
dismissal, delay dismissal.
An order to TAKE COVER should remain in place until the National Weather
Service has lifted the warning.

DUCK, COVER AND HOLD ON is the action taken during an earthquake to
protect students and staff from flying and falling debris. DUCK, COVER AND
HOLD ON is an appropriate action for use during an earthquake or explosion.
Immediate EVACUATION and an EMERGENCY DAMAGE ASSESSMENT
must be performed prior to occupancy of any of the site’s buildings, following
any event prompting the use of DUCK, COVER AND HOLD ON.

m
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EVACUATION is implemented when conditions make it unsafe to remain
inside the building(s). This action provides for the orderly movement of
students and staff along prescribed routes from inside school buildings to a
designated outside area of safety.

OFF-SITE EVACUATION is implemented when it is unsafe to remain on the
school campus, and evacuation to an off-site assembly area is required. This
action provides for the orderly movement of students and staff along
prescribed routes from inside school buildings to a designated area of safety
off campus. In some situations, OFF-SITE EVACUATION may require the
use of busing. STRUCTURED REUNIFICATION should be used following
any OFF-SITE EVACUATION.

EARLY RELEASE Certain situations may require releasing students from
school at a time when parents expect their children to be at the school site.
EARLY RELEASE may be implemented when circumstances make keeping
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students at school inadvisable. EARLY RELEASE must be authorized by the
district superintendent or designee. During an EARLY RELEASE, students
follow normal dismissal procedures.

zo~——H»0~-Tn-z0x

STRUCTURED REUNIFICATION is the process used to reunify children with

their parents, guardians or caregivers, following a school emergency. Regular

dismissal procedures are not followed. STRUCTURED REUNIFICATION

requires:

e Maintaining accurate information on the location of each child.

e Preventing unauthorized individuals from having access to or removing
children.

e Verifying the identity of individuals coming to take custody of children.

e Verifying each individual has the legal right to take custody of the child for
which they have asked.

e Keeping record of who each student is released to, the method used to
verify their identity and the time of the pick-up.
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EMERGENCY ACTION “ALL

“ALL CLEAR?” is used to conclude other immediate actions taken upon an
emergency to notify staff and students that normal school operations can resume.
“ALL CLEAR?” signifies that the emergency is over. This is the final ACTION used
to conclude the following actions:

= DUCK, COVER and HOLD ON . SHELTER IN PLACE
= EVACUATION and REVERSE EVACUATION . STANDBY
= LOCKDOWN e TAKE COVER
ANNOUNCEMENT:
1. Make the following announcement in person directly or over the public address
system:

- Example:  “Your attention please. (Pause) “ALL CLEAR”. (Pause)
“ALL CLEAR”. (Pause) “ALL CLEAR”. (Pause). Itis now
OK to resume normal school activities. Thank you all for
your cooperation.” :

2. Use messengers with oral or written words as an alternate means of staff
notification.

3. Use Parent Telephone Notification System, if appropriate.
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

o Determine that the emergency is over, and it is safe to resume classes. It
may be necessary to talk to first responders to make this determination.

o Make the “ALL CLEAR” announcement.

o Send home with students for their parents/guardians a brief written description of
the emergency, how it was handled and, if appropriate, what steps are being
taken in its aftermath.

STAFF ACTIONS:

a As soon as the “ALL CLEAR” announcement has been made, return to
the classroom or to desks and chairs, unlock doors and windows, and
immediately begin discussions and activities in classrooms to assist
students in addressing fear, anxiety and other concerns.

o Use Parent Telephone Alert System, if appropriate.
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EMERGENCY ACTION LOCKDOWN

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

» Gunfire * Rabid animal at large » Extreme violence outside the classroom

LOCKDOWN differs from SHELTER-IN-PLACE because it does not involve shutting
down the HVAC systems and does not allow for the free movement within the building.

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

Example: "Attention please. We have an emergency situation and must

: implement LOCKDOWN procedures. Students go immediately
to the nearest classroom. Teachers lock classroom doors and
keep all students inside the classroom until further notice. Do
not open the door until notified by an administrator or law
enforcement.”

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

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

o Call 911. Provide location, status of campus, all available details of situation.

o When clearance is received from appropriate agencies, give the ““ALL
CLEAR”” instruction to indicate that it is safe to unlock the doors and return to
the normal class routine.

o Send home with students a brief written description of the emergency, how it was
handled and, if appropriate, what steps are being taken in its aftermath.

STAFF ACTIONS:

o Ifitis safe to clear the hallways, bathrooms and open areas, direct students to
the closest safe classroom.

o Immediately lock doors and instruct students to lie down on the floor.

o Close any shades and/or blinds if it appears safe to do so.

o Remain quiet and calm in the classroom or secured area until further instructions
are provided by the Principal or law enforcement.

STUDENT ACTIONS:

o Move quickly and quietly to the closest safe classroom.

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

SECURE CAMPUS is implemented when the threat of violence or police action in the
surrounding community requires precautionary measures to ensure the safety of staff
and students. When a campus is in SECURE CAMPUS status, classroom instruction
and/or activity may continue as long as all classroom and office doors are locked, and
all students and staff remain inside through the duration of that event. Outer gates
and other entrance/exit points can be closed (NOT LOCKED) to deter a potential
perpetrator from entering school grounds.

This response is considered appropriate for, but not limited to, the following types of
emergencies:

A Potential threat of violence in the surrounding community

A Police activity in the surrounding community

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

Secure Campus is a precautionary measure against the threat of potential
violence in the surrounding community. Secure Campus requires locking
all classroom/office doors and closing entrance and exit points on the
school’s perimeter. The objective is to protect against a potential

community threat coming onto campus. Secure Campus differs from
Lockdown in that it allows classroom instruction to continue.

SECURE CAMPUS:

A Isintended to prevent a potential community threat from entering campus
Heightens school safety while honoring instructional time

Requires that all exterior classroom / office doors are locked

Requires that no one goes in or out for any reason

o U U O

Requires that students and staff remain in Secure Campus status until
“ALL CLEAR?” is issued by administration

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

d Assume Incident Command role
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O Make a public address announcement. Instruct teachers and staff to immediately
lock doors and remain in the classroom or secured area until further instructions
are provided

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

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

A Instruct Office Manager/Secretary to call law enforcement non-emergency
number, inform them of Secure Campus status, and gather more specific
information regarding the potential threat. If information is difficult to obtain, put
site administrator on the call and ask to speak with Dispatch/Communications
Supervisor

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

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

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

U When able, alert the HUSD office

A Maintain heightened state of readiness in case potential community threat
intensifies and school elevates response to LOCKDOWN

A If students are out at break, recess, or lunch and situation is deemed imminent,
announce SECURE CAMPUS status, and ask that all students return to
assigned classrooms immediately

A If students are out at break, recess, or lunch and situation is NOT deemed
imminent, initiate SECURE CAMPUS immediately upon conclusion of break

O If possible, provide periodic updates to staff via public address, e-mail, or other
agreed upon means. Continue updates even if there is no change in the
situation

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

A Depending on the timing of the situation, consider deactivating the passing
period bells. Students and staff must remain inside as long as the threat persists

d After the emergency has been neutralized, initiate “ALL CLEAR”
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O Through whatever means is most effective, provide parents/guardians with a
brief description of the emergency, how it was handled, and if appropriate, what
steps are being taken in its aftermath.

STAFF ACTIONS:

@ Move to the door and instruct any passing students to return to assigned
classroom immediately

d Close and lock the door
@ Continue class instruction or activity as normal

@ Enforce the no entrance; no exit protocol. Remain in classroom or secured area
and wait for further instructions

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

A Do NOT call office to ask questions; Incident Command will send out periodic
updates

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

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

A Gather students together and organize into an orderly formation

A Inform students that as part of SECURE CAMPUS procedures, the class will
move immediately to a predetermined classroom location

A Proceed to on-campus shelter location as quickly as possible

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

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

O By classroom phone, cell phone, walkie-talkie, or 2-way radio, contact
designated ICS Command to report class location and any absent or missing
students

O Implement all classroom policies and procedures for SECURE CAMPUS status

@ Maintain order in all areas of shelter or assembly. Do not release students to
parent/guardian unless instructed by Incident Commander
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U Wait for another action or, if “ALL CLEAR” announcements are issued, return
to normal class routine.
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EMERGENCY ACTION SHELTER IN PLACE

SHELTER IN PLACE is a short-term measure implemented when there is a heed to isolate
students and staff from the outdoor environment to prevent exposure to airborne contaminants. The
procedures include closing and sealing doors, windows and vents; shutting down the
classroom/building heating, ventilation and air conditioning systems to prevent exposure to the
outside air; and turning off pilot lights.

SHELTER IN PLACE allows for the free movement of staff and students within the building,
although one should not leave the room until further instructions are received. Those in bungalows
and buildings with exterior passageways must remain in the classroom while SHELTER IN PLACE
is instituted. It is appropriate for, but not limited to, gas leaks, external chemical release, dirty bombs
and hazardous material spills.

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

- Example: "Attention please. We have a hazard in the community and are instituting

SHELTER IN PLACE procedures. Students and staff should remain inside
with windows and doors securely closed and air conditioning units turned
off. Those who are outside should immediately move to the protection of
an inside room. Do not go outdoors until you receive further instructions.”

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

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

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

o Make arrangements for central HVAC shutdown, as necessary.
TEACHER and STAFF ACTIONS:
0 Immediately clear students from the halls. Stay away from all doors and windows.

0 Keep all students in the classroom until further instructions are received. Assist those
needing special assistance.

o Secure individual classrooms: a) close and lock doors and windows; b) shut down the
classroom HVAC system; c) turn off local fans in the area; d) seal gaps under doors and
windows with wet towels or duct tape; e) seal vents with aluminum foil or plastic wrap;
and f) turn off sources of ignition, such as pilot lights.

o Take attendance and call a report in to the school secretary. Wait for further
instructions.
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STUDENT ACTIONS:

0 Proceed to the classroom if it is safe to do so. If not, follow teacher or staff directions to
nearby classrooms or other rooms (e.g., auditorium, library, cafeteria, multi-purpose room).
If these are unsafe, follow instructions to proceed to an alternative indoor location.
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EMERGENCY ACTION TAKE COVER

TAKE COVER is implemented when it is necessary to move to and take refuge in the
best- shielded areas within the school buildings. It is appropriate for, but not limited to,
the following:

« Actual enemy attack or imminent threat of attack
» Severe windstorm with little or no warning

Enemy Attack

ANNOUNCEMENT:

1. Athree (3) minute undulating siren tone will sound for schools near an Attack
Warning Siren.

2. If not near an Attack Warning Siren, make the following announcement in person
directly or over the school public address system:

Example: "Attention please. (Pause) TAKE COVER (Pause) TAKE
COVER. (Pause) TAKE COVER (Pause) Enemy attack
imminent."

3. Sound continuing short buzzer or bell signals.

4. Use messengers with oral or written words as an alternate means of faculty
notification.

Natural Disasters

ANNOUNCEMENT:

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

Example: "Attention please. (Pause) TAKE COVER (Pause) TAKE
COVER. (Pause) TAKE COVER (Pause) Severe windstorm
imminent."

2. Sound continuing short buzzer or bell signals.

3. Use messengers with oral or written words as an alternate means of faculty
notification.
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EMERGENCY ACTION DUCK, COVER AND HOLD ON

DUCK, COVER AND HOLD ON is the action taken during an earthquake to protect
students and staff from flying and falling debris. It is appropriate action for:

« Earthquake
» Explosion

ANNOUNCEMENT:

The following announcement will be made over the public address system and by
teachers in classrooms:

- Example: “Attention please. We are experiencing seismic activity. For

your protection, follow DUCK, COVER AND HOLD ON
procedures. Get under a table or desk, away from windows
and anything that could fall and hurt you. Hold that position
until the shaking stops or until you receive further
instructions.”

o Arrange desks so that they do not face windows.
o Instruct students to move away from windows.

o Immediately drop to the floor under desks, chairs or tables. With back to
windows, place your head between your knees, hold on to a table leg with one
hand and cover the back of the neck with the other arm.

o Remain in place until shaking stops or for at least 20 seconds. When the quake
is over, leave the building. Do not run. Avoid routes with architectural
overhangs. Do not re-enter the building until declared safe by competent
authority.

Qutside

0 Instruct students to move away from buildings, trees, overhanging wires and
DUCK, COVER and HOLD ON.

o Upon the command DUCK, COVER AND HOLD ON, immediately move away
from objects which might topple over, drop to the ground or get under a table
close by, place head between knees, and cover the back of the neck with arms
and hands.

o Remain in place until shaking stops or for at least 20 seconds.
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EMERGENCY ACTION EVACUATION

EVACUATION is implemented when conditions make it unsafe to remain in the
building. This ACTION provides for the orderly movement of students and staff along
prescribed routes from inside school buildings to a designated outside area of safety.
EVACUATION is considered appropriate for, but is not limited to, the following types of
emergencies:

* Fire * Explosion or threat of explosion
+ Bomb threat * Post earthquake
* Chemical accident

See next page for how to assist those with disabilities during an evacuation.

See also: OFF-SITE EVACUATION, which is implemented when it is not safe to remain
on the school campus and REVERSE EVACUATION, when it is unsafe to remain
outside.

ANNOUNCEMENT:
1. Fire alarm (bell or horn signal).

2. Provided time is available, make an announcement over the public address
system:

- Example: "Attention please. We need to institute an EVACUATION of

all buildings. Teachers are to take their students to their
designated Assembly Area. Students please remain with
your teacher.”

3. Implement Special Needs Evacuation Plan.

4. Use messengers with oral or written words to deliver additional instructions to
teachers in hold areas.

PRINCIPAL/SITE ADMINISTRATOR:

o The Assembly Area should be a safe location on the school campus away from
the building and emergency response equipment that may arrive at the school.
If unsafe for the current emergency, designate an alternate Assembly Area.

o When clearance to return to the buildings is determined or received from
appropriate agencies, announce “ALL CLEAR” to return to classrooms
and resume school activities.

o Send home with students for their parents/guardians a brief written description of
the emergency, how it was handled and, if appropriate, what steps are being
taken in its aftermath.
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STAFF ACTIONS:

o Instruct students to leave the building in an orderly manner using the designated
evacuation routes and reassemble in the assigned Assembly Area.

o Take the emergency backpack and student roster when leaving the building and
take attendance when the class is reassembled in a safe location. Report
attendance to the Incident Commander/designee.

o Remain in the Assembly Area until further instructions are given.

o Wait for another ACTION or the “ALL CLEAR?” instruction to return to
school buildings and normal class routine.

HOW TO ASSIST THOSE WITH DISABILITIES DURING AN EVACUATION

The needs and preferences of non-ambulatory individuals will vary. Those at ground
floor locations may be able to exit without help. Others may have minimal ability to
move and lifting may be dangerous. Some non-ambulatory people also have
respiratory complications. Remove them from smoke and vapors immediately

To alert visually impaired individuals
o Announce the type of emergency.
Offer your arm for guidance.
Tell the person where you are going, obstacles you encounter.
When you reach safety, ask if further help is needed.

0o 00

To alert individuals with hearing limitations
o Turn lights on/off to gain person’s attention -OR-
o Indicate directions with gestures —OR-
o Write a note with evacuation directions.

To evacuate individuals using crutches, canes or walkers

o Evacuate these individuals as injured persons.
Assist and accompany to evacuation site, if possible -OR-
Use a sturdy chair (or one with wheels) to move person -OR-
Help carry individuals to safety.

000

To evacuate individuals using wheelchairs
o Give priority assistance to wheelchair users with electrical respirators.
o Most wheelchairs are too heavy to take downstairs; consult with the person to
determine the best carry options.
o Reunite a person with the wheelchair as soon as it is safe to do so.
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EMERGENCY ACTION OFF-SITE EVACUATION

OFF-SITE EVACUATION is implemented when it is unsafe to remain on the school
campus, and evacuation to an off-site assembly area is required. This ACTION
provides for the orderly movement of students and staff along prescribed routes from
inside school buildings to a designated area of safety. OFF-SITE EVACUATION is
considered appropriate for, but is not limited to, the following types of emergencies:

* Fire *  Explosion or threat of explosion
+ Bomb threat * Post earthquake
* Chemical accident

OFF-SITE EVACUATION may require DIRECTED TRANSPORTATION.
See also EVACUATION and REVERSE EVACUATION, implemented when it is unsafe
to remain outside.

ANNOUNCEMENT:

1. Fire alarm (bell or horn signal).
2. Make an announcement over the public address system:

- Example: "Attention please. We need to institute an OFF-SITE

EVACUATION Teachers are to take their students to the
designated offsite assembly area. Students are to remain
with their teacher.”

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

o Determine the safest method for evacuating the campus. This may include the use of
school buses or simply walking to the designated off-site location.

o Call 911. Provide school name and location of off-site evacuation, reason for
evacuation, number of staff and students being evacuated.

0 When clearance is received from appropriate agencies, give the “ALL CLEAR”
instruction, and authorize students and staff to return to the classrooms.

0 Send home with students for their parents/guardians a brief written description of the
emergency, how it was handled and, if appropriate, what steps are being taken in its
aftermath.

STAFF ACTIONS:

o Take attendance before leaving campus. Instruct students to evacuate the building,
following designated routes, and assemble in their assigned offsite Assembly Area.
Bring along the emergency classroom backpack.

o If walking to a nearby site, keep students lined up in an orderly fashion and walk away
from the danger. The procession should follow the safest route to the evacuation site.

o Take the student roster when leaving the building. Take attendance when the class is
reassembled in a safe offsite location. Report attendance to the Principal/designee.

Remain in place until further instructions are given.
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STRUCTURED REUNIFICATION

Please refer to emergency actions summary on page 13.

85



Emergency Responses
This section establishes procedures to be followed that will minimize or nullify the
effects of the 44 emergencies listed below. The response procedures are intended
primarily as a ready reference for all staff to be studied and practiced prior to the
occurrence of an emergency.

The emergencies outlined in this section are:
Accident at School
Active Shooter/Armed Assailant
Aircraft Crash

Air Pollution Alert
Allergic Reaction

Animal Disturbance
Biological Agent Release
Bomb Threat

Bus Accident

Chemical Accident

Civil Disobedience
Death of a Student
Death of a Staff Member
Dirty Bomb

Earthquake

Explosion

Fire

Flood

Gas Odor/Leak
Hazardous Materials
Hostage Situation
Intruder

Irrational Behavior
Kidnapping

Medical Emergency
Missing Student

Motor Vehicle Crash
Pandemic Influenza
Poisoning / Contamination
Public Demonstration
Sexual Assault
Storm/Severe Weather
Student Riot

Suicide Attempt
Suspicious Package
Terrorist Attack/War
Threat Level Red
Threats/Assaults

Utility Failure
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EMERGENCY RESPONSE ACCIDENT AT SCHOOL

Whether an accident is unintentional and results in minor injury or is the result of
aggressive behavior on campus, it is important to complete a written report of the
incident. Accident Report and Behavioral Incident Report forms are available at the
school office.

STAFF ACTIONS:

A Report the accident to the Principal and school office.

A Provide for immediate medical attention, including performing necessary life-
sustaining measures (CPR, etc.), until trained Emergency Medical Services
technicians arrive.

A For relatively minor events, take students to the school office or school nurse for
assistance.

1 Complete an Accident Report or Behavioral Incident Report to document what
occurred.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
1 Provide appropriate medical attention. Call 911, if needed.

1 Contact parents, guardians as appropriate to seek appropriate follow-up
services, if needed.

OTHER PREVENTATIVE/SUPPORTIVE ACTIONS:

A Post general procedures in the clinic explaining when parents are to be notified
of minor mishaps.

A Provide staff with a one-page list of emergency procedures in case of an
accident or injury on the playground or in the building (e.g., First Aid Manual,
Bloodborne Pathogen Program).

A Provide each teacher with information about students in his/her classroom having
special medical or physical needs; such conditions might include allergies,
fainting, seizures, or diabetes; include procedures that the teacher may follow in
these specific emergencies.
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EMERGENCY RESPONSE Active Shooter/Armed
Assailant

ACTIVE SHOOTER / ARMED ASSAILANT SITUATIONS

“Active shooter situations” are defined as those where an individual or individuals is
“actively engaged in killing or attempting to kill people in a confined and populated
area.” Active shooters / armed assailants frequently use firearms, but attacks of this
type can also be made with other types of weapons (knives, swords, etc.). These
situations are unpredictable and evolve quickly. Because of this, individuals must be
prepared to deal with an active shooter / armed assailant situation before law
enforcement personnel arrive on the scene.

No single response fits all active shooter / armed assailant situations; therefore, it is
essential all members of the school staff know their options for response and are
prepared to act decisively to protect their students and themselves.

ACTIONS - ALL SCHOOL STAFF

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

a. Actimmediately if you or your students:
e hear a sound that might be gunfire.
e see something that looks like a weapon being carried or used on or
near the campus.
e sense any other indication of active shooter / armed assailant
threat.
b. Quickly evaluate which option (Run, Hide or Fight) will best protect you
and your students.
Be decisive. Communicate your plan to your students and act quickly.
Call 911 and the School Office as soon as it is safe to do so.

Qo
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2. Options: Run, Hide or Fight

a. Run: If you can get yourself and your students safely away from danger,
do so immediately.
e Do not evacuate unless you...

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

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

e Do not carry anything with you.
o Police may mistake an item in your hands as a weapon.
o Leave everything behind.

e If you encounter people along the way...

o Adults: Warn them and take them with you if you can but do
not stop if they refuse to come.

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

e Place terrain and buildings between you and the assailant to cover
your escape.

e Keep going until you are certain you are out of danger.

e Call 911 as soon as it is safe to do so.

e Keep your students with you. Call 911 to report your location and
obtain instructions.

b. Hide: If you do not know the exact location of the assailant, get your
students and yourself into the most secure location available and
LOCKDOWN.

e Lock the doors;

e Close and lock windows and close blinds or cover windows;

e Turn off lights;

e Barricade the doors with heavy furniture; be sure your barricade
covers any glass in or near the door;

e Silence all electronic devices;

e Remain silent;

e Position occupants spread out and out of line of site from room
entrance.

e Prepare to take action if the assailant attempts to get in the room;

e Use text or email to communicate your location, the number of
students or staff with you, if you have any wounded and the extent
of the injuries;

e Call 911 as soon as it is safe to do so.

e Remain in place until evacuated by identifiable law enforcement
officers.
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c. FIGHT: Never seek out confrontation with an active shooter / armed
assailant. If you are confronted by an active shooter / armed assailant
and you have no safer option, take immediate action to disrupt or
incapacitate the assailant. If you choose the FIGHT option, commit to

your actions.

e If you are in LOCKDOWN (Hide), prepare yourself and your
students for the possibility that the assailant may attempt to get in
the room you are in.

o Construct a strong barricade.

o If you have another way out (a window or back door) use it
while the assailant is attempting to get in.

o If no other exit is available be prepared to disrupt the
assailant by throwing objects at the assailant and running for
the exit as soon as the assailant enters the room.

a. Use items in the environment as improvised weapons
(fire extinguishers, staplers, books, cups, etc.)

e Staff members may consider using aggressive and violent force to

surprise and overwhelm the assailant.

3. Call 911 and initiate a school-wide LOCKDOWN announcement as soon as
you can do so safely. Work with the people you are with to do both calls
simultaneously if possible.

a. Provide as much information as possible (slow down — be calm):
e State the emergency: “I hear gunfire.” “| saw...”
o Give information on people who are wounded.
e Location of the assailant (if known):
e Description of the assailant (if known):
e Your precise location: “room __”
e The number of children with you:
b. Keep the line open, even if you cannot talk, unless instructed by the
dispatcher to end the call.

4. Special Topics

a. Injuries: Your response to injured persons will need to vary given the
specific circumstances that are present and the response option (Run,

Hide or Fight) you are engaged in.

e Run — If you encounter injured persons while you are trying to get
out of danger...
o And you have children with you, you must place their safety
ahead of the injured person. Take note of where the injured
person is and report the location as soon as you get to

safety.

e Hide — If someone is injured where you are hiding, secure the room
before tending to the wounded.
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o As soon as it is safe to do so, apply first aid using any
supplies that are available. If necessary, use articles of
clothing as improvised dressing for wounds and apply direct
pressure to control bleeding.

e Fight — This is always the option of last resort because the
probability of injury is highest when you are in close proximity to the
assailant. Commit to your plan. Do not stop to tend to the wounded
until it is safe to do so.

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

o If your plan is to incapacitate the assailant, keep fighting until
the assailant is incapacitated and the weapon and assailant
are under control.

b. Law Enforcement: If you encounter law enforcement officers...
e Immediately raise your hands in the air and display your open
palms.
e Do not run up to officers or attempt to hug or talk to them.
e Do not talk unless they ask you a question.
e Do exactly what they tell you to do.

c. Weapons: If the assailant loses control of a weapon, exercise extreme
care when securing it:
e Do not pick up the weapon. Law enforcement may shoot you if
they see you holding a weapon.
e Secure the weapon by placing an empty trash can over it and
sliding it to a location where it can be kept covered and under
control until a law enforcement officer can take possession of it.

d. Ongoing Communication: (School and district staff should develop means
to safely provide updates to staff to keep them informed during the
incident.)

e. Extended Day Programs / After School Activities: (School sites must also
plan for and train all district / site staff involved with student activities and
extracurricular programs.)

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

Follow the All Staff guidance described above.
Call 911 and initiate a LOCKDOWN announcement as soon as you can do so
safely. Work with nearby staff to do them simultaneously if at all possible.

o Include as much actionable information on the announcement as possible.

=  Example “LOCKDOWN, LOCKDOWN, LOCKDOWN. Man with a
gun on campus. LOCKDOWN now.”

o If you have surveillance capabilities, and can safely provide real time
announcements, broadcast continuous and accurate information on the
location of the assailant. This will disrupt and distract the assailant. It will
also provide people on campus with information they can use to better
evaluate their options.
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= Example: “The gunman is now in the D wing headed south. He is
armed with a shotgun and is wearing a hooded jacket and blue
Jjeans.”
e Notify the district office after you call 911.
e If possible, assist emergency personnel.
o Assist police in entering the school;
o Provide officers with keys, maps and any other information requested.

DISTRICT STAFF ACTIONS
e Emergency Operations Center (EOC)
o Activate the district’'s Emergency Operations Center

o Dispatch a back-up ICS team to take over responsibility for ICS functions
from site staff who will be impacted by this emergency.

e Offsite Reunification
o The Operations Section should prepare an off-site evacuation site for
reunification.

= This should be at a location large enough to accommodate the
evacuation, with parking available for parents coming to get their
kids. Movie theater complexes work well for this type of
emergency.

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

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

= Buses should be placed on standby for evacuation.

= Teams and materials should be mobilized to conduct an orderly
reunification in which all students and staff are accounted for.

e Crisis Intervention

o A Mental Health strike team should also be assembled to assist with
stabilizing acutely impacted students, staff and parents during
reunification.

o This team will also provide ongoing support throughout the recovery
phase of the emergency response.

o Psychoeducational materials should also be developed / selected by the
Planning Section for distribution to parents and other caregivers to assist
them in supporting crisis recovery.

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

92



EMERGENCY RESPONSE AIRCRAFT CRASH

Emergency response will depend on the size of the aircraft, nature of the crash, and
proximity to the school. If it is safe to remain inside the building, all students should be
kept in the school under supervision. The crash may also result in an explosion,
chemical spill or utility interruption.

Aircraft crashes into the school

STAFF ACTIONS:
1 Notify Principal
d Move students away from the immediate vicinity of the crash.

EVACUATE students from the building using primary and/or alternate fire routes to a
safe assembly area away from the crash scene. Take class roster/nametags and
emergency backpack.

A Check the school site to assure that all students have evacuated.

1 Take attendance at the assembly area.

A Report missing students to the Principal/Designee and emergency
response personnel.

A Maintain control of the students a safe distance from the crash site.

[ Care for the injured, if any.

3

Escort students back to the school site when emergency response officials have
determined it is safe to return to the building.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
1 Notify the police and fire department (call 911).
[ Determine immediate response procedures, which may include

EVACUATION, or OFF-SITE EVACUATION

A That may include the use of busses or alternate transportation.

1 Notify the Executive Staff, who will contact the Office of Emergency Services.

[ Arrange for first aid treatment and removal of injured occupants from the
building.

1 Secure area to prevent unauthorized access until the Fire Department arrives.
Ensure that students and staff remain at a safe distance from the crash.

A Account for all building occupants and determine extent of injuries.

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

93



Aircraft crashes near school

STAFF ACTIONS:
1 Notify the Principal.
A Move students away from the immediate vicinity of the crash.

[ Remain inside with students unless subsequent explosions or fire endanger the
building.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
[ Notify the police and fire department (call 911).
A Initiate SHELTER IN PLACE, if warranted.
1 Initiate Take Cover for students and staff outside or direct them to the
designated area until further instructions are received.
A Ensure that students and staff remain at a safe distance from the crash.
[ Notify the Executive Staff, who will contact the Office of Emergency Services.
1 Fire department officials will secure the area to prevent unauthorized access.

Do not enter affected areas until the appropriate authorities provide clearance
to do.
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EMERGENCY RESPONSE AIR POLLUTION ALERT

Severe air pollution may affect students and staff who are susceptible to respiratory
problems.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

4

a
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Develop and maintain a file of students and staff who have or are susceptible to
respiratory problems. The file should contain data on the location of such
persons at different times during the day.

Meet with physical education teachers and other teachers directing strenuous
activity programs and determine alternate programs available during an air
pollution episode.

When notified by the district office or news media of a smog advisory, inform all
staff to stay indoors and minimize physical activity.

Cancel all athletic competitions and practices and any other activities that
require strenuous physical activity such as marching band, pep squad etc.
Instruct employees to minimize strenuous physical activity.

Cancel any events that require the use of vehicles.
Urge staff and high school students to minimize use of vehicles.

STAFF ACTIONS:

J
4
4
4

Remain indoors with students.

Minimize physical activity.

Keep windows and doors closed.

Resume normal activities after the “All Clear” signal is given.
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EMERGENCY RESPONSE ALLERGIC REACTION

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

STAFF ACTIONS:
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If imminent risk, call 911.

Send for immediate help (First Aid, CPR, medical) and medication kit (for known
allergies).

Notify the Principal.

Assist in getting the “Epi” (Epinephrine) pen for individuals who carry them
(usually in a backpack), and prescription medications (kept by the school nurse).
If an insect sting, remove the stinger immediately.

Assess the situation and help the student/staff member to be comfortable.

Move the student or adult only for safety reasons.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
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If imminent risk, call 911 (always call 911 if using “Epi” pen).
Notify parent or guardian.

Administer medication, by order of a doctor, if appropriate; apply an ice pack to
the affected area, keep the victim warm or take other actions as indicated.

Observe for respiratory difficulty.

Attach a label to the person’s clothing indicating: time & site of insect sting or
food ingested, name of medicine, dosage and time administered.

OTHER PREVENTATIVE/SUPPORTIVE ACTIONS:

4
4

a

Keep an “Epi” pen in the school office and notify staff as to location.

Emergency health cards should be completed by parents for each child and
should be easily accessible by school personnel.

Provide bus drivers with information sheets for all known acute allergic reactors.
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EMERGENCY RESPONSE ANIMAL DISTURBANCE

If there is a rabid or uncontrollable animal on campus, implement this procedure when
any wild animal threatens the safety of the students and staff.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

A Isolate the students from the animal. Close doors and lock tables as a means to
isolate the animal.

A If the animal is outside, keep students inside and institute Secure Campus.

A If the animal is inside, initiate an EVACUATION outside to a protected area
away from the animal.

[ Contact the Hesperia Animal Control for assistance in removing the animal.

(1 If the animal injures anyone, seek medical assistance from the school nurse.

1 Notify parent/guardian and recommended health advisor.

STAFF/TEACHER ACTIONS:
A If the animal is outside, keep students inside. Lock doors and keep students
away from the windows.
A If the animal is inside, EVACUATE students to a sheltered area away from the
animal.
1 Notify the Principal if there are any injuries.
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EMERGENCY RESPONSE BIOLOGICAL AGENT
RELEASE

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

« postal mail, via a contaminated letter or package

« abuilding’s ventilation system

« asmall explosive device to help it become airborne

+ acontaminated item such as a backpack, book bag, or other parcel left
unattended

* the food supply

» aerosol release (for example, with a crop duster or spray equipment)

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

QOutside the building

STAFF ACTIONS:
A Notify the Principal.
1 Move students away from the immediate vicinity of danger (if outside, implement
Take Cover).
A Segregate individuals who have been topically contaminated by a liquid from
unaffected individuals. Send affected individuals to a designated area medical
attention.

A Follow standard student assembly, accounting and reporting procedures.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

Initiate SHELTER IN PLACE.

Shut off HVAC units.

Move to a central location where windows and doors can be sealed with duct
tape.

Call 911. Provide location and nature of the emergency and school actions
taken.

Notify Executive Staff of the situation.

Turn on a battery-powered commercial radio and listen for instructions.
Complete the Biological and Chemical Release Response Checklist

Remain inside the building until the Department of Health or Fire Department
determines it is safe to leave.

Arrange for psychological counseling for students and staff.
98

U UouooUooD o odd



Inside the building

STAFF ACTIONS:

|
|

Notify the Principal or site administrator.

Segregate individuals who have been topically contaminated by a liquid from
unaffected individuals.

A Implement EVACUATION or OFF-SITE EVACUATION, as appropriate. Send

4
4

affected individuals to a designated area for medical attention.
Follow standard student assembly, accounting and reporting procedures.

Prepare a list of those who are in the affected area to provide to emergency
response personnel.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

a
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Initiate EVACUATION of building or OFF-SITE EVACUATION to move students
away from immediate vicinity of danger.

Move up-wind from the potential danger.

Call 911. Provide exact location and nature of emergency.

Designate security team to isolate and restrict access to potentially contaminated
areas.

Wait for instructions from emergency responders-- Health or Fire Department.
Notify Executive Staff of the situation.

Arrange for immediate psychological counseling for students and staff.
Complete the Biological and Chemical Release Response Checklist

Wait to return to the building until it has been declared safe by local HazMat or
the appropriate agency.

THOSE WHO HAVE DIRECT CONTACT WITH BIOLOGICAL AGENT:
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Wash affected areas with soap and water.
Immediately remove and contain contaminated clothing.
Do not use bleach on potentially exposed skins.

Remain in a safe, but separate area, isolated from those who are unaffected,
until emergency response personnel arrive.
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EMERGENCY RESPONSE BOMB THREAT

In the event that the school receives a bomb threat by telephone, follow the Bomb
Threat Checklist on the next page to document information about the threat. Keep the
caller on the telephone as long as possible and listen carefully to all information the
caller provides. Make a note of any voice characteristics, accents, or background noises
and complete the Bomb Threat Report as soon as possible.

PERSON RECEIVING THREAT BY TELEPHONE:

A Listen. Do not interrupt the caller.

A Keep the caller on the line with statements such
as "l am sorry, | did not understand you. What

I elephone Bomb | hreats
Remain calm/courteous.
Read phone’s visual display.
Listen, do not interrupt.

did you say?" Keep caller talking. Pretend
1 Alert someone else by prearranged signal to hearing difficulty.

notify the telephone company to trace the call bl i

hile the caller is on the line el COlE O

W I_ . . ) Ask: When? Where? What?
1 Notify Executive Staff immediately after How?

completing the call. Do not touch any suspicious

objects.

[ Complete the Bomb Threat Checklist.

Call 911

PERSON RECEIVING THREAT BY MAIL:

1 Note the manner in which the threat was delivered, where it was found and who
found it.

A Limit handling of the item by immediately placing it in an envelope so that
fingerprints may be detected. Written threats should be turned over to law
enforcement.

A Caution students against picking up or touching any strange objects or packages.

1 Notify Executive Staff or site administrator.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1 Call 911.

A If the caller is still on the phone, contact the phone company to trace the call. Tell
the telephone operator the name of school, name of caller, phone number on
which the bomb threat came in. This must be done quickly since the call cannot
be traced once the caller has hung up.

A Instruct staff and students to turn off any pagers, cellular phones or two-way
radios. Do not use those devices during this threat since explosive devices can
be triggered by radio frequencies.

1 Determine whether to evacuate the threatened building and adjoining buildings.
If the suspected bomb is in a corridor, modify evacuation routes to bypass the
corridor.
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Use the intercom, personal notification by designated persons, or the PA
system to evacuate the threatened rooms.

If it is necessary to evacuate the entire school, use the fire alarm.

Notify the District Superintendent of the situation.

Direct a search team to look for suspicious packages, boxes or foreign objects.

Do not return to the school building until it has been inspected and determined
safe by proper authorities.

Avoid publicizing the threat any more than necessary.

SEARCH TEAM ACTIONS:

4

a

Use a systematic, rapid and thorough approach to search the building and
surrounding areas.

Check classrooms and work areas, public areas (foyers, offices, bathrooms and
stairwells), unlocked closets, exterior areas (shrubbery, trash cans, debris boxes)
and power sources (computer rooms, gas valves, electric panels, telephone
panels).

If a suspicious item is found, make no attempt to investigate or examine the
object.

STAFF ACTIONS:

J
J

a

Evacuate students as quickly as possible, using primary or alternate routes.

Upon arrival at the designated safe site, take attendance. Notify the
Principal/site administrator of any missing students.

Do not return to the building until emergency response officials determine
it is safe.
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EMERGENCY RESPONSE BOMB THREAT CHECKLIST

The following checklist can be obtained in PDF form from FEMA at:
http://emilms.fema.gov/is906/assets/ocso-bomb_threat_samepage-brochure.pdf
Copies should be available at all stations where incoming calls are received. The
checklist should be completed by the person taking the call.

BOMB THREAT 8 BOMB THREAT CHECKLIST
CALL PROCEDURES Date:

Time Caller Phone Number Where

Most bomb threats are receved by phone. Bomb threats Hung Up: Call Received:
are serious until proven otherwise. Act quickly, but ' I
remain calm and obtain information with the checklist on

Time: |

il

the reverse of this card Ask Caller:

If a bomb threat is received by phone: L e Whereis Ih2 bomb located?
. (Bulkding, Floor, Room. etc.)
1. Remain calm. Keep the caller on the line for as long as e When will itgo off?

possible. DO NOT HANG UP, even if the caller does.
2. Listen carefully. Be polite and show interest.
3. Try to keep the caller talking to learn more information What will make it explode?

4. If possible, write a note to a colleague to call the ¢ e Didyouplacethebomb? Yes No
authorities or, as scon as the caller hangs up, '
: SRR 2 o Why?
immediately notify them yourself
e Whatis your name?

e What does 1 look like?
wWhat kind ¢f bomb is #?

°|

5 Ifyour phone has a display, copy the number and/or
letters on the wandow display ’
6. Complete the Bomb Threat Checklist (reverse side) Exact Words of Threat:

immediately. Wnte down as much detail as you can
remember. Try lo get exact words

7. Immediately upon termination of the call, do not hang
up, but from a different phone, contact FPS
immediately with information and awart instructions.

If a bomb threat is received by handwritten note:

e Cal : Information About Caller:
e Handle note as minimally as possible :

o Where is the caller located? (Background and level of noise)
If a bomb threat is received by email:

' Estimated 3ge
e (Call ' o IS veice familiar? If so, who does it sound like?

) )essage.
e Do not delete the message e T
Signs of a suspicious package:
e Norelum address e Poorly handwritten Caller’s Voice Background Sounds:  Threat Language:
: . 3 Accenl 3O Anmal Noises 3 Incoherent
CESSIV slage sspelled words
EXLeSH © postage ® Misspelied words O Ay O  House Noises d  Message read
Stans * Incorrect titles a Cam 0 Kitchen Noses O Taped
e Strange odor e |oreign postage Q Cleanngtwoat O Street Noises Q Irrational
3 s / < 3 Coughing QO  Beoth 3 Profane
. ot nas - S [ S
SERIS RouIG Rl nok 3O Cracking voice O PAsystem 3O Well-spoken
* Unexpected delivery 3 Crying O  Conversation
d Deep O Music
DO NOT: Q Deepbreathing O Motor
e Use two-way radios or cellular phone; radio signals 5‘ B:gg;ftcc E‘ g;ggt
have the potential to detonate a bomb O Excited O Office machinery
e [vacuate the building until police armive and evaluate 3 Female O Factory machinery
the threat Laughter O Local
e Aclivale the fire alarm < Lsp 4 Long dstance
2% 3 Loua
e Touch or move a suspicious package 3 Male Other Information:
3 Nasal
WHO TO CONTACT (select one) < z;;;;‘d
* Follow your local guidelines J Rapd
- - : 3 Raspy GAATG
 Federal Protective Service (FPS) Police T l d
3 Slow 3 3
L STTAFPSAYS (487745774 2o (Y Homelan
. o1 3 son %/ Security
O Stutter
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EMERGENCY RESPONSE BUS ACCIDENT

Each school should maintain a folder for each bus serving the school. This folder should
contain rosters, including an emergency telephone number for each student assigned to ride the
bus. The teacher in charge of a special activity trip should prepare trip bus folders; one copy of
the student emergency contact information should be placed in the trip folder and a second
copy should accompany the teacher on the trip. Bus drivers may need to make spontaneous,
independent decisions, based on the nature of the emergency, age of children, location of the
bus and other unique circumstances.

BUS DRIVER:
A Turn off power, ignition and headlights. Use safety lights, as appropriate.
1 Evaluate the need for evacuation.
1 Remain with the vehicle. Notify California Highway Patrol.

STAFF ACTIONS AT THE SCENE:

Call 911, if warranted.

Notify the Principal.

Implement basic first aid until emergency medical services and/or law
enforcement arrives and takes charge of the emergency.

Move all uninjured students to a safe distance from the accident.
Document the names of all injured students and their first aid needs.

UUd oUod

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

A Notify law enforcement.

A Notify parents/guardians of all students on the bus as soon as accurate
information is available.

1 Designate a school staff representative to proceed to any medical treatment
facility to which an injured student has been taken to assist parents and provide
support to students, as appropriate.

A Notify the school community about the incident and status of injured students
and/or staff. Prepare the news release for the media, if appropriate.

Earthquake during bus trip

BUS DRIVER ACTIONS:

Issue DUCK, COVER and HOLD ON instruction.

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

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

Check for injuries and provide first aid, as appropriate.

Contact the school administrator and bus dispatch to report location and
condition of students and the bus.

Do not attempt to cross bridges, overpasses or tunnels that may have been
damaged.

If instructed to continue route,
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Enroute to school, continue to pick up students.

Leaving school, continue dropping off students, provided there is a responsible
adult at the bus stop.

If it is impossible to return to school, proceed to the nearest designated shelter
indicated on the bus route. Upon arriving at the shelter, notify the school
administrator.

Remain with students until further instructions are received from the site
administrator.

Account for all students and staff throughout the emergency

Flood during bus trip

BUS DRIVER ACTIONS:

U U Ud du

Do not drive through flooded streets and/or roads.

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

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

Contact the school administrator and bus dispatch to report location and
condition of students and the bus.

Do not attempt to cross bridges, overpasses or tunnels that may have been
damaged.

Account for all students and staff throughout the emergency.
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EMERGENCY RESPONSE CHEMICAL ACCIDENT
(onsite)

This incident could be the result of spilled cleaning chemicals within the school building, in the
school lab, a material a student brings to school, or a broken gas main. Any such accidents
could endanger the students and staff. Hazardous material spills may occur inside a building,
such as a spill in a chemistry lab.

PERSON DISCOVERING SPILL:
1 Alert others in the immediate area to leave the area.
1 Close windows a