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Board Reorganization and Committee Representatives 
 
 
 
Nominations for President for 2018 will be taken. 
 
New board President may appoint Vice-President and Clerk for 2018. 


 


 


 


2018 Committee Representatives 


TAPFFA Mrs. Wingo Mr. Jackman 


County School Boards 
Association Mr. Raya  


Little League Mr. Carlson Mr. Jackman 


Technology Mr. Wells Mr. Jackman 


Tracy Parks and Recreation Mr. Raya  
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Jefferson School District  
Official Minutes of the Regular Meeting 


Of the Board of Trustees 


November 14, 2017 
 


Present:  Dan Wells, President; Brian Jackman, Vice President; Debbie Wingo, Member; Phil Raya, 


Member; Jim Bridges, Superintendent  
 


In attendance: Mindy Maxedon, CBO; Nancie Castro Director of Human Resources and Curriculum; 


Angelica Thomas, Director of Special Education; Sarah Steen, Coordinator of Curriculum; Christina Orsi, 


Ken Silman, Emily Stroup, and Alyssa Wooten, Principals; Celli Coeville, Administrative Assistant 


 
I. OPEN SESSION  


a. Call to Order at 5:02 PM 


b. Roll Call to Establish Quorum – Mr. Carlson was absent, Mr. Jackman arrived late 


c. Approval of Agenda  


d. Public Hearing – No comments from the public 


MSA (Wingo/Raya) approve the agenda  


Ayes - 3   Nays -0  Absent – 2  Abstain – 0 


Raya      Carlson, Jackman                   


Wells, Wingo 


    


e. Closed Session Adjourn to Closed Session for the purpose of discussing matters expressly 


authorized by Government Codes 3549.1,54956.7,54956.8, 54956.9,54956.95,54957, 54957.8, Education Codes 49079(c), 


48912, 48918  
 


f. ADJOURN TO CLOSED SESSION 
 


II. RETURN TO OPEN SESSION – 6: 34 PM 


Welcome from Board President Dan Wells 


Pledge of Allegiance  


Superintendent’s Report – On 10/17,  Dr. Bridges and Nancie Castro were “Spell Masters” for the 


Jefferson School District spelling bee. Dr. Bridges attended the DARE graduation for Jefferson and 


Hawkins School on 10/18 and 10/19.  On October 19
th
, Ms. Steen, Mr. Freitas and Dr. Bridges met 


with Tracy Unified School District (TUSD) to ensure that our advanced math program is in 


alignment with TUSD.  On October 31
st
, the District Office staff attended Anthony Traina School’s 


Halloween parade. Dr. Bridges accompanied Monticello School on November 2
nd


 to AgVenture in 


Manteca. That same evening, he attended the San Joaquin County Board Member Dinner where one 


of the highlights was the County Teacher of the Year sharing details about his robotics program.  


 


In closed session –   


 MSA (Jackman/Wingo) approve the new hire of certificated employees 11642, 11643, 


11644, 11645, 11646, 11647, 11648, and 11649 and the resignation of employee 11650. Approved 


the hire for classified new hire of employee 11651, 11652, 11653, 11654, 11655 and 11656. The 


resignations for classified employees 11657 and 11658. 


Ayes - 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson  


Wells, Wingo 


   


 Conducted Student Hearing -  Student No. 2017-11-01 


Motion by Board Member Debbie Wingo and seconded Phil Raya by Board Member.  


 


It is moved that the Board of Trustees expel Student No. 2017-11-01 from all schools in the District 


for violation(s) of Education Code section 48900(b)/48915(a.2) through the third trimester of the 


2017 school year. 
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 It is further moved that the Board conclude that: 


 


a) Due to the nature of the offense, the Pupil’s presence  


causes a continuing danger to the physical safety of the  


Pupil or others. 


 


In support of these conclusions, it is moved that the Board make the findings of fact which were 


discussed by the Board and prepared in the course of our deliberations, 


 


 It is further moved: 


1. That Pupil 2017-11-01 shall be reviewed on or after June 1,  


2018 for readmission to a District school for the 


first semester of the 2018-2019 school year. 


 


2. That during the period of the expulsion Student 2017-11-01  


shall be provided with an alternative education  


program at SJCOE ONE Program. 


 


3. That Pupil shall be subject to the rehabilitation plan 


recommended by the District. 


 


 ROLL CALL VOTE: 


 


 AYES: Wingo, Wells, Raya 


 NOES: 0 


 ABSTAIN: Jackman 


 ABSENT: Carlson 


 


 Discussed initial JTA negotiations with the Superintendent 


 


III. PUBLIC HEARING – Parents, Jorge and Christina Gomes, addressed their concerns regarding the 


overflow separation of their children.  They would like to know what steps are being taken for 


parents who have families that are separated.  Dr. Bridges indicated the rules of Public Hearing to 


Mr. & Mrs. Gomes and assured them that he will continue to provide updates on their student’s 


status. 


 


IV.  APPROVAL OF THE CONSENT AGENDA  


4.1 Minutes – Regular Board Meeting October 10, 2017 


4.2 Warrants – October 2017 


4.3 Financials – October 2017 


MSA (Wingo/Jackman) approve the consent agenda as presented 


Ayes - 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson  


Wells, Wingo      


  


IV. EDUCATIONAL SERVICES 


5.1 Student Body Reports –  


  


Jefferson’s Student Body President, Pierson McLean reported on the events at Jefferson School – 


Last month on October 20
th
 the Monticello/Jefferson Carnival was held and it was a huge success. 


One of the favorite carnival games was throwing chocolate covered marshmallows on the staff and 


Mrs. Wooten. The week of the 30
th
 was Red Ribbon Week and also the week of the Book Fair which 


was a big hit. On December 1
st
 there will be an ugly sweater spirit day at Jefferson.  


 


Monticello – ASB Vice President, Aubrey Davis, shared the news from Monticello– Red Ribbon 


week went well as lots of students dressed up for all of the different spirit days. Monticello has 
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begun community service by collecting canned goods for Brighter Christmas until December 8th. 


The next spirit day will be “Beard and Moustache Day”. The students at Monticello are all excited 


for the upcoming break. 


 


Tom Hawkins – ASB Treasurer, Deanna Amani, presented what has been happening at Tom 


Hawkins School – On October 27
th
 to finish up Red Ribbon Week a BMX assembly was held. The 


following week Hawkins’ teams participated in volleyball tournament. Ms. Amani congratulated the 


6
th
 grade for placing second in the tournament. The annual Halloween Parade was held on October 


31st. The office staff and T/A’s have set up a Thankful Tree for students to indicate what they are 


thankful for. The first 6
th
 – 8


th
 grade dance was on November 3


rd
 and the “Under the Sea” theme was 


a huge success.  Students are excited for the upcoming Thanksgiving break next week. 


 


AnthonyTraina – Kayla Andrews, Traina’s ASB Vice President shared the news from Traina – On 


Friday, October 6
th
, Traina had its in school spelling bee. An 8


th
 grade student from Traina will be 


moving on to the County Spelling Bee. The band had their first concert on October 19
th
, the 


performance was amazing and one number had people in the audience moved to tears.  Red Ribbon 


was held the week of October 24-27 and the spirit days were very enjoyable. The most popular spirit 


day was Pajama Day. The next week, Traina’s 6
th
 graders attended Science Camp where they had 


many memorable experiences and even saw a live octopus. 


 


5.2 School Site Plans for Student Achievement- School Principals – Christina Orsi, Ken Silman, 


Emily Stroup and Alyssa Wooten each presented details of their school plans for board review and 


approval:  


MSA (Wingo/Raya) approve Site Plans for Student Achievement as presented - 


Ayes - 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson  


Wells, Wingo 


 


5.3 Special Education Department Report -   Special Education Director, Angelica Thomas 


shared enrollment figures and demographics for the current school year for the Special Education 


program.  She outlined state and federal mandates that the Special Education Department is required 


to follow. Ms. Thomas noted that free appropriate public education (F.A.P.E.) shall be made 


available to individuals with exceptional needs in accordance with U.S. & Federal codes.  Staff 


development, a STEM pilot class to bring special education and general education students together, 


and increasing student participation in extra-curricular activities are a few of the items that the 


Special Education Department is focusing on this year.  


 


5.4 Student Enrollment – the District is up eleven students this month at this time.  Tracy Hills 


has begun moving dirt which is a good sign. 


 


V. PERSONNEL SERVICES 


6.1 Policy Revision, BP/AR 4112.41, 4212.41, 4312.41- 


MSA (Wingo/Jackman) adopt revised BP/AR 4112.41, 4212.41, 4312.41 as presented -  


Ayes - 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson  


Wells, Wingo  


 


VII. BUSINESS AND FACILTIES  


7.1 October 2017 Budget Adjustments -  


MSA (Jackman/Wingo) approve the October 2017 Budget Adjustments as presented 


Ayes – 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson       


Wells, Wingo  


 


7.2 First Interim Report Assumptions – CBO, Mindy Maxedon provided First Interim 


Assumptions information to the Board. The District is budgeting for one-time revenue of $147 per 
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funded ADA for 2017-2018, $334.4K will be budgeted in Resource 0070. This revenue will be 


backed out in 2018-2019 as the funds are one-time.  The estimated Ending Balance of one-time 


funds for 2017-2018 is $891K. Ms. Maxedon provided a list of completed one-time funds projects. 


Some of the completed items included safety fencing at the District Office, one-to-one Chromebooks 


for grades K-8, smart projectors and whiteboards for grades 5-8. Pending projects include electronic 


marquees for all school sites and the sites continue to utilize the $50K provided for each site.  


 


The assumptions are an action item for the Board because the District is asking for approval of 


additional funds.  The Monticello office entry needs to be updated to provide increased security. The 


District is proposing moving the full expense of the office entry to the one-time funds as a District 


budget item.  If classifying the door project at Monticello as a safety project and funding it using 


100% district funds is approved, Ms. Maxedon also requested the Board approve a new allocation of 


$50K for Monticello. Monticello Principal Emily Stroup will work with her team to prioritize the use 


of the site funds. 


 


Also, Ms. Maxedon requested approval from the Board to add $2,500 for music curriculum as an 


ongoing budget item. Additionally, sites will receive $1,950 one time for teaching through 


performance software.  Ms. Maxedon is also requesting $22K in one-time funds for music to cover 


non-instrument equipment and furniture needs such as podiums, music stands, posture chairs and 


carts for storage.  The curriculum items will be funded through lottery funds and the furniture and 


equipment items will be covered with the one-time funds in Resource 0070.  Dr. Bridges continues 


to work with the music teachers and a list of instrument needs will be brought to a future meeting for 


approval. 


 


First Interim will be presented at December’s board meeting. 


MSA (Jackman/Wingo) – approved the First Interim Report Assumptions 


Ayes - 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson      


Wells, Wingo 


 


7.3 Policy Revision, BP 3430 Investing- Dr. Bridges indicated that we are updating the language 


of our current policy. 


MSA (Jackman/Raya) adopt revised BP 3430 as presented -  


Ayes - 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson      


Wells, Wingo 


 


 7.4 Williams Act Quarterly Reporting – No Williams Acts complaints were received 
   


 VIII. BOARD DISCUSSION AND REPORTS 


8.1 Revise BP/AR 3260 Fees and Charges, Second Reading – field trip wording has been 


updated.  


MSA (Wingo/Jackman) adopt revised BP/AR 3260 as presented -  


Ayes - 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson      


Wells, Wingo 


 


8.2 Policy Revisions, BP & E 6161.11 Supplemental Audio/Visual Materials – Dr. Bridges 


indicated the reason for the policy change is to provide clear guidelines for teachers. Items must be 


age/content appropriate for students. The Exhibit provides staff with a permission slip for audio 


visual materials.  


MSA (Wingo/Raya) adopt BP & E 6161.11 Supplemental Audio/Visual Materials as presented -  


Ayes - 4   Nays -0  Absent – 1  Abstain – 0 


Jackman, Raya     Carlson  


Wells, Wingo 
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8.3  CSBA Delegate Assembly Nomination – no nominations hence nothing for board to take 


action on.  


 


8.4 Items for Next Board Meeting – Reorganization of the Board of Trustees.  


 


ADJOURNMENT – MSA (Jackman/Raya) 8:21 PM  


 


Respectfully submitted, 


 


 


 


James W. Bridges 


Secretary to the Board 
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Checks Dated 11/01/2017 through 11/30/2017


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10282065 11/03/2017 Amazon 01-4310 MS / Office Supplies & Gloves 97.38 


10282066 11/03/2017 Tessa M. Bunch 01-4310 TS/RED RIBBON SUPPLIES - BUNCH 25.50 


10282067 11/03/2017 Charles Davis 01-5800 HS/FINGER PRINTING - DAVIS 72.00 


10282068 11/03/2017 Cooperative Strategies LLC 25-5809 DO/CONSULTING SERVICE 1,963.90 


10282069 11/03/2017 Domino's Pizza 13-4710 FS/DW FOOD SUPPLIES 4,965.00 


10282070 11/03/2017 Cynthia J. Guinn 01-5220 TS/PLC 2017 - GUINN 103.35 


10282071 11/03/2017 Rianna G. Hassna 01-5210 BO/MILEAGE 10/5/17 - HASSNA 24.29 


10282072 11/03/2017 NCS Pearson Inc. 01-4310 SE/TESTING MATERIALS 191.94 


10282073 11/03/2017 Office Depot - 89094763 01-4310 TS/M. Smith - Classroom Supplies 391.66 


10282074 11/03/2017 Producers Dairy Foods, Inc 13-4730 FS/MILK SUPPLIES 3,946.82 


10282075 11/03/2017 Stockton Symphony Association 01-5800 TS/5TH GR BAND F/T STOCKTON 


SYMPHONY/DELTA


770.00 


10282076 11/03/2017 Valley Community Counseling Sv 01-5809 DW/COUNSELING SERVICES 8,040.00 


10282077 11/03/2017 Van's Ace Hardware 01-4310 HS/FIELD PAINT 93.73 


10282078 11/03/2017 Wieser Educational 01-4200 TS/HIP SENIOR NOVELS 626.73 


10282079 11/03/2017 Alhambra 01-5510 DO/JS BOTTLED WATER 137.72 


10282080 11/03/2017 Alphonso Howard 13-8634 CAFE REFUND - HOWARD-MENTEER 33.60 


10282081 11/03/2017 Amazon 01-4200 TS/BOOK FOR RAISING ACHIEVEMENT 


FOR YOUTH


31.64 


10282082 11/03/2017 Atkinson Andelson Loya Ruud & Romo 01-5810 DO/LEGAL SERVICES 5,008.51 


10282083 11/03/2017 Lauren A. Beith 01-5210 JS/AERIES TRAINING - BEITH & PEDIGO 44.52 


01-5220 JS/AERIES TRAINING - BEITH & PEDIGO 44.52 89.04 


10282084 11/03/2017 Educational Data Systems Attn Accounting Dept 01-4310 CU/CELDT TEST ADDITIONAL ORDER 


CHARGE


45.00 


10282085 11/03/2017 FGL Environmental 01-5800 MO/JS WELL TESTING 54.00 


10282086 11/03/2017 G & L Irrigation & Farm Supply 01-4310 MO/LANDSCAPE SUPPLIES 17.33 


10282087 11/03/2017 Paradigm Integration Inc 01-5680 MO/ALARM SERVICE/REPAIR 1,409.12 


10282088 11/03/2017 Pitney Bowes Inc. 01-4310 PB INK CARTRIDGE 128.81 


10282089 11/03/2017 School Services Of Calif. Inc 01-5809 BO/FINANCE SERVICES2017-18 260.00 


10282090 11/03/2017 Wallace-Kuhl & Associates 25-5809 DO/ELLIS PRELIM 


ENVIRONMENTALWORKPLAN


315.00 


10282298 11/06/2017 San Joaquin Delta College 01-5800 TS/6TH GR BAND F/T 3/8/18 225.00 


10282299 11/06/2017 The Gift Of Speech 01-5809 SE/CONTRACTED SPEECH PATHOLOGY 6,150.00 


10282300 11/06/2017 Angelica M. Thomas 01-5210 SE/MILEAGE 9/1 - 10/31/17 - THOMAS 600.72 


10282732 11/08/2017 Action ASAP Delivery Service 01-5800 DO/COURIER SERVICE 286.00 


10282733 11/08/2017 Aeropure Water Payment Processing 01-5510 DW/WATER 293.70 


01-5610 DW/WATER 40.00 333.70 


10282734 11/08/2017 Alhambra 01-5510 DO/JS BOTTLED WATER 65.22 


The preceding Checks have been issued in accordance with the District's Policy and authorization of the Board of Trustees.  It is recommended that the 


preceding Checks be approved. Page 1 of 6
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Checks Dated 11/01/2017 through 11/30/2017


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10282735 11/08/2017 Cojo Landscape Inc 01-5515 DW/GOPHER ABATEMENT 700.00 


10282736 11/08/2017 Danielsen Co. 13-4310 FS/MATERIAL & SUPPLIES 2,747.85 


13-4710 FS/DW FOOD SUPPLIES 9,814.01 12,561.86 


10282737 11/08/2017 Gold Star Foods Inc 13-4710 FS/DW FOOD SUPPLIES 12,518.44 


10282738 11/08/2017 Napa Auto Parts 01-4370 TD/VEHICLE REPAIR SUPPLIES 1,166.11 


10282739 11/08/2017 Patriot Pest Management 01-5515 DW/PEST CONTROL 165.00 


10282740 11/08/2017 Standard Plumbing Supply Co 01-4310 MO/PLUMBING SUPPLIES 56.18 


10282741 11/08/2017 Tracy Lock & Safe 01-4310 MO/BLANKET ORDER FOR LOCK REPAIR 7.30 


01-5680 MO/BLANKET ORDER FOR LOCK REPAIR 2.71 10.01 


10282742 11/08/2017 Troxell Communications Inc 01-4400 DW/RSP TOWERS 4,508.26 


10282743 11/08/2017 Willey Printing Co. Inc 01-4310 HOURLY TIME CARDS 335.58 


10283317 11/13/2017 Amazon 01-4310 HS/MATERIALS & SUPPLIES 130.96 


MS / Science Olympiad Suppies 98.70 


Nick Watson 530.40 


PO 18-00247 LOST MERCHANDISE 76.76-


PO18-00247 76.76 760.06 


10283318 11/13/2017 AMS .Net, inc c/o Fremont Bank 01-4310 HS/USB CONNECTIVITY 825.28 


JS/USB CONNECTIVITY 1,096.91 


TS/USB CONNECCTIVITY 825.28 2,747.47 


10283319 11/13/2017 Bill's Mower And Saw 01-4310 MO/2015-16 BLANKET ORDER FOR 


MOWER PARTS


274.77 


10283320 11/13/2017 James W. Bridges 01-5210 DO/MILEAGE 9/21 - 10/9/17 BRIDGES 187.25 


10283321 11/13/2017 Central Sanitary Supply 01-4310 MO/DW/MATERIAL & SUPPLIES 3,023.37 


MS/VACUUM CLEANER 454.65 3,478.02 


10283322 11/13/2017 City Of Tracy 01-5510 DW/WATER & SEWER 6,852.40 


01-5570 DW/WATER & SEWER 3,568.00 10,420.40 


10283323 11/13/2017 Clean Energy 01-4382 TD/FUEL FOR BUSSES 847.30 


10283324 11/13/2017 Tina R. Coverdale 01-4310 SE/CONTAINERS FOR MEDICATION - 


COVERDALE


12.86 


01-5210 SE/MILEAGE 10/2/17 - COVERDALE 58.85 71.71 


10283325 11/13/2017 Rachelle E. Dunnum 01-4310 MS/CLASS SUPPLIES - DUNNUM 18.95 


10283326 11/13/2017 General Produce Co. Ltd 13-4710 FS/FOOD SUPPLIES - PRODUCE 3,117.35 


10283327 11/13/2017 Gopher 01-4310 HS/MATERIALS & SUPPLIES 419.03 


10283328 11/13/2017 Graphic Design Marking Systems 01-4310 HS/MATERIALS & SUPPLIES 534.05 


Unpaid Sales Tax 40.70- 493.35 


10283329 11/13/2017 Home Depot Credit Services 01-4310 JS/STRIPING PAINT 81.12 


MO/MATERIAL & SUPPLIES 547.90 629.02 


10283330 11/13/2017 Kelly Moore Paint Co 01-4310 MO/PAINT SUPPLIES 71.08 


The preceding Checks have been issued in accordance with the District's Policy and authorization of the Board of Trustees.  It is recommended that the 


preceding Checks be approved. Page 2 of 6
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Checks Dated 11/01/2017 through 11/30/2017


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10283331 11/13/2017 Lakeshore Learning Materials 01-4310 TS/Cathy Frasier - Classroom Supplies 73.92 


10283332 11/13/2017 Lucas Business Systems 01-5610 6/22/17 - 9/21/17 COPIER OVERAGAGES 641.58 


DW/COPIER OVERAGE 6/22/17 - 9/21/17 613.00 1,254.58 


10283333 11/13/2017 San Joaquin County Office of Education 01-5815 SCIENCE CAMP 22,570.00 


10283334 11/13/2017 U.S. Bank Corporate Payment 01-4310 BO/CC-MAXEDON OCT 2017 59.20 


CU/CC-STEEN OCT 2017 57.15 


DO/CC-BRIDGES OCT 2017 296.57 


DO/CC-COEVILLE OCT 2017 61.40 


HS/CC-ORSI OCT 2017 438.89 


JS/CC-WOOTEN OCT 2017 127.86 


MO/CC-HAGLER OCT 2017 23.99 


MS/CC-STROUP OCT 2017 231.69 


SE/CC-THOMAS OCT 2017 250.00 


TS/CC-SILMAN OCT 2017 1,169.39 


01-5210 DO/CC-BRIDGES OCT 2017 10.00 


01-5220 HR/CC-CASTRO OCT 2017 200.00 


JS/CC-WOOTEN OCT 2017 200.00 


MS/CC-STROUP OCT 2017 79.20 


01-5800 DO/CC-BRIDGES OCT 2017 74.99 


DO/CC-COEVILLE OCT 2017 15.17 


HR/CC-CASTRO OCT 2017 413.00 


HS/CC-ORSI OCT 2017 2.75 


JS/CC-WOOTEN OCT 2017 249.00 3,960.25 


10283335 11/13/2017 Verizon Wireless 01-5943 MO/CELL PHONES 16.16 


10283336 11/13/2017 Jennifer S. Whalen 01-4310 MS/CLASS SUPPLIES - WHALEN 107.77 


10283337 11/13/2017 Zions First National Bank 21-5800 ADMIN FEE 2010, 2013 SERIES B & 2014 


SERIES C


554.23 


10283938 11/15/2017 Amazon 01-4200 TS/BOOKS FOR CA YOUNG READERS 


MEDALS


152.95 


10283939 11/15/2017 American Reading Company 01-4310 CU/SPRINGBOARD ELA & ELD 


CURRICULUM/QUOTE #CB15273


4,785.10 


10283940 11/15/2017 BSN Sports 01-4310 J/S PE supplies 349.69 


10283941 11/15/2017 California Property Records Sy 01-5809 BO/FIXED ASSET MANAGER 4,400.00 


10283942 11/15/2017 CIT 01-5610 DW/XEROX LEASE 2017-18 2,688.79 


10283943 11/15/2017 City Of Tracy 01-5510 HS & TS/FIRE SPRINKLERS 80.00 


10283944 11/15/2017 Consolidated Electrical 01-4310 MO - DW/LIGHTS 25.14 


10283945 11/15/2017 Janice E. Cook 01-4310 SE/STAFF SUPPLIES - COOK 120.62 


10283946 11/15/2017 Brenda W. Hopson 01-4310 MS/CLASS SUPPLIES - HOPSON 153.47 


The preceding Checks have been issued in accordance with the District's Policy and authorization of the Board of Trustees.  It is recommended that the 


preceding Checks be approved. Page 3 of 6
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Checks Dated 11/01/2017 through 11/30/2017


Check 
AmountPay to the Order of


Check 
Number
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Expensed 
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10283947 11/15/2017 Office Depot - 89094763 01-4310 HS/COPY PAPER 2,381.50 


J/S classroom supplies 77.50 


TS/COPY PAPER 893.06 3,352.06 


10283948 11/15/2017 Patriot Pest Management 01-5515 DW/PEST CONTROL 195.00 


10283949 11/15/2017 Platt 01-4310 MS/BREAKER FOR KITCHEN 27.96 


10283950 11/15/2017 Quality Service Inc 01-5809 MO/WELL TESTING - JEFFERSON 285.00 


10283951 11/15/2017 School Employers Assoc of CA 01-5220 BO/SUP & HR/ MANAGEMENT 


NEGOTIATORS CERT


5,450.00 


10283952 11/15/2017 School Specialty 01-4310 JS/LIBRARY  CHAIRS 1,346.88 


PO18-00148 CREDIT FOR EASEL 204.77- 1,142.11 


10283953 11/15/2017 Signscape, Inc 01-4310 J/S signs for doors 939.61 


10283954 11/15/2017 Kenneth J. Silman 01-5210 TS/MILEAGE 8/15 - 11/2/17  SILMAN 200.89 


10283955 11/15/2017 SUMA Kids Inc 01-5809 SE/OCCUPATIONAL THERAPY SERVICES 2,166.68 


10283956 11/15/2017 Therapeutic Pathways 01-5809 SE/BEHAVIOR CONSULATION SERVICE 2,347.63 


10283957 11/15/2017 Vasana Purpura 13-8634 CAFE REFUND - PURPURA 38.80 


10284588 11/20/2017 Amazon 01-4310 TS/MATH SUPPLIES 2ND GR 126.96 


10284589 11/20/2017 Bus West 01-4370 TD/BUS PARTS 298.15 


10284590 11/20/2017 City Of Tracy 01-5510 DW/WATER & SEWER 3,122.05 


01-5570 DW/WATER & SEWER 1,762.20 4,884.25 


10284591 11/20/2017 Rachel D. Henley 01-5210 CU/11/2/17 MILEAGE - HENLEY 135.89 


10284592 11/20/2017 High Interest Publishing Inc 01-4200 J/S books 178.49 


Unpaid Sales Tax 13.60- 164.89 


10284593 11/20/2017 Houghton Mifflin Harcourt Publ ishing Co. 01-5800 J/S BOOKS AND HOSTING 474.44 


10284594 11/20/2017 Dawn M. Myers 01-5210 CU/MILEAGE 11/3/17 - MYERS 135.89 


10284595 11/20/2017 NCS Pearson Inc. 01-4310 SE/TESTING MATERIALS 61.50 


10284596 11/20/2017 Office Depot - 89094763 01-4310 BO/OFFICE SUPPLIES 157.83 


OFFICE SUPPLIES 90.55 


Traina/Office Supplies 489.31 737.69 


10284597 11/20/2017 School Nurse Supply Inc. 01-4310 MS/Offics Supplies 625.43 


10284598 11/20/2017 Smith Family Farm 01-5800 HS/FIELD TRIP 140.00 


10284863 11/21/2017 AMS .Net, inc c/o Fremont Bank 01-4310 HS & TS/ CLASSROOM AV CABLING 1,900.80 


01-5800 HS & TS/ CLASSROOM AV CABLING 23,298.26 25,199.06 


10284864 11/21/2017 Delta Disposal Service 01-5570 MO/GARBAGE DUMPSTER @ JEFFERSON 


SCHOOL


893.04 


10284865 11/21/2017 Demco 01-4310 MS / Library Supplies 152.77 


10284866 11/21/2017 Quality Sound 01-5680 DO/PHONE & ALARM REPAIRS 219.51 


10284867 11/21/2017 San Joaquin County Office of Education 01-5800 TS/ Science Camp (10/30 - 11/3) 6th Grade 565.00 


01-5815 TS/ Science Camp (10/30 - 11/3) 6th Grade 22,920.00 23,485.00 


The preceding Checks have been issued in accordance with the District's Policy and authorization of the Board of Trustees.  It is recommended that the 


preceding Checks be approved. Page 4 of 6
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Board ReportReqPay12c


Checks Dated 11/01/2017 through 11/30/2017


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10284868 11/21/2017 School Services Of Calif. Inc 01-5809 BO/FINANCE SERVICES2017-18 260.00 


10284869 11/21/2017 School Site Solutions Inc 25-5809 BO/CEQA 270.00 


10284870 11/21/2017 The Record 01-5842 BO/ANNUAL RENEWAL OF 


CONTRACTORS LIST


151.62 


10284871 11/21/2017 Van De Pol Enterprise Inc 01-4382 MO/TD FUEL 991.85 


10284872 11/21/2017 Virco Inc. 01-4310 JS/CLASSROOM FURNITURE 1,670.06 


10285650 11/27/2017 Amazon 01-4310 MS / Classroom Supplies 32.20 


TS/MATH SUPPLIES 2ND GR 60.70 92.90 


10285651 11/27/2017 AT&T 01-5940 DW/PHONE LINES 1,421.51 


10285652 11/27/2017 Fantozzi Farms 01-5800 TS/KINDER FIELD TRIP 10/19/17 


FANTOZZI FARMS


518.00 


10285653 11/27/2017 Gallo Center for the Arts Ticket Office 01-5800 TS/1ST GR F/T GALLO CENTER FOR ARTS 


1/22/18


461.25 


10285654 11/27/2017 Pacific Gas & Electric Co 01-5520 DW/UTILITIES 30,643.61 


10285655 11/27/2017 Patriot Pest Management 01-5515 DW/PEST CONTROL 545.00 


10285656 11/27/2017 San Joaquin County Office of Education 01-5800 TS/Artist in Schools 3,920.00 


10285657 11/27/2017 Scholastic Book Fairs 01-4200 J/S bookfair 2,149.83 


10285658 11/27/2017 Tracy Material Recovery & Solid Waste Transfer, Inc. 01-5800 MO/DW - TRUCK TO DUMPS 198.00 


10285659 11/27/2017 Willey Printing Co. Inc 01-4310 J/S supplies 190.52 


10285660 11/27/2017 California's Valued Trust 01-9513 NOV 2017 PAYROLL 161,686.80 


10285661 11/27/2017 Metlife Small Business Center 01-9514 NOV 2017 PAYROLL 1,441.20 


10286306 11/29/2017 ACE 01-5800 HS/FIELD TRIP TRANSPORTATION 2,770.00 


10286307 11/29/2017 Amazon 01-4310 MS / Classroom Supplies 23.18 


MS/Glow Sticks for Xmas Program 119.01 


MS/Supplies 174.10 


TS/Office Supply 744.97 


Unpaid Sales Tax 50.61- 1,010.65 


10286308 11/29/2017 Ameripride Services 01-5580 MO/LAUNDRY SERVICES 984.92 


13-5800 FS/DW LAUNDRY SUPPLIES 491.76 1,476.68 


10286309 11/29/2017 Follett School Solutions, Inc 01-5809 DW/DESTINY SERIVCE 3,197.50 


10286310 11/29/2017 Joe Taylor 01-5800 HS/REFEREE AFTER SCHOOL GAMES 120.00 


10286311 11/29/2017 Manteca 16 01-5800 TS/2ND GR FIELD TRIP TO AMC THEATER 


12/19/17


748.00 


10286312 11/29/2017 OTC Brands Inc 01-4310 TS/ACCELERATED READER PRIZES 144.88 


Unpaid Sales Tax 11.04- 133.84 


10286313 11/29/2017 The Library Store Inc 01-4310 J/S library supplies 287.36 


10286314 11/29/2017 Cinemark Movies 14 01-5800 HS/FIELD TRIP 1,123.50 


The preceding Checks have been issued in accordance with the District's Policy and authorization of the Board of Trustees.  It is recommended that the 


preceding Checks be approved. Page 5 of 6
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Board ReportReqPay12c


Checks Dated 11/01/2017 through 11/30/2017


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


Total Number of Checks 124 424,712.47 


Fund Summary


Fund Description Check Count Expensed Amount


01 113 384,051.66 01


13 8 37,673.63 13


21 1 554.23 21


25 3 2,548.90 25


Net (Check Amount)


Less Unpaid Sales Tax Liability


Total Number of Checks 124 424,828.42 


115.95 


424,712.47 


The preceding Checks have been issued in accordance with the District's Policy and authorization of the Board of Trustees.  It is recommended that the 


preceding Checks be approved. Page 6 of 6
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01 - GENERAL FUND


Estimated


 Beginning Bal Budgeted Budgeted Ending Bal


Fund Resource # Resource Name 7/1/2017 Revenue Expenditures 6/30/2018


Unrestricted Resources


01 0000 Unrestricted 6,698,032.00         12,181,467.00       13,334,203.00       5,545,296.00       


01 0070 Mandated Cost 964,006.00            399,326.00            544,299.00            819,033.00          (1)


01 0075 Medi-Cal Administrative Activities 43,645.00              8,624.00                33,388.00              18,881.00            


01 0709 LCFF/EIA 122,261.00            1,015,839.00         910,632.00            227,468.00          (3)


01 0723 Transportation -                         309,624.00            309,624.00            -                       


01 1100 Lottery 1,403,178.00         329,809.00            435,941.00            1,297,046.00       (2)


01 1400 Education Protection Act -                         2,766,791.00         2,766,791.00         -                       


Sub-total Unrestricted Resources 9,231,122.00         17,011,480.00       18,334,878.00       7,907,724.00       


14- DEFERRED MAINTENANCE


14 0000 Deferred Maintenance 246,702.00            170,114.00            200,000.00            216,816.00          


Sub-total Unrestricted Resources 9,477,824.00         17,181,594.00       18,534,878.00       8,124,540.00       


Restricted Resources


01 3010 Title I - Chapter I -                         289,046.00            289,046.00            -                       


01 3310 PL 94-142 Spec Ed Grant -                         302,195.00            302,195.00            -                       


01 3315 SpEd PreSchool Federal -                         13,010.00              13,010.00              -                       


01 3320 SpEd PreSchool Local -                         34,855.00              34,855.00              -                       


01 4035 Title II - Teacher Quality -                         48,598.00              48,598.00              -                       


01 4201 Title III Immigrant Ed -                         -                          -                          -                       


01 4203 Title III LIM Eng Proficienc -                         46,557.00              46,557.00              -                       


01 5640 Medi_Cal Billing 67,173.00              20,000.00              17,285.00              69,888.00            


01 6230 California Clean Energy 394,237.00            102,301.00            394,236.00            102,302.00          


01 6264 Educator Effectiveness 50,954.00              50,954.00              -                       


01 6300 Lottery-Instructional Mat 200,228.00            89,617.00              107,669.00            182,176.00          


01 6500 Special Education -                         1,775,966.00         1,775,966.00         -                       


01 6512 Mental Health 102,687.00            70,732.00              162,519.00            10,900.00            


01 7690 STRS On-Behalf 827,055.00            827,055.00            


01 8150 Routine Repair & Maintenance 350,373.00            462,990.00            492,743.00            320,620.00          


01 9010 Other Local 9,404.00                250.00                    8,265.00                1,389.00              


01 9011 Other Jeff Donations 25,739.00              1,869.00                27,608.00              -                       


01 9012 Other Mont Donations 21,613.00              848.00                    22,461.00              -                       


01 9013 Other Hawk Donations 31,539.00              12,329.00              43,868.00              -                       


01 9014 Other Traina Donations 48,490.00              6,678.00                55,168.00              -                       


01 9017 Jefferson District Donation 150.00                   -                          -                          150.00                 


01 9020 Kindergarten Readiness -                         -                          -                       


01 9021 Other Jeff Book Fair 1,279.00                2,900.00                4,179.00                -                       


01 9023 Other Hawk Book Fair 4,352.00                7,187.00                11,539.00              -                       


01 9024 Other Traina Book Fair 4,997.00                -                          4,997.00                -                       


01 9031 Jefferson Science Camp 2,718.00                17,220.00              19,938.00              -                       


01 9033 Hawkins Science Camp 1,584.00                19,989.00              21,573.00              -                       


01 9034 Traina Science Camp 2,264.00                20,656.00              22,920.00              -                       


01 9301 Jefferson 8th Grade 2,029.00                1,505.00                3,534.00                -                       


01 9303 Hawkins 8th Grade 3,437.00                2,160.00                5,597.00                -                       


01 9304 Traina 8th Grade 2,991.00                2,600.00                5,591.00                -                       


 Sub-total Restricted Resources 1,328,238.00         4,179,113.00         4,819,926.00         687,425.00          


01 TOTAL GENERAL FUND 10,806,062.00       21,360,707.00       23,354,804.00       8,811,965.00       


OTHER FUNDS


13 - CAFETERIA FUND


13 5310 Child Nutrition Program 236,987.00            721,300.00            775,903.00            182,384.00          


15 - PUPIL TRANSORTATION


15 9910 Pupil Transportation 266,241.00            20,750.00              330.00                    286,661.00          


Jefferson Elementary School District
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OTHER FUNDS (CONTINUED) Estimated


 Beginning Bal Estimated Estimated Ending Bal


Fund Resource # Resource Name 7/1/2017 Revenue Expenditures 6/30/2018


21 - BUILDING FUND


21 7711 Facilities Project 1 111,786.00            6,205.00                117,991.00            -                       


21 7712 Facilities Project 2 209,178.00            209,178.00            -                       


21 9910 Restricted Unallocated 291,163.00            5,000.00                296,163.00            -                       


25 - CAPITAL FACILITIES FUND (Dev Fees)


25 9040 Ellis Project 194,632.00            2,278,826.00         194,958.00            2,278,500.00       


25 9041 Ellis Project Central Support -                         73,500.00              -                          73,500.00            


25 9042 Tracy Hills 33,868.00              62,500.00              62,500.00              


25 9910 Developer Fees  921,630.00            372,983.00            206,300.00            1,088,313.00       


35 - COUNTY SCHOOL FACILITIES


35 7751 Facilities Project - Hawkins 5,681.00                20.00                      -                          5,701.00              


51 - DEBT SERVICE FUND


51 9061 Debt Service Fund 172,143.00            344,643.00            334,000.00            182,786.00          


51 9062 Debt Service Fund 180,401.00            140,700.00            133,700.00            187,401.00          


51 9063 Debt Service Fund 89,187.00              103,750.00            81,200.00              111,737.00          


67 - SELF INSURANCE FUND


67 9910 Self Insurance 50,626.00              2,500.00                -                          53,126.00            


71 - RETIREE BENEFIT FUND


71 9910 Retiree Benefit 270,611.00            79,000.00              71,000.00              278,611.00          


78 - COM FACILITES MELLO ROOS


78 9910 Comm Facilities 59,104.00              200.00                    -                          59,304.00            


Components of Ending Fund Balance - General Fund Unrestricted:


Ending Balance - Fund 01 Unrestricted 0000 + Lottery Resource 1100 7,907,724.00         


Reserves/Designations:  


  Total Expenditures                                    23,154,804.00       


NONSPENDABLE


  Revolving Cash 5,000.00                


ASSIGNED


  Mandated Costs Claims 819,033.00              (1)


  Unrestricted Lottery Ending Balance 1,297,046.00           (2)


  Unrestricted Instructional Materials 599,178.00            


  Supplemental & Concentration Funding 227,468.00              (3)


2,942,725.00         


UNASSIGNED/UNAPPROPRIATED


  Board Designated Reserve 500,000.00             


  3% Economic Uncertainties Reserve 694,552.00            


1,194,552.00         


Total Reserves/Designations 4,142,277.00         


Unrestricted/Undesignated - Unrestricted 0000 3,765,447.00         


Ending Balances by Resource


                                                                       As Of November 30, 2017
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INFORMATION SHEET FOR 12/12/17 TRUSTEES’ MEETING 


 
 


Attachment: 4.4  
 


 
TO:    James W. Bridges 
 
FOR:    Board of Trustees 
 
FROM:    Mindy Maxedon 
 
ISSUE:    Surplus Item 
 
BACKGROUND: 
 
The Maintenance and Technology Departments have maintained storage of  items that the school 
district is no longer using due to outdated or non‐functioning equipment.  To free up the space occupied 
by this outdated and/or non‐functioning equipment, we would like to surplus the items listed below. 
 
ITEMS TO BE SURPLUSED 
 
Description of Items:  Various equipment components and miscellaneous items. 
 


Please see attached spreadsheet.  


Disposition of Items:   


All laptops and computers will be donated to 2nd Chance Modesto Computer Refurbishing.  If unable to 


be donated, items will be auctioned on E‐Bay through Bay City Surplus.  Any remaining items considered 


e‐waste will be appropriately disposed of, if needed. 


RECOMMENDATION:  Approve the item listed above as surplus. 







Asset or Serial# Manufacturer Model Description Note


2883 DELL OPTIPLEX 3010 DESKTOP DONATE


2884 DELL OPTIPLEX 3010 DESKTOP DONATE


2884 DELL OPTIPLEX 3010 DESKTOP DONATE


2885 DELL OPTIPLEX 3010 DESKTOP DONATE


2886 DELL OPTIPLEX 3010 DESKTOP DONATE


2888 DELL OPTIPLEX 3010 DESKTOP DONATE


2889 DELL OPTIPLEX 3010 DESKTOP DONATE


2890 DELL OPTIPLEX 3010 DESKTOP DONATE


2891 DELL OPTIPLEX 3010 DESKTOP DONATE


2892 DELL OPTIPLEX 3010 DESKTOP DONATE


2568 DELL OPTIPLEX 760 DESKTOP DONATE


1KX7HK1 DELL OPTIPLEX 760 DESKTOP DONATE


2W1Y0L1 DELL OPTIPLEX 760 DESKTOP DONATE


9LB8LK1 DELL OPTIPLEX 760 DESKTOP DONATE


BHH9MJ1 DELL OPTIPLEX 760 DESKTOP DONATE


BMXD5L1 DELL OPTIPLEX 760 DESKTOP DONATE


C3CH6J1 DELL OPTIPLEX 760 DESKTOP DONATE


F96BVK1 DELL OPTIPLEX 760 DESKTOP DONATE


J53X8K1 DELL OPTIPLEX 760 DESKTOP DONATE


2507 DELL OPTIPLEX 780 DESKTOP DONATE


2567 DELL OPTIPLEX 780 DESKTOP DONATE


2571 DELL OPTIPLEX 780 DESKTOP DONATE


2669 DELL OPTIPLEX 780 DESKTOP DONATE


2670 DELL OPTIPLEX 780 DESKTOP DONATE


2671 DELL OPTIPLEX 780 DESKTOP DONATE


2679 DELL OPTIPLEX 780 DESKTOP DONATE


2786 DELL OPTIPLEX 780 DESKTOP DONATE


8Q5YGQ1 DELL OPTIPLEX 780 DESKTOP DONATE


2317 DELL OPTIPLEX 960 DESKTOP DONATE


2365 DELL OPTIPLEX 960 DESKTOP DONATE


2515 DELL OPTIPLEX 980 DESKTOP DONATE


2538 DELL OPTIPLEX 980 DESKTOP DONATE


2550 DELL OPTIPLEX 980 DESKTOP DONATE


2558 DELL OPTIPLEX 980 DESKTOP DONATE


1313 DELL LATITUDE D510 LAPTOP DONATE


2089 DELL LATITUDE D630 LAPTOP DONATE


2880 DELL LATITUDE E5430 LAPTOP DONATE


2882 DELL LATITUDE E5430 LAPTOP DONATE


3048 DELL LATITUDE E5430 LAPTOP DONATE


3056 DELL LATITUDE E5430 LAPTOP DONATE


2554 DELL LATITUDE E6410 LAPTOP DONATE


2714 DELL LATITUDE E6520 LAPTOP DONATE


2815 DELL LATITUDE E6520 LAPTOP DONATE







3161 DELL LATITUDE E6530 LAPTOP DONATE


3162 DELL LATITUDE E6530 LAPTOP DONATE


DELL VARIOUS MONITORS DONATE - QTY 14


3260 HP MSM460 Access Point ACCESS POINT SURPLUS


1581 DELL OPTIPLEX 740 DESKTOP SURPLUS


1583 DELL OPTIPLEX 740 DESKTOP SURPLUS


2401 DELL OPTIPLEX 760 DESKTOP SURPLUS


1895 DELL OPTIPLEX GX280 DESKTOP SURPLUS


1239 DELL OPTIPLEX GX520 DESKTOP SURPLUS


2447 AverMedia AverVision300AF+ DOCUMENT CAM SURPLUS


569 APPLE IBOOK G3 LAPTOP SURPLUS


779 APPLE IBOOK G3 LAPTOP SURPLUS


UV21800ZLLK APPLE IBOOK G3 LAPTOP SURPLUS


APPLE IBOOK G3 LAPTOP SURPLUS


1103 DELL INPIRON 6000 LAPTOP SURPLUS


1105 DELL INPIRON 6000 LAPTOP SURPLUS


1106 DELL INPIRON 6000 LAPTOP SURPLUS


1107 DELL INPIRON 6000 LAPTOP SURPLUS


1108 DELL INPIRON 6000 LAPTOP SURPLUS


1109 DELL INPIRON 6000 LAPTOP SURPLUS


1110 DELL INPIRON 6000 LAPTOP SURPLUS


1111 DELL INPIRON 6000 LAPTOP SURPLUS


1112 DELL INPIRON 6000 LAPTOP SURPLUS


1113 DELL INPIRON 6000 LAPTOP SURPLUS


1114 DELL INPIRON 6000 LAPTOP SURPLUS


1115 DELL INPIRON 6000 LAPTOP SURPLUS


1116 DELL INPIRON 6000 LAPTOP SURPLUS


1117 DELL INPIRON 6000 LAPTOP SURPLUS


1118 DELL INPIRON 6000 LAPTOP SURPLUS


1119 DELL INPIRON 6000 LAPTOP SURPLUS


1120 DELL INPIRON 6000 LAPTOP SURPLUS


837 DELL LATITUDE E500 LAPTOP SURPLUS


3053 DELL LATITUDE E5430 LAPTOP SURPLUS


1275 GATEWAY M280E LAPTOP SURPLUS


99-L81R8 LENOVO THINKPAD T42 LAPTOP SURPLUS


99-LB0X6 LENOVO THINKPAD T42 LAPTOP SURPLUS


99-LB1C8 LENOVO THINKPAD T42 LAPTOP SURPLUS


99-LB1R4 LENOVO THINKPAD T42 LAPTOP SURPLUS


99-LB2B4 LENOVO THINKPAD T42 LAPTOP SURPLUS


99-LB2H5 LENOVO THINKPAD T42 LAPTOP SURPLUS


99-LB3A4 LENOVO THINKPAD T42 LAPTOP SURPLUS


99-LB3V1 LENOVO THINKPAD T42 LAPTOP SURPLUS


99-LC0K6 LENOVO THINKPAD T42 LAPTOP SURPLUS


L3-16H77 LENOVO THINKPAD T42 LAPTOP SURPLUS







L3-2476T LENOVO THINKPAD T42 LAPTOP SURPLUS


L3-45H90 LENOVO THINKPAD T42 LAPTOP SURPLUS


L3-47N20 LENOVO THINKPAD T42 LAPTOP SURPLUS


L3-48K51 LENOVO THINKPAD T42 LAPTOP SURPLUS


L3-48L09 LENOVO THINKPAD T42 LAPTOP SURPLUS


L3-89R25 LENOVO THINKPAD T42 LAPTOP SURPLUS


1189 DELL 5100cn PRINTER SURPLUS


K10223 CANNON i475D PRINTER SURPLUS


Z6YXBJADB0001JP SAMSUNG ML-3712ND PRINTER SURPLUS


1704 EPSON POWERLITE 83+ PROJECTOR SURPLUS


1705 EPSON POWERLITE 83+ PROJECTOR SURPLUS


1707 EPSON POWERLITE 83+ PROJECTOR SURPLUS


1709 EPSON POWERLITE 83+ PROJECTOR SURPLUS


1713 EPSON POWERLITE 83+ PROJECTOR SURPLUS


1715 EPSON POWERLITE 83+ PROJECTOR SURPLUS


1717 EPSON POWERLITE 83+ PROJECTOR SURPLUS


1720 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2210 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2265 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2271 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2274 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2389 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2472 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2532 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2533 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2547 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2556 EPSON POWERLITE 83+ PROJECTOR SURPLUS


2557 EPSON POWERLITE 83+ PROJECTOR SURPLUS


3001 Dell Optiplex 9010


3047 Dell Optiplex 9010


1168 Jackson JPX-300LP Dishwasher Traina


3319 Icemaker Traina


2495 hard-drive Monticello


1887 hard-drive Monticello


2502 hard-drive Monticello


2497 hard-drive Monticello


na hard-drive Monticello


na hard-drive Monticello


computer montiors Monticello


keyboards Monticello


headphones Monticello


2850 Dell laptop





		November 2017 Surplus

		November Surplus List 
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TO:  Board of Trustees         Item: 4.5 


FROM: Celli Coeville  


DATE:  December 6, 2017 


RE: Donation from Lawrence Livermore National Laboratory 


 
On December 12, 2017 Nolan O’Brien from the Lawrence Livermore National Laboratory (LLNL) is 


presenting a $5,000 check to Dr. Bridges.  
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TO:  Board of Trustees         Item: 5.2 


FROM: Celli Coeville  


DATE:  December 6, 2017 


RE:  School Parent Group Reports 


 


District parent group representatives will present to the Board of Trustees: 


Monticello/Jefferson: Alexis Imperial-Bobis 


Tom Hawkins School: Shawn Cannon 


Anthony Traina School: Alma Slinic-Morley 
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Emergency Response 
Plan 


  


2017 - 2018 
 


 
 
 


 Jefferson School 
 
  
 


B 187 Comprehensive School Safety Plan 







ii 
 


Assurance Page 
School Year: 2017-2018 


 
Jefferson School 


This certifies that the School Site Council/School Safety Planning Committee has 
developed/revised and approved the Comprehensive School Site Emergency 
Operations Plan. 
 


Member Signature 


Principal or Principal’s Designee: 
Alyssa Wooten 


 


Certificated Teacher: 
Andrea Jennings 


 


Parent of Child Attending the School: 
Shawntai Robertson 


 


Classified Employee: 
Lauren Beith 


 


Law Enforcement Agency Rep: 
Sean McNamara 


 


Other: Angela Hewey 
SSC Member, Parent 


 


Other: Bertha Ramon 
SSC Member, Classified Employee 


 


Other: Chris Potts 
SSC Member, Community Member 


 


Other: John Mihaila 
SSC Member, Parent 


 


Other: Sarah McNamara 
SSC Member, Community Member 


 


Other: 
 


 


 
Date Annual Revisions Completed:  11/16/2017 


 
 


  







iii 
 


 
 
 
 
 
 


 
Activity Responsible Person Date Completed 
School Facilities/Grounds Hazard 
Assessment 


Alyssa Wooten/Mario 
Aguirre/Sam Haglar 


August 2017 
 
 


Evacuation Routes Hazard Alyssa Wooten August 2017 
 
 


Update School Plot Plans (Maps)  Lauren Beith 8/7/2017 
Emergency Phone Numbers Lauren Beith 8/8/2017/11/15/2017 
Survey of Special Staff Skills Alyssa Wooten 8/8/2017/11/15/2017 
Survey of Neighborhood Resources Alyssa Wooten 8/2017 
Message to Parents – safety letter Alyssa Wooten 9/6/2017 
Assign Disaster Functions Alyssa Wooten 8/7/2017/updated 


11/16/2017 
Update Bus Routes to Identify Potential 
Hazards 


Sam Haglar August 2017 


Staff Orientation to Plan – initial review Alyssa Wooten 8/7/2017 
Review Plan Alyssa Wooten 8/7/2017/11/16/2017 
Examine /Update Site Crisis Response 
Box (Office Emergency Backpack) 


Lauren Beith 8/2017 


 
Prepared by: Alyssa Wooten 
Date Prepared: October 2017 
School Year: 2017/2018 
  


ANNUAL EMERGENCY PLAN CHECKLIST 
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Date Time Description 


August 24, 2017 10:30 am Fire Drill 


September 28, 


2017 


2:00 pm Fire Drill, Lockdown Intrusive Drill 


October 18, 2017 11:00 am Fire Drill, Earthquake Drill 


November 8, 2017 8:35 am Fire Drill, Shelter In Place 


December 14, 2017 1:30 pm Fire Drill, Lockdown Extrusive Drill 


January 19, 2018 9:15 am Fire Drill, Earthquake Drill 


February 21, 2018 2:30 pm Fire Drill, Reverse Evacuation Drill 


March 22, 2018 10:30 am Fire Drill, Earthquake Drill 


April 12, 2018 2:00 pm Fire Drill, Reverse Evacuation Drill 


May 9, 2018 11:00 am Fire Drill 


 
 
 
 
 
 
 
 
 
 
 


Emergency Drill Schedule 
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CERT Certified Staff:  None   
 
CPR Certified Staff:  Jennifer Gates 
           Charles Spikes 


        Michele Vinyard 
Lauren Beith  


 
List all other potential skills/staff that could be of help in time of emergency: 


 
Search and Rescue:  Charles Spikes 


Ryan Freitas 
 
Electrical Experience:  Renae Potts 


      Mario Aguirre 
     Paul Fern  
 


Survival Training:   Diane McRae 
     
Plumbing:    Mario Aguirre 


   Renae Potts 
   Paul Fern  
 


Counseling:   Jennifer Belcher 
Joyce Fenton  


               Jennifer Starks  
    Carol Clayton 
 
Law Enforcement:  None 
 
 
 
 
 
 
 
 
 
 


Survey of Special Staff Skills 
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(Example: fire station, grocery store, church, etc.) 
 
 
Tracy Municipal Airport-  Located approximately 2.4 miles from Jefferson School at 
5749 South Tracy Boulevard  
 
ACE Train Station- Located approximately 1 mile from Jefferson School at 4800 
Tracy Blvd.  
 
Jefferson Business Park – Located approximately 100 yards from Jefferson School 
at 7505 W. Linne Road 
 
Jimmy’s Deli – Located approximately 100 yards from Jefferson School at 7505 W. 
Linne Road. 
 
 
 


 
 
 
 
 
 
 
 
 
 
 


Survey of Neighborhood Resources 
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September 6, 2017 
 
 
 
Dear Parents/Guardians, 
 
In order to provide a safe, secure and healthy environment for your child, Jefferson School 
updates its School Safety Plan each year.  In addition to updating our written plan (which 
includes procedures for fire drills, earthquake drills, lockdown drills, etc.), Jefferson School’s 
staff makes sure that each classroom is equipped with a first aid kit and a copy of emergency 
procedures.  
 
The Jefferson School Crisis Response team will operate the evacuation site to ensure a safe 
and orderly pick-up/release of students.  When picking up a student, parents/guardians 
(or person on emergency card) must bring a photo I.D.  Without verification, staff will not 
release any student.   
 
Jefferson School’s onsite evacuation/reunification area: Cafeteria 
 
Jefferson School’s off site evacuation/reunification site: Jefferson Business Park 
Address:  7505 W. Linne Road, Tracy, CA  95304 
 
Jefferson’s secondary off site evacuation/reunification site: Triple E Produce  
Address: 8690 W. Linne road, Tracy, CA  95304 
 
If the school is involved in a lock-down situation, the secondary evacuation site is the 
designated meeting area where parents/guardians should wait for information and the 
release of their student into their care.  School and District personnel will be on site at the 
evacuation center to provide parents with information about the status and safety of their 
student(s).  DO NOT go directly to the school in the event of a lock-down or evacuation.  
Parents/guardians can also listen to local media (KVON AM 1440; KVYN FM 99.3; KBBF FM 
89.1) for the updates on the emergency situation, but your best source of up-to-date 
information will be at the evacuation site.   
 
If you have further questions about Jefferson School’s safety plan, please call the office at 
209-835-3053. 
 
Sincerely, 
Alyssa Wooten, Principal 
 


 
 


Parent Notification 
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What the Law Requires 
School Administrators have the responsibility to ensure the safety of their students 
and staff in an emergency. 
  
California Education Code, Section 32281 – 32284 
  
Requires each school district and county office of education to be responsible for the 
overall development of all comprehensive school safety plans for its schools 
operating K-12, inclusive.    The comprehensive school safety plan must include 
disaster procedures for routine and emergency, including adaptations for pupils with 
disabilities in accordance with the Americans with Disabilities Act of 1990.  The plan 
may include a “tactical response to criminal incidents” which means the steps taken 
to safeguard pupils and staff, to secure the affected school premises, and to 
apprehend the criminal perpetrator or perpetrators. 
   
California Education Code, Section 32288 
  
In order to ensure compliance with this article, each school shall forward its 
comprehensive school safety plan to the school district or county office of education 
for approval.  Before adopting its comprehensive school safety plan, the school site 
council or school safety planning committee shall hold a public meeting at the school 
site in order to allow members of the public the opportunity to express an opinion 
about the school safety plan.  The school site council or school safety planning 
committee shall notify, in writing, the following persons and entities, if available, of 
the public meeting: (A) The local mayor. (B) A representative of the local school 
employee organization. (C) A representative of each parent organization at the 
school site, including the parent teacher association and parent teacher clubs. (D) A 
representative of each teacher organization at the school site. (E) A representative of 
the student body government. (F) All persons who have indicated they want to be 
notified.  The school site council or school safety planning committee is encouraged 
to notify, in writing, the following persons and entities, if available, of the public 
meeting: (A) A representative of the local churches. (B) Local civic leaders. (C) Local 
business organizations. (c) In order to ensure compliance with this article, each 
school district or county office of education shall annually notify the State Department 
of Education by October 15 of any schools that have not complied with Section 
32281. 
  
 The Katz Act (Sections 35295-35297 of the California Education Code) requires that 
schools plan for earthquakes and other emergencies.  It also requires periodic drills 
in “drop and cover” procedure, evacuation procedure, and other emergency response 
actions (i.e. search and rescue, communications, etc.). 
  
The Petris Bill (Section 8607 of the California Government Code) requires all state 
and local government agencies, including school districts, be prepared to respond to 
emergencies using the Standardized Emergency Management System (SEMS). 
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SB 187 – Safe Schools Plan 
Individual schools in districts over 2,500 students must adopt a comprehensive 
school safety plan by March 1, 2000, and must review and update the plan by 
March 1 of every year thereafter.  (Amended Ed. Codes 35294.1 & 35294.6) 
  
Beginning July 1, 2000, each individual school must report on the status of its 
school safety plan, including a description of its key elements in the school 
accountability report card, and must continue to do so every July thereafter 
(Amended Ed. Code 35294.6) 
  
The following guideline may be utilized to support the annual review and 
evaluation of the individual school safety plan.  This guide will also provide a 
time line and related administrative tasks to provide a process to ensure 
compliance with the requirements of Senate Bill 187, Comprehensive School 
Safety Plan. 
  
The guideline/checklist has been organized into two parts: 
A.   An assessment of the school climate in relation to the current status of 


crimes committed on campus and at school related functions will be 
completed. The assessment will be performed by the School Safety 
Planning Committee of the School Site Council and the School Site 
Council or equivalent.  Safety goals for the upcoming school year will be 
formulated based on the findings of this assessment. 


  
B.   The annual review and evaluation of the School Comprehensive Safety 


Plan is certified by the members of the School Safety Planning Committee, 
the School Site Council President, and the School Principal.  It will then be 
presented to the Board of Trustees for final review and adoption. This 
review includes the following mandated components of Senate Bill 187: 


1. Child Abuse reporting procedures 
2. Policies pursuant to Education Code 48915 and other school 


designated serious acts which would lead to suspension, expulsion, 
or mandatory expulsion recommendations 


3. Procedures to notify teachers and counselors of dangerous students 
4. Sexual Harassment Policy 
5. Safe ingress and egress to and from school 
6. Rules and procedures on school discipline in order to create a safe 


and orderly environment conducive to learning 
7. Dress Code 
8. Routine and emergency disaster procedures 


i. including natural disasters, human created disasters or power 
outages. 
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General Staff Responsibilities 
  
Government Code Section 3100 declares that public employees are 
disaster services workers, subject to such disaster service activities as 
may be assigned to them by their superiors or by law. 
  


The district realizes that the safety and welfare of the employee’s 
family is his/her first concern.  Therefore, each employee is 
encouraged to establish a safety/survival plan and to advise their 
family to remain at work.  In the event that disaster strikes during 
normal working hours, all employees are to: 
  
1.  Carry out designated responsibilities to ensure student safety and 


welfare. 
2.  Check the safety of their immediate families and advise their 


family that they are expected to remain at their work place until 
the emergency conditions are lifted. 


  
Note:     Any employee unable to establish communication with 


his/her family should report this to his/her supervisor.  If 
release from duty is not possible, the concern will be 
referred to Personnel Services who will attempt to 
establish contact between the employee and the 
immediate family. 


  
If disaster occurs during off-duty hours, employees are to: 
  
1.  Check on the safety of their immediate family 
2.  Report to their assigned site 
3.  Report to the nearest accessible district site in the event that their 


regularly assigned site is inaccessible. 
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Safe Schools Planning Committee 
   
The School Site Council is responsible for developing the School Site 
Safety Plan or for delegating the responsibility to a School Safety 
Planning Committee. Ed. Code 35294.1 
  
The School Site Safety Committee shall be composed of the following 
members: the principal or designee, one teacher who is a representative 
of the recognized certificated employee organization; one 
parent/guardian whose child attends the school; one classified employee 
who is a representative of the recognized classified employee 
organization; other members if desired.  
(Ed Code 35294.1)  
 
Local law enforcement has been consulted (Ed. Code 39294.1), and 
other local agencies, such as health care and emergency services, may 
be consulted if desired. (Ed Code 39294.2) 
   
Other members of the school or community may provide valuable 
insights as members of the School Safety Planning Committee. 
Additional members may include: 
  
Representative from the local law enforcement agency  
School Resource Officers  
Guidance counselor  
Special Education Department Chairperson  
One or more key community service providers  
Student representative(s)  
Disciplinary team member  
Staff leaders  
Additional parent representatives  
  
Members should have an interest in school safety and demonstrate the 
need to always improve school safety and training.  The team that will 
perform the following: 
  


1. Implement a Safe Schools Plan if designated School Site 
Council 


2. Walk the campus regular basis and look at changes or breaches 
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in security 
3. Review your Safe Schools Plan annually, at a minimum. 
4. Provide training / educate staff on emergency procedures 


(minimum – annually) 
5. Provide table top exercises with staff and administration 
6. Consider different types of lockdown and shelter in place 


drills.  Perform drills just before school, immediately after the 
release bell rings, during passing periods, and during lunch 


7. Review school signage, check-in procedures, and test 
employees on counter surveillance 


8. Share information and experiences 
9. Identify new “risks” of the School District and individual sites. 
10. To develop customized responses appropriate to sites. 
11. To develop a consistent response to emergencies that is 


coordinated with the District Disaster Plan. 
12. Meet with law enforcement to review Safe Schools Plan 
13. Invite law enforcement to drills and trainings 
14. Responsible for creating and updating an emergency responder 


kit, which will include at a minimum: master keys, blue prints, 
emergency contact numbers, utility shutoff tools 
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Child Abuse Reporting 
A. Definition of Child Abuse 


Child abuse means a physical injury that is inflicted upon a child 
(under 18 years of age) by another person and such injury is other 
than accidental. Child Abuse also means the sexual abuse of a child 
or any act or omission pertaining to child abuse reporting laws (willful 
cruelty, unjustifiable punishment of a child, unlawful corporal 
punishment or injury). Child abuse also means the physical or 
emotional neglect of a child or abuse in out of home care. 


 
A child is anyone under 18 years of age.   
  
1. Child Abuse 


a. Injury inflicted by another person. 
b. Sexual Abuse. 
c. Neglect of child’s physical, health, and emotional needs. 
d. Unusual and willful cruelty; unjustifiable punishment. 
e. Unlawful corporal punishment. 


2. Not Considered Child Abuse 
a. Mutual affray between minors 
b. Injury caused by reasonable and necessary force used by a 
peace officer: 


  To quell a disturbance threatening physical injury to a 
person or damage property 


  To prevent physical injury to another person or damage to 
property 


  For the purposes of self‑defense 
  To obtain possession of weapons or other dangerous 


objects within the control of a child 
  To apprehend an escapee 


  
B. Mandated Child Abuse Reporting 
1. Mandated child abuse reporting is governed by the Child Abuse and 


Neglect Reporting Act, P.C. 11164. 
2. Any child care custodian, health practitioner, or employee of a child 


protective agency 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 
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been the victim of child abuse shall report the known or 
suspected instance of child abuse to a child protective agency by 
telephone and written report. 


      The telephone call must be made immediately or as soon 
as practicably possible, within 24 hours. 


      A written report must be sent within 36 hours of the 
telephone call to the child protective agency. 


 
C. Sexual Activity 
Child abuse laws change from time to time. Should you suspect that a 


student is engaged in unlawful sexual activity, please consult with the 
school social worker and administrator to determine if particular 
provisions under this section are current and in effect. 
1. Involuntary sexual activity is always reportable. 
2. Incest, even if voluntary, is always reportable. Incest is a 


marriage or act of intercourse between parents and children; 
ancestors and descendants of every degree; brothers and 
sisters of half and whole blood and uncles and nieces or aunts 
and nephews and adopted children. (Family Code § 2200). 


3. Voluntary Sexual Activity may or may not be reportable. Even if 
the behavior is voluntary, there are circumstances where the 
behavior is abusive, either by Penal Code definition or because 
of an exploitative relationship, then this behavior must be 
reported. If there is reasonable suspicion of sexual abuse prior 
to the consensual activity, the abuse must be reported. 


  
Reportable Sexual Activity if a Child is 14 Years of Age and: 
1. Partner is younger than 14 years old, but there is a disparity in 


chronological or maturational age or indications of intimidation, 
coercion or bribery or other indications of an exploitative 
relationship. 


2. Partner is 14 years or older, lewd & lascivious acts committed by a 
partner of any age or if the partner is the alleged spouse and 
over 14 years of age. 


  
Reportable Sexual Activity if the Child is 14 or 15 years and: 
1. There is unlawful sexual intercourse with a partner older than 14 but 


less than 21 years of age and there is no indication of abuse or 
evidence of an exploitative relationship there is unlawful sexual 
intercourse with a partner older than 21 years. 
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2. There are lewd and lascivious acts committed by a partner more than 
10 years older than the child. 


3. The partner is the alleged spouse and over 21 years of age. 
  
Reportable Sexual Activity if the Child is 16 or 17 years and: 
1. The partner is less than 14 years of age. 
2. There is unlawful sexual intercourse with a partner older than 14 and 


there is evidence of an exploitative relationship. 
3. The partner is the alleged spouse and there is evidence of an 


exploitative relationship. 
  
Reportable Sexual Activity if the Child is under 18 years: 
1. Sodomy, oral copulation, penetration of a genital or anal opening by a 


foreign object, even if consensual, with a partner of any age. 
  
Mandated reports of sexual activity must be reported to either the 
County Child Protection Services (CPS) or to the appropriate police 
jurisdiction. This information will then be cross‑reported to the 
other legal agency. 
 
When in doubt, all suspected sexual abuse, physical abuse, or 
neglect should be reported to Child Protection Services or the 
appropriate police jurisdiction. 
 
D. Failure to Report Known or Suspected Child Abuse 


Failure to report known or reasonable suspicion of child abuse, 
including sexual abuse, is a misdemeanor. Mandated reporters are 
provided with immunity from civil or criminal liability as a result of 
making a mandated report of child abuse. 


  
E. Child Abuse Reporting Number:  (209) 468-1333 
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Suspension and Expulsion Policies 
  
CA Codes (edc:48900-48926) EDUCATION CODE 
SECTION 48900-48926 
 
48900.  A pupil may not be suspended from school or recommended for expulsion 
unless the superintendent or the principal of the school in which the pupil is enrolled 
determines that the pupil has committed an act as defined pursuant to one or more of 
subdivisions (a) to (r), inclusive: 
 


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


b) Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other 
dangerous object unless, in the case of possession of any object of this type, 
the pupil had obtained written permission to possess the item from a 
certificated school employee, which is concurred in by the principal or the 
designee of the principal.  


c) Unlawfully possessed, used, sold, or otherwise furnished, or been under the 
influence of any controlled substance.  


d) Unlawfully offered, arranged, or negotiated to sell any controlled substance.  
e) Committed or attempted to commit robbery or extortion.  
f) Caused or attempted to cause damage to school property or private property.  
g) Stolen or attempted to steal school or private property.  
h) Possessed or used tobacco, or any products containing tobacco or nicotine 


products, including, but not limited to, cigarettes, cigars, miniature cigars, 
clove cigarettes, smokeless tobacco, snuff, chew packets, and betel. However, 
this section does not prohibit use or possession by a pupil of his or her 
prescription medications.  


i) Committed an obscene act or engaged in habitual profanity or vulgarity.  
j) Had unlawful possession of, or unlawfully offered, arranged or negotiated to 


sell any drug paraphernalia.  
k) Disrupted school activities or otherwise willfully defied the valid authority 


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


l) Knowingly received stolen school property or private property.  
m) Possessed an imitation firearm. As used in this section, “imitation firearm” 


means a replica of a firearm as to substantially similar in physical properties to 
an existing firearm as to lead a reasonable person to conclude that the replica 
is a firearm.  


n) Committed or attempted to commit sexual assault.  
o) Harassed, threatened, or intimidated a pupil who is a complaining witness or 


witness in a school disciplinary proceeding for the purpose of either preventing 
that pupil from being a witness or retaliating against that pupil for being a 
witness, or both.  


p) Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription 
drug Soma. 
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q) Engaged in, or attempted to engage in, hazing. For purposes of this 
subdivision, "hazing" means a method of initiation or preinitiation into a pupil 
organization or body, whether or not the organization or body is officially 
recognized by an educational institution, which is likely to cause serious bodily 
injury or personal degradation or disgrace resulting in physical or mental harm 
to a former, current, or prospective pupil. For purposes of this subdivision, 
"hazing" does not include athletic events or school-sanctioned events. 


r) Engaged in an act of bullying. For purposes of this subdivision, the following 
terms have the following meanings: 


1. "Bullying" means any severe or pervasive physical or verbal act or 
conduct, including communications made in writing or by means of an 
electronic act, and including one or more acts committed by a pupil or 
group of pupils as defined in Section 48900.2, 48900.3, or 48900.4, 
directed toward one or more pupils that has or can be reasonably 
predicted to have the effect of one or more of the following: 
a. Placing a reasonable pupil or pupils in fear of harm to that pupil's or 


those pupils' person or property. 
b. Causing a reasonable pupil to experience a substantially detrimental 


effect on his or her physical or mental health. 
c. Causing a reasonable pupil to experience substantial interference 


with his or her academic performance. 
d. Causing a reasonable pupil to experience substantial interference 


with his or her ability to participate in or benefit from the services, 
activities, or privileges provided by a school. 


1. Electronic act" means the transmission, by means of an electronic 
device, including, but not limited to, a telephone, wireless telephone, or 
other wireless communication device, computer, or pager, of a 
communication, including, but not limited to, any of the following: 


i. A message, text, sound, or image 
ii. A post on a social network Internet Web site including, but not 


limited to: 
1. Posting to or creating a burn page. "Burn page" means An 


Internet Web site created for the purpose of having one or 
more of the effects listed in paragraph (1). 


2. Creating a credible impersonation of another actual pupil 
for the purpose of having one or more of the effects listed 
in paragraph 


3. Credible impersonation" means to knowingly and without 
consent impersonate a pupil for the purpose of bullying 
the pupil and such that another pupil would reasonably 
believe, or has reasonably believed, that the pupil was or 
is the pupil who was impersonated. 


iii. Creating a false profile for the purpose of having one or more of 
the effects listed in paragraph (1). "False profile" means a profile 
of a fictitious pupil or a profile using the likeness or attributes of 
an actual pupil other than the pupil who created the false profile. 
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1. Notwithstanding paragraph (1) and subparagraph (A), an 
electronic act shall not constitute pervasive conduct solely 
on the basis that it has been transmitted on the Internet or 
is currently posted on the Internet. 


2. "Reasonable pupil" means a pupil, including, but not 
limited to, an exceptional needs pupil, who exercises 
average care, skill, and judgment in conduct for a person 
of his or her age, or for a person of his or her age with his 
or her exceptional needs. 


 
A pupil may not be suspended or expelled for any of the acts listed above unless that 
act is related to school activity or school attendance occurring within a school under 
the jurisdiction of the superintendent or principal or occurring within any other school 
district. A pupil may be suspended or expelled for acts which are enumerated in this 
section and related to school activity or attendance that occur at any time, including 
but not limited to, any of the following:  
 


a) While on school grounds.  
b) While going to or coming from school.  
c) During the lunch period, whether on or off the campus. 
d) During, or in route to and from, a school sponsored activity. 


 
 
Expulsion Policies under Education Code 48915:  
The principal shall recommend the expulsion of a pupil for any of the following 
committed at school or school activity off school grounds, unless the principal or 
superintendent finds an expulsion is inappropriate, due to the particular 
circumstance: 
  


a) Causing serious physical injury to another person, except in self-defense.  
b) Possession of any knife, explosive, or other dangerous object of no 


reasonable use to the pupil.  
c) Unlawful possession of any controlled substance, as defined under Ed. Code.  
d) Robbery or extortion.  
e) Assault or battery on any school employee, as defined in Sections 240 and 


242 of the Penal Code. 
 
Mandatory Recommendation for Expulsion  
The principal, or superintendent of schools shall immediately suspend, pursuant to 
Section 48911, and shall recommend expulsion of a pupil that he or she determines 
has committed any of the following acts at school or at a school activity off school 
grounds: 
 


a) Possessing, selling, or otherwise furnishing a firearm. This subdivision does 
not apply to an act of possessing a firearm if the pupil has obtained prior 
written permission to possess the firearm from a certificated school employee, 
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which is concurred in by the principal or the designee of the principal. This 
subdivision applies to an act of possessing a firearm only if an employee of a 
school district verifies the possession.  


b) Brandishing a knife at another person  
c) Unlawfully selling a controlled substance as defined by Education Code  
d) Committing or attempting to commit a sexual assault as defined in the 


Education Code  
 


48900.2.  
In addition to the reasons specified in Section 48900, a pupil may be suspended from 
school or recommended for expulsion if the superintendent or the principal of the 
school in which the pupil is enrolled determines that the pupil has committed sexual 
harassment as defined in Section 212.5. 


For the purposes of this chapter, the conduct described in Section 212.5 must be 
considered by a reasonable person of the same gender as the victim to be sufficiently 
severe or pervasive to have a negative impact upon the individual’s academic 
performance or to create an intimidating, hostile, or offensive educational 
environment.  This section shall not apply to pupils enrolled in kindergarten and 
grades 1 to 3, inclusive. 
  
48900.3. 
In addition to the reasons set forth in Sections 48900 and 48900.2, a pupil in any of 
grades 4 to 12, inclusive, may be suspended from school or recommended for 
expulsion if the superintendent or the principal of the school in which the pupil is 
enrolled determines that the pupil has caused, attempted to cause, threatened to 
cause, or participated in an act of, hate violence, as defined in subdivision (e) of 
Section 233. 
  
48900.4.  
In addition to the grounds specified in Sections 48900 and 48900.2, a pupil enrolled 
in any of grades 4 to 12, inclusive, may be suspended from school or recommended 
for expulsion if the superintendent or the principal of the school in which the pupil is 
enrolled determines that the pupil has intentionally engaged in harassment, threats, 
or intimidation, directed against a pupil or group of pupils, that is sufficiently severe or 
pervasive to have the actual and reasonably expected effect of materially disrupting 
class work, creating substantial disorder, and invading the rights of that pupil or group 
of pupils by creating an intimidating or hostile educational environment. 
  
48900.7.  
a. In addition to the reasons specified in Sections 48900, 48900.2, 48900.3, and 


48900.4, a pupil may be suspended from school or recommended for expulsion 
if the superintendent or the principal of the school in which the pupil is enrolled 
determines that the pupil has made terrorist threats against school officials or 
school property, or both. 


b. For the purposes of this section, “terrorist threat” shall include any statement, 
whether written or oral, by a person who willfully threatens to commit a crime 
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which will result in death, great bodily injury to another person, or property 
damage in excess of one thousand dollars ($1,000), with the specific intent that 
the statement is to be taken as a threat, even if there is no intent of actually 
carrying it out, which, on its face and under the circumstances in which it is 
made, is so unequivocal, unconditional, immediate, and specific as to convey to 
the person threatened, a gravity of purpose and an immediate prospect of 
execution of the threat, and thereby causes that person reasonably to be in 
sustained fear for his or her own safety or for his or her immediate family’s 
safety, or for the protection of school district property, or the personal property of 
the person threatened or his or her immediate family. 
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Staff Notification of Dangerous Students 
  
Staff Notice of Dangerous Students 
  
EC 49079 requires teacher notification of students committing or 
reasonably suspected of committing a “dangerous act” within the last 3 
years (EC 48900 except tobacco and nicotine). A student who has, or is 
reasonably suspected of having violated Section 48900 [except (h)], 
48900.2, 48900.3, and 48900.4 falls into this category.  The information 
has to be shared in a confidential manner with teachers as appropriate. 
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Sexual Harassment Policy 
 


The Governing Board is committed to maintaining a safe school environment that is free from 
harassment and discrimination.  The Board prohibits sexual harassment of students, at school or at 
school-sponsored or school-related activities.  The Board also prohibits retaliatory behavior or action 
against any person who files a complaint, testifies, or otherwise participates in district complaint 
processes. 
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 1312.3 - Uniform Complaint Procedures) 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
(cf. 5131 - Conduct) 
(cf. 5131.2 - Bullying) 
(cf. 5137 - Positive School Climate) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction) 
 


Instruction/Information 
The Superintendent or designee shall ensure that all district students receive age-
appropriate instruction and information on sexual harassment. Such instruction and 
information shall include: 
1. What acts and behavior constitute sexual harassment, including the fact that sexual 


harassment could occur between people of the same sex and could involve sexual 
violence 


2. A clear message that students do not have to endure sexual harassment 
3. Encouragement to report observed instances of sexual harassment, even where the 


victim of the harassment has not complained 
4. Information about the district's procedure for investigating complaints and the 


person(s) to whom a report of sexual harassment should be made 
5. Information about the rights of students and parents/guardians to file a criminal 


complaint, as applicable 
 
Complaint Process 
Any student who feels that he/she is being or has been sexually harassed on school grounds 
or at a school-sponsored or school-related activity (e.g., by a visiting athlete or coach) shall 
immediately contact his/her teacher or any other employee.  An employee who receives such 
a complaint shall report it in accordance with administrative regulation. 
 
Confidentiality and Record-Keeping 
All complaints and allegations of sexual harassment shall be kept confidential except as 
necessary to carry out the investigation or take other subsequent necessary action.  (5 CCR 
4964) 
 
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information) 
(cf. 5125 - Student Records) 
 
The Superintendent or designee shall maintain a record of all reported cases of sexual 
harassment to enable the district to monitor, address, and prevent repetitive harassing 
behavior in the schools. 
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Dress Code Policy 
DRESS AND GROOMING In cooperation with teachers, students and parents/guardians, the principal 
or designee shall establish school rules governing student dress and grooming which are consistent 
with district policy and regulations. These school dress codes shall be regularly reviewed.  
The following guidelines shall apply to all regular school activities:  
 
DRESS CODE GUIDELINES  
 
Jefferson District is noted for the outstanding appearance of its students. Wearing extreme fashions is 
not conducive to a quality educational atmosphere and has no place in Jefferson School District. In 
keeping with this philosophy of good style and taste, the following rules apply to all regular school 
activities:  
 
1. Clothing should be in good repair and reflect modest taste.  
 
2. Students are to come to school dressed for learning and for playing.  
 
a. Shirts are not permitted to be low-cut, strapless, off the shoulder, halter top or backless. Shirts 
without sleeves must have a strap that is equal to or greater than four of the student’s fingers. All shirts 
must be long enough (without having to be pulled into place) so that they could be tucked in (and 
would realistically remain tucked in) if necessary. This rule applies regardless of changing weather 
throughout the warmer months.  
 
b. All pants, shorts, skirts and dresses need to be an appropriate length and size so as not to expose 
a student’s posterior or undergarments. Pants, shorts, skirts and dresses shall not be tight fitting or 
shorter than a student’s extended fingertips. Pajama pants are not allowed except on designated spirit 
days. Leggings and yoga pants are allowed with an over garment that is fingertip length. Pants must fit 
at the waist and should not be more than one size too large, sagging is not permitted. Pants, shorts 
and skirts shall be free of holes above the extended fingertips.  
 
c. Students need to wear shoes that will allow them to run and play. All footwear must have straps or 
enclosed backs. Flip flops and slippers are not allowed.  
 
d. Students are not permitted to wear baseball caps, hats, knit caps, visors, and hoods in class, 
assemblies, or in any indoor school function. Outdoors, hats must be worn forward facing.  
 
3. All clothing, jewelry, backpacks, and other personal items shall be free of writing, pictures and/or 
other insignia which are crude, vulgar, profane, sexually suggestive, gang related, or depict nudity or 
weapons. In addition, clothing or personal items shall not exhibit drug, alcohol or tobacco references, 
or advocate racial, ethnic or religious prejudice.  
 
4. Any clothing or accessory that may be deemed dangerous, i.e. wallets with chains, steel-toed boots, 
items with spikes or studs, and belts worn long are unacceptable.  
 
5. Any clothing which may be disruptive to the school environment or deemed offensive by school 
personnel is prohibited.  
 
Students who are considered to be in violation of the Jefferson School District Dress Code shall be 
referred to the principal or the designee.  
a. First offense: The student’s parent/guardian shall be contacted and may be asked to meet with 
school staff. The student will be required to wear loaner clothes or call home for a change of clothes.  
b. Second offense: The student’s parent/guardian shall be contacted and may be asked to meet with 
school staff. The student will be required to wear loaner clothes or call home for a change of clothes. 
The student shall be assigned detention as determined appropriate by the principal or the designee.  
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c. Third offense: The student’s parent/guardian shall be contacted and may be asked to meet with 
school staff. The student will be required to wear loaner clothes or call home for a change of clothes. 
The principal or the designee shall assign the student ten hours of community service to be performed 
within thirty calendar days.  
 
d. Fourth and subsequent offenses: The student shall be suspended for a period of 1-5 days as 
determined by the principal or the designee.  
In order to discourage the influence of gangs and gang related apparel, Unauthorized Group 
Apparel is prohibited and the following rules shall apply:  
 
1. Jewelry, accessory, notebook or manner of grooming (including haircuts) which by virtue of its color, 
arrangement, trademark or any other attribute denotes membership in an unauthorized group or group 
is prohibited.  
 
2. Clothing or articles of clothing (including but not limited to gloves, bandanas, shoestrings, 
wristbands, hats, lanyards, belts, jewelry) related to unauthorized groups that may provoke others to 
acts of violence are prohibited.  
 
3. Belt buckles with initials or red, blue, or brown web belts, belts hanging out of pants are prohibited.  
 
4. Gloves, towels, suspenders or other items hanging from rear pants pockets or from belt are 
prohibited. Students may not wear one pant leg rolled up.  
 
5. Excessive clothing items (2 or more) of predominately one color that symbolize unauthorized group 
apparel are prohibited.  
 
Because symbols are constantly changing, definitions of unauthorized group apparel may be reviewed 
and updated whenever related information is received by administrators and/or school safety 
committee. If a student is determined to have violated the dress code by wearing unauthorized group 
colors, he/she will be banned from wearing specific colors or any unauthorized group related apparel.  
The following consequences will be implemented for a violation of any one of the above:  
 
a. First Offense: Parent/guardian contact. Student sent home to change clothes or provided with 
alternative clothing, Confiscation of unauthorized group-related jewelry accessory, notebook etc. 
Possible 1-5 day suspension.  
 
b. Second Offense: Parent/guardian conference and 1-5 day suspension.  
 
c. Third Offense: Parent/guardian contact. Minimum of five (5) day suspension Report to law 
enforcement agency.  
 
d. Fourth and subsequent offenses: Parent/guardian contact. Minimum of five (5) day suspension and 
recommendation for expulsion. Report to law enforcement agency.  
 
No grade of a student participating in a physical education class shall be adversely affected if the 
student does not wear standardized physical education apparel because of circumstances beyond the 
student’s control. (Education Code 49066)  
The principal, staff, students, and parent/guardians at each school may establish reasonable dress 
and grooming regulations for times when students are engaged in extracurricular or other special 
school activities.  
Students who participate in a nationally recognized youth organization shall be allowed to wear 
organization uniforms on days when the organization has a scheduled meeting. (Education Code 
35183) 
 







18 
 


Procedures for Safe Ingress and Egress  
Beyond planning for daily ingress/egress routes and emergency 
evacuation routes, schools must plan for assisting students, staff and 
visitors with disabilities.   Under the Americans with Disabilities Act of 
1990, individuals who are deaf/hard of hearing, blind/partially sighted, 
mobility impaired and/or cognitively/emotionally impaired must be 
assisted. 
  
A. Schools must include plans for: 
1. Identifying the population of people with disabilities.  See student IEP, 


504 or Individualized Student Health Plan. 
2. Determining proper signage and equipment.  
3. Training staff to assist individuals with disabilities.  
4. Coordinating with emergency response personnel.  
  
B. Planning 
      It is recommended that schools identify the location of potential 


evacuation sites based on the potential circumstances that may 
cause movement/relocation of the school population in the event of 
an emergency. 


  
C.   Evacuation Routes 


Refer to the attached school map at the conclusion of this document, 
which identifies evacuation routes during emergency 
evacuations.  Staff members that have students with disabilities need 
insure those students receive proper evacuation.  
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School Discipline 
A.   Statement of Rules and Procedures on School Discipline  
Education Code 44807: 
“Every teacher in the public schools shall hold pupils to a strict account 


for their conduct on the way to and from school, on the playgrounds, 
or during recess. A teacher, vice principal, principal, or any other 
certificated employee of a school district, shall not be subject to 
criminal prosecution or criminal penalties for the exercise, during the 
performance of his duties, of the same degree of physical control 
over a pupil that a parent would be legally privileged to exercise but 
which in no event shall exceed the amount of physical control 
reasonably necessary to maintain order, protect property, or protect 
the health and safety of pupils, or to maintain proper and appropriate 
conditions conducive to learning.” 


  
B. Notification to Students and Parents 
  
Education Code 35291: 
1. Parents and students shall be notified of the District and school site 


rules pertaining to student discipline at the beginning of the first 
semester, and at the time of enrollment for students who enroll 
thereafter. 


2. The discipline policy shall be reviewed annually with input from the 
discipline team, site administrators, campus security, staff, 
students, and parents. 


  
C. Site Discipline.  A copy of the school discipline plan is distributed to 


parents/students on the first day of school or on the first enrollment 
day.  


  
D. Staff Training.  All school personnel review the emergency 


procedures annually at the beginning of the new school year. 
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Response Actions 
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Stand by Alert 
 


This action is used to alert the staff and students and place them 
on Stand By until further instructions. 


  
Announcement 
If time permits, the Incident Commander (or his/her designee) will 
make the following announcement on the PA system or other 
communication systems (i.e. phone, email, messenger, etc.). 
  


“ATTENTION PLEASE. STAND BY FOR ADDITIONAL 
INFORMATION.  STAND BY FOR ADDITIONAL 
INFORMATION.” 


  
Description of Action 
1.  If inside, teachers will hold students in classrooms until further 
instructions. 
2.  If outside, teachers will assemble students into a single location. 
  
For all situations, remain on Stand By until further instructions or an 
All Clear signal is given. 
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Duck, Cover, and Hold 
 


This action is used to protect students and staff from flying or 
falling debris. 
  
Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is not 
available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, etc.). 


  
“ATTENTION PLEASE. DUCK, COVER AND HOLD.  DUCK, 
COVER, AND HOLD.  ADDITIONAL INFORMATION TO 
FOLLOW.” 
  
Description of Action 
If inside — 


1.     Drop to knees 
2.     Get under desk and remain facing away from windows  
3.     Clasp one hand behind neck and use other hand to hold  
        onto desk/table 
4.     Bury face in arms  
5.     Make body as small as possible 
6.     Close eyes and cover ears with forearms. 


  
If outside— 


1.     Drop to knees 
2.     Clasp both hands behind neck 
3.     Bury face in arms 
4.     Make body as small as possible 
5.     Close eyes and cover ears with forearms. 
6.     Avoid glass and falling objects 
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Evacuation of Building 
  


This action is used after the decision is made that it is unsafe to 
remain in the building. 


   
Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is not 
available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, etc.). 
  
“ATTENTION PLEASE.  EVACUATE THE BUILDING.  EVACUATE 
THE BUILDING.” 


  
Description of Action 


  
1.   Evacuate the building(s) using designated routes to the 


assigned Assembly Area.  Once assembled, stay in place until 
further instructions. 


  
2.   Teacher will secure the student roster when leaving the building 


and take attendance once the class is assembled in their 
designated area. 
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Off-Site Evacuation 
  


This action is used after the decision is made that it is safer to 
leave the campus than to remain on site. 


  
Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is not 
available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, etc.). 
  
“ATTENTION PLEASE.  OFF-SITE EVACUATION WHEN 
DISMISSAL BELL RINGS.  OFF-SITE EVACUATION WHEN 
DISMISSAL BELL RINGS.” 


  
Description of Action 


  
1. The Incident Commander will direct the best means to evacuate 


the campus and proceed to a pre-designated safe location.  This 
may include school buses, cars, or walking. 


2.   Secure the student roster when leaving the building and take 
attendance once the class is assembled in a pre-designated safe 
location. 


3.    Teachers will direct students to Jefferson Business Park 
Address:  7505 W. Linne Road, Tracy, CA  95304 
for the offsite evacuation. 
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Reverse Evacuation 
  


This action is used to rapidly and safely move people inside a 
facility when it would be dangerous to remain outside.  Reverse 
Evacuation is appropriate when: 
 


1. People are located outside, such as on the playgrounds, on 
the sports field, on the blacktop, or at an outdoor event 
 


2. The danger necessitates a school lockdown or shelter in 
place, such as an armed intruder, armed intruder, a threat in 
the surrounding community, or hazmat situation.   


 
3. The threat or danger is a safe distance away that allows you 


access into a building or structure for safety.   
 
Reverse evacuation is most commonly used before / after school, 
during breaks / passing periods, during lunch, or when classes are 
outside, such as, physical education (PE) 
 
This action should be evaluated during a school lockdown and if 
appropriate, should be taken.   
 
If it is not safe to reverse evacuate, then refer to the “If Outside” 
section of the “Lockdown” procedure.   
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Shelter in Place 
  


This action is used after a decision is made that being indoors would provide a 
greater level of protection to students and staff. 


  
Announcement 
The Incident Commander (or his/her designee) will make the following 
announcement on the PA system.  If the PA system is not available, use other 
means of communication, (i.e. send messengers to deliver instructions, email, 
etc.). 
  


“ATTENTION PLEASE. SHELTER IN PLACE.  DO NOT LEAVE THE 
BUILDING.  DO NOT LEAVE THE BUILDING.  IF YOU ARE OUTSIDE, 
MOVE INSIDE.  ADDITIONAL INFORMATION TO FOLLOW.” 


  
Description of Action 
  


If inside: 
 


1. Keep students in classrooms pending further instructions. 
2. If outside, direct students into the nearest classroom or school 


building.  Consider the proximity of the identified hazard.  If necessary, 
proceed to an alternative indoor location.  A room of a building located 
upwind of the identified hazard is preferred and ideal. 


2. Secure and lock all doors 
3. Close all windows and window coverings 
4. Account for all students 
5. Do not allow anyone to leave the secure room until ALL CLEAR 


message is received. 
6. Students should take their seats and lessons can continue until the 


SHELTER IN PLACE response is lifted. 
7. Passing periods and lunch should be disregarded until SHELTER IN 


PLACE 
 
If outside: 


 
1. Reverse Evacuate - Attempt to get into nearest building and secure in that 


building (Refer to Reverse Evacuation) 
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School Lockdown 
  
This action is used when a threat of violence, armed intruder, gunfire, or 
active threat/armed intruder is present, and it is necessary to prevent the 
perpetrator(s) from entering occupied areas that CAN BE secured. 
  
Announcement 
The Incident Commander (or his/her designee) will make the following 
announcement on the PA system.  If the PA system is not available, use 
other means of communication, (i.e. send messengers to deliver 
instructions, email, calling trees, etc.). 
  
“ATTENTION PLEASE. INITIATE LOCK DOWN. REPEAT, INITIATE 
LOCK DOWN.” 
  
Description of Action 
  
IF INSIDE, staff members are to: 
  
1. Lock doors and sit/lie on the floor away from doors and windows, 


consider spreading out in the room, using cover and 
concealment.  Also consider hiding behind desks, cabinets, and in 
closets. 


2.  Close any shades and/or blinds if it appears safe to do so. 
3. Turn off the lights. 
4. Blockade the door with heavy furniture / objects. 
5. Once room is secured, do not answer or open door. 
6. Do not allow anyone to leave secure room until ALL CLEAR 


message is received. 
7. Remain concealed until police or a recognized staff member assures 


it is safe to unlock the doors.  
8. Do not use cell phones or computers until directed to do so, unless 


notifying police or relaying vital information. 
9. Be as quiet as possible. 
10. Consider arming yourself with objects in the room to protect yourself 


against the armed intruder (i.e., stapler, tape dispenser, cell phone, 
any blunt heavy object) 
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IF OUTSIDE  
 
1. Get low & look for cover and a place to conceal yourself.  


◦ Low crawl if necessary. 
2. Look for an open room and lock yourself inside 


◦ Bathroom 
◦ Closet 


3. If possible and unable to get into a concealed location, refer to the 
RUN / HIDE / FIGHT portion of this procedure. 


4. Remain calm and stay quiet 
5. If able, w/o giving away your position, call the police and let them 


know where you are located. 
 
If your class is outside during a lockdown, or if a lockdown is 
initiated before / after school, during lunch, or during passing 
periods. 
 
During a lockdown, as a class, if you can safely reverse evacuate, you 
should do so. 
 
If you are unable to reverse evacuate (as a class) during a lockdown or 
you are unable to get into a building/room prior to it being secured, refer 
to the RUN / HIDE / FIGHT portion of this procedure.  
  
If you are NOT in a secured location or your location is compromised, 
you should RUN. Running should be in a zig-zagged path. 
  
If there is an accessible escape path, attempt to evacuate the premises. 
Be sure to:            


  
1.     Have an escape route and plan in mind 
2.     Evacuate regardless of whether others agree to follow 
3.     Leave your belongings behind 
4.     Help others escape, if possible 
5.     Prevent individuals from entering an area where the armed intruder    


  may be present 
6.     Keep your hands visible 
7.     Follow the instructions of any police officers 
8.     Do not attempt to move wounded people 
9.     Call 911 when you are safe 
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HIDE – Once you have escaped danger or are out of danger, you should: 
  
Find a place to hide where the armed intruder is less likely to find you. 
  


1.     Your hiding place should: 
  


a. Be out of the armed intruder’s view 
b. Get low and look for a location to conceal yourself 
c. Provide protection if shots are fired in your direction (i.e., 


an office, bathroom, or closet with a closed and locked 
door) 


d. Not trap you or restrict your options for movement 
e. Consider moving to a new location if the situation changes 


and your current hiding position is no longer safe. 
  


2.   If you are unable to get to a concealed or secure location, run to 
a remote area and/or flee from danger 


  
3.   If able to do so and without giving away your position, call/text the 


police or someone you know to let them know where you are 
located  


 
  
FIGHT - As a last resort, and only when your life is in imminent danger, 
attempt to disrupt and/or incapacitate the armed intruder by: 
  


1. Act as aggressively as possible against the threat 
2. Throwing items and improvising weapons (i.e., stapler, tape 


dispenser, cell phone, any blunt heavy object).  Aim your 
attack at the intruders head, face, neck and especially eyes.   


3. Yelling 
4. Committing to your actions 
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All Clear Alert 
 
This action is used after the decision is made that normal school 
operations can resume. 
  


Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is 
not available, use other means of communication, (i.e. email, 
calling tree, send messengers to deliver instructions, etc.). 


  
BELL WILL RING “ATTENTION PLEASE.  ALL 
CLEAR.  ALL CLEAR.  THANK YOU.” 


  
Description of Action 
1.   This action signifies the emergency is over. 
2.   If appropriate, teachers should immediately begin 


discussions and activities to address students’ fear, anxiety, 
etc. 
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Intruder All Clear Alert 
  
This action is used after the decision is made that normal school 
operations can resume. 
  


Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is 
not available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, etc.). 


  
BELL WILL RING “ATTENTION PLEASE.  ALL 
CLEAR.  ALL CLEAR.  THANK YOU.” 


  
Description of Action 
1.  This action signifies the emergency is over. 
2.  If appropriate, teachers should immediately begin discussions  


  and activities to address students’ fear, anxiety, etc. 
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Parent Alert 
  


1.  Secretary will activate emergency voice message. 
2.  The School Districts’ technology-based parent notification and 


school-to-home communication system will be activated.  This 
system will allow the Incident Command Team the ability to send 
communications to identified parents and faculty. 


  
The School Districts’ notification system will be utilized to provide 
communications to parents during emergency response 
situations on site.  Under the Incident Commander’s direction, 
the Site Public Information Officer will be responsible for 
developing outgoing messages (email or phone message, 
whichever is appropriate for the given situation) and transmitting 
them to the parent community. 
  
In the event that the School District’s notification system is not 
functional, the site Public Information Officer and site staff, 
designated by the Incident Commander to assist, will contact 
parents via phone and or email with information provided on the 
Student Emergency Form. 
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Student Release/ Parent Process of Pick-up 
  
In the event of the disaster or local emergency, the District’s custodial 
responsibility of students may be extended beyond the range of normal 
operating hours.  The following guidelines are to be followed for the 
release of students, unless otherwise direct by the Police Department: 
  


 Guardian/designee will present Student Attendance/ Release 
Team member with a picture ID. 


 Student Attendance/ Release Team member will verify ID with 
the Student Emergency Cards on file. 


 Upon positive verification of identification with the Student 
Emergency Card, notify the Student Supervision Team to 
release or escort student to the pick-up area. 


 In order for a student to be reunified with their guardian, the 
guardian/designee must sign the Emergency Student Release 
Card upon reunification of student with guardian. 


 If students are released to a medical facility, the student’s 
name, school, address and phone number, if known, must be 
written in permanent ink on the student’s body. 
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Reunification 
After a mass casualty or critical incident it is important to quickly reunite 
survivors with their loved ones.  The District’s custodial responsibility of 
students may be extended beyond the range of normal operating 
hours.  When it is necessary to perform an off campus evacuation, the 
following guidelines are to be followed for the release of students, unless 
otherwise direct by the Police Department: 
  


 A designated off-campus location will be made by the Incident 
Commander (or his or her designee). 


 Security and supervision will be in place prior to any students 
being transported to the off site location.   


 Transportation services will be contact and arranged by the 
Incident Commander (or his or her designee). 


 If necessary, counselors should be contacted and respond to the 
reunification site.   


 The following protocols should be followed: Protocols for 
notification, information release, orderly check-in, check-out, 
record keeping, and release of minors to adults. 


 The Student Attendance / Release Team should be in place prior 
to student arriving.   


 Guardians will present Student Attendance/ Release Team 
member with a picture ID. 


 Student Attendance/ Release Team member will verify ID with the 
Student Emergency Cards on file. 


 Upon positive verification of identification with the Student 
Emergency Card, notify the Student Supervision Team to release 
or escort student to the pick-up area. 


 Upon reunification of student with guardian, instruct guardian to 
sign Emergency Student Release Log sheet entry of student 
indicating release of student. 


 If students are released to a medical facility, the student’s name, 
school, address and phone number, if known, must be written in 
permanent ink on the student’s body. 


After a critical incident, you should remember that the incident may be criminal 
and investigated by law enforcement.  If it is an active investigation, witnesses 
and victims may need to be contacted by law enforcement delaying the 
reunification.  Witnesses and victims may need to be separated to keep the 
integrity of the investigation.   
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School Closure 
  
In the event that an emergency incident has rendered the site inoperable 
and uninhabitable, the Site Incident Commander will consult with the 
Superintendent with an update on the status of the site and 
situation.  After conferring and receiving instructions from the 
Superintendent to close the school site: 
            
During school hours with staff and students on site: 
  


 Site Incident Commander will activate the Off-Site Evacuation 
Response. 


 Site Incident Commander or designee will Activate Parent 
Notification System to alert parents of new location of student 
assembly. 


 Update District EOC or District Public Information Officer of 
new student assembly area. 


  
After school hours with staff and students off site: 
  


 Site Incident Commander will alert Command Team and 
Activate School District’s Parent Notification System to school 
closure. 
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Information Provided to Police Dispatcher or 911 Operator 
  
When reporting an emergency to law enforcement it is important to 
provide as much information as possible.  Allow the call-taker to be in 
control of the conversation and ask the questions.  Remember to remain 
calm.  Officers are often responding even though you are still providing 
information to the call-taker.  Below is some of the information that must 
be provided depending on the nature of the emergency.  
  


1. Address and location of incident. 
2. Nature of emergency, threat (i.e. armed intruder, active 


threat/armed intruder, suspicious package, bomb threat). 
3. Precise location of the threat, intruder, active threat/armed intruder, 


suspicious package, bomb threat. 
4. Number of suspects, if more than one. 
5. Physical description of suspects(s) (describe race, gender, height, 


weight, build, hair color / style / length, facial hair, clothing head to 
toe, and anything that stands out; such as, tattoos, hat, glasses, 
disguise. 


6. Number and type of weapons held by the active threat/armed 
intruder. 


7. Number of potential victims at the location. 
8. Possible lookouts. 
9. Suspicious vehicle(s) that may belong to the suspect(s). 
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Emergency Procedures 
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Earthquake 
  
Upon the first indication of an earthquake, teachers should direct 
students to Duck, Cover, and Hold.  Follow the procedures listed below 
for all earthquake events: 
  


1. Avoid glass and falling objects.  Move away from windows, heavy 
suspended light fixtures, and other overhead hazards.  When the 
shaking stops, the Incident Commander (or his/her designee) will 
issue the All Clear Response.  Use designated routes and proceed 
directly to the assembly area.  Teachers shall notify the Student 
Attendance/Release Team of missing students. 


2. The Incident Commander (or his/her designee) to direct the 
Security Team to post guards a safe distance away from building 
entrances to prevent access. 


3. Warn all school personnel to avoid touching electrical wires. 
4. First Aid Team will check for injuries and provide appropriate first 


aid. 
5. The Incident Commander (or his/her designee) will direct the 


Facility Team to turn off water, gas, and electrical and to alert 
appropriate utility company of damages. 


6. If the area appears safe, the Search and Rescue team will be 
cleared by the Incident Commander (or his/her designee) to make 
an initial inspection of the school buildings.  


7. The Incident Commander (or his/her designee) will contact the 
Office of the District Superintendent to determine if additional 
actions are deemed necessary. 


  
In the event an earthquake occurs during non-school hours: 


1. The Incident Commander and Identified Maintenance/ Facilities 
Personnel will assess damages to determine needed corrective 
actions.  For apparent damages, contact the District 
Superintendent to determine if the school should be closed. 


2. If the school must be closed, notify staff members and students as 
identified in School Closure Response Procedure. 


 
  
  







39 
 


Fire on School Grounds 
  
In the event of a fire on school grounds, the following procedures should 
be implemented: 
1. Upon discovery of a fire, direct all occupants out of the building and 


report the fire to the Incident Commander. 
2. The Incident Commander (or his/her designee) will immediately issue 


the EVACUATION OF BUILDING action.  Students and staff will 
evacuate buildings using the evacuation routes or other safe routes 
and proceed directly to the Assembly Area.  Teachers will take student 
roster and take attendance to account for students. Teachers will 
notify Student Attendance/Release Team of missing students. 


3. The Incident Commander (or his/her designee) will call “911” to 
provide the exact location (e.g., building, room, area) of the fire. 


4. The Security Team will secure the area to prevent unauthorized entry 
and keep access roads clear for emergency vehicles. 


5. Search and Rescue Leader will direct the fire department to the fire 
and brief fire department official on the situation. 


6. The Facilities Team will notify the appropriate utility company of 
damages. 


7. The Incident Commander (or his/her designee) will notify the District 
Superintendent’s Office and Maintenance and Operations of the fire.  


8. If appropriate the Incident Commander (or his/her designee) will 
implement the PARENT ALERT SYSTEM. 


9. For any fires on campus, the Incident Commander and District 
Superintendent will determine whether the school will resume 
operations and/ or open the following day. 
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Fire in Surrounding Area 
  
In the event of a fire in the surrounding area, the following procedures 
should be implemented: 


1. The Incident Commander (or his/her designee) will initiate the 
appropriate immediate response actions, which may 
include:  STAND BY ALERT, SHELTER-IN-PLACE, SECURE 
BUILDING, EVACUATION OF BUILDING or OFF-SITE 
EVACUATION. 


2. The Incident Commander (or his/her designee) will call “911” to 
provide the exact location (e.g., building, room, area) of the fire. 


3. The Incident Commander (or his/her designee) will activate the 
Security Team to secure the area to prevent unauthorized entry 
and keep access roads clear for emergency vehicles. 


4. The Incident Commander (or his/her designee) will work with the 
fire department to determine if school grounds are threatened by 
the fire, smoke, hazardous atmospheres, or other conditions.  The 
Incident Commander or designee will maintain open 
communication with the fire department. 


5. If the Incident Commander or designee issues the EVACUATION 
OF BUILDING action.  Students and staff will evacuate buildings 
using the evacuation routes or other safe routes and proceed 
directly to the Assembly Area.  Teachers will take student roster 
and take attendance to account for students. Teachers will notify 
Student Attendance/Release Team of missing students. 


6. The Incident Commander (or his/her designee) will access local 
radio station for emergency information. 


7. In the event of a loss of water or other utilities, the Incident 
Commander will refer to the Power Outage/ Loss of Utilities 
Procedure. 


8. If appropriate, the Incident Commander or designee will implement 
the PARENT ALERT SYSTEM. 


9. The Incident Commander or designee will notify the District 
Superintendent, Maintenance and Operations of the emergency 
situation. 
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Explosion / Bomb Threat 
  
There are three possible scenarios involving the explosion/bomb 
threat.  Determine which scenario applies and implement the appropriate 
response procedures described below. 
   
Scenario 1:  Explosion on school property 
Scenario 2:  Explosion or credible bomb threat in surrounding area. 
Scenario 3:  Bomb threat on school property 
  
Scenario 1:  Explosion on School Property 


  
1. Upon explosion and depending on the proximity of the explosion 


and affected area(s) all persons should: DUCK, COVER, AND 
HOLD, or EVACUATE BUILDING. 


2. The Incident Commander will consider the possibility of another 
imminent explosion and take appropriate action. 


3. After the blast, the Incident Commander will initiate another 
Response Action, which may include:  SHELTER-IN-PLACE, 
SECURE BUILDING, EVACUATE BUILDING, or OFF-SITE 
EVACUATION. 


4. If the explosion occurred within the school buildings, Incident 
Commander will issue EVACUATE BUILDING action to the 
affected building or entire school.  Students and staff will evacuate 
using prescribed routes and proceed to the assembly 
area.  Teachers shall bring the student roster and take attendance 
to account for students.  Teachers will notify Student 
Attendance/Release Team of missing students. 


5. During an EVACUATE BUILDING, teachers and staff should be 
aware of the possibility of secondary Improvised Explosive Device 
(IED) 


6. If a suspicious packaged or suspected IED is located, teachers 
should change their evacuation route and immediately notify the 
Incident Commander. 


7. The Incident Commander (or his/her designee) will call “911” to 
provide the exact location (e.g., building, room, area) and nature of 
emergency. 


8. If appropriate the Incident Commander (or his/her designee) will 
implement the PARENT ALERT SYSTEM. 
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9. If necessary and deemed safe to do so, the Incident Commander 
(or his/her designee) will direct the Search and Rescue Team to 
suppress fires and rescue personnel. (Incident Commander should 
wait for verification or all clear of additional threats of explosion 
from first responders). 


10. The Facilities Team will notify the appropriate utility company 
of damages. 


11. The Incident Commander (or his/her designee) will notify the 
District Superintendent and Maintenance and Operations of the 
situation. 


12. The Security Team Leader will post guards safe distance 
away from the building entrance to prevent persons entering the 
school building. 


 
The Incident Commander (or his/her designee) will issue other 
instructions as needed. 


  
  
Scenario 2:  Explosion or Threat of Explosion in Surrounding Area 
  


1. The Incident Commander (or his/her designee) will order 
SHELTER IN PLACE. 


2. The Incident Commander (or his/her designee) will call “911” to 
provide the exact location (e.g., building, room, area) and nature 
of emergency. 


3. Incident Commander (or his/her designee) will instruct all staff to 
stop use of all cell phones and 2-way radios.  Teachers will 
instruct all students to turn off their cell phones until further 
notice. 


4. The Incident Commander (or his/her designee) will issue other 
instructions as needed. 


5. All students and staff will remain in SHELTER IN PLACE until 
further instructions are provided.  
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Scenario 3:  Bomb Threat on School Property 
  
Treat each and every bomb threat seriously. Bomb threats are most often 
received by telephone, email, text message, social media, handwritten notes, 
and writings on objects, walls, or structures. 
  


1. The Incident Commander (or his/her designee) will initiate appropriate 
Response Actions, which may include DUCK, COVER, AND HOLD, SHELTER 
IN PLACE, SECURE BUILDING, EVACUATE BUILDING, or OFF-SITE 
EVACUATION. 


2. If the Incident Commander issues the EVACUATION OF BUILDING action, the 
front office secretary (if possible) will forward the site’s main phone line to the 
pre-recorded emergency outgoing message.    Students and staff will 
evacuate buildings using the evacuation routes or other safe routes and 
proceed directly to the assembly area.  Teachers will take student roster and 
take attendance to account for students. Teachers will notify Student 
Attendance/Release Team of missing students. 


3. If the bomb threat is specific to an area, that information will be relayed to 
students and staff so that evacuation routes may be altered and secondary 
routes will be used.  It is imperative, while evacuating, to look for suspicious 
packages or secondary Improvised Explosive Devices (IED’s) 


4. The Incident Commander (or his/her designee) will call “911” to provide the 
exact location (e.g., building, room, area) and nature of emergency. 


5. Incident Commander (or his/her designee) will instruct (if possible) all staff to 
stop use of all cell phones and 2-way radios.  Teachers will instruct all students 
to turn off their cell phones until further notice. 


6. If necessary, the Incident Commander (or his/her designee) will direct the 
Search and Rescue Team to suppress fires and rescue personnel (if possible 
and equipped to do so). 


7. The Facilities Team will notify the appropriate utility company of damages. 
8. The Incident Commander (or his/her designee) will notify the District 


Superintendent and Maintenance and Operations of the situation. 
9. The Incident Commander (or his/her designee) will issue other instructions as 


needed. 
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Received Telephone Bomb Threats 
  
Treat each and every bomb threat seriously. 
  
In the event a bomb threat is received via telephone, it is imperative the 
receiving caller keep the suspect on the telephone line as long as 
possible, listen carefully, ask key questions, and complete the Bomb 
Threat Checklist. DO NOT USE WALKIE TALKIES or CELLULAR 
PHONES! 
  
Bomb threats received by phone: 


1. Remain calm 
2. Keep the caller on the line for as long as possible 
3. DO NOT HANG UP, even if the caller does 
4. Listen carefully 
5. Be polite and show interest 
6. Try to keep the caller talking to learn more information 
7. If possible, write a note to a colleague to call the authorities 
8. If your phone has a display, copy the number and/or letters on 


the window display 
9. Complete the Bomb Threat Checklist immediately 
10. Write down as much detail as you can remember 
11. Try to get exact words 
12. Immediately upon termination of the call, do not hang up, but 


from a different phone, contact Law Enforcement immediately 
with information and await instructions. 


  
Ask the following key questions: 


1.     How many bombs are there? 
2.     Where is the bomb(s) located? (Building, Floor, Room, etc.) 
3.     When will it go off? 
4.     What does it look like? 
5.     What kind of bomb is it? 
6.     What will make it explode? 
7.     Did you place the bomb(s)? (Yes / No) 
8.     Why? 
9.     What is your name? 


 
  







45 
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Suspicious Object / Package / Device 
  
Suspicious packages on school grounds are objects, packages, and/or 
devices, where the identity of the owner are not known coupled with 
suspicion that the object, package, or device may pose a threat to the 
school.  Police should be immediately notified and are responsible for 
investigation of the suspicious object, package, or device.  If needed, 
police will notify the Explosive Ordnance Disposal for further 
investigation or detonation of the object.  
  
When a suspicious object is located these principals should be 
immediately applied: 


1. Isolate – Do not move suspicious object.  Keep staff and 
students a safe distance from object.  Evacuate all classes 
within effected area away from suspicious object. 


2. Contain – If possible, set up a perimeter around the suspicious 
object a safe distance away.  Attempt to keep students and staff 
from entering the affected area.   


3. Evacuate – Evacuate all students, staff, and occupied 
classrooms and offices a safe distance from the affected area.  


  
DO NOT 


1. Use 2-way radios or cellular phones – radio signals have the 
potential to detonate a bomb 


2. Touch or move suspicious packages 
3. Activate the fire alarm 


  
Refer to the chart below from Homeland Security for bomb threat stand-
off distances. 
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Intruder on School Grounds 
 
An intruder on school grounds is defined as an unknown, unauthorized, and/or 
unwanted subject on school grounds that MAY or MAY NOT pose a threat to the 
school.  The person no justification for being on the school campus. Intruders are 
committing the crime of Criminal Trespass. 
 
If the person does not appear to be a threat and you feel comfortable approaching the 
person(s), you should consider the following: 
 


1. Take another staff member with you prior to contacting the intruder. 
2. Advise someone in the office that you are going to contact the intruder. 
3. Have a form of communications, such as a 2-way radio so you can provide 


updates. 
4. Have the intruder kept under constant covert surveillance. 
5. Approach and greet the intruder in a polite and non-threatening manner. 
6. Identify yourself as a school official. 
7. Ask the intruder for identification. 
8. Ask the intruder for their purpose for being on the school campus. 
9. If they have justification for being on campus direct them to the office for 


assistance. 
 
If the intruder does not have a justification to be on the campus, you should consider 
the following: 
 


1. If the intruder is not armed or threatening, advise the intruder of the trespass 
laws. 


2. Immediately ask the intruder to leave and instruct them to the nearest exit 
point. 


3. Escort the intruder off school grounds. 
4. Notify the office / School Administration so that they can assess and monitor 


the situation. 
5. If the intruder refuses to respond to your requests, inform him/her of your 


intention to summon law enforcement officers. 
6. If the intruder gives no indication of voluntarily leaving the premises, notify 


Police and School Administration. 
 
If the intruder is armed or threatening, you should do the following: 
 


1. Retreat to a position of safety. 
2. Immediately notify the office / School Administration. 
3. Initiate a School Lockdown. 
4. Call 9-1-1 or have another person call for you. 
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Threat of Violence / Weapons on Premises 
  
In the event of a hostile or potentially threatening event, staff should take 
reasonable steps to calm and control the situation.  If the threat or 
perpetrator is in your immediate area and you are not able to 
LOCKDOWN or initiate a LOCKDOWN, you should immediately Isolate 
and Evacuate all non-involved pupils and staff from the person and notify 
the Incident Commander.  The school should immediately be locked 
down, controlling all student and staff movement. 
  
Implement the following procedures to control and contain the situation. 
  


1. The Incident Commander (or his/her designee) will initiate the 
appropriate Immediate Response Actions, which may include 
LOCKDOWN, REVERSE LOCKDOWN, EVACUATE BUILDING, or 
OFF-SITE EVACUATION. 


2. Staff should attempt to isolate perpetrator from students, if it is safe 
to do so. 


3. The Incident Commander (or his/her designee) will call “911” and 
the Police Department or contact SRO, and provide the exact 
location on campus and the nature of the emergency. 


4. If an immediate threat is not clearly evident, attempt to diffuse the 
situation.  Remain calm, talk in a soft, non-threatening 
manner.  Request perpetrator to leave the area or campus, as 
appropriate.  Avoid all hostile actions or interactions, except to 
maintain the safety and welfare of students or staff. 


5. If the perpetrator is a student, DO NOT notify the family.  Collect 
the family contact information and give it to the police upon their 
arrival on the scene.  Family members may provide useful 
information on handling the situation. 


6. The Incident Commander (or his/her designee) will notify the 
District Superintendent of the situation. 


7. Refer media inquiries to the designated Public Information Officer. 
8. The Police Department will control all points of entry. 
9. The Student Attendance/ Release Team will conduct a headcount 


and notify the Incident Commander of missing persons. 
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Hostage Situation 
 
Staff and students should sit quietly if they are in this situation. TRY to 
remain calm. Staff should set the example if the armed intruder is in their 
presence by doing anything possible for the staff member and students 
to survive. If gun fire starts, staff and students should seek cover or 
begin fleeing from danger. 
 
Do not engage in a conversation or try to persuade the intruder to leave 
your classroom or school.  Remember, you are in an illogical situation so 
any logical argument may go unheard. The intruder is probably aware of 
the potential danger that he/she would be facing if he/she left the 
classroom. The intruder may perceive himself/herself as being sane. 
 
If the intruder speaks to you or to your students, answer him or her. Do 
not provoke him or her. Don’t try to take matters into your own hands. 
Students should be told not to whisper to one-another, laugh, or to make 
fun of the intruder. Remember, the intruder is disturbed, possibly 
mentally ill, and more than likely paranoid. Whispering or laughter may 
be perceived by the intruder as being directed at him or her. 
 
Students should be taught to respond by themselves when threatened. 
Incidents can occur which leave no time for signals. If students are 
outside unable to find access a room, they should, depending on the 
situation, flee from danger and STAY CALM. 
 
If and when possible, call 9-1-1 and then School Administration.   
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Unrest (Riot) 
  
In the event of a hostile or potentially threatening event, staff should take 
reasonable steps to calm and control the situation.  If weapons are 
involved and/or other significant threats are anticipated, do not approach 
or disarm the threat.  Immediately isolate all non-involved pupils and staff 
from the person and notify the Incident Commander.  The school should 
immediately be locked down, controlling all student and staff movement. 
  
Implement the following procedures to control and contain the situation. 
  
Onsite 


1. The Incident Commander (or his/her designee) will initiate the 
appropriate Immediate Response Actions, which may include 
STAND BY, DUCK, COVER, AND HOLD, SHELTER-IN-
PLACE, SECURE BUILDING, EVACUATE BUILDING OR 
OFF-SITE EVACUATION 


2. Staff should attempt to isolate perpetrator from students, if it 
is safe to do so. 


3. The Incident Commander (or his/her designee) will call “911” 
and City Police or contact SRO, and provide the exact 
location on campus and the nature of the emergency. 


4. If an immediate threat is not clearly evident, attempt to diffuse 
the situation.  Remain calm, talk in a soft, non-threatening 
manner.  Request perpetrator to leave the area or campus, 
as appropriate.  Avoid all hostile actions or interactions, 
except to maintain the safety and welfare of students or staff. 


5. If the perpetrator is a student, DO NOT notify the 
family.  Collect the family contact information and give it to 
the police upon their arrival on the scene.  Family members 
may provide useful information on handling the situation. 


6. The Incident Commander (or his/her designee) will notify the 
District Superintendent of the situation. 


7. Refer media inquiries to the designated Public Information 
Officer. 


8. The Security Team will control all points of entry. 
9. The Student Attendance/ Release Team will conduct a 


headcount and notify the Incident Commander of missing 
persons. 
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 Off-Site 
10. The Incident Commander (or his/her designee) will  


initiate the appropriate Immediate Response Actions, 
which may include STAND BY, DUCK, COVER, AND 
HOLD, SHELTER-IN-PLACE, SECURE BUILDING 


11. The Incident Commander (or his/her designee) will call  
“911” and City Police or contact SRO, and provide the 
exact location on campus and the nature of the 
emergency. 


12. If approached by perpetrator(s) and immediate threat  
is not clearly evident, attempt to diffuse the 
situation.  Remain calm, talk in a soft, non-threatening 
manner.  Request perpetrator to leave the area or 
campus, as appropriate. 


13. Avoid all hostile actions or interactions, except to 
maintain the safety and welfare of students or staff. 


14. The Incident Commander (or his/her designee) will  
notify the District Superintendent of the situation. 


15. Refer media inquiries to the designated Public  
Information Officer. 


16. The Security Team will control all points of entry. 
17. The Student Attendance/ Release Team will conduct a  


headcount and notify the Incident Commander of 
missing persons. 
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Power Outage / Black Out 
 
In the event of loss of utilities at the school site, the following procedures 
should be implemented: 
  


1. Upon notice of loss of utilities the Incident Commander will initiate 
appropriate immediate response actions, which may include 
STAND BY, SHELTER IN PLACE or EVACUATE BUILDING. 


2. The Facilities Team will work with the utility company to determine 
the potential length of time services will be interrupted. 


3. If the Incident Commander (or his/her designee) issues the 
EVACUATE BUILDING command evacuate using prescribed 
routes or other safe routes and proceed directly to the assembly 
area.  Teachers shall bring the student roster and take attendance 
to account for students.  Teachers shall notify Student Attendance/ 
Release Team of missing students. 


4. The Incident Commander (or his/her designee) will notify District 
Superintendent of the loss of utility service. 


5. The Facilities Team will implement the following plans in the event 
normal utilities are disrupted. 
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 Child Abduction / Suspected Child Abduction 
  


1. Do a PA all-call for student, have staff physically search site 
(who might still be on school grounds).  Have clerical check sign 
out sheet in front office. 


2. Call classroom teacher.  Confirm what student was wearing and 
how student goes home each day.  Ask for list of closest friends. 


3. Confirm with ALL parents / guardians that no one had 
permission to pick-up child.  


4. Call emergency contacts listed on emergency form.  Call friends 
to see if student went home with someone without parental 
permission. 


5. Contact Police Department/SRO.  Give description of 
child/clothing.  Have a picture available to email/fax whenever 
possible.  Notify District Office (Superintendent’s office). 


6. If your school has surveillance cameras, review the surveillance 
video and have it available for law enforcement. 


7. Remain at school site until student is located.  Notify Police 
Department/SRO, District Office, etc. once student is located.  


  
Note:               


A.   If student has been abducted, immediately call 911  
and report the incident. 


B.   Contact Superintendent’s office to report the incident. 
C.   Keep witnesses at site to be interviewed by Police 


Department/SRO. 
D.   If you have multiple witnesses, separate them and do 


not allow them to talk about the abduction. 
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Site Disaster Response Team Members and Team 
Responsibilities 
 
Position Name Title 
Incident Commander Alyssa Wooten Principal 
Deputy Incident Commander Lauren Beith Secretary 
Public Information Officer Jim Bridges Superintendent 
Safety Officer Alyssa Wooten  Principal 
Liaison Officer Lauren Beith Secretary 


 
Team Assembly Location/ Incident Command Center 
 
Primary:    Alyssa Wooten 
 
Secondary:   Lauren Beith 
 
Responsibilities 
 
Incident Commander 


• Direct activities/provide objectives for all emergency teams 
• Direct Incident Command Team Activities 
• Determine the need for, and request outside assistance 
• Communicate with Superintendent 


 
Deputy Incident Commander 


• Oversee operational activities and procurement of equipment 
• Documents all equipment or services procured and provides approval for 


expenditures, if needed. 
• Problem solving and follow-up on progress of teams 
• Collects information from teams and provides updates to the Incident Commander 
• Backup for Incident Commander 


 
Public Information Officer 


• Documents the course of the incident and records the response and timekeeping 
• Generates public statements and update to community 
• Oversees student attendance and release 


 
Safety Officer 


• Reports to Deputy Incident Commander 
• Oversees the search and rescue, facilities and first aid 


 
Liaison Officers 


• Oversees/Receives reports from all Student Supervision Team, Student 
Attendance/Release Team, Facilities Team, and Crisis Response Team and provides 
updates from these areas to the Incident Commander and Public Information Officer.  


• Provides updates from the incident command center to the various teams. 
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First Aid Team 
 
The First Aid Team provides the immediate first aid treatments for injured students 
and staff while awaiting assistance from medical first responders ( i.e. paramedics, 
EMT, etc.). 
 
The following staff members are to be First Aid Team Leads for the following areas: 
 
Name Location 
Jennifer Gates Outside /Room207 
Diane McRae Room 102 
Lori Scott Room 106 
Renae Potts Room 113 
Shawntai Robertson Library 
Sherry Gleason Room 202 
  
  
  
 
 
Team Assembly Location/First Aid 
 
Primary:    Jennifer Gates 
 
Secondary:    Lori Scott 
 
 
Responsibilities 


• Places identifying tag on every injured individual that receives first aid or is 
brought in for first aid. 


• Provides first aid treatment only until medical first responders arrive on site. 
• Communicates status and needs to the site Safety Officer and Liaison 


Officers. 
• Communicates status of injured individuals to medical first responders when 


they first arrive on site. 
• Continues to provide first aid treatment in conjunction with medial first 


responders as needed. 
• Annually maintains and restocks first aid kits when necessary, with assistance 


from school clerk. 
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Search and Rescue Team 
 
The Search and Rescue Team provides fire suppression when appropriate and 
provides systematic searches for unaccounted students and/or staff. Staff members 
in the following room numbers are assigned to Search and Rescue:  
 
The following staff members are assigned to the Search and Rescue Team and will 
initially meet in the areas indicated. 
 
Team Leads 
Name Location 
Ryan Freitas Room 115 
Gary Pease Room 108 
Carol Clayton Room 105 
Paul Fern Room 204 
  
  
  
  
  


 
 
Team Assembly Location/Search and Rescue 
 
Primary:    Ryan Freitas 
 
Secondary:    Gary Pease  
 
 
Responsibilities 


● In teams of two, systematically sweeps through all site facilities and rooms in 
search of missing, hiding, injured, or trapped individuals. 


● Communicates with Student Attendance/Release Team any individuals found 
in the course of the search. 


● If safe to do so and the individual can be moved, aids in directing individual to 
the assembly area. 


● Reports to Command Center and first responder unit, if appropriate, the 
results of the search and rescue activities. 
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Student Supervision Team 
 
The Student Supervision Team oversees and supervises students while awaiting 
release to authorized guardians or release back to normal school and classroom 
operations. 
 
Team Leads 
Name Location 
Delma DaVeiga Outside/Room 207 
Stephanie Huiras  Room 112 
Rachel Levin Room 401 
  
  
  
  
  
  


 
Responsibilities 


● Oversees student activity in the evacuation zone. 
● Keeps a calm environment in the evacuation zone. 
● Maintains security of the assembly area to keep non District staff members out 


of assembly area and to keep students within the assembly area until released 
by the Student Release Team. 


● Assists with maintaining attendance logs throughout incident. 
● Documents any incidents within the student assembly area (student sneaking 


out, stranger entering the area, etc.) 
● Communicates with Student Attendance/ Release Team to release students to 


leave assembly area for release to guardians. 
● Checks identity of anyone seeking entry into the assembly area. 
● Communicates with Liaison Officer to provide updates and to request supplies 


or assistance. 
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Student Attendance/Release Team 
 
The Student Attendance/ Release Team, in conjunction with teachers, maintains a 
record of students accounted for throughout the duration of the emergency.  The 
team also coordinates the release of students to authorized guardians and maintains 
documentation of student whereabouts and releases.  
 
Team Members 
 
 
Name Title 
Michele Vinyard Clerk  
Andrea Jennings Teacher 
Joyce Fenton Teacher 
Bertha Ramon EL Coordinator  
  


 
 
Responsibilities 


● Interacts with Incident Command Team. 
● Obtains reports of missing students from teachers.  Gather Injury and Missing 


Persons report from each teacher and reports to Incident Command Team.  
● Checks student emergency card for name of person(s) authorized to pick up 


student. 
● Releases student only to an authorized person and verify with identification. 
● Completes Student Release Logs  
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Facilities Team 
 
The Facilities Team is responsible for shut off of all utilities (i.e. water, gas, electrical, 
etc.) as required by the nature of the emergency.  The team is also responsible for 
facility assessment for safe occupation and damage assessments during the 
recovery phase of an emergency. 
 
 
Name Title 
Mario Aguirre Custodian 
Brian Vest/Rickey Alcon Custodian 
Carol Clayton Teacher 
Amanda Gieseke Teacher 
  


 
 
Responsibilities 
 


● Under the direction of the Safety Officer check utilities in the event of a natural 
disaster and turn off all utilities as directed by the Incident Command Team. 


● Check for and document any building damage following an emergency that 
may have caused damage to a building. 


 







61 
 


Security Team 
 
The Security Team ensures the security of the facility (access into/out of) and is 
responsible for the school premise including the immediate surrounding streets to 
ensure access ways for first responders. 
 
Name Title 
Charles Spikes Teacher 
Kim Roberts Aide 
Enna Black  Aide 
Sherry Hurd SDC Aide 


 
 
Team Assembly Location 
 
Primary:    Charles Spikes 
 
Responsibilities 


● Under the direction of the Deputy Incident Commander, maintains access into 
and out of site campus for first responders.  


● Controls access into campus site and campus buildings when directed to do 
so. 


● Continuously assesses situation inside and outside of campus to provide 
updates to Command Center via the Safety Officer. 
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Crisis Response Team 
 
The Crisis Response Team will assist students in coping with emergency situations 
(e.g. earthquake, fire, death, suicide, or local, regional, or world events) until mental 
health service referrals can be arranged, if needed. 
 
 
Name Title 
Jennifer Starks Counselor 
Jennifer Belcher Psychologist 
Lindsay Bernabe Speech Language Pathologist 
  
  


 
 
Team Assembly Location 
 
Primary:    Jennifer Starks 
 
Alternate:    Lindsey Bernabe 
           Jennifer Belcher  
 
 
Responsibilities 


● Provides support to parents and students during and directly following an 
emergency situation to aid in maintaining calm. 


● Provides immediate support and counseling and refer students and/or parents 
to appropriate mental health services when available 


● Directs students and/or parents to mental health services when services are 
made available.  
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Incident Command System (ICS) 
 
The Incident Command System is responsible for site specific emergency 
response activities.  School administrators and staff members need to have 
knowledge of ICS in the event ICS is activated.  
 


ICS is a standardized on-scene incident management concept designed specifically to allow responders to 
adopt an integrated organizational structure equal to the complexity and demands of any single incident or 
multiple incidents without being hindered by jurisdictional boundaries.  


 


General Staff 
To maintain span of control, the Incident Commander may establish the following four 
Sections: Operations, Planning, Logistics, and Finance/Administration.  


 


The General Staff report directly to the Incident Commander.  


Remember . . . The Incident Commander only creates those sections that are 
needed. If a Section is not staffed, the Incident Commander will personally manage 
those functions.  


 


Incident Commander's Overall Role  
The Incident Commander must have the authority to manage the incident and be 
briefed fully. In some instances, a written delegation of authority should be 
established. 


Personnel assigned by the Incident Commander have the authority of their assigned 
positions, regardless of the rank they hold within the school administration. 
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Incident Commander Responsibilities 
In addition to having overall responsibility for managing the entire incident, the 
Incident Commander is specifically responsible for: 


 Ensuring incident safety.  
 Providing information services to internal and external stakeholders, such as 


parents.  
 Establishing and maintaining liaison with other agencies participating in the 


incident.  


The Incident Commander may appoint one or more Deputies. Deputy Incident 
Commanders must be as qualified as the Incident Commander.  


General Staff Overview 
The General Staff overall responsibilities are summarized below: 


 


In an expanding incident, the Incident Commander first establishes the Operations 
Section. The remaining Sections are established as needed to support the operation.  
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Expanding the Organization 
As incidents grow, the Incident Commander may delegate authority for performance 
of certain activities to the Command Staff and the General Staff. The Incident 
Commander will add positions only as needed. 


 


 


Command Staff 
Depending upon the size and type of incident or event, the Incident Commander may 
designate personnel to provide information, safety, and liaison services. In ICS, the 
following personnel comprise the Command Staff: 


 Public Information Officer, who serves as the conduit for information to 
internal and external stakeholders, including the media or parents.  


 Safety Officer, who monitors safety conditions and develops measures for 
assuring the safety of all response personnel.  


 Liaison Officer, who serves as the primary contact for supporting agencies 
assisting at an incident.  


The Command Staff reports directly to the Incident Commander. 
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Operations Section Chief 
Typically, the Operations Section Chief is the person with the greatest technical and 
tactical expertise in dealing with the problem at hand. The Operations Section Chief: 


 Develops and implements strategy and tactics to carry out the incident 
objectives. 


 Organizes, assigns, and supervises the response resources. 


Operations Section Chief's Role  


I take direction from the Incident Commander. I’m responsible for developing and 
implementing strategy and tactics to accomplish the incident objectives. This means 
that I organize, assign, and supervise all the tactical or response resources assigned 
to the incident. I would also manage the Staging Area, if one were established. 


  


 


Operations Section: Single Resources 
Single Resources are individuals, a piece of equipment and its personnel 
complement, or a crew or team of individuals with an identified supervisor. On a 
smaller incident, the Operations Section may be comprised of an Operations Section 
Chief and single resources. 
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Operations Section: Teams 
Single resources may be organized into teams. Using standard ICS terminology, the 
two types of team configurations are: 


 Task Forces are a combination of mixed resources with common 
communications operating under the direct supervision of a Leader.  


 Strike Teams include all similar resources with common communications 
operating under the direct supervision of a Leader.  


Most school-based incidents typically use the terms, “Teams and Team Leaders.” 
The terms Task Forces and Strike Teams comply with ICS common terminology and 
would be more easily understood by community-based responders.  


  


 


School Incident “Strike Teams” 
The Operations Section organization chart shows possible team assignments in a 
school incident. Each team would have a Team Leader reporting to the Operations 
Section Chief. 


 


Note that these are examples of possible teams. Teams should be established 
based on the type of incident and unique requirements of the school. 


 


 


 


Potential Operations Section Strike Teams  
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Note that these are examples of possible teams. Teams should be established based 
on the type of incident and unique requirements of the school. 


Strike Team  Potential Responsibilities  
Search & 
Rescue Team  


Search & Rescue Teams search the entire school facility, 
entering only after they have checked the outside for signs of 
structural damage and determined that it is safe to enter. 
Search & Rescue Teams are responsible for ensuring that all 
students and staff evacuate the building (or, if it is unsafe to 
move the persons, that their locations are documented so that 
professional responders can locate them easily and extricate 
them). Search & Rescue Teams are also responsible for: 


 Identifying and marking unsafe areas. 
 Conducting initial damage assessment. 
 Obtaining injury and missing student reports from 


teachers. 


First Aid Team  First Aid Teams provide triage and treatment for students and 
other disaster victims. First Aid Teams are responsible for: 


 Setting up first aid area for students. 
 Assessing and treating injuries. 
 Completing master injury report. 


Note: The Logistics Section Medical Unit provides care to 
responders. The Operations Section First Aid Team is 
dedicated to students or other disaster victims. 


Evacuation/ 
Shelter/Care 
Team  


Evacuation, shelter, and student care in an emergency is one 
of the most important tasks faced by schools. It includes 
student accounting, protection from weather, providing for 
sanitation needs, and providing for food and water. The 
Evacuation/Shelter/Care Team is responsible for: 


 Accounting for the whereabouts of all students, 
staff, and volunteers.  


 Setting up secure assembly area. 
 Managing sheltering and sanitation operations. 
 Managing student feeding and hydration. 
 Coordinating with the Student Release Team. 
 Coordinating with the Logistics Section to secure the 


needed space and supplies. 







71 
 


Facilities & 
Security 
Response 
Team  


The Facilities & Security Response Team is responsible for: 


 Locating all utilities and turning them off, if necessary.  
 Securing and isolating fire/HazMat. 
 Assessing and notifying officials of fire/HazMat.  
 Conducting perimeter control. 


Crisis 
Intervention 
Team  


The Crisis Intervention Team is responsible for assisting 
students and school personnel who are unable to cope with 
the fears and psychological trauma associated with 
emergencies and disasters. This includes: 


 Assessing need for onsite mental health support.  
 Determining need for outside agency assistance.  
 Providing onsite intervention/counseling.  
 Monitoring well-being of school emergency team, staff, 


and students, and reporting all findings to the 
Operations Section Chief. 


Student 
Release Team  


Reunification refers to getting students reunited with their 
parents or guardians in an efficient and orderly manner. 
Reunification can be an enormous challenge and takes a lot of 
planning. The Student Release Team is responsible for:  


 Setting up secure reunion area. 
 Checking student emergency cards for authorized 


releases. 
 Completing release logs. 
 Coordinating with the Public Information Office on 


external messages. 
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Planning Section 
The Incident Commander will determine if there is a need for a Planning Section and 
if so, will designate a Planning Section Chief. If no Planning Section is established, 
the Incident Commander will perform all planning functions. It is up to the Planning 
Section Chief to activate any needed additional staffing. 


Planning Section Chief's Role  


The Incident Commander will determine if there is a need for a Planning Section, and 
if so, will designate a Planning Section Chief. In a school incident, the Planning 
Section helps ensure responders have accurate information, such as the number of 
students remaining in the building. We can also provide resources such as maps and 
floor plans. In addition to developing plans, we can provide an invaluable service by 
recording a chronology of incident events for legal, analytical, fiscal, and historical 
purposes.  


  


Planning Section: Major Activities 
The major activities of the Planning Section may include: 


 Collecting, evaluating, and displaying incident intelligence and information.  
 Preparing and documenting Incident Action Plans.  
 Tracking resources assigned to the incident.  
 Maintaining incident documentation.  
 Developing plans for demobilization. 
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Planning Section: Units 
The Planning Section can be further staffed with four Units. In addition, Technical 
Specialists who provide special expertise useful in incident management and 
response may also be assigned to work in the Planning Section. Depending on the 
needs, Technical Specialists may also be assigned to other Sections in the 
organization. 


 


 Resources Unit: Conducts all check-in activities and maintains the status of 
all incident resources. The Resources Unit plays a significant role in preparing 
the written Incident Action Plan.  


 Situation Unit: Collects and analyzes information on the current situation, 
prepares situation displays and situation summaries, and develops maps and 
projections.  


 Documentation Unit: Provides duplication services, including the written 
Incident Action Plan. Maintains and archives all incident-related 
documentation.  


 Demobilization Unit: Assists in ensuring that resources are released from the 
incident in an orderly, safe, and cost-effective manner.  
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Logistics Section 
The Incident Commander will determine if there is a need for a Logistics Section at 
the incident, and if so, will designate an individual to fill the position of the Logistics 
Section Chief. 


The Logistic Section Chief helps make sure that there are adequate resources 
(personnel, supplies, and equipment) for meeting the incident objectives. 


Logistics Section Chief's Role  


Logistics can make or break an incident response. I assist the Incident Commander 
and Operations Section Chief by providing the resources and services required to 
support incident activities. During a school incident, Logistics is responsible for 
ensuring that there are sufficient food, water, and sanitation supplies. We are also 
responsible for arranging buses for evacuations and communication equipment. 


Logistics and Finance have to work closely to contract for and purchase goods and 
services needed at the incident. 


 


Logistics Section: Major Activities  
The Logistics Section is responsible for all of the services and support needs, 
including: 


 Ordering, obtaining, maintaining, and accounting for essential personnel, 
equipment, and supplies.  


 Providing communication planning and resources.  
 Setting up food services.  
 Setting up and maintaining incident facilities.  
 Providing support transportation.  
 Providing medical services to incident personnel (not injured students).  
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Logistics Section: Branches and Units  
The Logistics Section can be further staffed by two Branches and six Units. 


The titles of the Units are descriptive of their responsibilities. 


Service Branch 


The Logistics Service Branch can be staffed to include a: 


 Communication Unit: Prepares and implements the 
Incident Communication Plan (ICS-205), distributes and 
maintains communications equipment, supervises the 
Incident Communications Center, and establishes 
adequate communications over the incident.  


 Medical Unit: Develops the Medical Plan (ICS-206), 
provides first aid and light medical treatment for 
personnel assigned to the incident, and prepares 
procedures for a major medical emergency.  


 Food Unit: Supplies the food and potable water for all 
incident facilities and personnel, and obtains the necessary equipment and 
supplies to operate food service facilities at Bases and Camps.  


Support Branch  


The Logistics Support Branch can be staffed to include a: 


 Supply Unit: Determines the type and amount of 
supplies needed to support the incident. The Unit 
orders, receives, stores, and distributes supplies, 
services, and nonexpendable equipment. All resource 
orders are placed through the Supply Unit. The Unit 
maintains inventory and accountability of supplies and 
equipment.  


 Facilities Unit: Sets up and maintains required facilities 
to support the incident. Provides managers for the 
Incident Base and Camps. Also responsible for facility 
security and facility maintenance services such as sanitation, lighting, and 
cleanup.  


 Ground Support Unit: Prepares the Transportation Plan. Arranges for, 
activates, and documents the fueling, maintenance, and repair of ground 
resources. Arranges for the transportation of personnel, supplies, food, and 
equipment.  
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Finance/Administration Section 
The Incident Commander will determine if there is a need for a 
Finance/Administration Section at the incident, and if so, will designate an individual 
to fill the position of the Finance/Administration Section Chief.  


Finance/Administration Section Chief's Role  


I'm the one who worries about paying for the response efforts. I'm responsible for all 
of the financial and cost analysis aspects of an incident. These include contract 
negotiation, tracking personnel and equipment time, documenting and processing 
claims for accidents and injuries occurring at the incident, and keeping a running tally 
of the costs associated with the incident. I work most closely with Logistics to be sure 
that we are able to contract for and procure the resources necessary to manage an 
incident.  


 Finance/Administration Section: Major Activities 


The Finance/Administration Section is set up for any incident that requires incident-
specific financial management. The Finance/Administration Section is responsible 
for: 


 Contract negotiation and monitoring.  
 Timekeeping.  
 Cost analysis.  
 Compensation for injury or damage to property.  


Note: On some incidents, the Finance/Administration function is not done at the 
incident scene but rather is handled by the school district. 
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Finance/Administration Section: Units 
The Finance/Administration Section may staff four Units.  


 


 Procurement Unit: Responsible for administering all financial matters 
pertaining to vendor contracts, leases, and fiscal agreements.  


 Time Unit: Responsible for incident personnel time recording.  
 Cost Unit: Collects all cost data, performs cost effectiveness analyses, 


provides cost estimates, and makes cost savings recommendations.  
 Compensation/Claims Unit: Responsible for the overall management and 


direction of all administrative matters pertaining to compensation for injury-
related and claims-related activities kept for the incident. 


Training and Qualifying General Staff 


Operations Section 
Chief  


 Past experience as incident responder 
 Completion of ICS training 
 Ability to:  


o Size up the situation and make rapid 
decisions 


o Communicate clear directions 
o Balance response initiatives with safety 


concerns 
o Lead and motivate responders 
o Assess the effectiveness of 


tactics/strategies 
o Be flexible and modify plans as 


necessary 


Planning Section Chief   Completion of ICS training 
 Ability to:  


o Organize and analyze information 
o Write clear, accurate documents 
o Interpret diagrams and maps 
o Develop and present briefings 
o Use computer-based applications 


including databases and spreadsheets 
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o Direct others in a crisis 


Logistics Section Chief   Completion of ICS training 
 Knowledge of school logistics (food services, 


sheltering, transportation, emergency caches, 
etc.) 


 Ability to:  
o Organize and prioritize resource 


requests 
o Anticipate and plan for resource needs 
o Maintain records and documentation 
o Track resource requests 
o Solve resource problems creatively 
o Communicate effectively orally and in 


writing 
o Direct others in a crisis 


Finance/Administration 
Section Chief  


 Completion of ICS training 
 Knowledge of workers’ compensation, 


insurance claims, and contracting requirements 
 Ability to:  


o Keep accurate accounting records 
o Purchase/contract for needed resources 
o Process insurance and workers’ 


compensation claims 
o Communicate effectively orally and in 


writing 
o Direct others in a crisis 
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Unified Command 
The Unified Command organization consists of the Incident Commanders from the 
various jurisdictions or agencies operating together to form a single command 
structure.  


Unified Command Benefits 
In a Unified Command, schools and responding agencies blend into an integrated, 
unified team. A unified approach results in: 


 A shared understanding of priorities and restrictions. 
 A single set of incident objectives. 
 Collaborative strategies. 
 Improved internal and external information flow. 
 Less duplication of efforts. 
 Better resource utilization.  


  


Incident Commanders Work Together  
When implemented properly, Unified Command enables agencies with different legal, 
geographic, and functional responsibilities to coordinate, plan, and interact 
effectively.  


The Incident Commanders within the Unified Command make joint decisions and 
speak as one voice. Any differences are worked out within the Unified Command.  


Unity of command is maintained within the Operations Section. Each responder 
reports to a single supervisor within his or her area of expertise. Within a Unified 
Command the police officer would not tell the firefighters how to do their job nor 
would the police tell school personnel how to manage parent-student reunification. 
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Unified Command and NIMS 
NIMS encourages the use of Unified Command. 


“As a team effort, Unified Command overcomes much of the inefficiency and 
duplication of effort that can occur when agencies from different functional and 
geographic jurisdictions, or agencies at different levels of government, operate 
without a common system or organizational framework.”  


Single Integrated Incident Organization: Command 
Staff  
Unified Command results in a single integrated incident organization. Below is a 
sample Command Staff organizational chart for the school bus incident. Notice that 
personnel from the different agencies often are assigned as Assistant Officers. 
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Single Integrated Incident Organization: Operations 
Section  
In a Unified Command there is only one Operations Section Chief. The Operations 
Section Chief should be the most qualified and experienced person available. Below 
is a sample Operations Section organization chart for the school bus incident. 
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Emergency Response Plan 
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SB 187 Comprehensive School Safety Plan 


Assurance Page 


School Year: 2017-18 


 


Tom Hawkins School 


This certifies that the School Site Council/School Safety Planning Committee has 
developed/revised and approved the Comprehensive School Site Emergency Operations 
Plan. 
 


Member Signature 


Principal or Principal’s Designee: 
 


Christina Orsi 


 


Certificated Teacher: 
 


Deanna Kitchuck 


 


Parent of Child Attending the School: 


 
Yolanda Caro 


 


Classified Employee: 


 
Rahila Amani 


 


Other: 
 


 


 


Other: 
 


 


 


Other: 
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Activity Responsible Person Date Completed 
School Facilities/Grounds Hazard Assessment Christina Orsi 7/25/2017 
Emergency Phone Numbers Christina Orsi 8/7/2017 
Message to Parents Christina Orsi 12/10/2017 
Assign Disaster Functions Christina Orsi 8/7/2017 
Staff Orientation to Plan Christina Orsi 8/7/2017 
Review Plan Christina Orsi 12/4/2017 


 
 
 


 
Prepared by Christina Orsi 
 
 
Date Prepared____11/28/2017          _____________         School Year ______2017-18_________ 


 
 
 
 
 
 
 
 
 
 
 
 


ANNUAL EMERGENCY PLAN CHECKLIST 
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Drill Type Month Scheduled Date Held 
Fire Drill August 2017 August 10, 2017 
Shelter in Place/Lockdown Drill September 2017 September 7, 2017 
Fire Drill October 2017 October 19, 2017 
Earthquake/Fire Drill November 2017 November 16, 2017 
Fire Drill December 2017 December 7, 2017 
Fire Drill January 2018 January 25, 2018 
Lockdown Drill/Fire February 2018 February 15, 2018 
Fire Drill March 2018 March 8, 2018 
Fire Drill April 2018 April 12, 2018 
Fire Drill May 2018 May 17, 2018 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


Emergency Drill Schedule 
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List all other potential skills/staff that could be of help in time of emergency: 


 
 
Search and Rescue: Christina Orsi, Fiona Bessette 
 
Electrical Experience: Manuel Rodriguez, Tom Podrasky 
 
Plumbing: Manuel Rodriguez, Tom Podrasky 
 
Counseling: Rochella Axner, Lindsay Bernabe, Shaundra Minaudo, Christina Orsi 
 
Law Enforcement: Kelly Cabral 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


Survey of Special Staff Skills 
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(Example: fire station, grocery store, church, etc.) 
 
 
Tracy Municipal Airport  
 
ACE Train Station 
 
Raley’s  
 
Victory Christian Church 
 
Arco Gas Station 
 
Taylor Farms 
 
Ken Yasui Park 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 


Survey of Neighborhood Resources 
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Dear Parents/Guardians, 
 
In order to provide a safe, secure and healthy environment for your child, Tom Hawkins 
School updates its School Safety Plan each year.  In addition to updating our written plan 
(which includes procedures for fire drills, earthquake drills, lockdown drills, etc.), Tom 
Hawkins School’s staff makes sure that each classroom is equipped with an emergency 
backpack and supplies. 
 
The evacuation site for Tom Hawkins School is the St. Bernard’s Holy Family Center. In 
the case of an emergency in which Tom Hawkins School campus was deemed unsafe, 
students would be bussed to the evacuation site in as safe and timely a manner as 
possible. 
 
The Tom Hawkins School Crisis Response team would operate the evacuation site to 
insure a safe and orderly pick – up/release of students.  If picking up a student, 
parents/guardians must be sure to bring a photo I.D. such as a driver’s license.  
Without verification, staff will not release any student.  In addition, no child will be 
released to anyone other than the persons designated on the emergency release 
instruction form returned by families at the beginning of the school year. 
 
The Tom Hawkins School’s evacuation site is: St. Bernard’s Holy Family Center 
Address: 12100 Valpico Road 
 
If the school is involved in a lock-down situation, the evacuation site is the designated 
meeting area where parents/guardians should wait for information and the eventual 
release of their student into their care.  School and District personnel will be on site at 
the evacuation center to provide parents with information about the status and safety of 
their students.  Parents MUST NOT go directly to the school in the event of a lock-down 
or evacuation.  The school will make every effort to contact parents via Aeries Loop 
messages, but your best source of up-to-date information will be at the evacuation site. 
 
If you have further questions about Tom Hawkins School’s safety plan, please call the 
office at 209-835-3053. 
Sincerely, 
 
 
 
Christina Orsi 
Principal 


Parent Notification 
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What the Law Requires 
 
School Administrators have the responsibility to ensure the safety of their students 
and staff in an emergency. 
  
California Education Code, Section 32281 – 32284 
  
Requires each school district and county office of education to be responsible for the 
overall development of all comprehensive school safety plans for its schools 
operating K-12, inclusive.  The comprehensive school safety plan must include 
disaster procedures for routine and emergency, including adaptations for pupils with 
disabilities in accordance with the Americans with Disabilities Act of 1990.  The plan 
may include a “tactical response to criminal incidents” which means the steps taken 
to safeguard pupils and staff, to secure the affected school premises, and to 
apprehend the criminal perpetrator or perpetrators. 
   
California Education Code, Section 32288 
  
In order to ensure compliance with this article, each school shall forward its 
comprehensive school safety plan to the school district or county office of education 
for approval.  Before adopting its comprehensive school safety plan, the school site 
council or school safety planning committee shall hold a public meeting at the school 
site in order to allow members of the public the opportunity to express an opinion 
about the school safety plan.  The school site council or school safety planning 
committee shall notify, in writing, the following persons and entities, if available, of 
the public meeting: (A) The local mayor. (B) A representative of the local school 
employee organization. (C) A representative of each parent organization at the 
school site, including the parent teacher association and parent teacher clubs. (D) A 
representative of each teacher organization at the school site. (E) A representative of 
the student body government. (F) All persons who have indicated they want to be 
notified.  The school site council or school safety planning committee is encouraged 
to notify, in writing, the following persons and entities, if available, of the public 
meeting: (A) A representative of the local churches. (B) Local civic leaders. (C) Local 
business organizations. (c) In order to ensure compliance with this article, each 
school district or county office of education shall annually notify the State Department 
of Education by October 15 of any schools that have not complied with Section 
32281. 
  
The Katz Act (Sections 35295-35297 of the California Education Code) requires that 
schools plan for earthquakes and other emergencies.  It also requires periodic drills 
in “drop and cover” procedure, evacuation procedure, and other emergency response 
actions (i.e. search and rescue, communications, etc.). 
  
The Petris Bill (Section 8607 of the California Government Code) requires all state 
and local government agencies, including school districts, be prepared to respond to 
emergencies using the Standardized Emergency Management System (SEMS). 
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SB 187 – Safe Schools Plan 
  
Individual schools in districts over 2,500 students must adopt a comprehensive school 
safety plan by March 1, 2000, and must review and update the plan by March 1 of 
every year thereafter.  (Amended Ed. Codes 35294.1 & 35294.6) 
  
Beginning July 1, 2000, each individual school must report on the status of its school 
safety plan, including a description of its key elements in the school accountability 
report card, and must continue to do so every July thereafter (Amended Ed. Code 
35294.6) 
  
The following guideline may be utilized to support the annual review and evaluation of 
the individual school safety plan.  This guide will also provide a time line and related 
administrative tasks to provide a process to ensure compliance with the requirements 
of Senate Bill 187, Comprehensive School Safety Plan. 
  
The guideline/checklist has been organized into two parts: 
  
A.   An assessment of the school climate in relation to the current status of crimes 


committed on campus and at school related functions will be completed. The 
assessment will be performed by the School Safety Planning Committee of the 
School Site Council and the School Site Council or equivalent.  Safety goals for 
the upcoming school year will be formulated based on the findings of this 
assessment. 


  
B.   The annual review and evaluation of the School Comprehensive Safety Plan is 


certified by the members of the School Safety Planning Committee, the School 
Site Council President, and the School Principal.  It will then be presented to the 
Board of Trustees for final review and adoption. This review includes the following 
mandated components of Senate Bill 187: 


1. Child Abuse reporting procedures 
2. Policies pursuant to Education Code 48915 and other school designated 


serious acts which would lead to suspension, expulsion, or mandatory 
expulsion recommendations 


3. Procedures to notify teachers and counselors of dangerous students 
4. Sexual Harassment Policy 
5. Safe ingress and egress to and from school 
6. Rules and procedures on school discipline in order to create a safe and 


orderly environment conducive to learning 
7. Dress Code 
8. Routine and emergency disaster procedures 


i. including natural disasters, human created disasters or power outages. 
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General Staff Responsibilities 
  
Government Code Section 3100 declares that public employees are disaster services 
workers, subject to such disaster service activities as may be assigned to them by 
their superiors or by law. 
  


The district realizes that the safety and welfare of the employee’s family is 
his/her first concern.  Therefore, each employee is encouraged to establish a 
safety/survival plan and to advise their family to remain at work.  In the event that 
disaster strikes during normal working hours, all employees are to: 
  
1.  Carry out designated responsibilities to ensure student safety and welfare. 
2.  Check the safety of their immediate families and advise their family that they 


are expected to remain at their work place until the emergency conditions 
are lifted. 


  
Note:     Any employee unable to establish communication with his/her 


family should report this to his/her supervisor.  If release from duty 
is not possible, the concern will be referred to Personnel Services 
who will attempt to establish contact between the employee and 
the immediate family. 


  
If disaster occurs during off-duty hours, employees are to: 
  
1.  Check on the safety of their immediate family 
2.  Report to their assigned site 
3.  Report to the nearest accessible district site in the event that their regularly 


assigned site is inaccessible. 
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Safe Schools Planning Committee 
   
The School Site Council is responsible for developing the School Site Safety Plan or 
for delegating the responsibility to a School Safety Planning Committee. Ed. Code 
35294.1 
  
The School Site Safety Committee shall be composed of the following members: the 
principal or designee, one teacher who is a representative of the recognized 
certificated employee organization; one parent/guardian whose child attends the 
school; one classified employee who is a representative of the recognized classified 
employee organization; other members if desired.  
(Ed Code 35294.1)  
 
Local law enforcement has been consulted (Ed. Code 39294.1), and other local 
agencies, such as health care and emergency services, may be consulted if desired. 
(Ed Code 39294.2) 
   
Other members of the school or community may provide valuable insights as 
members of the School Safety Planning Committee. Additional members may 
include: 
  
Representative from the local law enforcement agency  
School Resource Officers  
Guidance counselor  
Special Education Department Chairperson  
One or more key community service providers  
Student representative(s)  
Disciplinary team member  
Staff leaders  
Additional parent representatives  
  
Members should have an interest in school safety and demonstrate the need to 
always improve school safety and training.  The team that will perform the following: 
  


1. Implement a Safe Schools Plan if designated School Site Council 
2. Walk the campus regular basis and look at changes or breaches in security 
3. Review your Safe Schools Plan annually, at a minimum. 
4. Provide training / educate staff on emergency procedures (minimum – 


annually) 
5. Provide table top exercises with staff and administration 
6. Consider different types of lockdown and shelter in place drills.  Perform 


drills just before school, immediately after the release bell rings, during 
passing periods, and during lunch 


7. Review school signage, check-in procedures, and test employees on 
counter surveillance 


8. Share information and experiences 
9. Identify new “risks” of the School District and individual sites. 
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10. To develop customized responses appropriate to sites. 
11. To develop a consistent response to emergencies that is coordinated with 


the District Disaster Plan. 
12. Meet with law enforcement to review Safe Schools Plan 
13. Invite law enforcement to drills and trainings 
14. Responsible for creating and updating an emergency responder kit, which 


will include at a minimum: master keys, blue prints, emergency contact 
numbers, utility shutoff tools 
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Child Abuse Reporting 


A. Definition of Child Abuse 


Child abuse means a physical injury that is inflicted upon a child (under 18 years of 
age) by another person and such injury is other than accidental. Child Abuse also 
means the sexual abuse of a child or any act or omission pertaining to child abuse 
reporting laws (willful cruelty, unjustifiable punishment of a child, unlawful corporal 
punishment or injury). Child abuse also means the physical or emotional neglect 
of a child or abuse in out of home care. 


 
A child is anyone under 18 years of age.   
  
1. Child Abuse 


a. Injury inflicted by another person. 
b. Sexual Abuse. 
c. Neglect of child’s physical, health, and emotional needs. 
d. Unusual and willful cruelty; unjustifiable punishment. 
e. Unlawful corporal punishment. 


2. Not Considered Child Abuse 
a. Mutual affray between minors 
b. Injury caused by reasonable and necessary force used by a peace officer: 


  To quell a disturbance threatening physical injury to a person or 
damage property 


  To prevent physical injury to another person or damage to property 
  For the purposes of self‑defense 
  To obtain possession of weapons or other dangerous objects within 


the control of a child 
  To apprehend an escapee 


  
B. Mandated Child Abuse Reporting 
1. Mandated child abuse reporting is governed by the Child Abuse and Neglect 


Reporting Act, P.C. 11164. 
2. Any child care custodian, health practitioner, or employee of a child protective 


agency 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 shall report the 
known or suspected instance of child abuse to a child protective agency by 
telephone and written report. 


      The telephone call must be made immediately or as soon as practicably 
possible, within 24 hours. 


      A written report must be sent within 36 hours of the telephone call to the 
child protective agency. 


 
C. Sexual Activity 
Child abuse laws change from time to time. Should you suspect that a student is 


engaged in unlawful sexual activity, please consult with the school social worker 
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and administrator to determine if particular provisions under this section are 
current and in effect. 
1. Involuntary sexual activity is always reportable. 
2. Incest, even if voluntary, is always reportable. Incest is a marriage or act of 


intercourse between parents and children; ancestors and descendants of 
every degree; brothers and sisters of half and whole blood and uncles and 
nieces or aunts and nephews and adopted children. (Family Code § 2200). 


3. Voluntary Sexual Activity may or may not be reportable. Even if the behavior 
is voluntary, there are circumstances where the behavior is abusive, either 
by Penal Code definition or because of an exploitative relationship, then this 
behavior must be reported. If there is reasonable suspicion of sexual abuse 
prior to the consensual activity, the abuse must be reported. 


  
Reportable Sexual Activity if a Child is 14 Years of Age and Younger: 
1. Partner is younger than 14 years old, but there is a disparity in chronological or 


maturational age or indications of intimidation, coercion or bribery or other 
indications of an exploitative relationship. 


2. Partner is 14 years or older, lewd & lascivious acts committed by a partner of any 
age or if the partner is the alleged spouse and over 14 years of age. 


  
Reportable Sexual Activity if the Child is 14 or 15 years and: 
1. There is unlawful sexual intercourse with a partner older than 14 but less than 21 


years of age and there is no indication of abuse or evidence of an exploitative 
relationship there is unlawful sexual intercourse with a partner older than 21 
years. 


2. There are lewd and lascivious acts committed by a partner more than 10 years older 
than the child. 


3. The partner is the alleged spouse and over 21 years of age. 
  
Reportable Sexual Activity if the Child is 16 or 17 years and: 
1. The partner is less than 14 years of age. 
2. There is unlawful sexual intercourse with a partner older than 14 and there is 


evidence of an exploitative relationship. 
3. The partner is the alleged spouse and there is evidence of an exploitative 


relationship. 
  
Reportable Sexual Activity if the Child is under 18 years: 
1. Sodomy, oral copulation, penetration of a genital or anal opening by a foreign object, 


even if consensual, with a partner of any age. 
  
Mandated reports of sexual activity must be reported to either the County Child 
Protection Services (CPS) or to the appropriate police jurisdiction. This 
information will then be cross‑reported to the other legal agency. 
 
When in doubt, all suspected sexual abuse, physical abuse, or neglect should 
be reported to Child Protection Services or the appropriate police jurisdiction. 
 







8 
 


D. Failure to Report Known or Suspected Child Abuse 
Failure to report known or reasonable suspicion of child abuse, including sexual 
abuse, is a misdemeanor. Mandated reporters are provided with immunity from 
civil or criminal liability as a result of making a mandated report of child abuse. 


  
E. Child Abuse Reporting Number:  (209) 468-1333 
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Suspension and Expulsion Policies 
  
CA Codes (edc:48900-48926) EDUCATION CODE 
SECTION 48900-48926 
 
48900.  A pupil may not be suspended from school or recommended for expulsion 
unless the superintendent or the principal of the school in which the pupil is enrolled 
determines that the pupil has committed an act as defined pursuant to one or more of 
subdivisions (a) to (r), inclusive: 
 


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


b) Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other 
dangerous object unless, in the case of possession of any object of this type, 
the pupil had obtained written permission to possess the item from a certificated 
school employee, which is concurred in by the principal or the designee of the 
principal.  


c) Unlawfully possessed, used, sold, or otherwise furnished, or been under the 
influence of any controlled substance.  


d) Unlawfully offered, arranged, or negotiated to sell any controlled substance.  
e) Committed or attempted to commit robbery or extortion.  
f) Caused or attempted to cause damage to school property or private property.  
g) Stolen or attempted to steal school or private property.  
h) Possessed or used tobacco, or any products containing tobacco or nicotine 


products, including, but not limited to, cigarettes, cigars, miniature cigars, clove 
cigarettes, smokeless tobacco, snuff, chew packets, and betel. However, this 
section does not prohibit use or possession by a pupil of his or her prescription 
medications.  


i) Committed an obscene act or engaged in habitual profanity or vulgarity.  
j) Had unlawful possession of, or unlawfully offered, arranged or negotiated to sell 


any drug paraphernalia.  
k) Disrupted school activities or otherwise willfully defied the valid authority 


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


l) Knowingly received stolen school property or private property.  
m) Possessed an imitation firearm. As used in this section, “imitation firearm” 


means a replica of a firearm as to substantially similar in physical properties to 
an existing firearm as to lead a reasonable person to conclude that the replica 
is a firearm.  


n) Committed or attempted to commit sexual assault.  
o) Harassed, threatened, or intimidated a pupil who is a complaining witness or 


witness in a school disciplinary proceeding for the purpose of either preventing 
that pupil from being a witness or retaliating against that pupil for being a 
witness, or both.  


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


q) Engaged in, or attempted to engage in, hazing. For purposes of this subdivision, 
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"hazing" means a method of initiation or preinitiation into a pupil organization or 
body, whether or not the organization or body is officially recognized by an 
educational institution, which is likely to cause serious bodily injury or personal 
degradation or disgrace resulting in physical or mental harm to a former, current, 
or prospective pupil. For purposes of this subdivision, "hazing" does not include 
athletic events or school-sanctioned events. 


r) Engaged in an act of bullying. For purposes of this subdivision, the following 
terms have the following meanings: 


1. "Bullying" means any severe or pervasive physical or verbal act or 
conduct, including communications made in writing or by means of an 
electronic act, and including one or more acts committed by a pupil or 
group of pupils as defined in Section 48900.2, 48900.3, or 48900.4, 
directed toward one or more pupils that has or can be reasonably 
predicted to have the effect of one or more of the following: 
a. Placing a reasonable pupil or pupils in fear of harm to that pupil's or 


those pupils' person or property. 
b. Causing a reasonable pupil to experience a substantially detrimental 


effect on his or her physical or mental health. 
c. Causing a reasonable pupil to experience substantial interference 


with his or her academic performance. 
d. Causing a reasonable pupil to experience substantial interference 


with his or her ability to participate in or benefit from the services, 
activities, or privileges provided by a school. 


1. Electronic act" means the transmission, by means of an electronic 
device, including, but not limited to, a telephone, wireless telephone, or 
other wireless communication device, computer, or pager, of a 
communication, including, but not limited to, any of the following: 


i. A message, text, sound, or image 
ii. A post on a social network Internet Web site including, but not 


limited to: 
1. Posting to or creating a burn page. "Burn page" means An 


Internet Web site created for the purpose of having one or 
more of the effects listed in paragraph (1). 


2. Creating a credible impersonation of another actual pupil 
for the purpose of having one or more of the effects listed 
in paragraph 


3. Credible impersonation" means to knowingly and without 
consent impersonate a pupil for the purpose of bullying the 
pupil and such that another pupil would reasonably believe, 
or has reasonably believed, that the pupil was or is the pupil 
who was impersonated. 


iii. Creating a false profile for the purpose of having one or more of 
the effects listed in paragraph (1). "False profile" means a profile 
of a fictitious pupil or a profile using the likeness or attributes of an 
actual pupil other than the pupil who created the false profile. 


1. Notwithstanding paragraph (1) and subparagraph (A), an 
electronic act shall not constitute pervasive conduct solely 
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on the basis that it has been transmitted on the Internet or 
is currently posted on the Internet. 


2. "Reasonable pupil" means a pupil, including, but not limited 
to, an exceptional needs pupil, who exercises average 
care, skill, and judgment in conduct for a person of his or 
her age, or for a person of his or her age with his or her 
exceptional needs. 


 
A pupil may not be suspended or expelled for any of the acts listed above unless that 
act is related to school activity or school attendance occurring within a school under 
the jurisdiction of the superintendent or principal or occurring within any other school 
district. A pupil may be suspended or expelled for acts which are enumerated in this 
section and related to school activity or attendance that occur at any time, including 
but not limited to, any of the following:  
 


a) While on school grounds.  
b) While going to or coming from school.  
c) During the lunch period, whether on or off the campus. 
d) During, or in route to and from, a school sponsored activity. 


 
 
Expulsion Policies under Education Code 48915:  
The principal shall recommend the expulsion of a pupil for any of the following 
committed at school or school activity off school grounds, unless the principal or 
superintendent finds an expulsion is inappropriate, due to the particular 
circumstance: 
  


a) Causing serious physical injury to another person, except in self-defense.  
b) Possession of any knife, explosive, or other dangerous object of no 


reasonable use to the pupil.  
c) Unlawful possession of any controlled substance, as defined under Ed. Code.  
d) Robbery or extortion.  
e) Assault or battery on any school employee, as defined in Sections 240 and 


242 of the Penal Code. 
 
Mandatory Recommendation for Expulsion  
The principal, or superintendent of schools shall immediately suspend, pursuant to 
Section 48911, and shall recommend expulsion of a pupil that he or she determines 
has committed any of the following acts at school or at a school activity off school 
grounds: 
 


a) Possessing, selling, or otherwise furnishing a firearm. This subdivision does 
not apply to an act of possessing a firearm if the pupil has obtained prior 
written permission to possess the firearm from a certificated school employee, 
which is concurred in by the principal or the designee of the principal. This 
subdivision applies to an act of possessing a firearm only if an employee of a 
school district verifies the possession.  
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b) Brandishing a knife at another person  
c) Unlawfully selling a controlled substance as defined by Education Code  
d) Committing or attempting to commit a sexual assault as defined in the 


Education Code  
 


48900.2.  
In addition to the reasons specified in Section 48900, a pupil may be suspended from 
school or recommended for expulsion if the superintendent or the principal of the 
school in which the pupil is enrolled determines that the pupil has committed sexual 
harassment as defined in Section 212.5. 


For the purposes of this chapter, the conduct described in Section 212.5 must be 
considered by a reasonable person of the same gender as the victim to be sufficiently 
severe or pervasive to have a negative impact upon the individual’s academic 
performance or to create an intimidating, hostile, or offensive educational 
environment.  This section shall not apply to pupils enrolled in kindergarten and grades 
1 to 3, inclusive. 
  
48900.3. 
In addition to the reasons set forth in Sections 48900 and 48900.2, a pupil in any of 
grades 4 to 12, inclusive, may be suspended from school or recommended for 
expulsion if the superintendent or the principal of the school in which the pupil is 
enrolled determines that the pupil has caused, attempted to cause, threatened to 
cause, or participated in an act of, hate violence, as defined in subdivision (e) of 
Section 233. 
  
48900.4.  
In addition to the grounds specified in Sections 48900 and 48900.2, a pupil enrolled in 
any of grades 4 to 12, inclusive, may be suspended from school or recommended for 
expulsion if the superintendent or the principal of the school in which the pupil is 
enrolled determines that the pupil has intentionally engaged in harassment, threats, or 
intimidation, directed against a pupil or group of pupils, that is sufficiently severe or 
pervasive to have the actual and reasonably expected effect of materially disrupting 
class work, creating substantial disorder, and invading the rights of that pupil or group 
of pupils by creating an intimidating or hostile educational environment. 
  
48900.7.  
a. In addition to the reasons specified in Sections 48900, 48900.2, 48900.3, and 


48900.4, a pupil may be suspended from school or recommended for expulsion if 
the superintendent or the principal of the school in which the pupil is enrolled 
determines that the pupil has made terrorist threats against school officials or 
school property, or both. 


b. For the purposes of this section, “terrorist threat” shall include any statement, 
whether written or oral, by a person who willfully threatens to commit a crime which 
will result in death, great bodily injury to another person, or property damage in 
excess of one thousand dollars ($1,000), with the specific intent that the statement 
is to be taken as a threat, even if there is no intent of actually carrying it out, which, 
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on its face and under the circumstances in which it is made, is so unequivocal, 
unconditional, immediate, and specific as to convey to the person threatened, a 
gravity of purpose and an immediate prospect of execution of the threat, and 
thereby causes that person reasonably to be in sustained fear for his or her own 
safety or for his or her immediate family’s safety, or for the protection of school 
district property, or the personal property of the person threatened or his or her 
immediate family. 


  
Staff Notice of Dangerous Students 
  
EC 49079 requires teacher notification of students committing or reasonably suspected 
of committing a “dangerous act” within the last 3 years (EC 48900 except tobacco and 
nicotine). A student who has, or is reasonably suspected of having violated Section 
48900 [except (h)], 48900.2, 48900.3, and 48900.4 falls into this category.  The 
information has to be shared in a confidential manner with teachers as appropriate. 
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Sexual Harassment Policy 
 
The Governing Board is committed to maintaining a safe school environment that is 
free from harassment and discrimination.  The Board prohibits sexual harassment of 
students, at school or at school-sponsored or school-related activities.  The Board 
also prohibits retaliatory behavior or action against any person who files a complaint, 
testifies, or otherwise participates in district complaint processes. 
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 1312.3 - Uniform Complaint Procedures) 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
(cf. 5131 - Conduct) 
(cf. 5131.2 - Bullying) 
(cf. 5137 - Positive School Climate) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction) 
 
Instruction/Information 
The Superintendent or designee shall ensure that all district students receive age-
appropriate instruction and information on sexual harassment. Such instruction and 
information shall include: 
1. What acts and behavior constitute sexual harassment, including the fact that 


sexual harassment could occur between people of the same sex and could 
involve sexual violence 


2. A clear message that students do not have to endure sexual harassment 
3. Encouragement to report observed instances of sexual harassment, even 


where the victim of the harassment has not complained 
4. Information about the district's procedure for investigating complaints and the 


person(s) to whom a report of sexual harassment should be made 
5. Information about the rights of students and parents/guardians to file a criminal 


complaint, as applicable 
 
Complaint Process 
Any student who feels that he/she is being or has been sexually harassed on school 
grounds or at a school-sponsored or school-related activity (e.g., by a visiting athlete 
or coach) shall immediately contact his/her teacher or any other employee.  An 
employee who receives such a complaint shall report it in accordance with 
administrative regulation. 
 
Confidentiality and Record-Keeping 
All complaints and allegations of sexual harassment shall be kept confidential except 
as necessary to carry out the investigation or take other subsequent necessary 
action.  (5 CCR 4964) 
 
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged 
Information) 
(cf. 5125 - Student Records) 
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The Superintendent or designee shall maintain a record of all reported cases of sexual 
harassment to enable the district to monitor, address, and prevent repetitive harassing 
behavior in the schools. 
  


Dress Code Policy 


Jefferson District is noted for the outstanding appearance of its students. Wearing 
extreme fashions is not conducive to a quality educational atmosphere and has no 
place in Jefferson School District. In keeping with this philosophy of good style and 
taste, the following rules apply to all regular school activities:  


1. Clothing should be in good repair and reflect modest taste.  


2. Students are to come to school dressed for learning and for playing.  


a. Shirts are not permitted to be low cut, strapless, off the shoulder, halter top or 
backless. Shirts without sleeves must have a strap that is equal to or greater than four 
of the student’s fingers. All shirts must be long enough (without having to be pulled into 
place) so that they could be tucked in (and would realistically remain tucked in) if 
necessary. This rule applies regardless of changing weather throughout the warmer 
months.  


b. All pants, shorts, skirts and dresses need to be an appropriate length and size so as 
not to expose a student’s posterior or undergarments. Pants, shorts, skirts and dresses 
shall not be tight fitting or shorter than a student’s extended fingertips. Pajama pants 
are not allowed except on designated spirit days. Leggings and yoga pants are allowed 
with an over garment that is fingertip length. Pants must fit at the waist and should not 
be more than one size too large, sagging is not permitted. Pants, shorts and skirts shall 
be free of holes above the extended fingertips.  


c. Students need to wear shoes that will allow them to run and play. All footwear must 
have straps or enclosed backs. Flop flops and slippers are not allowed.  


d. Students are not permitted to wear baseball caps, hats, knit caps, visors, and hoods 
in class, assemblies, or in any indoor school function. Outdoors, hats must be worn 
forward facing.  


3. All clothing, jewelry, backpacks and other personal items shall be free of writing, 
pictures and/or other insignia which are crude, vulgar, profane, sexually suggestive, 
gang related, or depict nudity, or weapons. In addition, clothing or personal items shall 
not exhibit drug, alcohol or tobacco references, or advocate racial, ethnic or religious 
prejudice.  


4. Any clothing or accessory that may be deemed dangerous, i.e. wallets with chains, 
steel-toes boots, items with spikes or studs, and belts worn long are unacceptable.  


5. Any clothing which may be disruptive to the school environment or deemed offensive 
by school personnel is prohibited. 
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Per the district policy, the consequences for dress code violations are: 
 
First offense: The student’s parent/guardian shall be contacted and may be asked to 
meet with school staff. The student will be required to wear loaner clothes or call 
home for a change of clothes.  


Second offense: The student’s parent/guardian shall be contacted and may be 
asked to meet with school staff. The student will be required to wear loaner clothes or 
call home for a change of clothes. The student shall be assigned detention as 
determined appropriate by the principal or the designee.  
Third offense: The student’s parent/guardian shall be contacted and may be asked 
to meet with school staff. The student will be required to wear loaner clothes or call 
home for a change of clothes. The principal or the designee shall assign the student 
ten hours of community service to be performed within thirty calendar days.  
Fourth and subsequent offenses: The student shall be suspended for a period of 
1-5 days as determined by the principal or the designee.  
 


Procedures for Safe Ingress and Egress  


Beyond planning for daily ingress/egress routes and emergency evacuation routes, 
schools must plan for assisting students, staff and visitors with disabilities.   Under the 
Americans with Disabilities Act of 1990, individuals who are deaf/hard of hearing, 
blind/partially sighted, mobility impaired and/or cognitively/emotionally impaired must 
be assisted. 
  
A. Schools must include plans for: 
1. Identifying the population of people with disabilities.  See student IEP, 504 or 


Individualized Student Health Plan. 
2. Determining proper signage and equipment.  
3. Training staff to assist individuals with disabilities.  
4. Coordinating with emergency response personnel.  
  
B. Planning 
      It is recommended that schools identify the location of potential evacuation sites 


based on the potential circumstances that may cause movement/relocation of the 
school population in the event of an emergency. 


  
C.   Evacuation Routes 


Refer to the attached school map at the conclusion of this document, which 
identifies evacuation routes during emergency evacuations.  Staff members that 
have students with disabilities need insure those students receive proper 
evacuation.  


  


 


 


 







17 
 


School Discipline 


A.   Statement of Rules and Procedures on School Discipline  


Education Code 44807: 
“Every teacher in the public schools shall hold pupils to a strict account for their conduct 


on the way to and from school, on the playgrounds, or during recess. A teacher, 
vice principal, principal, or any other certificated employee of a school district, shall 
not be subject to criminal prosecution or criminal penalties for the exercise, during 
the performance of his duties, of the same degree of physical control over a pupil 
that a parent would be legally privileged to exercise but which in no event shall 
exceed the amount of physical control reasonably necessary to maintain order, 
protect property, or protect the health and safety of pupils, or to maintain proper 
and appropriate conditions conducive to learning.” 


  
B. Notification to Students and Parents 
  
Education Code 35291: 
1. Parents and students shall be notified of the District and school site rules pertaining 


to student discipline at the beginning of the first semester, and at the time of 
enrollment for students who enroll thereafter. 


2. The discipline policy shall be reviewed annually with input from the discipline team, 
site administrators, campus security, staff, students, and parents. 


  
C. Site Discipline.  A copy of the school discipline plan is distributed to 


parents/students on the first day of school or on the first enrollment day.  
  
D. Staff Training.  All school personnel review the emergency procedures annually at 


the beginning of the new school year. 
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Response Actions 
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Stand by Alert 
 


This action is used to alert the staff and students and place them 
on Stand By until further instructions. 


  
Announcement 
If time permits, the Incident Commander (or his/her designee) will 
make the following announcement on the PA system or other 
communication systems (i.e. phone, email, messenger, etc.). 
  


“ATTENTION PLEASE. STAND BY FOR ADDITIONAL 
INFORMATION.  STAND BY FOR ADDITIONAL 
INFORMATION.” 


  
Description of Action 
1.  If inside, teachers will hold students in classrooms until further 
instructions. 
2.  If outside, teachers will assemble students into a single location. 
  
For all situations, remain on Stand By until further instructions or an 
All Clear signal is given. 
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Duck, Cover, and Hold 
 


This action is used to protect students and staff from flying or 
falling debris. 
  
Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is not 
available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, etc.). 


  
“ATTENTION PLEASE. DUCK, COVER AND HOLD.  DUCK, 
COVER, AND HOLD.  ADDITIONAL INFORMATION TO 
FOLLOW.” 
  
Description of Action 


If inside — 
1.     Drop to knees 
2.     Get under desk and remain facing away from 


windows 
3.     Clasp one hand behind neck and use other hand 


to hold onto desk/table 
4.     Bury face in arms 
5.     Make body as small as possible 
6.     Close eyes and cover ears with forearms. 


  
If outside— 


1.     Drop to knees 
2.     Clasp both hands behind neck 
3.     Bury face in arms 
4.     Make body as small as possible 
5.     Close eyes and cover ears with forearms. 
6.     Avoid glass and falling objects 
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Evacuation of Building 
  


This action is used after the decision is made that it is unsafe to 
remain in the building. 


   
Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is not 
available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, etc.). 
  
“ATTENTION PLEASE.  EVACUATE THE BUILDING.  EVACUATE 
THE BUILDING.” 


  
Description of Action 


  
1.  Evacuate the building(s) using designated routes to the 


assigned Assembly Area.  Once assembled, stay in place until 
further instructions. 


  
2.  Teacher will secure the student roster when leaving the building 


and take attendance once the class is assembled in their 
designated area. 
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Off-Site Evacuation 
  


This action is used after the decision is made that it is safer to 
leave the campus than to remain on site. 


  
Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is not 
available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, etc.). 
  
“ATTENTION PLEASE.  OFF-SITE EVACUATION WHEN 
DISMISSAL BELL RINGS.  OFF-SITE EVACUATION WHEN 
DISMISSAL BELL RINGS.” 


  
Description of Action 


  
1.     The Incident Commander will direct the best means to evacuate 


the campus and proceed to a pre-designated safe location.  This 
may include school buses, cars, or walking. 


2.     Secure the student roster when leaving the building and take 
attendance once the class is assembled in a pre-designated safe 
location. 


3.     Teachers will direct students to the following areas for the offsite 
evacuation: 


 
 Walking Evacuation Plan A: Temporary Campus Parking Lot 
 Walking Evacuation Plan B: Ken Yasui Park 
 
 Bussing Evacuation: St. Bernard’s Holy Family Center 
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 Reverse Evacuation 
  


This action is used to rapidly and safely move people inside a 
facility when it would be dangerous to remain outside.  Reverse 
Evacuation is appropriate when: 
 


1. People are located outside, such as on the playgrounds, on 
the sports field, on the blacktop, or at an outdoor event 
 


2. The danger necessitates a school lockdown or shelter in 
place, such as an active shooter, armed intruder, a threat in 
the surrounding community, or hazmat situation.   


 
3. The threat or danger is a safe distance away that allows you 


access into a building or structure for safety.   
 
Reverse evacuation is most commonly used before / after school, 
during breaks / passing periods, during lunch, or when classes are 
outside, such as, physical education (PE) 
 
This action should be evaluated during a school lockdown and if 
appropriate, should be taken.   
 
If it is not safe to reverse evacuate, then refer to the “If Outside” 
section of the “Lockdown” procedure.   
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Shelter in Place 
  


This action is used after a decision is made that being indoors would provide a 
greater level of protection to students and staff. 


  
Announcement 
The Incident Commander (or his/her designee) will make the following 
announcement on the PA system.  If the PA system is not available, use other 
means of communication, (i.e. send messengers to deliver instructions, email, 
etc.). 
  


“ATTENTION PLEASE. SHELTER IN PLACE.  DO NOT LEAVE THE 
BUILDING.  DO NOT LEAVE THE BUILDING.  IF YOU ARE OUTSIDE, 
MOVE INSIDE.  ADDITIONAL INFORMATION TO FOLLOW.” 


  
Description of Action 
  
If inside: 
 


1. Keep students in classrooms pending further instructions. 
2. If outside, direct students into the nearest classroom or school 


building.  Consider the proximity of the identified hazard.  If necessary, 
proceed to an alternative indoor location.  A room of a building located 
upwind of the identified hazard is preferred and ideal. 


2. Secure and lock all doors 
3. Close all windows and window coverings 
4. Account for all students 
5. Do not allow anyone to leave the secure room until ALL CREAR 


message is received. 
6. Students should take their seats and lessons can continue until the 


SHELTER IN PLACE response is lifted. 
7. Passing periods and lunch should be disregarded until SHELTER IN 


PLACE 
 


 If outside: 
 


1. Reverse Evacuate - Attempt to get into nearest building and secure in that 
building (Refer to Reverse Evacuation) 


a. If entire classroom is in unassigned classroom, notify school 
administration of your location 


b. If student gets separated from class, get in into nearest classroom and 
have staff member notify student’s teacher of student’s location.  


2. If unable to get into a classroom or building, proceed to the office 
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School Lockdown 
  
This action is used when a threat of violence, armed intruder, gunfire, or 
active threat/shooter is present, and it is necessary to prevent the 
perpetrator(s) from entering occupied areas that CAN BE secured. 
  
Announcement 
The Incident Commander (or his/her designee) will make the following 
announcement on the PA system.  If the PA system is not available, use 
other means of communication, (i.e. send messengers to deliver 
instructions, email, calling trees, etc.). 
  
“ATTENTION PLEASE. INITIATE LOCK DOWN. REPEAT, INITIATE 
LOCK DOWN.” 
  
Description of Action 
  
IF INSIDE, staff members are to: 
  
1. Lock doors and sit/lie on the floor away from doors and windows, 


consider spreading out in the room, using cover and 
concealment.  Also consider hiding behind desks, cabinets, and in 
closets. 


2. Close any shades and/or blinds if it appears safe to do so. 
3. Turn off the lights. 
4. Blockade the door with heavy furniture / objects. 
5. Once room is secured, do not answer or open door. 
6. Do not allow anyone to leave secure room until ALL CLEAR 


message is received. 
7. Remain concealed until police or a recognized staff member assures 


it is safe to unlock the doors.  
8. Do not to use cell phones or computers until directed to do so, 


unless notifying police or relaying vital information. 
9. Be as quiet as possible. 
10. Consider arming yourself with objects in the room to protect yourself 


against the shooter (i.e., stapler, tape dispenser, cell phone, any 
blunt heavy object) 
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IF OUTSIDE  
 
1. Get low & look for cover and a place to conceal yourself.  


◦ Low crawl if necessary. 
2. Look for an open room and lock yourself inside 


◦ Bathroom 
◦ Closet 


3. If possible and unable to get into a concealed location, refer to the 
RUN / HIDE / FIGHT portion of this procedure. 


4. Remain calm and stay quiet 
5. If able, w/o giving away your position, call the police or call or text a 


friend to let them know where you are located. 
 
If your class is outside during a lockdown, or if a lockdown is 
initiated before / after school, during lunch, or during passing 
periods. 
 
During a lockdown, as a class, if you can safely reverse evacuate, you 
should do so. 
 
If you are unable to reverse evacuate (as a class) during a lockdown or 
you are unable to get into a building/room prior to it being secured, refer 
to the RUN / HIDE / FIGHT portion of this procedure.  
  
RUN – If you are NOT in a secured location or your location is 
compromised, you should: 
  
If there is an accessible escape path, attempt to evacuate the premises. 
Be sure to:            


  
1.     Have an escape route and plan in mind 
2.     Evacuate regardless of whether others agree to follow 
3.     Leave your belongings behind 
4.     Help others escape, if possible 
5.     Prevent individuals from entering an area where the active shooter      


  may be present 
6.     Keep your hands visible 
7.     Follow the instructions of any police officers 
8.     Do not attempt to move wounded people 
9.     Call 911 when you are safe 
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HIDE – Once you have escaped danger or are out of danger, you should: 
  
Find a place to hide where the active shooter is less likely to find you. 
  


1.     Your hiding place should: 
  


a. Be out of the active shooter’s view 
b. Get low and look for a location to conceal yourself  
c. Provide protection if shots are fired in your direction (i.e., 


an office, bathroom, or closet with a closed and locked 
door) 


d. Not trap you or restrict your options for movement 
e. Consider moving to a new location 
  


2.     If you are unable to get to a concealed or secure location, run to 
a remote area and/or flee from danger 


  
3.     If able to do so and without giving away your position, call/text 


the police or someone you know to let them know where you are 
located  


  
FIGHT - As a last resort, and only when your life is in imminent danger, 
attempt to disrupt and/or incapacitate the active shooter by: 
  


1. Act as aggressively as possible against the threat 
2. Throwing items and improvising weapons (i.e., stapler, tape 


dispenser, cell phone, any blunt heavy object) 
3. Yelling 
4. Committing to your actions 
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All Clear 
 


This action is used after the decision is made that normal school 
operations can resume. 


  
Announcement 


The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is 
not available, use other means of communication, (i.e. email, 
calling tree, send messengers to deliver instructions, etc.). 


  
BELL WILL RING “ATTENTION PLEASE.  ALL 
CLEAR.  ALL CLEAR.  THANK YOU.” 


  
Description of Action 


1.  This action signifies the emergency is over. 
2.  If appropriate, teachers should immediately begin discussions and 


activities to address students’ fear, anxiety, etc. 
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Intruder Alert All Clear 
  
This action is used after the decision is made that normal school 
operations can resume. 
  


Announcement 
The Incident Commander (or his/her designee) will make the 
following announcement on the PA system.  If the PA system is 
not available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, etc.). 


  
BELL WILL RING “ATTENTION PLEASE.  ALL 
CLEAR.  ALL CLEAR.  THANK YOU.” 


  
Description of Action 


1.  This action signifies the emergency is over. 
2.  If appropriate, teachers should immediately begin discussions and 


activities to address students’ fear, anxiety, etc. 
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Parent Alert 
  


1.  Secretary will activate emergency voice message. 
2.  The School Districts’ technology-based parent notification and 


school-to-home communication system will be activated.  This 
system will allow the Incident Command Team the ability to send 
communications to identified parents and faculty. 


  
The School District’s notification system will be utilized to provide 
communications to parents during emergency response 
situations on site.  Under the Incident Commander’s direction, the 
Site Public Information Officer will be responsible for developing 
outgoing messages (email or phone message, whichever is 
appropriate for the given situation) and transmitting them to the 
parent community. 
  
In the event that the School District’s notification system is not 
functional, the site Public Information Officer and site staff, 
designated by the Incident Commander to assist, will contact 
parents via phone and or email with information provided in the 
Student Emergency Form. 
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Release/ Parent Process of Pick-up 
  
In the event of the disaster or local emergency, the District’s custodial 
responsibility of students may be extended beyond the range of normal 
operating hours.  The following guidelines are to be followed for the 
release of students, unless otherwise direct by the Police Department: 
  


 Guardians will present Student Attendance/ Release Team 
member with a picture ID. 


 Student Attendance/ Release Team member will verify ID with 
the Student Emergency Cards on file. 


 Upon positive verification of identification with the Student 
Emergency Card, notify the Student Supervision Team to 
release or escort student to the pick-up area. 


 Upon reunification of student with guardian, instruct guardian to 
sign Emergency Student Release Log sheet entry of student 
indicating release of student. 


 If students are released to a medical facility, the student’s 
name, school, address and phone number, if known, must be 
written in permanent ink on the student’s body. 
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Reunification 
After a mass casualty or critical incident it is important to quickly reunite 
survivors with their loved ones.  The District’s custodial responsibility of 
students may be extended beyond the range of normal operating 
hours.  When it is necessary to perform an off campus evacuation, the 
following guidelines are to be followed for the release of students, unless 
otherwise direct by the Police Department: 
  


 A designated off-campus location will be made by the Incident 
Commander (or his or her designee). 


 Security and supervision will be in place prior to any students 
being transported to the off site location.   


 Transportation services will be contact and arranged by the 
Incident Commander (or his or her designee). 


 If necessary, counselors should be contacted and respond to the 
reunification site.   


 The following protocols should be followed: Protocols for 
notification, information release, orderly check-in, check-out, 
record keeping, and release of minors to adults. 


 The Student Attendance / Release Team should be in place prior 
to student arriving.   


 Guardians will present Student Attendance/ Release Team 
member with a picture ID. 


 Student Attendance/ Release Team member will verify ID with the 
Student Emergency Cards on file. 


 Upon positive verification of identification with the Student 
Emergency Card, notify the Student Supervision Team to release 
or escort student to the pick-up area. 


 Upon reunification of student with guardian, instruct guardian to 
sign Emergency Student Release Log sheet entry of student 
indicating release of student. 


 If students are released to a medical facility, the student’s name, 
school, address and phone number, if known, must be written in 
permanent ink on the student’s body. 


After a critical incident, you should remember that the incident may be criminal 
and investigated by law enforcement.  If it is an active investigation, witnesses 
and victims may need to be contacted by law enforcement delaying the 
reunification.  Witnesses and victims may need to be separated to keep the 
integrity of the investigation.   
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School Closure 
  
In the event that an emergency incident has rendered the site inoperable 
and uninhabitable, the Site Incident Commander will consult with the 
Superintendent with an update on the status of the site and 
situation.  After conferring and receiving instructions from the 
Superintendent to close the school site: 
            
During school hours with staff and students on site: 
  


 Site Incident Commander will activate the Off-Site Evacuation 
Response. 


 Site Incident Commander or designee will Activate Parent 
Notification System to alert parents of new location of student 
assembly. 


 Update District EOC or District Public Information Officer of 
new student assembly area. 


  
After school hours with staff and students off site: 
  


 Site Incident Commander will alert Command Team and 
Activate School District’s Parent Notification System to school 
closure. 
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Information Provided to Police Dispatcher or 911 Operator 
  
When reporting an emergency to law enforcement it is important to 
provide as much information as possible.  Allow the call-taker to be in 
control of the conversation and ask the questions.  Remember to remain 
calm.  Officers are often responding even though you are still providing 
information to the call-taker.  Below is some of the information that must 
be provided depending on the nature of the emergency.  
  


1. Address and location of incident 
2. Nature of emergency, threat (i.e. armed intruder, active 


threat/shooter, suspicious package, bomb threat) 
3. Precise location of the threat, intruder, active threat/shooter, 


suspicious package, bomb threat 
4. Number of suspects, if more than one 
5. Physical description of suspects(s) (describe race, gender, height, 


weight, build, hair color / style / length, facial hair, clothing head to 
toe, and anything that stands out; such as, tattoos, hat, glasses, 
disguise. 


6. Number and type of weapons held by the active threat/shooter 
7. Number of potential victims at the location 
8. Possible lookouts 
9. Suspicious vehicle(s) that may belong to the suspect(s) 
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Emergency Procedures 
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Earthquake 
  
Upon the first indication of an earthquake, teachers should direct 
students to Duck, Cover, and Hold.  Follow the procedures listed below 
for all earthquake events: 
  


1. Avoid glass and falling objects.  Move away from windows, heavy 
suspended light fixtures, and other overhead hazards.  When the 
shaking stops, the Incident Commander (or his/her designee) will 
issue the All Clear Response.  Use designated routes and proceed 
directly to the assembly area.  Teachers shall notify the Student 
Attendance/Release Team of missing students. 


2. The Incident Commander (or his/her designee) to direct the 
Security Team to post guards a safe distance away from building 
entrances to prevent access. 


3. Warn all school personnel to avoid touching fallen electrical wires. 
4. First Aid Team will check for injuries and provide appropriate first 


aid. 
5. The Incident Commander (or his/her designee) will direct the 


Facility Team to turn off water, gas, and electrical and to alert 
appropriate utility company of damages, if appropriate. 


6. If the area appears safe, the Search and Rescue team will be 
cleared by the Incident Commander (or his/her designee) to make 
an initial inspection of the school buildings, if needed. 


7. The Incident Commander (or his/her designee) will contact the 
Office of the District Superintendent to determine if additional 
actions are deemed necessary. 


  
In the event an earthquake occurs during non-school hours: 


1. The Incident Commander and Identified Maintenance/ Facilities 
Personnel* will assess damages to determine needed corrective 
actions.  For apparent damages, contact the District 
Superintendent to determine if the school should be closed. 


2. If the school must be closed, notify staff members and students as 
identified in School Closure Response Procedure. 
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Fire on School Grounds 
  
In the event of a fire on school grounds, the following procedures should 
be implemented: 
1. Upon discovery of a fire, direct all occupants out of the building and 


report the fire to the Incident Commander. 
2. The Incident Commander (or his/her designee) will immediately issue 


the EVACUATION OF BUILDING action.  Students and staff will 
evacuate buildings using the evacuation routes or other safe routes 
and proceed directly to the Assembly Area.  Teachers will take student 
roster and take attendance to account for students. Teachers will 
notify Student Attendance/Release Team of missing students. 


3. The Incident Commander (or his/her designee) will call “911” to 
provide the exact location (e.g., building, room, area) of the fire. 


4. The Security Team will secure the area to prevent unauthorized entry 
and keep access roads clear for emergency vehicles. 


5. Search and Rescue Leader will direct the fire department to the fire 
and brief fire department official on the situation. 


6. The Facilities Team will notify the appropriate utility company of 
damages. 


7. The Incident Commander (or his/her designee) will notify the District 
Superintendent’s Office and Maintenance and Operations of the fire.  


8. If appropriate the Incident Commander (or his/her designee) will 
implement the PARENT ALERT SYSTEM. 


9. For any fires on campus, the Incident Commander and District 
Superintendent will determine whether the school will resume 
operations and/ or open the following day. 
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Fire in Surrounding Area 
  
In the event of a fire in the surrounding area, the following procedures 
should be implemented: 


1. The Incident Commander (or his/her designee) will initiate the 
appropriate immediate response actions, which may 
include:  STAND BY ALERT, SHELTER-IN-PLACE, SECURE 
BUILDING, EVACUATION OF BUILDING or OFF-SITE 
EVACUATION. 


2. The Incident Commander (or his/her designee) will call “911” to 
provide the exact location (e.g., building, room, area) of the fire. 


3. The Incident Commander (or his/her designee) will activate the 
Security Team to secure the area to prevent unauthorized entry 
and keep access roads clear for emergency vehicles. 


4. The Incident Commander (or his/her designee) will work with the 
fire department to determine if school grounds are threatened by 
the fire, smoke, hazardous atmospheres, or other conditions.  The 
Incident Commander or designee will maintain open 
communication with the fire department. 


5. If the Incident Commander or designee issues the EVACUATION 
OF BUILDING action.  Students and staff will evacuate buildings 
using the evacuation routes or other safe routes and proceed 
directly to the Assembly Area.  Teachers will take student roster 
and take attendance to account for students. Teachers will notify 
Student Attendance/Release Team of missing students. 


6. The Incident Commander (or his/her designee) will keep a battery-
powered radio tuned to a local radio station for emergency 
information. 


7. In the event of a loss of water or other utilities, the Incident 
Commander will refer to the Power Outage/ Loss of Utilities 
Procedure. 


8. If appropriate, the Incident Commander or designee will implement 
the PARENT ALERT SYSTEM. 


9. The Incident Commander or designee will notify the District 
Superintendent, Maintenance and Operations of the emergency 
situation. 
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Explosion / Bomb Threat 
  
There are three possible scenarios involving the explosion/ bomb 
threat.  Determine which scenario applies and implement the appropriate 
response procedures described below. 
   
Scenario 1:  Explosion on school property 
Scenario 2:  Explosion or credible bomb threat in surrounding area. 
Scenario 3:  Bomb threat on school property 
  
Scenario 1:  Explosion on School Property 


  
1. Upon explosion and depending on the proximity of the explosion 


and affected area(s) all persons should: DUCK, COVER, AND 
HOLD, or EVACUATE BUILDING. 


2. The Incident Commander will consider the possibility of another 
imminent explosion and take appropriate action. 


3. After the blast, the Incident Commander will initiate another 
Response Action, which may include:  SHELTER-IN-PLACE, 
SECURE BUILDING, EVACUATE BUILDING, or OFF-SITE 
EVACUATION. 


4. If the explosion occurred within the school buildings, Incident 
Commander will issue EVACUATE BUILDING action to the 
affected building or entire school.  Students and staff will evacuate 
using prescribed routes and proceed to the assembly 
area.  Teachers shall bring the student roster and take attendance 
to account for students.  Teachers will notify Student 
Attendance/Release Team of missing students. 


5. During an EVACUATE BUILDING, teachers and staff should be 
aware of the possibility of secondary Improvised Explosive Device 
(IED) 


6. If a suspicious packaged or suspected IED is located, teachers 
should change their evacuation route and immediately notify the 
Incident Commander. 


7. The Incident Commander (or his/her designee) will call “911” to 
provide the exact location (e.g., building, room, area) and nature of 
emergency. 


8. If appropriate the Incident Commander (or his/her designee) will 
implement the PARENT ALERT SYSTEM. 
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9. If necessary and deemed safe to do so, the Incident Commander 
(or his/her designee) will direct the Search and Rescue Team to 
suppress fires and rescue personnel. (Incident Commander should 
wait for verification or all clear of additional threats of explosion 
from first responders) 


10.The Facilities Team will notify the appropriate utility company of   
     damages. 
11.The Incident Commander (or his/her designee) will notify the  
     District Superintendent and Maintenance and Operations of the  
     situation. 
12.The Security Team Leader will post guards safe distance away  
     from the building entrance to prevent persons entering the school  
     building. 


 
The Incident Commander (or his/her designee) will issue other 
instructions as needed. 


  
Scenario 2:  Explosion or Threat of Explosion in Surrounding Area 
  


1. The Incident Commander (or his/her designee) will order 
SHELTER IN PLACE. 


2. The Incident Commander (or his/her designee) will call “911” to 
provide the exact location (e.g., building, room, area) and nature 
of emergency. 


3. Incident Commander (or his/her designee) will instruct all staff to 
stop use of all cell phones and 2-way radios.  Teachers will 
instruct all students to turn off their cell phones until further 
notice. 


4. The Incident Commander (or his/her designee) will issue other 
instructions as needed. 


5. All students and staff will remain in SHELTER IN PLACE until 
further instructions are provided.  


 
Scenario 3:  Bomb Threat on School Property 
  
Treat each and every bomb threat seriously. Bomb threats are most often 
received by telephone, email, text message, social media, handwritten notes, 
and writings on objects, walls, or structures. 
  


1. The Incident Commander (or his/her designee) will initiate appropriate 
Response Actions, which may include DUCK, COVER, AND HOLD, SHELTER 
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IN PLACE, SECURE BUILDING, EVACUATE BUILDING, or OFF-SITE 
EVACUATION. 


2. If the Incident Commander issues the EVACUATION OF BUILDING action, the 
front office secretary (if possible) will forward the site’s main phone line to the 
pre-recorded emergency outgoing message.    Students and staff will 
evacuate buildings using the evacuation routes or other safe routes and 
proceed directly to the assembly area.  Teachers will take student roster and 
take attendance to account for students. Teachers will notify Student 
Attendance/Release Team of missing students. 


3. If the bomb threat is specific to an area, that information will be relayed to 
students and staff so that evacuation routes may be altered and secondary 
routes will be used.  It is imperative, while evacuating, to look for suspicious 
packages or secondary Improvised Explosive Devices (IED’s) 


4. The Incident Commander (or his/her designee) will call “911” to provide the 
exact location (e.g., building, room, area) and nature of emergency. 


5. Incident Commander (or his/her designee) will instruct (if possible) all staff to 
stop use of all cell phones and 2-way radios.  Teachers will instruct all students 
to turn off their cell phones until further notice. 


6. If necessary, the Incident Commander (or his/her designee) will direct the 
Search and Rescue Team to suppress fires and rescue personnel (if possible 
and equipped to do so). 


7. The Facilities Team will notify the appropriate utility company of damages. 
8. The Incident Commander (or his/her designee) will notify the District 


Superintendent and Maintenance and Operations of the situation. 
9. The Incident Commander (or his/her designee) will issue other instructions as 


needed. 
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Received Telephone Bomb Threats 
  
Treat each and every bomb threat seriously. 
  
In the event a bomb threat is received via telephone, it is imperative the 
receiving caller keep the suspect on the telephone line as long as 
possible, listen carefully, ask key questions, and complete the Bomb 
Threat Checklist.  
  
Bomb threats received by phone: 


1. Remain calm 
2. Keep the caller on the line for as long as possible 
3. DO NOT HANG UP, even if the caller does 
4. Listen carefully 
5. Be polite and show interest 
6. Try to keep the caller talking to learn more information 
7. If possible, write a note to a colleague to call the authorities 
8. If your phone has a display, copy the number and/or letters on 


the window display 
9. Complete the Bomb Threat Checklist immediately 
10. Write down as much detail as you can remember 
11. Try to get exact words 
12. Immediately upon termination of the call, do not hang up, but 


from a different phone, contact Law Enforcement immediately 
with information and await instructions. 


  
Ask the following key questions: 


1.     How many bombs are there? 
2.     Where is the bomb(s) located? (Building, Floor, Room, etc.) 
3.     When will it go off? 
4.     What does it look like? 
5.     What kind of bomb is it? 
6.     What will make it explode? 
7.     Did you place the bomb(s)? (Yes / No) 
8.     Why? 
9.     What is your name? 
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Suspicious Object / Package / Device 
  
Suspicious packages on school grounds are objects, packages, and/or 
devices, where the identity of the owner are not known coupled with 
suspicion that the object, package, or device may pose a threat to the 
school.  Police should be immediately notified and are responsible for 
investigation of the suspicious object, package, or device.  If needed, 
police will notify the Explosive Ordnance Disposal for further 
investigation or detonation of the object.  
  
When a suspicious object is located these principals should be 
immediately applied: 


1. Isolate – Do not move suspicious object.  Keep staff and 
students a safe distance from object.  Evacuate all classes 
within affected area away from suspicious object. 


2. Contain – If possible, set up a perimeter around the suspicious 
object a safe distance away.  Attempt to keep students and staff 
from entering the affected area.   


3. Evacuate – Evacuate all students, staff, and occupied 
classrooms and offices a safe distance from the affected area.  


  
DO NOT 


1. Use 2-way radios or cellular phones – radio signals have the 
potential to detonate a bomb 


2. Touch or move suspicious packages 
3. Activate the fire alarm 


  
Refer to the chart below from Homeland Security for bomb threat stand-
off distances. 
 







45 
 


 







46 
 


Intruder on School Grounds 
 
An intruder on school grounds is defined as an unknown, unauthorized, and/or 
unwanted subject on school grounds that MAY or MAY NOT pose a threat to the 
school.  An intruder has no justification for being on the school campus. Intruders are 
committing the crime of Criminal Trespass. 
   
If the person does not appear to be a threat and you feel comfortable approaching the 
person(s), you should consider the following: 
 


1. Take another staff member with you prior to contacting the intruder 
2. Advise someone in the office that you are going to contact the intruder 
3. Have a form of communications, such as a 2-way radio so you can provide 


updates 
4. Have the intruder kept under constant covert surveillance 
5. Approach and greet the intruder in a polite and non-threatening manner. 
6. Identify yourself as a school official. 
7. Ask the intruder for identification. 
8. Ask the intruder for their purpose for being on the school campus 
9. If they have justification for being on campus direct them to the office for 


assistance 
 
If the intruder does not have a justification to be on the campus, you should consider 
the following: 
 


1. If the intruder is not armed or threatening, advise the intruder of the trespass 
laws. 


2. Immediately ask the intruder to leave and instruct them to the nearest exit 
point. 


3. Escort the intruder off school grounds 
4. Notify the office / School Administration so that they can assess and monitor 


the situation. 
5. If the intruder refuses to respond to your requests, inform him/her of your 


intention to summon law enforcement officers. 
6. If the intruder gives no indication of voluntarily leaving the premises, notify 


Police and School Administration. 
 
If the intruder is armed or threatening, you should do the following: 
 


1. Retreat to a position of safety 
2. Immediately notify the office / School Administration 
3. Initiate a School Lockdown 
4. Call 9-1-1 or have another person call for you 
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Threat of Violence / Weapons on Premises 
  
In the event of a hostile or potentially threatening event, staff should take 
reasonable steps to calm and control the situation.  If the threat or 
perpetrator is in your immediate area and you are not able to 
LOCKDOWN or initiate a LOCKDOWN, you should immediately Isolate 
and Evacuate all non-involved pupils and staff from the person and notify 
the Incident Commander.  The school should immediately be locked 
down, controlling all student and staff movement. 
  
Implement the following procedures to control and contain the situation. 
  


1. The Incident Commander (or his/her designee) will initiate the 
appropriate Immediate Response Actions, which may include 
LOCKDOWN, REVERSE LOCKDOWN, EVACUATE BUILDING, or 
OFF-SITE EVACUATION. 


2. Staff should attempt to isolate perpetrator from students, if it is safe 
to do so. 


3. The Incident Commander (or his/her designee) will call “911” and 
the Police Department or contact SRO, and provide the exact 
location on campus and the nature of the emergency. 


4. If an immediate threat is not clearly evident, attempt to diffuse the 
situation.  Remain calm, talk in a soft, non-threatening 
manner.  Request perpetrator to leave the area or campus, as 
appropriate.  Avoid all hostile actions or interactions, except to 
maintain the safety and welfare of students or staff. 


5. If the perpetrator is a student, DO NOT notify the family.  Collect 
the family contact information and give it to the police upon their 
arrival on the scene.  Family members may provide useful 
information on handling the situation. 


6. The Incident Commander (or his/her designee) will notify the 
District Superintendent of the situation. 


7. Refer media inquiries to the designated Public Information Officer. 
8. The Police Department will control all points of entry. 
9. The Student Attendance/ Release Team will conduct a headcount 


and notify the Incident Commander of missing persons. 
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Hostage Situation 
 
Staff and students should sit quietly if they are in this situation. TRY to 
remain calm. Staff should set the example if the armed intruder is in their 
presence by doing anything possible for the staff member and students 
to survive. If gun fire starts, staff and students should seek cover or 
begin fleeing from danger. 
 
Do not engage in a conversation or try to persuade the intruder to leave 
your classroom or school.  Remember, you are in an illogical situation so 
any logical argument may go unheard. The intruder is probably aware of 
the potential danger that he/she would be facing if he/she left the 
classroom. The intruder may perceive himself/ herself as being sane. 
 
If the intruder speaks to you or to your students, answer him or her. Do 
not provoke him or her. Don’t try to take matters into your own hands. 
Students should be told not to whisper to one-another, laugh, or to make 
fun of the intruder. Remember, the intruder is disturbed and possibly 
mentally ill, and more than likely paranoid. Whispering or laughter may 
be perceived by the intruder as being directed at him or her. 
 
Students should be taught to respond by themselves when threatened. 
Incidents can occur which leave no time for signals. If students are 
outside unable to find access a room, they should, depending on the 
situation, flee from danger and STAY CALM. 
 
If and when possible, call 9-1-1 and then School Administration.   
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Unrest (Riot) 
  
In the event of a hostile or potentially threatening event, staff should take 
reasonable steps to calm and control the situation.  If weapons are 
involved and/or other significant threats are anticipated, do not approach 
or disarm the threat.  Immediately isolate all non-involved pupils and staff 
from the person and notify the Incident Commander.  The school should 
immediately be locked down, controlling all student and staff movement. 
  
Implement the following procedures to control and contain the situation. 
  
Onsite 


1. The Incident Commander (or his/her designee) will initiate the 
appropriate Immediate Response Actions, which may include 
STAND BY, DUCK, COVER, AND HOLD, SHELTER-IN-
PLACE, SECURE BUILDING, EVACUATE BUILDING OR 
OFF-SITE EVACUATION 


2. Staff should attempt to isolate perpetrator from students, if it 
is safe to do so. 


3. The Incident Commander (or his/her designee) will call “911” 
and City Police or contact SRO, and provide the exact 
location on campus and the nature of the emergency. 


4. If an immediate threat is not clearly evident, attempt to diffuse 
the situation.  Remain calm, talk in a soft, non-threatening 
manner.  Request perpetrator to leave the area or campus, 
as appropriate.  Avoid all hostile actions or interactions, 
except to maintain the safety and welfare of students or staff. 


5. If the perpetrator is a student, DO NOT notify the 
family.  Collect the family contact information and give it to 
the police upon their arrival on the scene.  Family members 
may provide useful information on handling the situation. 


6. The Incident Commander (or his/her designee) will notify the 
District Superintendent of the situation. 


7. Refer media inquiries to the designated Public Information 
Officer. 


8. The Security Team will control all points of entry. 
9. The Student Attendance/ Release Team will conduct a 


headcount and notify the Incident Commander of missing 
persons. 
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 Off-Site 
1. The Incident Commander (or his/her designee) will initiate the 


appropriate Immediate Response Actions, which may include 
STAND BY, DUCK, COVER, AND HOLD, SHELTER-IN-
PLACE, SECURE BUILDING 


2. The Incident Commander (or his/her designee) will call “911” 
and City Police or contact SRO, and provide the exact 
location on campus and the nature of the emergency. 


3. If approached by perpetrator (s) and immediate threat is not 
clearly evident, attempt to diffuse the situation.  Remain calm, 
talk in a soft, non-threatening manner.  Request perpetrator 
to leave the area or campus, as appropriate. 


4. Avoid all hostile actions or interactions, except to maintain 
the safety and welfare of students or staff. 


5. The Incident Commander (or his/her designee) will notify the 
District Superintendent of the situation. 


6. Refer media inquiries to the designated Public Information 
Officer. 


7. The Security Team will control all points of entry. 
8. The Student Attendance/ Release Team will conduct a 


headcount and notify the Incident Commander of missing 
persons. 
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Power Outage / Black Out 
 
In the event of loss of utilities at the school site, the following procedures 
should be implemented: 
  


1. Upon notice of loss of utilities the Incident Commander will initiate 
appropriate immediate response actions, which may include 
STAND BY, SHELTER IN PLACE or EVACUATE BUILDING. 


2. The Facilities Team will work with the utility company to determine 
the potential length of time services will be interrupted. 


3. If the Incident Commander (or his/her designee) issues the 
EVACUATE BUILDING command evacuate using prescribed 
routes or other safe routes and proceed directly to the assembly 
area.  Teachers shall bring the student roster and take attendance 
to account for students.  Teachers shall notify Student Attendance/ 
Release Team of missing students. 


4. The Incident Commander (or his/her designee) will notify District 
Superintendent of the loss of utility service. 


5. The Facilities Team will implement the following plans in the event 
normal utilities are disrupted. 
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Child Abduction / Suspected Child Abduction 
  


1. Do a PA all-call for student, have staff physically search site 
(who might still be on school grounds).  Have clerical check sign 
out sheet in front office. 


2. Call classroom teacher.  Confirm what student was wearing and 
how student goes home each day.  Ask for list of closest friends. 


3. Confirm with ALL parents / guardians that no one had 
permission to pick-up child.  


4. Call emergency contacts listed on emergency form.  Call friends 
to see if student went home with someone without parental 
permission. 


5. Contact Police Department/SRO.  Give description of 
child/clothing.  Have a picture available to email/fax whenever 
possible.  Notify District Office (Superintendent’s office). 


6. If your school has surveillance cameras, review the surveillance 
video and have it available for law enforcement. 


7. Remain at school site until student is located.  Notify Police 
Department/SRO, District Office, etc. once student is located.  


  
Note:               


A. If student has been abducted, immediately call 911     
and report the incident. 


B. Have secretary call Superintendent’s office to report    
the incident. 


C. Keep witnesses at site to be interviewed by Police  
      Department/SRO. 


D. If you have multiple witnesses, separate them and do  
not allow them to talk about the abduction. 
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Site Disaster Response Team Members and Team 
Responsibilities 


 
Position Name Title 


Incident Commander Christina Orsi Principal 
Deputy Incident Commander Fiona Bessette Vice Principal 


Public Information Officer Jim Bridges Superintendent 


Safety Officer Sarah Steen Coordinator 
Liaison Officer Celli Coeville Asst. to Superintendent 


 
Team Assembly Location/ Incident Command Center 
 
Primary:  Tom Hawkins School Office 
 
Secondary:  Tom Hawkins Library 
 
Responsibilities 
 
Incident Commander 


• Direct activities/provide objectives for all emergency teams 
• Direct Incident Command Team Activities 
• Determine the need for, and request outside assistance 
• Communicate with Superintendent 


 
Deputy Incident Commander 


• Oversee operational activities and procurement of equipment 
• Documents all equipment or services procured and provides approval for expenditures, 


if needed. 
• Problem solving and follow-up on progress of teams 
• Collects information from teams and provides updates to the Incident Commander 
• Backup for Incident Commander 


 
Public Information Officer 


• Documents the course of the incident and records the response and timekeeping 
• Generates public statements and update to community 
• Oversees student attendance and release 


 
Safety Officer 


• Reports to Deputy Incident Commander 
• Oversees the search and rescue, facilities and first aid 


 
Liaison Officers 


• Oversees/Receives reports from all Student Supervision Team, Student 
Attendance/Release Team, Facilities Team, and Crisis Response Team and provides 
updates from these areas to the Incident Commander and Public Information Officer.  


• Provides updates from the incident command center to the various teams. 
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First Aid Team 
 
The First Aid Team provides the immediate first aid treatments for injured students and 
staff while awaiting assistance from medical first responders ( i.e. paramedics, EMT, 
etc.). 
 
The following staff members are to be First Aid Team Leads for the following areas: 
 


Name Location 


Amanda Bailey Multi-Purpose Room 


Samia Merza  
Krista Beltran  


Patti Cannon  


Sheila Flores  
Joann Frizzi  


Brittany Mayer  
Lorena Mendoza  


Dave Quintal  
Cyndra Wedel  


 
 
Team Assembly Location/First Aid 
 
Primary:  Multi-Purpose Room 
 
Secondary:  Room 18 
 
Responsibilities 


• Places identifying tag on every injured individual that receives first aid or is 
brought in for first aid. 


• Provides first aid treatment only until medical first responders arrive on site. 
• Communicates status and needs to the site Safety Officer and Liaison Officers. 
• Communicates status of injured individuals to medical first responders when 


they first arrive on site. 
• Continues to provide first aid treatment in conjunction with medical first 


responders as needed. 
• Annually maintains and restocks first aid kits when necessary. 
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Search and Rescue Team 
 
The Search and Rescue Team provides fire suppression when appropriate and provides 
systematic searches for unaccounted students and/or staff. Staff members in the 
following room numbers are assigned to Search and Rescue:  
 
The following staff members are assigned to the Search and Rescue Team and will 
initially meet in the areas indicated. 
 
Team Leads 


Name Location 
Rochella Axner Room 16 


Kevin Garrison  
Sarah Gray  


Cori Price  
Tom Swartz  


 
 
Team Assembly Location/Search and Rescue 
 
Primary:  Room 16 
 
Secondary:  Stage 
 
 
Responsibilities 


● In teams of two, systematically sweeps through all site facilities and rooms in 
search of missing, hiding, injured, or trapped individuals. 


● Communicates with Student Attendance/Release Team any individuals found in 
the course of the search. 


● If safe to do so and the individual can be moved, aids in directing individual to the 
assembly area. 


● Reports to Command Center and first responder unit, if appropriate, the results 
of the search and rescue activities. 
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Student Supervision Team 
 
The Student Supervision Team oversees and supervises students while awaiting release 
to authorized guardians or release back to normal school and classroom operations. 
 
Team Leads 


Name Location 
Anne Corbiser Room 13 


Kim Corsaro K-1 
Deanna Kitchuck Room 4 


Brenda Morgan Room 3 


Dori Simson K-2 


 
 
Responsibilities 


● Oversees student activity in the evacuation zone. 
● Keeps a calm environment in the evacuation zone. 
● Maintains security of the assembly area to keep non District staff members out of 


assembly area and to keep students within the assembly area until released by 
the Student Release Team. 


● Assists with maintaining attendance logs throughout incident. 
● Documents any incidents within the student assembly area (student sneaking 


out, stranger entering the area, etc.) 
● Communicates with Student Attendance/ Release Team to release students to 


leave assembly area for release to guardians. 
● Checks identity of anyone seeking entry into the assembly area. 
● Communicates with Liaison Officer to provide updates and to request supplies or 


assistance. 
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Student Attendance/Release Team 


 
The Student Attendance/ Release Team, in conjunction with teachers, maintains a 
record of students accounted for throughout the duration of the emergency.  The team 
also coordinates the release of students to authorized guardians and maintains 
documentation of student whereabouts and releases.  
 
Team Members 
 


Name Title 


Keri Cavallaro Teacher 
Jeniene Cruz Teacher 


Sue Devlin Teacher 
Amber Green Teacher 


Jill Lange Teacher 


Jennifer Murphy Teacher 
Barbara Scornaienchi Teacher 


Rahila Amani Principal’s Secretary 
Nena Serrato Clerk 


Kelly Cabral Clerk 
 
Responsibilities 


● Interacts with Incident Command Team. 
● Obtains reports of missing students from teachers.  Gather Injury and Missing 


Persons report from each teacher and reports to Incident Command Team.  
● Checks student emergency card for name of person(s) authorized to pick up 


student. 
● Releases student only to an authorized person and verify with identification. 
● Completes Student Release Logs  
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Facilities Team 
 
The Facilities Team is responsible for shut off of all utilities (i.e. water, gas, electrical, 
etc.) as required by the nature of the emergency.  The team is also responsible for facility 
assessment for safe occupation and damage assessments during the recovery phase of 
an emergency. 
 
 


Name Title 


Manuel Rodriguez Head Custodian 


Tom Podrasky Custodian 


Mark Gottberg Custodian 


Matthew Smith Teacher 


Scott Andrews Teacher 


 
Responsibilities 
 


● Under the direction of the Safety Officer check utilities in the event of a natural 
disaster and turn off all utilities as directed by the Incident Command Team. 


● Check for and document any building damage following an emergency that may 
have caused damage to a building. 
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Security Team 
 
The Security Team ensures the security of the facility (access into/out of) and is 
responsible for the school premise including the immediate surrounding streets to 
ensure access ways for first responders. 
 


Name Title 


Fiona Bessette Asst. Principal 
Manuel Rodriguez Head Custodian 


Robert Brown Teacher 


 
 
Team Assembly Location 
 
Primary:  Tom Hawkins Office 
 
Responsibilities 


● Under the direction of the Deputy Incident Commander, maintains access into 
and out of site campus for first responders.  


● Controls access into campus site and campus buildings when directed to do so. 
● Continuously assesses situation inside and outside of campus to provide updates 


to Command Center via the Safety Officer. 
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Crisis Response Team 
 
The Crisis Response Team will assist students in coping with emergency situations (e.g. 
earthquake, fire, death, suicide, or local, regional, or world events) until mental health 
service referrals can be arranged, if needed. 
 
 


Name Title 


Rochella Axner RSP Teacher 


Lindsay Bernabe Speech Pathologist 
Shaundra Minaudo School Psychologist 


Joellen Rosette SDC Teacher 


Denise Holmes Teacher 


Sara Oneto Teacher 
 
 
Team Assembly Location 
 
Primary:  Room 14 
 
Alternate:  Room 16 
 
Responsibilities 


● Provides support to parents and students during and directly following an 
emergency situation to aid in maintaining calm. 


● Provides immediate support and counseling and refer students and/or parents to 
appropriate mental health services when available 


● Directs students and/or parents to mental health services when services are 
made available.  
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Evacuation Map 
  


  
 
 
 
 
 
 
 
 


 
 







64 
 


Incident Command System (ICS) 
 
The Incident Command System is responsible for site specific emergency response 
activities.  School administrators and staff members need to have knowledge of ICS 
in the event ICS is activated.  


ICS is a standardized on-scene incident management concept designed specifically to allow responders to 


adopt an integrated organizational structure equal to the complexity and demands of any single incident or 
multiple incidents without being hindered by jurisdictional boundaries.  


General Staff 


To maintain span of control, the Incident Commander may establish the following four 
Sections: Operations, Planning, Logistics, and Finance/Administration.  


 


The General Staff report directly to the Incident Commander.  


Remember . . . The Incident Commander only creates those sections that are needed. If 
a Section is not staffed, the Incident Commander will personally manage those functions.  


 


Incident Commander's Overall Role  


The Incident Commander must have the authority to manage the incident and be briefed 
fully. In some instances, a written delegation of authority should be established. 


Personnel assigned by the Incident Commander have the authority of their assigned 
positions, regardless of the rank they hold within the school administration. 
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Incident Commander Responsibilities 


In addition to having overall responsibility for managing the entire incident, the Incident 
Commander is specifically responsible for: 


 Ensuring incident safety.  
 Providing information services to internal and external stakeholders, such as 


parents.  
 Establishing and maintaining liaison with other agencies participating in the 


incident.  


The Incident Commander may appoint one or more Deputies. Deputy Incident 
Commanders must be as qualified as the Incident Commander.  


General Staff Overview 


The General Staff overall responsibilities are summarized below: 


 


In an expanding incident, the Incident Commander first establishes the Operations 
Section. The remaining Sections are established as needed to support the operation.  
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Expanding the Organization 


As incidents grow, the Incident Commander may delegate authority for performance of 
certain activities to the Command Staff and the General Staff. The Incident Commander 
will add positions only as needed. 


 


 


Command Staff 


Depending upon the size and type of incident or event, the Incident Commander may 
designate personnel to provide information, safety, and liaison services. In ICS, the 
following personnel comprise the Command Staff: 


 Public Information Officer, who serves as the conduit for information to 
internal and external stakeholders, including the media or parents.  


 Safety Officer, who monitors safety conditions and develops measures for 
assuring the safety of all response personnel.  


 Liaison Officer, who serves as the primary contact for supporting agencies 
assisting at an incident.  


The Command Staff reports directly to the Incident Commander. 
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Operations Section Chief 


Typically, the Operations Section Chief is the person with the greatest technical and 
tactical expertise in dealing with the problem at hand. The Operations Section Chief: 


 Develops and implements strategy and tactics to carry out the incident 
objectives. 


 Organizes, assigns, and supervises the response resources. 


Operations Section Chief's Role  


I take direction from the Incident Commander. I’m responsible for developing and 
implementing strategy and tactics to accomplish the incident objectives. This means that 
I organize, assign, and supervise all the tactical or response resources assigned to the 
incident. I would also manage the Staging Area, if one were established. 


  


 


Operations Section: Single Resources 


Single Resources are individuals, a piece of equipment and its personnel complement, or 
a crew or team of individuals with an identified supervisor. On a smaller incident, the 
Operations Section may be comprised of an Operations Section Chief and single 
resources. 
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Operations Section: Teams 


Single resources may be organized into teams. Using standard ICS terminology, the two 
types of team configurations are: 


 Task Forces are a combination of mixed resources with common 
communications operating under the direct supervision of a Leader.  


 Strike Teams include all similar resources with common communications 
operating under the direct supervision of a Leader.  


Most school-based incidents typically use the terms, “Teams and Team Leaders.” The 
terms Task Forces and Strike Teams comply with ICS common terminology and would 
be more easily understood by community-based responders.  


 School Incident “Strike Teams” 


The Operations Section organization chart shows possible team assignments in a school 
incident. Each team would have a Team Leader reporting to the Operations Section 
Chief. 


 


Note that these are examples of possible teams. Teams should be established based 
on the type of incident and unique requirements of the school. 
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Potential Operations Section Strike Teams  


Note that these are examples of possible teams. Teams should be established based on 
the type of incident and unique requirements of the school. 


Strike Team  Potential Responsibilities  


Search & 
Rescue Team  


Search & Rescue Teams search the entire school facility, entering 
only after they have checked the outside for signs of structural 
damage and determined that it is safe to enter. Search & Rescue 
Teams are responsible for ensuring that all students and staff 
evacuate the building (or, if it is unsafe to move the persons, that 
their locations are documented so that professional responders 
can locate them easily and extricate them). Search & Rescue 
Teams are also responsible for: 


 Identifying and marking unsafe areas. 
 Conducting initial damage assessment. 
 Obtaining injury and missing student reports from 


teachers. 


First Aid Team  First Aid Teams provide triage and treatment for students and 
other disaster victims. First Aid Teams are responsible for: 


 Setting up first aid area for students. 
 Assessing and treating injuries. 
 Completing master injury report. 


Note: The Logistics Section Medical Unit provides care to 
responders. The Operations Section First Aid Team is dedicated 
to students or other disaster victims. 


Evacuation/ 
Shelter/Care 
Team  


Evacuation, shelter, and student care in an emergency is one of 
the most important tasks faced by schools. It includes student 
accounting, protection from weather, providing for sanitation 
needs, and providing for food and water. The 
Evacuation/Shelter/Care Team is responsible for: 


 Accounting for the whereabouts of all students, staff, 
and volunteers.  


 Setting up secure assembly area. 
 Managing sheltering and sanitation operations. 
 Managing student feeding and hydration. 
 Coordinating with the Student Release Team. 
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 Coordinating with the Logistics Section to secure the 
needed space and supplies. 


Facilities & 
Security 
Response 
Team  


The Facilities & Security Response Team is responsible for: 


 Locating all utilities and turning them off, if necessary.  
 Securing and isolating fire/HazMat. 
 Assessing and notifying officials of fire/HazMat.  
 Conducting perimeter control. 


Crisis 
Intervention 
Team  


The Crisis Intervention Team is responsible for assisting 
students and school personnel who are unable to cope with the 
fears and psychological trauma associated with emergencies and 
disasters. This includes: 


 Assessing need for onsite mental health support.  
 Determining need for outside agency assistance.  
 Providing onsite intervention/counseling.  
 Monitoring well-being of school emergency team, staff, 


and students, and reporting all findings to the Operations 
Section Chief. 


Student 
Release Team  


Reunification refers to getting students reunited with their 
parents or guardians in an efficient and orderly manner. 
Reunification can be an enormous challenge and takes a lot of 
planning. The Student Release Team is responsible for:  


 Setting up secure reunion area. 
 Checking student emergency cards for authorized 


releases. 
 Completing release logs. 
 Coordinating with the Public Information Office on 


external messages. 
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Planning Section 


The Incident Commander will determine if there is a need for a Planning Section and if 
so, will designate a Planning Section Chief. If no Planning Section is established, the 
Incident Commander will perform all planning functions. It is up to the Planning Section 
Chief to activate any needed additional staffing. 


Planning Section Chief's Role  


The Incident Commander will determine if there is a need for a Planning Section, and if 
so, will designate a Planning Section Chief. In a school incident, the Planning Section 
helps ensure responders have accurate information, such as the number of students 
remaining in the building. We can also provide resources such as maps and floor plans. 
In addition to developing plans, we can provide an invaluable service by recording a 
chronology of incident events for legal, analytical, fiscal, and historical purposes.  


  


Planning Section: Major Activities 


The major activities of the Planning Section may include: 


 Collecting, evaluating, and displaying incident intelligence and information.  
 Preparing and documenting Incident Action Plans.  
 Tracking resources assigned to the incident.  
 Maintaining incident documentation.  
 Developing plans for demobilization. 
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Planning Section: Units 


The Planning Section can be further staffed with four Units. In addition, Technical 
Specialists who provide special expertise useful in incident management and response 
may also be assigned to work in the Planning Section. Depending on the needs, Technical 
Specialists may also be assigned to other Sections in the organization. 


 


 Resources Unit: Conducts all check-in activities and maintains the status of all 
incident resources. The Resources Unit plays a significant role in preparing the 
written Incident Action Plan.  


 Situation Unit: Collects and analyzes information on the current situation, 
prepares situation displays and situation summaries, and develops maps and 
projections.  


 Documentation Unit: Provides duplication services, including the written 
Incident Action Plan. Maintains and archives all incident-related documentation.  


 Demobilization Unit: Assists in ensuring that resources are released from the 
incident in an orderly, safe, and cost-effective manner.  
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Logistics Section 


The Incident Commander will determine if there is a need for a Logistics Section at the 
incident, and if so, will designate an individual to fill the position of the Logistics Section 
Chief. 


The Logistic Section Chief helps make sure that there are adequate resources 
(personnel, supplies, and equipment) for meeting the incident objectives. 


Logistics Section Chief's Role  


Logistics can make or break an incident response. I assist the Incident Commander and 
Operations Section Chief by providing the resources and services required to support 
incident activities. During a school incident, Logistics is responsible for ensuring that 
there are sufficient food, water, and sanitation supplies. We are also responsible for 
arranging buses for evacuations and communication equipment. 


Logistics and Finance have to work closely to contract for and purchase goods and 
services needed at the incident. 


 


Logistics Section: Major Activities  


The Logistics Section is responsible for all of the services and support needs, including: 


 Ordering, obtaining, maintaining, and accounting for essential personnel, 
equipment, and supplies.  


 Providing communication planning and resources.  
 Setting up food services.  
 Setting up and maintaining incident facilities.  
 Providing support transportation.  
 Providing medical services to incident personnel (not injured students).  
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Logistics Section: Branches and Units  


The Logistics Section can be further staffed by two Branches and six Units. 


The titles of the Units are descriptive of their responsibilities. 


Service Branch 


The Logistics Service Branch can be staffed to include a: 


 Communication Unit: Prepares and implements the 
Incident Communication Plan (ICS-205), distributes and 
maintains communications equipment, supervises the 
Incident Communications Center, and establishes 
adequate communications over the incident.  


 Medical Unit: Develops the Medical Plan (ICS-206), 
provides first aid and light medical treatment for 
personnel assigned to the incident, and prepares 
procedures for a major medical emergency.  


 Food Unit: Supplies the food and potable water for all 
incident facilities and personnel, and obtains the necessary equipment and 
supplies to operate food service facilities at Bases and Camps.  


Support Branch  


The Logistics Support Branch can be staffed to include a: 


 Supply Unit: Determines the type and amount of supplies 
needed to support the incident. The Unit orders, receives, 
stores, and distributes supplies, services, and 
nonexpendable equipment. All resource orders are placed 
through the Supply Unit. The Unit maintains inventory 
and accountability of supplies and equipment.  


 Facilities Unit: Sets up and maintains required facilities 
to support the incident. Provides managers for the 
Incident Base and Camps. Also responsible for facility 
security and facility maintenance services such as 
sanitation, lighting, and cleanup.  


 Ground Support Unit: Prepares the Transportation Plan. Arranges for, activates, 
and documents the fueling, maintenance, and repair of ground resources. 
Arranges for the transportation of personnel, supplies, food, and equipment.  
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Finance/Administration Section 


The Incident Commander will determine if there is a need for a Finance/Administration 
Section at the incident, and if so, will designate an individual to fill the position of the 
Finance/Administration Section Chief.  


Finance/Administration Section Chief's Role  


I'm the one who worries about paying for the response efforts. I'm responsible for all of 
the financial and cost analysis aspects of an incident. These include contract negotiation, 
tracking personnel and equipment time, documenting and processing claims for 
accidents and injuries occurring at the incident, and keeping a running tally of the costs 
associated with the incident. I work most closely with Logistics to be sure that we are 
able to contract for and procure the resources necessary to manage an incident.  


 Finance/Administration Section: Major Activities 


The Finance/Administration Section is set up for any incident that requires incident-
specific financial management. The Finance/Administration Section is responsible for: 


 Contract negotiation and monitoring.  
 Timekeeping.  
 Cost analysis.  
 Compensation for injury or damage to property.  


Note: On some incidents, the Finance/Administration function is not done at the 
incident scene but rather is handled by the school district. 
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Finance/Administration Section: Units 


The Finance/Administration Section may staff four Units.  


 


 Procurement Unit: Responsible for administering all financial matters 
pertaining to vendor contracts, leases, and fiscal agreements.  


 Time Unit: Responsible for incident personnel time recording.  
 Cost Unit: Collects all cost data, performs cost effectiveness analyses, provides 


cost estimates, and makes cost savings recommendations.  
 Compensation/Claims Unit: Responsible for the overall management and 


direction of all administrative matters pertaining to compensation for injury-
related and claims-related activities kept for the incident. 
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Training and Qualifying General Staff 


Operations Section 
Chief  


 Past experience as incident responder 
 Completion of ICS training 
 Ability to:  


o Size up the situation and make rapid decisions 
o Communicate clear directions 
o Balance response initiatives with safety concerns 
o Lead and motivate responders 
o Assess the effectiveness of tactics/strategies 
o Be flexible and modify plans as necessary 


Planning Section Chief   Completion of ICS training 
 Ability to:  


o Organize and analyze information 
o Write clear, accurate documents 
o Interpret diagrams and maps 
o Develop and present briefings 
o Use computer-based applications including databases 


and spreadsheets 
o Direct others in a crisis 


Logistics Section Chief   Completion of ICS training 
 Knowledge of school logistics (food services, sheltering, 


transportation, emergency caches, etc.) 
 Ability to:  


o Organize and prioritize resource requests 
o Anticipate and plan for resource needs 
o Maintain records and documentation 
o Track resource requests 
o Solve resource problems creatively 
o Communicate effectively orally and in writing 
o Direct others in a crisis 


Finance/Administration 
Section Chief  


 Completion of ICS training 
 Knowledge of workers’ compensation, insurance claims, and 


contracting requirements 
 Ability to:  


o Keep accurate accounting records 
o Purchase/contract for needed resources 
o Process insurance and workers’ compensation claims 
o Communicate effectively orally and in writing 
o Direct others in a crisis 
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Unified Command 


The Unified Command organization consists of the Incident Commanders from the 
various jurisdictions or agencies operating together to form a single command structure.  


Unified Command Benefits 


In a Unified Command, schools and responding agencies blend into an integrated, 
unified team. A unified approach results in: 


 A shared understanding of priorities and restrictions. 
 A single set of incident objectives. 
 Collaborative strategies. 
 Improved internal and external information flow. 
 Less duplication of efforts. 
 Better resource utilization.  


  


Incident Commanders Work Together  


When implemented properly, Unified Command enables agencies with different legal, 
geographic, and functional responsibilities to coordinate, plan, and interact effectively.  


The Incident Commanders within the Unified Command make joint decisions and speak 
as one voice. Any differences are worked out within the Unified Command.  


Unity of command is maintained within the Operations Section. Each responder reports 
to a single supervisor within his or her area of expertise. Within a Unified Command the 
police officer would not tell the firefighters how to do their job nor would the police tell 
school personnel how to manage parent-student reunification. 
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Unified Command and NIMS 


NIMS encourages the use of Unified Command. 


“As a team effort, Unified Command overcomes much of the inefficiency and duplication 
of effort that can occur when agencies from different functional and geographic 
jurisdictions, or agencies at different levels of government, operate without a common 
system or organizational framework.”  


Single Integrated Incident Organization: Command 
Staff  


Unified Command results in a single integrated incident organization. Below is a sample 
Command Staff organizational chart for the school bus incident. Notice that personnel 
from the different agencies often are assigned as Assistant Officers. 
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Single Integrated Incident Organization: Operations 
Section  


In a Unified Command there is only one Operations Section Chief. The Operations 
Section Chief should be the most qualified and experienced person available. Below is a 
sample Operations Section organization chart for the school bus incident. 
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SB 187 Comprehensive School Safety Plan 
Assurance Page 


School Year: 2017-2018 


 


Traina Elementary  


This certifies that the School Site Council/School Safety Planning Committee has 
developed/revised and approved the Comprehensive School Site Emergency Operations 
Plan. 
 


Member Signature 


Principal or Principal’s Designee: 


 
Ken Silman  


 


Certificated Teacher: 
 


Kirsten Bowles 


 


Parent of Child Attending the School: 


 
Rachel Gmeiner 


 


Classified Employee: 


 
 Alma Morely  


 


Law Enforcement Agency Rep: 
 


Steve Abercrombie 


 


Other: 
 


Cristin Halverson 


 


Other: 
 


Aliena (Nicole) Porter 


 


Other: 
 
Stacey Wolfe 


 


 
Date Annual Revisions Completed: 10/25/2017 
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Activity Responsible Person Date Completed 
School Facilities/Grounds Hazard Assessment Agustin Melchor  


Evacuation Routes Hazard Ken Silman   
Update School Plot Plans Ken Silman  
Emergency Phone Numbers Shayne Cocoles  
Survey of Special Staff Skills Tessa Bunch   
Survey of Neighborhood Resources Tessa Bunch  
Message to Parents Ken Silman   
Assign Disaster Functions Ken Silman & 


Tessa Bunch  
 


Update Bus Routes to Identify Potential 
Hazards 


Sam Hagler   


Staff Orientation to Plan  Ken Silman & 
Tessa Bunch  


 


Review Plan Ken Silman, Tessa 
Bunch, Melissa Rosich, 
Nikki Moore, Maria 
Aretakis , Mondae 
Nunes 


 


Examine /Update Site Crisis Response Box Tessa Bunch  
 
 
 


 
Prepared by _Tessa Bunch_______________________________________________________ 
 
 
Date Prepared_____10-11-2017           _________         School Year ______2017-2018 


 
 
 
 


ANNUAL EMERGENCY PLAN CHECKLIST 
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Drill Type Month Scheduled 
  
August 24th  Fire Drill (8:30 am) 
September 13th  Lockdown/Fire (1:30) 
October 5th  Fire/Lockdown (1:30) 
November 28h  Fire Drill(1:30) 
December 8th  Fire Drill (8:30) 
January 10th Fire Drill (1:30) 
February 15th  Fire Drill (9:00) 
March 23rd  Lockdown  
April 12th Fire (8:30) 
May 16th    Earthquake/Fire (9:00) 
 
 
 
 
 
 
 
 
 
 
 


Emergency Drill Schedule 
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CERT Certified Staff 
 


CPR Certified Staff 
Machone Hicks 


Marv Amaral 
Ben Cooper 


Melissa Rosich 
Nikki Moore 


Brandon Hoover 
Erik Saia 


Charito Arceo 
Marita Bruno 
Jody Haayer 


Amal Abdelsalam 
Angela Hewey 
Olivia Sanchez 


 
All Classified Staff 


 
List all other potential skills/staff that could be of help in time of emergency: 


 
Search and Rescue:  
 
Electrical Experience:  
Agustin Melchor 
Jose Sanchez 
 
Survival Training:  
 
 
Plumbing:  
Agustin Melchor 
Jose Sanchez 
 
Counseling:  
All Staff 
 
Law Enforcement:  


 


Survey of Special Staff Skills 
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Country Market ~ Located approximately 1.5 miles from Anthony Traina School at the 
intersection of Linne Rd. and Tracy Blvd.   
 
Fire Station ~ Tracy Blvd & Central Avenue 
 
Holy Family Center – Located approximately 1.5 miles from Anthony Traina School at 
12100 Valpico Rd., Tracy Ca. 95377 
 
 
Tracy Municipal Airport ~ Located three-quarters of a mile from Anthony Traina School at 
3749 South Tracy Blvd.  
 
ACE Train Station ~ Located half a mile from Anthony Traina School at 4800 South Tracy 
Blvd.  
 
Edgewood Corporate Center ~ Located approximately half a mile from Anthony Traina 
School at 4600 South Tracy Blvd.  


 
 
 
 
 
 
 
 
 
 


 
 


Survey of Neighborhood Resources 
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                   November 15, 2017 
Dear Parents/Guardians, 
 
In order to provide a safe, secure and healthy environment for your child, Anthony 
Traina School updates its School Safety Plan each year.  In addition to updating our 
written plan (which includes procedures for fire drills, earthquake drills, lockdown 
drills, etc.), Traina’s School’s staff makes sure that each classroom is equipped with a 
first aid kit and a copy of emergency procedures. 
 


The evacuation site for Traina School is the playground field area with secondary 
evacuation location at the Holy Family Center. In the case of an emergency, students will 
be moved to the evacuation site in as safe and timely a manner as possible. 
 


In the case of such an emergency, the Traina School Crisis Response team would operate 
the evacuation site to ensure a safe and orderly pick – up/release of students.  When 
picking up a student, parents/guardians must be sure to bring a photo I.D. such as 
a driver’s license.  Without verification, staff will not release any student.  In addition, 
no child will be released to anyone other than the persons designated on the emergency 
release instruction form returned by families at the beginning of the school year. 
 


The Traina School’s evacuation site is: The Playground Field Area 
Address: 4256 Windsong Drive 
 
Traina’s Back-up Location is: Holy Family Center -12100 Valpico Rd., Tracy Ca. 95377 
Location: Located half a mile from Anthony Traina School at 12100 Valpico Rd., Tracy, Ca. 
95377. 
  


If the school is involved in a lock-down situation, the secondary evacuation site is the 
designated meeting area where parents/guardians should wait for information and the 
eventual release of their student into their care.  School and District personnel will be on 
site at the evacuation center to provide parents with information about the status and 
safety of their students.  DO NOT go directly to the school in the event of a lock-down or 
evacuation.  Parents/guardians can also listen to local media (KVON AM 1440; KVYN FM 
99.3; KBBF FM 89.1) for the updates on the emergency situation, but your best source of 
up-to-date information will be at the evacuation site. 
 


If you have further questions about Traina School’s safety plan, please call the office at 
209-839-2379. 
 
Sincerely, 
 
 
 
Ken Silman, Principal 


 


Parent Notification 
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What the Law Requires 
 
School Administrators have the responsibility to ensure the safety of their students and staff in 
an emergency. 
  
California Education Code, Section 32281 – 32284 
  
Requires each school district and county office of education to be responsible for the overall 
development of all comprehensive school safety plans for its schools operating K-12, 
inclusive.    The comprehensive school safety plan must include disaster procedures for 
routine and emergency, including adaptations for pupils with disabilities in accordance with 
the Americans with Disabilities Act of 1990.  The plan may include a “tactical response to 
criminal incidents” which means the steps taken to safeguard pupils and staff, to secure the 
affected school premises, and to apprehend the criminal perpetrator or perpetrators. 
   
California Education Code, Section 32288 
  
In order to ensure compliance with this article, each school shall forward its comprehensive 
school safety plan to the school district or county office of education for approval.  Before 
adopting its comprehensive school safety plan, the school site council or school safety 
planning committee shall hold a public meeting at the school site in order to allow members 
of the public the opportunity to express an opinion about the school safety plan.  The school 
site council or school safety planning committee shall notify, in writing, the following 
persons and entities, if available, of the public meeting: (A) The local mayor. (B) A 
representative of the local school employee organization. (C) A representative of each parent 
organization at the school site, including the parent teacher association and parent teacher 
clubs. (D) A representative of each teacher organization at the school site. (E) A 
representative of the student body government. (F) All persons who have indicated they want 
to be notified.  The school site council or school safety planning committee is encouraged to 
notify, in writing, the following persons and entities, if available, of the public meeting: (A) A 
representative of the local churches. (B) Local civic leaders. (C) Local business organizations. 
(c) In order to ensure compliance with this article, each school district or county office of 
education shall annually notify the State Department of Education by October 15 of any 
schools that have not complied with Section 32281. 
  
 The Katz Act (Sections 35295-35297 of the California Education Code) requires that schools 
plan for earthquakes and other emergencies.  It also requires periodic drills in “drop and 
cover” procedure, evacuation procedure, and other emergency response actions (i.e. search 
and rescue, communications, etc.). 
  
The Petris Bill (Section 8607 of the California Government Code) requires all state and local 
government agencies, including school districts, be prepared to respond to emergencies using 
the Standardized Emergency Management System (SEMS). 
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SB 187 – Safe Schools Plan 
  
Individual schools in districts over 2,500 students must adopt a comprehensive school safety 
plan by March 1, 2000, and must review and update the plan by March 1 of every year 
thereafter.  (Amended Ed. Codes 35294.1 & 35294.6) 
  
Beginning July 1, 2000, each individual school must report on the status of its school safety 
plan, including a description of its key elements in the school accountability report card, and 
must continue to do so every July thereafter (Amended Ed. Code 35294.6) 
  
The following guideline may be utilized to support the annual review and evaluation of the 
individual school safety plan.  This guide will also provide a time line and related 
administrative tasks to provide a process to ensure compliance with the requirements of 
Senate Bill 187, Comprehensive School Safety Plan. 
  
The guideline/checklist has been organized into two parts: 
  
A.   An assessment of the school climate in relation to the current status of crimes committed 


on campus and at school related functions will be completed. The assessment will be 
performed by the School Safety Planning Committee of the School Site Council and the 
School Site Council or equivalent.  Safety goals for the upcoming school year will be 
formulated based on the findings of this assessment. 


  
B.   The annual review and evaluation of the School Comprehensive Safety Plan is certified 


by the members of the School Safety Planning Committee, the School Site Council 
President, and the School Principal.  It will then be presented to the Board of Trustees for 
final review and adoption. This review includes the following mandated components of 
Senate Bill 187: 


1. Child Abuse reporting procedures 
2. Policies pursuant to Education Code 48915 and other school designated serious 


acts which would lead to suspension, expulsion, or mandatory expulsion 
recommendations 


3. Procedures to notify teachers and counselors of dangerous students 
4. Sexual Harassment Policy 
5. Safe ingress and egress to and from school 
6. Rules and procedures on school discipline in order to create a safe and orderly 


environment conducive to learning 
7. Dress Code 
8. Routine and emergency disaster procedures 


i. including natural disasters, human created disasters or power outages. 
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General Staff Responsibilities 
  
Government Code Section 3100 declares that public employees are disaster services workers, 
subject to such disaster service activities as may be assigned to them by their superiors or by 
law. 
  


The district realizes that the safety and welfare of the employee’s family is his/her first 
concern.  Therefore, each employee is encouraged to establish a safety/survival plan and 
to advise their family to remain at work.  In the event that disaster strikes during normal 
working hours, all employees are to: 
  
1.  Carry out designated responsibilities to ensure student safety and welfare. 
2.  Check the safety of their immediate families and advise their family that they are 


expected to remain at their work place until the emergency conditions are lifted. 
  
Note:     Any employee unable to establish communication with his/her family 


should report this to his/her supervisor.  If release from duty is not 
possible, the concern will be referred to Personnel Services who will 
attempt to establish contact between the employee and the immediate 
family. 


  
If disaster occurs during off-duty hours, employees are to: 
  
1.  Check on the safety of their immediate family 
2.  Report to their assigned site 
3.  Report to the nearest accessible district site in the event that their regularly assigned 


site is inaccessible. 


 
Safe Schools Planning Committee 
   
The School Site Council is responsible for developing the School Site Safety Plan or for 
delegating the responsibility to a School Safety Planning Committee. Ed. Code 35294.1 
  
The School Site Safety Committee shall be composed of the following members: the principal 
or designee, one teacher who is a representative of the recognized certificated employee 
organization; one parent/guardian whose child attends the school; one classified employee 
who is a representative of the recognized classified employee organization; other members if 
desired.  
(Ed Code 35294.1)  
 
Local law enforcement has been consulted (Ed. Code 39294.1), and other local agencies, such 
as health care and emergency services, may be consulted if desired. (Ed Code 39294.2) 
   
Other members of the school or community may provide valuable insights as members of the 
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School Safety Planning Committee. Additional members may include: 
Representative from the local law enforcement agency  
School Resource Officers  
Guidance counselor  
Special Education Department Chairperson  
One or more key community service providers  
Student representative(s)  
Disciplinary team member  
Staff leaders  
Additional parent representatives  
  
Members should have an interest in school safety and demonstrate the need to always 
improve school safety and training.  The team that will perform the following: 
  


1. Implement a Safe Schools Plan if designated School Site Council 
2. Walk the campus regular basis and look at changes or breaches in security 
3. Review your Safe Schools Plan annually, at a minimum. 
4. Provide training / educate staff on emergency procedures (minimum – annually) 
5. Provide table top exercises with staff and administration 
6. Consider different types of lockdown and shelter in place drills.  Perform drills just 


before school, immediately after the release bell rings, dung passing periods, and 
during lunch 


7. Review school signage, check-in procedures, and test employees on counter 
surveillance 


8. Share information and experiences 
9. Identify new “risks” of the School District and individual sites. 
10. To develop customized responses appropriate to sites. 
11. To develop a consistent response to emergencies that is coordinated with the 


District Disaster Plan. 
12. Meet with law enforcement to review Safe Schools Plan 
13. Invite law enforcement to drills and trainings 
14. Responsible for creating and updating an emergency responder kit, which will 


include at a minimum: master keys, blue prints, emergency contact numbers, utility 
shutoff tools 


  
Child Abuse Reporting 


A. Definition of Child Abuse 
Child abuse means a physical injury that is inflicted upon a child (under 18 years of age) 
by another person and such injury is other than accidental. Child Abuse also means the 
sexual abuse of a child or any act or omission pertaining to child abuse reporting laws 
(willful cruelty, unjustifiable punishment of a child, unlawful corporal punishment or 
injury). Child abuse also means the physical or emotional neglect of a child or abuse in 
out of home care. 


 







5 
 


A child is anyone under 18 years of age.   
  
1. Child Abuse 


a. Injury inflicted by another person. 
b. Sexual Abuse. 
c. Neglect of child’s physical, health, and emotional needs. 
d. Unusual and willful cruelty; unjustifiable punishment. 
e. Unlawful corporal punishment. 


2. Not Considered Child Abuse 
a. Mutual affray between minors 
b. Injury caused by reasonable and necessary force used by a peace officer: 


  To quell a disturbance threatening physical injury to a person or damage 
property 


  To prevent physical injury to another person or damage to property 
  For the purposes of self‑defense 
  To obtain possession of weapons or other dangerous objects within the 


control of a child 
  To apprehend an escapee 


  
B. Mandated Child Abuse Reporting 
1. Mandated child abuse reporting is governed by the Child Abuse and Neglect Reporting Act, 


P.C. 11164. 
2. Any child care custodian, health practitioner, or employee of a child protective agency 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 shall report the known or suspected instance of 
child abuse to a child protective agency by telephone and written report. 
      The telephone call must be made immediately or as soon as practicably 


possible, within 24 hours. 
      A written report must be sent within 36 hours of the telephone call to the child 


protective agency. 
 
C. Sexual Activity 
Child abuse laws change from time to time. Should you suspect that a student is engaged in 


unlawful sexual activity, please consult with the school social worker and administrator 
to determine if particular provisions under this section are current and in effect. 
1. Involuntary sexual activity is always reportable. 
2. Incest, even if voluntary, is always reportable. Incest is a marriage or act of 


intercourse between parents and children; ancestors and descendants of every 
degree; brothers and sisters of half and whole blood and uncles and nieces or aunts 
and nephews and adopted children. (Family Code § 2200). 


3. Voluntary Sexual Activity may or may not be reportable. Even if the behavior is 
voluntary, there are circumstances where the behavior is abusive, either by Penal 
Code definition or because of an exploitative relationship, then this behavior must 
be reported. If there is reasonable suspicion of sexual abuse prior to the consensual 
activity, the abuse must be reported. 
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Reportable Sexual Activity if a Child is 14 Years of Age and: 
1. Partner is younger than 14 years old, but there is a disparity in chronological or 


maturational age or indications of intimidation, coercion or bribery or other 
indications of an exploitative relationship. 


2. Partner is 14 years or older, lewd & lascivious acts committed by a partner of any age or if 
the partner is the alleged spouse and over 14 years of age. 


  
Reportable Sexual Activity if the Child is 14 or 15 years and: 
1. There is unlawful sexual intercourse with a partner older than 14 but less than 21 years of 


age and there is no indication of abuse or evidence of an exploitative relationship 
there is unlawful sexual intercourse with a partner older than 21 years. 


2. There are lewd and lascivious acts committed by a partner more than 10 years older than 
the child. 


3. The partner is the alleged spouse and over 21 years of age. 
  
Reportable Sexual Activity if the Child is 16 or 17 years and: 
1. The partner is less than 14 years of age. 
2. There is unlawful sexual intercourse with a partner older than 14 and there is evidence of 


an exploitative relationship. 
3. The partner is the alleged spouse and there is evidence of an exploitative relationship. 
  
Reportable Sexual Activity if the Child is under 18 years: 
1. Sodomy, oral copulation, penetration of a genital or anal opening by a foreign object, even 


if consensual, with a partner of any age. 
  
Mandated reports of sexual activity must be reported to either the County 
Child Protection Services (CPS) and to the appropriate police jurisdiction. 
This information will then be cross‑reported to the other legal agency. 
 
When in doubt, all suspected sexual abuse, physical abuse, or neglect should 
be reported to Child Protection Services or the appropriate police 
jurisdiction. 
 
D. Failure to Report Known or Suspected Child Abuse 


Failure to report known or reasonable suspicion of child abuse, including sexual abuse, is 
a misdemeanor. Mandated reporters are provided with immunity from civil or criminal 
liability as a result of making a mandated report of child abuse. 


  
E. Child Abuse Reporting Number:  (209) 468-1333 
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Suspension and Expulsion Policies 
  
CA Codes (edc:48900-48926) EDUCATION CODE 
SECTION 48900-48926 
 
48900.  A pupil may not be suspended from school or recommended for expulsion unless the 
superintendent or the principal of the school in which the pupil is enrolled determines that the 
pupil has committed an act as defined pursuant to one or more of subdivisions (a) to (r), 
inclusive: 
 


a) Caused, attempted to cause, or threatened to cause physical injury to another person. 
b) Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other 


dangerous object unless, in the case of possession of any object of this type, the pupil 
had obtained written permission to possess the item from a certificated school 
employee, which is concurred in by the principal or the designee of the principal.  


c) Unlawfully possessed, used, sold, or otherwise furnished, or been under the influence 
of any controlled substance.  


d) Unlawfully offered, arranged, or negotiated to sell any controlled substance.  
e) Committed or attempted to commit robbery or extortion.  
f) Caused or attempted to cause damage to school property or private property.  
g) Stolen or attempted to steal school or private property.  
h) Possessed or used tobacco, or any products containing tobacco or nicotine products, 


including, but not limited to, cigarettes, cigars, miniature cigars, clove cigarettes, 
smokeless tobacco, snuff, chew packets, and betel. However, this section does not 
prohibit use or possession by a pupil of his or her prescription medications.  


i) Committed an obscene act or engaged in habitual profanity or vulgarity.  
j) Had unlawful possession of, or unlawfully offered, arranged or negotiated to sell any 


drug paraphernalia.  
k) Disrupted school activities or otherwise willfully defied the valid authority 


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


l) Knowingly received stolen school property or private property.  
m) Possessed an imitation firearm. As used in this section, “imitation firearm” means a 


replica of a firearm as to substantially similar in physical properties to an existing 
firearm as to lead a reasonable person to conclude that the replica is a firearm.  


n) Committed or attempted to commit sexual assault.  
o) Harassed, threatened, or intimidated a pupil who is a complaining witness or witness 


in a school disciplinary proceeding for the purpose of either preventing that pupil from 
being a witness or retaliating against that pupil for being a witness, or both.  


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


q) Engaged in, or attempted to engage in, hazing. For purposes of this subdivision, 
"hazing" means a method of initiation or preinitiation into a pupil organization or 
body, whether or not the organization or body is officially recognized by an 
educational institution, which is likely to cause serious bodily injury or personal 
degradation or disgrace resulting in physical or mental harm to a former, current, or 
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prospective pupil. For purposes of this subdivision, "hazing" does not include athletic 
events or school-sanctioned events. 


r) Engaged in an act of bullying. For purposes of this subdivision, the following terms 
have the following meanings: 


1. "Bullying" means any severe or pervasive physical or verbal act or conduct, 
including communications made in writing or by means of an electronic act, 
and including one or more acts committed by a pupil or group of pupils as 
defined in Section 48900.2, 48900.3, or 48900.4, directed toward one or more 
pupils that has or can be reasonably predicted to have the effect of one or more 
of the following: 
a. Placing a reasonable pupil or pupils in fear of harm to that pupil's or those 


pupils' person or property. 
b. Causing a reasonable pupil to experience a substantially detrimental effect 


on his or her physical or mental health. 
c. Causing a reasonable pupil to experience substantial interference with his 


or her academic performance. 
d. Causing a reasonable pupil to experience substantial interference with his 


or her ability to participate in or benefit from the services, activities, or 
privileges provided by a school. 


1. Electronic act" means the transmission, by means of an electronic device, 
including, but not limited to, a telephone, wireless telephone, or other wireless 
communication device, computer, or pager, of a communication, including, but 
not limited to, any of the following: 


i. A message, text, sound, or image 
ii. A post on a social network Internet Web site including, but not limited 


to: 
1. Posting to or creating a burn page. "Burn page" means An 


Internet Web site created for the purpose of having one or more 
of the effects listed in paragraph (1). 


2. Creating a credible impersonation of another actual pupil for the 
purpose of having one or more of the effects listed in paragraph 


3. Credible impersonation" means to knowingly and without 
consent impersonate a pupil for the purpose of bullying the 
pupil and such that another pupil would reasonably believe, or 
has reasonably believed, that the pupil was or is the pupil who 
was impersonated. 


iii. Creating a false profile for the purpose of having one or more of the 
effects listed in paragraph (1). "False profile" means a profile of a 
fictitious pupil or a profile using the likeness or attributes of an actual 
pupil other than the pupil who created the false profile. 


1. Notwithstanding paragraph (1) and subparagraph (A), an 
electronic act shall not constitute pervasive conduct solely on 
the basis that it has been transmitted on the Internet or is 
currently posted on the Internet. 


2. "Reasonable pupil" means a pupil, including, but not limited to, 
an exceptional needs pupil, who exercises average care, skill, 
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and judgment in conduct for a person of his or her age, or for a 
person of his or her age with his or her exceptional needs. 


 
A pupil may not be suspended or expelled for any of the acts listed above unless that act is 
related to school activity or school attendance occurring within a school under the jurisdiction 
of the superintendent or principal or occurring within any other school district. A pupil may be 
suspended or expelled for acts which are enumerated in this section and related to school 
activity or attendance that occur at any time, including but not limited to, any of the 
following:  
 


a) While on school grounds.  
b) While going to or coming from school.  
c) During the lunch period, whether on or off the campus. 
d) During, or in route to and from, a school sponsored activity. 


 
 
Expulsion Policies under Education Code 48915:  
The principal shall recommend the expulsion of a pupil for any of the following committed at 
school or school activity off school grounds, unless the principal or superintendent finds an 
expulsion is inappropriate, due to the particular circumstance: 
  


a) Causing serious physical injury to another person, except in self-defense.  
b) Possession of any knife, explosive, or other dangerous object of no reasonable use to 


the pupil.  
c) Unlawful possession of any controlled substance, as defined under Ed. Code.  
d) Robbery or extortion.  
e) Assault or battery on any school employee, as defined in Sections 240 and 242 of the 


Penal Code. 
 
Mandatory Recommendation for Expulsion  
The principal, or superintendent of schools shall immediately suspend, pursuant to 
Section 48911, and shall recommend expulsion of a pupil that he or she determines has 
committed any of the following acts at school or at a school activity off school grounds: 
 


a) Possessing, selling, or otherwise furnishing a firearm. This subdivision does not apply 
to an act of possessing a firearm if the pupil has obtained prior written permission to 
possess the firearm from a certificated school employee, which is concurred in by the 
principal or the designee of the principal. This subdivision applies to an act of 
possessing a firearm only if an employee of a school district verifies the possession.  


b) Brandishing a knife at another person  
c) Unlawfully selling a controlled substance as defined by Education Code  
d) Committing or attempting to commit a sexual assault as defined in the Education Code  


 
48900.2.  
In addition to the reasons specified in Section 48900, a pupil may be suspended from school 
or recommended for expulsion if the superintendent or the principal of the school in which the 
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pupil is enrolled determines that the pupil has committed sexual harassment as defined in 
Section 212.5. 


For the purposes of this chapter, the conduct described in Section 212.5 must be considered 
by a reasonable person of the same gender as the victim to be sufficiently severe or pervasive 
to have a negative impact upon the individual’s academic performance or to create an 
intimidating, hostile, or offensive educational environment.  This section shall not apply to 
pupils enrolled in kindergarten and grades 1 to 3, inclusive. 
  
48900.3. 
In addition to the reasons set forth in Sections 48900 and 48900.2, a pupil in any of grades 4 
to 12, inclusive, may be suspended from school or recommended for expulsion if the 
superintendent or the principal of the school in which the pupil is enrolled determines that the 
pupil has caused, attempted to cause, threatened to cause, or participated in an act of, hate 
violence, as defined in subdivision (e) of Section 233. 
  
48900.4.  
In addition to the grounds specified in Sections 48900 and 48900.2, a pupil enrolled in any of 
grades 4 to 12, inclusive, may be suspended from school or recommended for expulsion if the 
superintendent or the principal of the school in which the pupil is enrolled determines that the 
pupil has intentionally engaged in harassment, threats, or intimidation, directed against a pupil 
or group of pupils, that is sufficiently severe or pervasive to have the actual and reasonably 
expected effect of materially disrupting class work, creating substantial disorder, and invading 
the rights of that pupil or group of pupils by creating an intimidating or hostile educational 
environment. 
  
48900.7.  
a. In addition to the reasons specified in Sections 48900, 48900.2, 48900.3, and 48900.4, a 


pupil may be suspended from school or recommended for expulsion if the superintendent 
or the principal of the school in which the pupil is enrolled determines that the pupil has 
made terrorist threats against school officials or school property, or both. 


b. For the purposes of this section, “terrorist threat” shall include any statement, whether 
written or oral, by a person who willfully threatens to commit a crime which will result 
in death, great bodily injury to another person, or property damage in excess of one 
thousand dollars ($1,000), with the specific intent that the statement is to be taken as a 
threat, even if there is no intent of actually carrying it out, which, on its face and under 
the circumstances in which it is made, is so unequivocal, unconditional, immediate, and 
specific as to convey to the person threatened, a gravity of purpose and an immediate 
prospect of execution of the threat, and thereby causes that person reasonably to be in 
sustained fear for his or her own safety or for his or her immediate family’s safety, or for 
the protection of school district property, or the personal property of the person 
threatened or his or her immediate family. 
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Staff Notification of Dangerous Students 


  
Staff Notice of Dangerous Students 
  
EC 49079 requires teacher notification of students committing or reasonably suspected of 
committing a “dangerous act” within the last 3 years (EC 48900 except tobacco and nicotine). 
A student who has, or is reasonably suspected of having violated Section 48900 [except (h)], 
48900.2, 48900.3, and 48900.4 falls into this category.  The information has to be shared in a 
confidential manner with teachers as appropriate. 
  
Sexual Harassment Policy 
 


The Governing Board is committed to maintaining a safe school environment that is free from harassment 
and discrimination.  The Board prohibits sexual harassment of students, at school or at school-sponsored 
or school-related activities.  The Board also prohibits retaliatory behavior or action against any person 
who files a complaint, testifies, or otherwise participates in district complaint processes. 
 


(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 1312.3 - Uniform Complaint Procedures) 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
(cf. 5131 - Conduct) 
(cf. 5131.2 - Bullying) 
(cf. 5137 - Positive School Climate) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction) 
 


Instruction/Information 
The Superintendent or designee shall ensure that all district students receive age-appropriate 
instruction and information on sexual harassment. Such instruction and information shall 
include: 
1. What acts and behavior constitute sexual harassment, including the fact that sexual 


harassment could occur between people of the same sex and could involve sexual 
violence 


2. A clear message that students do not have to endure sexual harassment 
3. Encouragement to report observed instances of sexual harassment, even where the 


victim of the harassment has not complained 
4. Information about the district's procedure for investigating complaints and the 


person(s) to whom a report of sexual harassment should be made 
5. Information about the rights of students and parents/guardians to file a criminal 


complaint, as applicable 


 
Complaint Process 
Any student who feels that he/she is being or has been sexually harassed on school grounds or 
at a school-sponsored or school-related activity (e.g., by a visiting athlete or coach) shall 
immediately contact his/her teacher or any other employee.  An employee who receives such a 
complaint shall report it in accordance with administrative regulation. 
 
Confidentiality and Record-Keeping 
All complaints and allegations of sexual harassment shall be kept confidential except as 
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necessary to carry out the investigation or take other subsequent necessary action.  (5 CCR 
4964) 
 
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information) 
(cf. 5125 - Student Records) 


 
The Superintendent or designee shall maintain a record of all reported cases of sexual 
harassment to enable the district to monitor, address, and prevent repetitive harassing behavior 
in the schools. 
 


Dress Code Policy 
 DRESS CODE GUIDELINES Jefferson District is noted for the outstanding appearance of its students. 
Wearing extreme fashions is not conducive to a quality educational atmosphere and has no place in 
Jefferson School District. In keeping with this philosophy of good style and taste, the following rules apply 
to all regular school activities:  


1. Clothing should be in good repair and reflect modest taste.  


2. Students are to come to school dressed for learning and for playing.  


a. Shirts are not permitted to be low cut, strapless, off the shoulder, halter top or backless. 
Shirts without sleeves must have a strap that is equal to or greater than four of the student’s 
fingers. All shirts must be long enough (without having to be pulled into place) so that they could 
be tucked in (and would realistically remain tucked in) if necessary. This rule applies regardless 
of changing weather throughout the warmer months.  


b. All pants, shorts, skirts and dresses need to be an appropriate length and size so as not 
to expose a student’s posterior or undergarments. Pants, shorts, skirts and dresses shall not be 
tight fitting or shorter than a student’s extended fingertips. Pajama pants are not allowed except 
on designated spirit days. Leggings and yoga pants are allowed with an over garment that is 
fingertip length. Pants must fit at the waist and should not be more than one size too large, 
sagging is not permitted. Pants, shorts and skirts shall be free of holes above the extended 
fingertips. 


c. Students need to wear shoes that will allow them to run and play. All footwear must 
have straps or enclosed backs. Flop flops and slippers are not allowed.  


d. Students are not permitted to wear baseball caps, hats, knit caps, visors, and hoods in 
class, assemblies, or in any indoor school function. Outdoors, hats must be worn forward facing.  


3. All clothing, jewelry, backpacks and other personal items shall be free of writing, pictures 
and/or other insignia which are crude, vulgar, profane, sexually suggestive, gang related, or 
depict nudity, or weapons. In addition, clothing or personal items shall not exhibit drug, alcohol or 
tobacco references, or advocate racial, ethnic or religious prejudice.  


4. Any clothing or accessory that may be deemed dangerous, i.e. wallets with chains, steel-toes 
boots, items with spikes or studs, and belts worn long are unacceptable.  


5. Any clothing which may be disruptive to the school environment or deemed offensive by school 
personnel is prohibited.  


AR 5132 (b)  


Students who are considered to be in violation of the Jefferson School District Dress Code shall be 
referred to the principal or the designee.  
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a. First offense: The student’s parent/guardian shall be contacted and may be asked to 
meet with school staff. The student will be required to wear loaner clothes or call home for a 
change of clothes.  


b. Second offense: The student’s parent/guardian shall be contacted and may be asked to 
meet with school staff. The student will be required to wear loaner clothes or call home for a 
change of clothes. The student shall be assigned detention as determined appropriate by the 
principal or the designee.  


c. Third offense: The student’s parent/guardian shall be contacted and may be asked to 
meet with school staff. The student will be required to wear loaner clothes or call home for a 
change of clothes. The principal or the designee shall assign the student ten hours of community 
service to be performed within thirty calendar days.  


d. Fourth and subsequent offenses: The student shall be suspended for a period of 1-5 
days as determined by the principal or the designee. In order to discourage the influence of gangs 
and gang related apparel, Unauthorized Group Apparel is prohibited and the following rules shall 
apply:  


1. Jewelry, accessory, notebook or manner of grooming (including haircuts) 
which by virtue of its color, arrangement, trademark or any other attribute denotes 
membership in an unauthorized group or group is prohibited.  


2. Clothing or articles of clothing (including but not limited to gloves, bandanas, 
shoestrings, wristbands, hats, lanyards, belts, jewelry) related to unauthorized groups 
that may provoke others to acts of violence are prohibited.  


3. Belt buckles with initials or red, blue, or brown web belts, belts hanging out of 
pants are prohibited.  


4. Gloves, towels, suspenders or other items hanging from rear pants pockets or 
from belt are prohibited. Students may not wear one pant leg rolled up.  


5. Excessive clothing items (2 or more) of predominately one color that 
symbolize unauthorized group apparel are prohibited.  


Because symbols are constantly changing, definitions of unauthorized group apparel may be 
reviewed and updated whenever related information is received by administrators and/or school 
safety committee. If a student is determined to have violated the dress code by wearing 
unauthorized group colors, he/she will be banned from wearing specific colors or any 
unauthorized group related apparel.  


The following consequences will be implemented for a violation of any one of the above:  


a. First Offense: Parent/guardian contact. Student sent home to change clothes or 
provided with alternative clothing, Confiscation of unauthorized group-related jewelry accessory, 
notebook etc. Possible 1-5 day suspension.  


b. Second Offense: Parent/guardian conference and 1-5 day suspension.  


c. Third Offense: Parent/guardian contact. Minimum of five (5) day suspension Report to 
law enforcement agency.  


d. Fourth and subsequent offenses: Parent/guardian contact. Minimum of five (5) day 
suspension and recommendation for expulsion. Report to law enforcement agency.  


No grade of a student participating in a physical education class shall be adversely 
affected if the student does not wear standardized physical education apparel because of 
circumstances beyond the student’s control. (Ed. Code 49066)  







14 
 


The principal, staff, students, and parent/guardians at each school may establish 
reasonable dress and grooming regulations for times when students are engaged in 
extracurricular or other special school activities. Students who participate in a nationally 
recognized youth organization shall be allowed to wear organization uniforms on days when the 
organization has a scheduled meeting. (Ed. Code 35183)  


 
Procedures for Safe Ingress and Egress  
Beyond planning for daily ingress/egress routes and emergency evacuation routes, schools 
must plan for assisting students, staff and visitors with disabilities.   Under the Americans 
with Disabilities Act of 1990, individuals who are deaf/hard of hearing, blind/partially 
sighted, mobility impaired and/or cognitively/emotionally impaired must be assisted. 
  
A. Schools must include plans for: 
1. Identifying the population of people with disabilities.  See student IEP, 504 or 


Individualized Student Health Plan. 
2. Determining proper signage and equipment.  
3. Training staff to assist individuals with disabilities.  
4. Coordinating with emergency response personnel.  
  
B. Planning 
      It is recommended that schools identify the location of potential evacuation sites based on 


the potential circumstances that may cause movement/relocation of the school population 
in the event of an emergency. 


  
C.   Evacuation Routes 


Refer to the attached school map at the conclusion of this document, which identifies 
evacuation routes during emergency evacuations.  Staff members that have students with 
disabilities need insure those students receive proper evacuation.  


 


School Discipline 
A.   Statement of Rules and Procedures on School Discipline  


Education Code 44807: 
“Every teacher in the public schools shall hold pupils to a strict account for their conduct on 


the way to and from school, on the playgrounds, or during recess. A teacher, vice 
principal, principal, or any other certificated employee of a school district, shall not be 
subject to criminal prosecution or criminal penalties for the exercise, during the 
performance of his duties, of the same degree of physical control over a pupil that a 
parent would be legally privileged to exercise but which in no event shall exceed the 
amount of physical control reasonably necessary to maintain order, protect property, or 
protect the health and safety of pupils, or to maintain proper and appropriate conditions 
conducive to learning.” 
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 B. Notification to Students and Parents 
  
Education Code 35291: 
1. Parents and students shall be notified of the District and school site rules pertaining to 


student discipline at the beginning of the first semester, and at the time of 
enrollment for students who enroll thereafter. 


2. The discipline policy shall be reviewed annually with input from the discipline team, site 
administrators, campus security, staff, students, and parents. 


  
C. Site Discipline.  A copy of the school discipline plan is distributed to parents/students 


on the first day of school or on the first enrollment day.  
  
D. Staff Training.  All school personnel review the emergency procedures annually at the 


beginning of the new school year. 
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Response Actions 
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Stand by Alert 
 


This action is used to alert the staff and students and place them on Stand By until 
further instructions. 


  
Announcement 
If time permits, the Incident Commander (or his/her designee) will make the following 
announcement on the PA system or other communication systems (i.e. phone, email, 
messenger, etc.). 
  


“ATTENTION PLEASE. STAND BY FOR ADDITIONAL 
INFORMATION.  STAND BY FOR ADDITIONAL INFORMATION.” 


  
Description of Action 
1.  If inside, teachers will hold students in classrooms until further instructions. 
2.  If outside, teachers will assemble students into a single location. 
  
For all situations, remain on Stand By until further instructions or an All Clear signal 
is given. 


 
Duck, Cover, and Hold 
 


This action is used to protect students and staff from flying or falling debris. 
  
Announcement 
The Incident Commander (or his/her designee) will make the following announcement 
on the PA system.  If the PA system is not available, use other means of 
communication, (i.e. send messengers to deliver instructions, email, etc.). 


  
“ATTENTION PLEASE. DUCK, COVER AND HOLD.  DUCK, COVER, AND 
HOLD.  ADDITIONAL INFORMATION TO FOLLOW.” 
  
Description of Action 


If inside — 
1.     Drop to knees 
2.     Get under desk and remain facing away from windows 
3.     Clasp one hand behind neck and use other hand to hold onto 


desk/table 
4.     Bury face in arms 
5.     Make body as small as possible 
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6.     Close eyes and cover ears with forearms. 
  
If outside— 


1.     Drop to knees 
2.     Clasp both hands behind neck 
3.     Bury face in arms 
4.     Make body as small as possible 
5.     Close eyes and cover ears with forearms. 
6.     Avoid glass and falling objects 


  
Evacuation of Building 
  


This action is used after the decision is made that it is unsafe to remain in the building. 
   


Announcement 
The Incident Commander (or his/her designee) will make the following announcement 
on the PA system.  If the PA system is not available, use other means of 
communication, (i.e. send messengers to deliver instructions, email, etc.). 
  
“ATTENTION PLEASE.  EVACUATE THE BUILDING.  EVACUATE THE 
BUILDING.” 


  
Description of Action 


  
1.  Evacuate the building(s) using designated routes to the assigned Assembly 


Area.  Once assembled, stay in place until further instructions. 
  


2. Teacher will secure the student roster when leaving the building and take 
attendance once the class is assembled in their designated area. 
 


Off-Site Evacuation 
  


This action is used after the decision is made that it is safer to leave the campus than to 
remain on site. 


   
Announcement 
The Incident Commander (or his/her designee) will make the following announcement 
on the PA system.  If the PA system is not available, use other means of 
communication, (i.e. send messengers to deliver instructions, email, etc.). 
  
“ATTENTION PLEASE.  OFF-SITE EVACUATION WHEN DISMISSAL BELL 
RINGS.  OFF-SITE EVACUATION WHEN DISMISSAL BELL RINGS.” 


  
Description of Action 
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1.     The Incident Commander will direct the best means to evacuate the campus and 
proceed to a pre-designated safe location.  This may include school buses, cars, or 
walking. 


2.     Secure the student roster when leaving the building and take attendance once the 
class is assembled in a pre-designated safe location. 


3.     Teachers will direct students to Holy Family Center for the offsite evacuation. 
 
Reverse Evacuation 
  


This action is used to rapidly and safely move people inside a facility when it would 
be dangerous to remain outside.  Reverse Evacuation is appropriate when: 
 


1. People are located outside, such as on the playgrounds, on the sports field, on 
the blacktop, or at an outdoor event 
 


2. The danger necessitates a school lockdown or shelter in place, such as an 
active shooter, armed intruder, a threat in the surrounding community, or 
hazmat situation.   


 
3. The threat or danger is a safe distance away that allows you access into a 


building or structure for safety.   
 
Reverse evacuation is most commonly used before / after school, during breaks / 
passing periods, during lunch, or when classes are outside, such as, physical 
education (PE) 
 
This action should be evaluated during a school lockdown and if appropriate, 
should be taken.   
 
If it is not safe to reverse evacuate, then refer to the “If Outside” section of the 
“Lockdown” procedure.   
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Shelter in Place 
  


This action is used after a decision is made that being indoors would provide a greater 
level of protection to students and staff. 


  
Announcement 
The Incident Commander (or his/her designee) will make the following announcement 
on the PA system.  If the PA system is not available, use other means of 
communication, (i.e. send messengers to deliver instructions, email, etc.). 
  


“ATTENTION PLEASE. SHELTER IN PLACE.  DO NOT LEAVE THE 
BUILDING.  DO NOT LEAVE THE BUILDING.  IF YOU ARE OUTSIDE, 
MOVE INSIDE.  ADDITIONAL INFORMATION TO FOLLOW.” 


  
Description of Action 
  
If inside: 
 


1. Keep students in classrooms pending further instructions. 
2. If outside, direct students into the nearest classroom or school 


building.  Consider the proximity of the identified hazard.  If necessary, 
proceed to an alternative indoor location.  A room of a building located upwind 
of the identified hazard is preferred and ideal. 


2. Secure and lock all doors 
3. Close all windows and window coverings 
4. Account for all students 
5. Do not allow anyone to leave the secure room until ALL CREAR message is 


received. 
6. Students should take their seats and lessons can continue until the SHELTER 


IN PLACE response is lifted. 
7. Passing periods and lunch should be disregarded until SHELTER IN PLACE 


 
 If outside: 
 


1. Reverse Evacuate - Attempt to get into nearest building and secure in that building 
(Refer to Reverse Evacuation) 


a. If entire classroom is in unassigned classroom, notify school administration of 
your location 


b. If student gets separated from class, get in into nearest classroom and have 
staff member notify student’s teacher of student’s location.  


2. If unable to get into a classroom or building, proceed to the office 
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School Lockdown 
  
This action is used when a threat of violence, armed intruder, gunfire, or active threat/shooter 
is present, and it is necessary to prevent the perpetrator(s) from entering occupied areas that 
CAN BE secured. 
  
Announcement 
The Incident Commander (or his/her designee) will make the following announcement on the 
PA system.  If the PA system is not available, use other means of communication, (i.e. send 
messengers to deliver instructions, email, calling trees, etc.). 
  
“ATTENTION PLEASE. THIS IS A TRAINA TIGERS ANNOUCEMENT.  INITIATE 
LOCK DOWN. REPEAT, INITIATE LOCK DOWN.” 
Description of Action 
  
IF INSIDE, staff members are to: 
1. Lock doors and sit/lie on the floor away from doors and windows, consider spreading 


out in the room, using cover and concealment.  Also consider hiding behind desks, 
cabinets, and in closets. 


2.  Close any shades and/or blinds if it appears safe to do so. 
3. Turn off the lights. 
4. Blockade the door with heavy furniture / objects. 
5. Once room is secured, do not answer or open door. 
6. Do not allow anyone to leave secure room until ALL CLEAR message is received. 
7. Remain concealed until police or a recognized staff member assures it is safe to unlock 


the doors.  
8. Do not to use cell phones or computers until directed to do so, unless notifying police or 


relaying vital information. 
9. Be as quiet as possible. 
10. Consider arming yourself with objects in the room to protect yourself against the shooter 


(i.e., stapler, tape dispenser, cell phone, any blunt heavy object) 
 IF OUTSIDE  
 
1. Get low & look for cover and a place to conceal yourself.  


◦ Low crawl if necessary. 
2. Look for an open room and lock yourself inside 


◦ Bathroom 
◦ Closet 


3. If possible and unable to get into a concealed location, refer to the RUN / HIDE / FIGHT 
portion of this procedure. 


4. Remain calm and stay quiet 
5. If able, w/o giving away your position, call the police or call or text a friend to let them 


know where you are located. 
 
If your class is outside during a lockdown, or if a lockdown is initiated before / after 
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school, during lunch, or during passing periods. 
 
During a lockdown, as a class, if you can safely reverse evacuate, you should do so. 
 
If you are unable to reverse evacuate (as a class) during a lockdown or you are unable to get 
into a building/room prior to it being secured, refer to the RUN / HIDE / FIGHT portion of 
this procedure.  
  
RUN – If you are NOT in a secured location or your location is compromised, you should: 
  
If there is an accessible escape path, attempt to evacuate the premises. Be sure to:            


  
1.     Have an escape route and plan in mind 
2.     Evacuate regardless of whether others agree to follow 
3.     Leave your belongings behind 
4.     Help others escape, if possible 
5.     Prevent individuals from entering an area where the active shooter may be   present 
6.     Keep your hands visible 
7.     Follow the instructions of any police officers 
8.     Do not attempt to move wounded people 
9.     Call 911 when you are safe 
  
HIDE – Once you have escaped danger or are out of danger, you should: 
  
Find a place to hide where the active shooter is less likely to find you. 
  


1.     Your hiding place should: 
  


a. Be out of the active shooter’s view 
b. Get low and look for a location to conceal yourself  
c. Provide protection if shots are fired in your direction (i.e., an office, 


bathroom, or closet with a closed and locked door) 
d. Not trap you or restrict your options for movement 
e. Consider moving to a new location 
  


2.     If you are unable to get to a concealed or secure location, run to a remote area 
and/or flee from danger 


  
3.     If able to do so and without giving away your position, call/text the police or 


someone you know to let them know where you are located  
  
FIGHT - As a last resort, and only when your life is in imminent danger, attempt to disrupt 
and/or incapacitate the active shooter by: 
  


1. Act as aggressively as possible against the threat 
2. Throwing items and improvising weapons (i.e., stapler, tape dispenser, cell 
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phone, any blunt heavy object) 
3. Yelling 
4. Committing to your actions 


All Clear 
 


This action is used after the decision is made that normal school operations can 
resume. 
Announcement 


The Incident Commander (or his/her designee) will make the following 
announcement on the PA system.  If the PA system is not available, use other 
means of communication, (i.e. email, calling tree, send messengers to deliver 
instructions, etc.). 


  
BELL WILL RING “ATTENTION PLEASE.  ALL CLEAR.  THIS IS A 
TRAIN TIGERS ANNOUNCEMENT ALL CLEAR.  THANK YOU.” 


  
Description of Action 


1.  This action signifies the emergency is over. 
2.  If appropriate, teachers should immediately begin discussions and activities to address 


students’ fear, anxiety, etc. 
 
Intruder Alert All Clear 
 
This action is used after the decision is made that normal school operations can resume. 
  


Announcement 
The Incident Commander (or his/her designee) will make the following 
announcement on the PA system.  If the PA system is not available, use other 
means of communication, (i.e. send messengers to deliver instructions, email, 
etc.). 


  
BELL WILL RING “ATTENTION PLEASE.  ALL CLEAR.  THIS IS A 
TRAINA TIGERS ANNOUNCEMENT ALL CLEAR.  THANK YOU.” 


  
Description of Action 


1.  This action signifies the emergency is over. 
2.  If appropriate, teachers should immediately begin discussions and activities to address 


students’ fear, anxiety, etc. 
 


Parent Alert 
  


1.  Secretary will activate emergency voice message. 
2.  The School Districts’ technology-based parent notification and school-to-home 


communication system will be activated.  This system will allow the Incident 
Command Team the ability to send communications to identified parents and 
faculty. 
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The School District’s notification system will be utilized to provide 
communications to parents during emergency response situations on site.  Under the 
Incident Commander’s direction, the Site Public Information Officer will be 
responsible for developing outgoing messages (email or phone message, whichever 
is appropriate for the given situation) and transmitting them to the parent 
community. 
  
In the event that the School District’s notification system is not functional, the site 
Public Information Officer and site staff, designated by the Incident Commander to 
assist, will contact parents via phone and or email with information provided in the 
Student Emergency Form.  


 
Student Release/ Parent Process of Pick-up 
  
In the event of the disaster or local emergency, the District’s custodial responsibility of 
students may be extended beyond the range of normal operating hours.  The following 
guidelines are to be followed for the release of students, unless otherwise direct by the Police 
Department: 
  


 Guardians will present Student Attendance/ Release Team member with a picture 
ID. 


 Student Attendance/ Release Team member will verify ID with the Student 
Emergency Cards on file. 


 Upon positive verification of identification with the Student Emergency Card, 
notify the Student Supervision Team to release or escort student to the pick-up 
area. 


 Upon reunification of student with guardian, instruct guardian to sign Emergency 
Student Release Log sheet entry of student indicating release of student. 


 If students are released to a medical facility, the student’s name, school, address 
and phone number, if known, must be written in permanent ink on the student’s 
body. 


  
Reunification 
After a mass casualty or critical incident it is important to quickly reunite survivors with their 
loved ones.  The District’s custodial responsibility of students may be extended beyond the 
range of normal operating hours.  When it is necessary to perform an off campus evacuation, 
the following guidelines are to be followed for the release of students, unless otherwise direct 
by the Police Department: 
  


 A designated off-campus location will be made by the Incident Commander (or his or 
her designee). 


 Security and supervision will be in place prior to any students being transported to 
the off site location.   


 Transportation services will be contact and arranged by the Incident Commander (or 
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his or her designee). 
 If necessary, counselors should be contacted and respond to the reunification site.   
 The following protocols should be followed: Protocols for notification, information 


release, orderly check-in, check-out, record keeping, and release of minors to adults. 
 The Student Attendance / Release Team should be in place prior to student arriving.   
 Guardians will present Student Attendance/ Release Team member with a picture ID. 
 Student Attendance/ Release Team member will verify ID with the Student 


Emergency Cards on file. 
 Upon positive verification of identification with the Student Emergency Card, notify 


the Student Supervision Team to release or escort student to the pick-up area. 
 Upon reunification of student with guardian, instruct guardian to sign Emergency 


Student Release Log sheet entry of student indicating release of student. 
 If students are released to a medical facility, the student’s name, school, address and 


phone number, if known, must be written in permanent ink on the student’s body. 
After a critical incident, you should remember that the incident may be criminal and 
investigated by law enforcement.  If it is an active investigation, witnesses and victims may 
need to be contacted by law enforcement delaying the reunification.  Witnesses and victims 
may need to be separated to keep the integrity of the investigation.   


School Closure 
  
In the event that an emergency incident has rendered the site inoperable and uninhabitable, the 
Site Incident Commander will consult with the Superintendent with an update on the status of 
the site and situation.  After conferring and receiving instructions from the Superintendent to 
close the school site: 
            
During school hours with staff and students on site: 
  


 Site Incident Commander will activate the Off-Site Evacuation Response. 
 Site Incident Commander or designee will Activate Parent Notification System to 


alert parents of new location of student assembly. 
 Update District EOC or District Public Information Officer of new student 


assembly area. 
  
After school hours with staff and students off site: 
  


 Site Incident Commander will alert Command Team and Activate School 
District’s Parent Notification System to school closure. 
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 Information Provided to Police Dispatcher or 911 Operator 
  
When reporting an emergency to law enforcement it is important to provide as much 
information as possible.  Allow the call-taker to be in control of the conversation and ask the 
questions.  Remember to remain calm.  Officers are often responding even though you are still 
providing information to the call-taker.  Below is some of the information that must be 
provided depending on the nature of the emergency.  
  


1. Address and location of incident 
2. Nature of emergency, threat (i.e. armed intruder, active threat/shooter, suspicious 


package, bomb threat) 
3. Precise location of the threat, intruder, active threat/shooter, suspicious package, bomb 


threat 
4. Number of suspects, if more than one 
5. Physical description of suspects(s) (describe race, gender, height, weight, build, hair 


color / style / length, facial hair, clothing head to toe, and anything that stands out; 
such as, tattoos, hat, glasses, disguise. 


6. Number and type of weapons held by the active threat/shooter 
7. Number of potential victims at the location 
8. Possible lookouts 
9. Suspicious vehicle(s) that may belong to the suspect(s) 
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Emergency Procedures 
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Earthquake 
  
Upon the first indication of an earthquake, teachers should direct students to Duck, Cover, and 
Hold.  Follow the procedures listed below for all earthquake events: 
  


1. Avoid glass and falling objects.  Move away from windows, heavy suspended light 
fixtures, and other overhead hazards.  When the shaking stops, the Incident 
Commander (or his/her designee) will issue the All Clear Response.  Use designated 
routes and proceed directly to the assembly area.  Teachers shall notify the Student 
Attendance/Release Team of missing students. 


2. The Incident Commander (or his/her designee) to direct the Security Team to post 
guards a safe distance away from building entrances to prevent access. 


3. Warn all school personnel to avoid touching fallen electrical wires. 
4. First Aid Team will check for injuries and provide appropriate first aid. 
5. The Incident Commander (or his/her designee) will direct the Facility Team to turn off 


water, gas, and electrical and to alert appropriate utility company of damages, if 
appropriate. 


6. If the area appears safe, the Search and Rescue team will be cleared by the Incident 
Commander (or his/her designee) to make an initial inspection of the school buildings, 
if needed. 


7. The Incident Commander (or his/her designee) will contact the Office of the District 
Superintendent to determine if additional actions are deemed necessary. 


  
In the event an earthquake occurs during non-school hours: 


1. The Incident Commander and Identified Maintenance/ Facilities Personnel* will 
assess damages to determine needed corrective actions.  For apparent damages, 
contact the District Superintendent to determine if the school should be closed. 


2. If the school must be closed, notify staff members and students as identified in School 
Closure Response Procedure. 


 
Fire on School Grounds 
  
In the event of a fire on school grounds, the following procedures should be implemented: 
1. Upon discovery of a fire, direct all occupants out of the building and report the fire to the 


Incident Commander. 
2. The Incident Commander (or his/her designee) will immediately issue the EVACUATION 


OF BUILDING action.  Students and staff will evacuate buildings using the evacuation 
routes or other safe routes and proceed directly to the Assembly Area.  Teachers will take 
student roster and take attendance to account for students. Teachers will notify Student 
Attendance/Release Team of missing students. 


3. The Incident Commander (or his/her designee) will call “911” to provide the exact 
location (e.g., building, room, area) of the fire. 


4. The Security Team will secure the area to prevent unauthorized entry and keep access 
roads clear for emergency vehicles. 


5. Search and Rescue Leader will direct the fire department to the fire and brief fire 
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department official on the situation. 
6. The Facilities Team will notify the appropriate utility company of damages. 
7. The Incident Commander (or his/her designee) will notify the District Superintendent’s 


Office and Maintenance and Operations of the fire.  
8. If appropriate the Incident Commander (or his/her designee) will implement the PARENT 


ALERT SYSTEM. 
9. For any fires on campus, the Incident Commander and District Superintendent will 


determine whether the school will resume operations and/ or open the following day. 
  
Fire in Surrounding Area 
  
In the event of a fire in the surrounding area, the following procedures should be 
implemented: 


1. The Incident Commander (or his/her designee) will initiate the appropriate immediate 
response actions, which may include:  STAND BY ALERT, SHELTER-IN-PLACE, 
SECURE BUILDING, EVACUATION OF BUILDING or OFF-SITE EVACUATION. 


2. The Incident Commander (or his/her designee) will call “911” to provide the exact 
location (e.g., building, room, area) of the fire. 


3. The Incident Commander (or his/her designee) will activate the Security Team to 
secure the area to prevent unauthorized entry and keep access roads clear for 
emergency vehicles. 


4. The Incident Commander (or his/her designee) will work with the fire department to 
determine if school grounds are threatened by the fire, smoke, hazardous atmospheres, 
or other conditions.  The Incident Commander or designee will maintain open 
communication with the fire department. 


5. If the Incident Commander or designee issues the EVACUATION OF BUILDING 
action.  Students and staff will evacuate buildings using the evacuation routes or other 
safe routes and proceed directly to the Assembly Area.  Teachers will take student 
roster and take attendance to account for students. Teachers will notify Student 
Attendance/Release Team of missing students. 


6. The Incident Commander (or his/her designee) will keep a battery-powered radio 
tuned to a local radio station for emergency information. 


7. In the event of a loss of water or other utilities, the Incident Commander will refer to 
the Power Outage/ Loss of Utilities Procedure. 


8. If appropriate, the Incident Commander or designee will implement the PARENT 
ALERT SYSTEM. 


9. The Incident Commander or designee will notify the District Superintendent, 
Maintenance and Operations of the emergency situation. 
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Explosion / Bomb Threat 
There are three possible scenarios involving the explosion/ bomb threat.  Determine which 
sceario applies and implement the appropriate response procedures described below. 
   
Scenario 1:  Explosion on school property 
Scenario 2:  Explosion or credible bomb threat in surrounding area. 
Scenario 3:  Bomb threat on school property 
  
Scenario 1:  Explosion on School Property 


  
1. Upon explosion and depending on the proximity of the explosion and affected area(s) 


all persons should: DUCK, COVER, AND HOLD, or EVACUATE BUILDING. 
2. The Incident Commander will consider the possibility of another imminent explosion 


and take appropriate action. 
3. After the blast, the Incident Commander will initiate another Response Action, which 


may include:  SHELTER-IN-PLACE, SECURE BUILDING, EVACUATE 
BUILDING, or OFF-SITE EVACUATION. 


4. If the explosion occurred within the school buildings, Incident Commander will issue 
EVACUATE BUILDING action to the affected building or entire school.  Students 
and staff will evacuate using prescribed routes and proceed to the assembly 
area.  Teachers shall bring the student roster and take attendance to account for 
students.  Teachers will notify Student Attendance/Release Team of missing students. 


5. During an EVACUATE BUILDING, teachers and staff should be aware of the 
possibility of secondary Improvised Explosive Device (IED) 


6. If a suspicious packaged or suspected IED is located, teachers should change their 
evacuation route and immediately notify the Incident Commander. 


7. The Incident Commander (or his/her designee) will call “911” to provide the exact 
location (e.g., building, room, area) and nature of emergency. 


8. If appropriate the Incident Commander (or his/her designee) will implement the 
PARENT ALERT SYSTEM. 


9. If necessary and deemed safe to do so, the Incident Commander (or his/her designee) 
will direct the Search and Rescue Team to suppress fires and rescue personnel. 
(Incident Commander should wait for verification or all clear of additional threats of 
explosion from first responders) 


10. The Facilities Team will notify the appropriate utility company of 
damages. 


11. The Incident Commander (or his/her designee) will notify the District Superintendent 
and Maintenance and Operations of the situation. 


12. The Security Team Leader will post guards safe distance away from the building 
entrance to prevent persons entering the school building. 


The Incident Commander (or his/her designee) will issue other instructions as needed. 
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Scenario 2:  Explosion or Threat of Explosion in Surrounding Area 
  


1. The Incident Commander (or his/her designee) will order SHELTER IN PLACE. 
2. The Incident Commander (or his/her designee) will call “911” to provide the exact 


location (e.g., building, room, area) and nature of emergency. 
3. Incident Commander (or his/her designee) will instruct all staff to stop use of all 


cell phones and 2-way radios.  Teachers will instruct all students to turn off their 
cell phones until further notice. 


4. The Incident Commander (or his/her designee) will issue other instructions as 
needed. 


5. All students and staff will remain in SHELTER IN PLACE until further 
instructions are provided.  


 
Scenario 3:  Bomb Threat on School Property 
  
Treat each and every bomb threat seriously. Bomb threats are most often received by 
telephone, email, text message, social media, handwritten notes, and writings on objects, 
walls, or structures. 
  


1. The Incident Commander (or his/her designee) will initiate appropriate Response 
Actions, which may include DUCK, COVER, AND HOLD, SHELTER IN PLACE, 
SECURE BUILDING, EVACUATE BUILDING, or OFF-SITE EVACUATION. 


2. If the Incident Commander issues the EVACUATION OF BUILDING action, the front 
office secretary (if possible) will forward the site’s main phone line to the pre-recorded 
emergency outgoing message.    Students and staff will evacuate buildings using the 
evacuation routes or other safe routes and proceed directly to the assembly 
area.  Teachers will take student roster and take attendance to account for students. 
Teachers will notify Student Attendance/Release Team of missing students. 


3. If the bomb threat is specific to an area, that information will be relayed to students 
and staff so that evacuation routes may be altered and secondary routes will be 
used.  It is imperative, while evacuating, to look for suspicious packages or secondary 
Improvised Explosive Devices (IED’s) 


4. The Incident Commander (or his/her designee) will call “911” to provide the exact 
location (e.g., building, room, area) and nature of emergency. 


5. Incident Commander (or his/her designee) will instruct (if possible) all staff to stop 
use of all cell phones and 2-way radios.  Teachers will instruct all students to turn off 
their cell phones until further notice. 


6. If necessary, the Incident Commander (or his/her designee) will direct the Search and 
Rescue Team to suppress fires and rescue personnel (if possible and equipped to do 
so). 


7. The Facilities Team will notify the appropriate utility company of damages. 
8. The Incident Commander (or his/her designee) will notify the District Superintendent 


and Maintenance and Operations of the situation. 
9. The Incident Commander (or his/her designee) will issue other instructions as needed. 
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 Received Telephone Bomb Threats 
 Treat each and every bomb threat seriously. 
In the event a bomb threat is received via telephone, it is imperative the receiving caller keep 
the suspect on the telephone line as long as possible, listen carefully, ask key questions, and 
complete the Bomb Threat Checklist.  
Bomb threats received by phone: 


1. Remain calm 
2. Keep the caller on the line for as long as possible 
3. DO NOT HANG UP, even if the caller does 
4. Listen carefully 
5. Be polite and show interest 
6. Try to keep the caller talking to learn more information 
7. If possible, write a note to a colleague to call the authorities 
8. If your phone has a display, copy the number and/or letters on the window display 
9. Complete the Bomb Threat Checklist immediately 
10. Write down as much detail as you can remember 
11. Try to get exact words 
12. Immediately upon termination of the call, do not hang up, but from a different 


phone, contact Law Enforcement immediately with information and await 
instructions. 


 Ask the following key questions: 
1.     How many bombs are there? 
2.     Where is the bomb(s) located? (Building, Floor, Room, etc.) 
3.     When will it go off? 
4.     What does it look like? 
5.     What kind of bomb is it? 
6.     What will make it explode? 
7.     Did you place the bomb(s)? (Yes / No) 
8.     Why? 
9.     What is your name? 
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Suspicious Object / Package / Device 
  
Suspicious packages on school grounds are objects, packages, and/or devices, where the 
identity of the owner are not known coupled with suspicion that the object, package, or device 
may pose a threat to the school.  Police should be immediately notified and are responsible for 
investigation of the suspicious object, package, or device.  If needed, police will notify the 
Explosive Ordnance Disposal for further investigation or detonation of the object.  
  
When a suspicious object is located these principals should be immediately applied: 


1. Isolate – Do not move suspicious object.  Keep staff and students a safe distance 
from object.  Evacuate all classes within effected area away from suspicious 
object. 


2. Contain – If possible, set up a perimeter around the suspicious object a safe 
distance away.  Attempt to keep students and staff from entering the affected area.   


3. Evacuate – Evacuate all students, staff, and occupied classrooms and offices a safe 
distance from the affected area.  


  
DO NOT 


1. Use 2-way radios or cellular phones – radio signals have the potential to detonate a 
bomb 


2. Touch or move suspicious packages 
3. Activate the fire alarm 


  
Refer to the chart below from Homeland Security for bomb threat stand-off distances. 
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Intruder on School Grounds 
 
An intruder on school grounds is defined as an unknown, unauthorized, and/or unwanted 
subject on school grounds that MAY or MAY NOT pose a threat to the school.  The person 
no justification for being on the school campus. Intruders are committing the crime of 
Criminal Trespass. 
 
If the person does not appear to be a threat and you feel comfortable approaching the person(s), 
you shall consider the following: 
 


1. Take another staff member with you prior to contacting the intruder 
2. Advise someone in the office that you are going to contact the intruder 
3. Have a form of communications, such as a 2-way radio so you can provide updates 
4. Have the intruder kept under constant covert surveillance 
5. Approach and greet the intruder in a polite and non-threatening manner. 
6. Identify yourself as a school official. 
7. Ask the intruder for identification. 
8. Ask the intruder for their purpose for being on the school campus 
9. If they have justification for being on campus direct them to the office for assistance 


 
If the intruder does not have a justification to be on the campus, you shall consider the 
following: 
 


1. If the intruder is not armed or threatening, advise the intruder of the trespass laws. 
2. Immediately ask the intruder to leave and instruct them to the nearest exit point. 
3. Escort the intruder off school grounds 
4. Notify the office / School Administration so that they can assess and monitor the 


situation. 
5. If the intruder refuses to respond to your requests, inform him/her of your intention to 


summon law enforcement officers. 
6. If the intruder gives no indication of voluntarily leaving the premises, notify Police 


and School Administration. 
 
If the intruder is armed or threatening, you shall do the following: 
 


1. Retreat to a position of safety 
2. Immediately notify the office / School Administration 
3. Initiate a School Lockdown 
4. Call 9-1-1 or have another person call for you 
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Threat of Violence / Weapons on Premises 
 
In the event of a hostile or potentially threatening event, staff should take reasonable steps to 
calm and control the situation.  If the threat or perpetrator is in your immediate area and you 
are not able to LOCKDOWN or initiate a LOCKDOWN, you should immediately Isolate and 
Evacuate all non-involved pupils and staff from the person and notify the Incident 
Commander.  The school should immediately be locked down, controlling all student and staff 
movement. 
  
Implement the following procedures to control and contain the situation. 
  


1. The Incident Commander (or his/her designee) will initiate the appropriate Immediate 
Response Actions, which may include LOCKDOWN, REVERSE EVACUATION, 
EVACUATE BUILDING, or OFF-SITE EVACUATION. 


2. Staff should attempt to isolate perpetrator from students, if it is safe to do so. 
3. The Incident Commander (or his/her designee) will call “911” and the Police 


Department or contact SRO, and provide the exact location on campus and the nature 
of the emergency. 


4. If an immediate threat is not clearly evident, attempt to diffuse the situation.  Remain 
calm, talk in a soft, non-threatening manner.  Request perpetrator to leave the area or 
campus, as appropriate.  Avoid all hostile actions or interactions, except to maintain 
the safety and welfare of students or staff. 


5. If the perpetrator is a student, DO NOT notify the family.  Collect the family contact 
information and give it to the police upon their arrival on the scene.  Family members 
may provide useful information on handling the situation. 


6. The Incident Commander (or his/her designee) will notify the District Superintendent 
of the situation. 


7. Refer media inquiries to the designated Public Information Officer. 
8. The Police Department will control all points of entry. 
9. The Student Attendance/ Release Team will conduct a headcount and notify the 


Incident Commander of missing persons. 


   
Hostage Situation 
 
Staff and students should sit quietly if they are in this situation. TRY to remain calm. Staff 
should set the example if the armed intruder is in their presence by doing anything possible 
for the staff member and students to survive. If gun fire starts, staff and students should seek 
cover or begin fleeing from danger. 
 
Do not engage in a conversation or try to persuade the intruder to leave your classroom or 
school.  Remember, you are in an illogical situation so any logical argument may go unheard. 
The intruder is probably aware of the potential danger that he/she would be facing if he/she 
left the classroom. The intruder may perceive himself/ herself as being sane. 
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If the intruder speaks to you or to your students, answer him or her. Do not provoke him or 
her. Don’t try to take matters into your own hands. Students should be told not to whisper to 
one-another, laugh, or to make fun of the intruder. Remember, the intruder is disturbed and 
possibly mentally ill, and more than likely paranoid. Whispering or laughter may be perceived 
by the intruder as being directed at him or her. 
 
Students should be taught to respond by themselves when threatened. Incidents can occur 
which leave no time for signals. If students are outside unable to find access a room, they 
should, depending on the situation, flee from danger and STAY CALM. 
 
If and when possible, call 9-1-1 and then School Administration.   
 
Unrest (Riot) 
  
In the event of a hostile or potentially threatening event, staff should take reasonable steps to 
calm and control the situation.  If weapons are involved and/or other significant threats are 
anticipated, do not approach or disarm the threat.  Immediately isolate all non-involved pupils 
and staff from the person and notify the Incident Commander.  The school should 
immediately be locked down, controlling all student and staff movement. 
  
Implement the following procedures to control and contain the situation. 
  
Onsite 


1. The Incident Commander (or his/her designee) will initiate the appropriate 
Immediate Response Actions, which may include STAND BY, DUCK, 
COVER, AND HOLD, SHELTER-IN-PLACE, SECURE BUILDING, 
EVACUATE BUILDING OR OFF-SITE EVACUATION 


2. Staff should attempt to isolate perpetrator from students, if it is safe to do so. 
3. The Incident Commander (or his/her designee) will call “911” and City Police 


or contact SRO, and provide the exact location on campus and the nature of the 
emergency. 


4. If an immediate threat is not clearly evident, attempt to diffuse the 
situation.  Remain calm, talk in a soft, non-threatening manner.  Request 
perpetrator to leave the area or campus, as appropriate.  Avoid all hostile 
actions or interactions, except to maintain the safety and welfare of students or 
staff. 


5. If the perpetrator is a student, DO NOT notify the family.  Collect the family 
contact information and give it to the police upon their arrival on the 
scene.  Family members may provide useful information on handling the 
situation. 


6. The Incident Commander (or his/her designee) will notify the District 
Superintendent of the situation. 


7. Refer media inquiries to the designated Public Information Officer. 
8. The Security Team will control all points of entry. 
9. The Student Attendance/ Release Team will conduct a headcount and notify the 
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Incident Commander of missing persons. 
  
 
Off-Site 


10. The Incident Commander (or his/her designee) will initiate the appropriate 
Immediate Response Actions, which may include STAND BY, DUCK, 
COVER, AND HOLD, SHELTER-IN-PLACE, SECURE BUILDING 


11. The Incident Commander (or his/her designee) will call “911” and City Police 
or contact SRO, and provide the exact location on campus and the nature of the 
emergency. 


12. If approached by perpetrator (s) and immediate threat is not clearly evident, 
attempt to diffuse the situation.  Remain calm, talk in a soft, non-threatening 
manner.  Request perpetrator to leave the area or campus, as appropriate. 


13. Avoid all hostile actions or interactions, except to maintain the safety and 
welfare of students or staff. 


14. The Incident Commander (or his/her designee) will notify the District 
Superintendent of the situation. 


15. Refer media inquiries to the designated Public Information Officer. 
16. The Security Team will control all points of entry. 
17. The Student Attendance/ Release Team will conduct a headcount and notify the 


Incident Commander of missing persons. 
  
Power Outage / Black Out 
In the event of loss of utilities at the school site, the following procedures should be 
implemented: 
  


1. Upon notice of loss of utilities the Incident Commander will initiate appropriate 
immediate response actions, which may include STAND BY, SHELTER IN PLACE or 
EVACUATE BUILDING. 


2. The Facilities Team will work with the utility company to determine the potential 
length of time services will be interrupted. 


3. If the Incident Commander (or his/her designee) issues the EVACUATE BUILDING 
command evacuate using prescribed routes or other safe routes and proceed directly to 
the assembly area.  Teachers shall bring the student roster and take attendance to 
account for students.  Teachers shall notify Student Attendance/ Release Team of 
missing students. 


4. The Incident Commander (or his/her designee) will notify District Superintendent of 
the loss of utility service. 


5. The Facilities Team will implement the following plans in the event normal utilities 
are disrupted. 
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Child Abduction / Suspected Child Abduction 
  


1. Do a PA all-call for student, have staff physically search site (who might still be on 
school grounds).  Have clerical check sign out sheet in front office. 


2. Call classroom teacher.  Confirm what student was wearing and how student goes 
home each day.  Ask for list of closest friends. 


3. Confirm with ALL parents / guardians that no one had permission to pick-up 
child.  


4. Call emergency contacts listed on emergency form.  Call friends to see if student 
went home with someone without parental permission. 


5. Contact Police Department/SRO.  Give description of child/clothing.  Have a 
picture available to email/fax whenever possible.  Notify District Office 
(Superintendent’s office). 


6. If your school has surveillance cameras, review the surveillance video and have it 
available for law enforcement. 


7. Remain at school site until student is located.  Notify Police Department/SRO, 
District Office, etc. once student is located.  


  
Note:               


A.    If student has been abducted, immediately call 911 and report the 
incident. 


B.    Have secretary call Superintendent’s office to report the incident. 
C.   Keep witnesses at site to be interviewed by Police Department/SRO. 
D.   If you have multiple witnesses, separate them and do not allow them 


to talk about the abduction. 
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Site Disaster Response Team Members and Team 
Responsibilities 
 


Position Name Title 


Incident Commander Ken Silman Principal 
Deputy Incident Commander Tessa Bunch Vice Principal 


Public Information Officer Dr. Jim Bridges Superintendent 


Safety Officer Sarah Steen  Curriculum 
Coordinator  


Liaison Officer Celli Coeville Superintendent’s 
Assistant 


 
Team Assembly Location/ Incident Command Center 
 
Primary:  Administration Building  
 
Secondary:  Multi-Purpose Room  
 
Responsibilities 
 
Incident Commander 


• Direct activities/provide objectives for all emergency teams 
• Direct Incident Command Team Activities 
• Determine the need for, and request outside assistance 
• Communicate with Superintendent 


 
Deputy Incident Commander 


• Oversee operational activities and procurement of equipment 
• Documents all equipment or services procured and provides approval for expenditures, 


if needed. 
• Problem solving and follow-up on progress of teams 
• Collects information from teams and provides updates to the Incident Commander 
• Backup for Incident Commander 


 
Public Information Officer 


• Documents the course of the incident and records the response and timekeeping 
• Generates public statements and update to community 
• Oversees student attendance and release 


 
Safety Officer 


• Reports to Deputy Incident Commander 
• Oversees the search and rescue, facilities and first aid 


 
Liaison Officers 
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• Oversees/Receives reports from all Student Supervision Team, Student 
Attendance/Release Team, Facilities Team, and Crisis Response Team and provides 
updates from these areas to the Incident Commander and Public Information Officer.  


• Provides updates from the incident command center to the various teams. 


 
First Aid Team 
 
The First Aid Team provides the immediate first aid treatments for injured students and 
staff while awaiting assistance from medical first responders ( i.e. paramedics, EMT, 
etc.). 
 
The following staff members are to be First Aid Team Leads for the following areas: 
 


Name Location 


  
Nikki Moore Gym 


Brandon Hoover  Gym 


Erik Saia Gym 
 
Team Assembly Location/First Aid 
 
Primary:  Gymnasium   
 
Secondary:  Multi-Purpose Room 
 
Responsibilities 


• Places identifying tag on every injured individual that receives first aid or is 
brought in for first aid. 


• Provides first aid treatment only until medical first responders arrive on site. 
• Communicates status and needs to the site Safety Officer and Liaison Officers. 
• Communicates status of injured individuals to medical first responders when 


they first arrive on site. 
• Continues to provide first aid treatment in conjunction with medial first 


responders as needed. 
• Annually maintains and restocks first aid kits when necessary. 
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Search and Rescue Team 
 
The Search and Rescue Team provides fire suppression when appropriate and provides 
systematic searches for unaccounted students and/or staff. Staff members in the 
following room numbers are assigned to Search and Rescue:  
 
The following staff members are assigned to the Search and Rescue Team and will 
initially meet in the areas indicated. 
 
Team Leads 


Name Location 


James Wright Administration Building  


Grit Walther  Administration Building 
Rita Lassell  Administration Building 


 
Team Assembly Location/Search and Rescue 
 
Primary:  Administration Building  
 
Secondary:  Multi-Purpose Room 
 
Responsibilities 


● In teams of two, systematically sweeps through all site facilities and rooms in 
search of missing, hiding, injured, or trapped individuals. 


● Communicates with Student Attendance/Release Team any individuals found in 
the course of the search. 


● If safe to do so and the individual can be moved, aids in directing individual to the 
assembly area. 


● Reports to Command Center and first responder unit, if appropriate, the results 
of the search and rescue activities. 
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Student Supervision Team 
 
The Student Supervision Team oversees and supervises students while awaiting release 
to authorized guardians or release back to normal school and classroom operations. 
 
Team Leads 


Name Location 
Nancy Soto Administration Office 


Nicole Craft Administration Office 
Michelle Murman Administration Office 


 
Responsibilities 


● Oversees student activity in the evacuation zone. 
● Keeps a calm environment in the evacuation zone. 
● Maintains security of the assembly area to keep non District staff members out of 


assembly area and to keep students within the assembly area until released by 
the Student Release Team. 


● Assists with maintaining attendance logs throughout incident. 
● Documents any incidents within the student assembly area (student sneaking 


out, stranger entering the area, etc.) 
● Communicates with Student Attendance/ Release Team to release students to 


leave assembly area for release to guardians. 
● Checks identity of anyone seeking entry into the assembly area. 
● Communicates with Liaison Officer to provide updates and to request supplies or 


assistance. 
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Student Attendance/Release Team 


 
The Student Attendance/ Release Team, in conjunction with teachers, maintains a 
record of students accounted for throughout the duration of the emergency.  The team 
also coordinates the release of students to authorized guardians and maintains 
documentation of student whereabouts and releases.  
 
Team Members 
 


Name Title 


Shayne Cocoles Principal Secretary  
Peggi Johnson  Attendance Clerk  


Nancy Soto School Clerk 
  


  


 
Responsibilities 


● Interacts with Incident Command Team. 
● Obtains reports of missing students from teachers.  Gather Injury and Missing 


Person’s report from each teacher and reports to Incident Command Team.  
● Checks student emergency card for name of person(s) authorized to pick up 


student. 
● Releases student only to an authorized person and verify with identification. 
● Completes Student Release Logs  


 
Facilities Team 
 
The Facilities Team is responsible for shut off of all utilities (i.e. water, gas, electrical, 
etc.) as required by the nature of the emergency.  The team is also responsible for facility 
assessment for safe occupation and damage assessments during the recovery phase of 
an emergency. 
 


Name Title 


Agustin Melchor Head Custodian 
Dan Busch Custodian 


Jose Sanchez  Custodian 
 
Responsibilities 
 


● Under the direction of the Safety Officer check utilities in the event of a natural 
disaster and turn off all utilities as directed by the Incident Command Team. 


● Check for and document any building damage following an emergency that may 
have caused damage to a building. 
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Security Team 
 
The Security Team ensures the security of the facility (access into/out of) and is 
responsible for the school premise including the immediate surrounding streets to 
ensure access ways for first responders. 
 


Name Title 


Marita Bruno Campus Aide 
Ben Cooper Music Teacher 


Charito Arceo Campus Aide 


Cecilia Trovao Food Service Worker 


Marissa Feller EL Para 


Kristina Ross-Ortiz EL Para 
Kelli Strohlein  Intervention Specialist 


Manuel Jim Reynosa Intervention Specialist 
  


 
Team Assembly Location 
 
Primary:  Cafeteria 
 
Responsibilities 


● Under the direction of the Deputy Incident Commander, maintains access into 
and out of site campus for first responders.  


● Controls access into campus site and campus buildings when directed to do so. 
● Continuously assesses situation inside and outside of campus to provide updates 


to Command Center via the Safety Officer. 
● Coordinate Traffic  
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Crisis Response Team 
 
The Crisis Response Team will assist students in coping with emergency situations (e.g. 
earthquake, fire, death, suicide, or local, regional, or world events) until mental health 
service referrals can be arranged, if needed. 
 
 


Name Title 


Belem Ruiz School Counselor 


Jennifer Belcher School Psychologist  
  


 
Team Assembly Location 
 
Primary:  School Office  
 
Alternate:  Multi-Purpose Room 
 
Responsibilities 


● Provides support to parents and students during and directly following an 
emergency situation to aid in maintaining calm. 


● Provides immediate support and counseling and refer students and/or parents to 
appropriate mental health services when available 


● Directs students and/or parents to mental health services when services are 
made available.  
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Evacuation Map 
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Incident Command System (ICS) 


 
The Incident Command System is responsible for site specific emergency response 
activities.  School administrators and staff members need to have knowledge of ICS 
in the event ICS is activated.  
 


ICS is a standardized on-scene incident management concept designed specifically to allow responders to 
adopt an integrated organizational structure equal to the complexity and demands of any single incident or 


multiple incidents without being hindered by jurisdictional boundaries.  


 


General Staff 


To maintain span of control, the Incident Commander may establish the following four 
Sections: Operations, Planning, Logistics, and Finance/Administration.  


 


The General Staff report directly to the Incident Commander.  


Remember . . . The Incident Commander only creates those sections that are needed. If 
a Section is not staffed, the Incident Commander will personally manage those functions.  


 


Incident Commander's Overall Role  


The Incident Commander must have the authority to manage the incident and be briefed 
fully. In some instances, a written delegation of authority should be established. 


Personnel assigned by the Incident Commander have the authority of their assigned 
positions, regardless of the rank they hold within the school administration. 
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Incident Commander Responsibilities 


In addition to having overall responsibility for managing the entire incident, the Incident 
Commander is specifically responsible for: 


 Ensuring incident safety.  
 Providing information services to internal and external stakeholders, such as 


parents.  
 Establishing and maintaining liaison with other agencies participating in the 


incident.  


The Incident Commander may appoint one or more Deputies. Deputy Incident 
Commanders must be as qualified as the Incident Commander.  


General Staff Overview 


The General Staff overall responsibilities are summarized below: 


 


In an expanding incident, the Incident Commander first establishes the Operations 
Section. The remaining Sections are established as needed to support the operation.  


Expanding the Organization 


As incidents grow, the Incident Commander may delegate authority for performance of 
certain activities to the Command Staff and the General Staff. The Incident Commander 
will add positions only as needed. 
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Command Staff 


Depending upon the size and type of incident or event, the Incident Commander may 
designate personnel to provide information, safety, and liaison services. In ICS, the 
following personnel comprise the Command Staff: 


 Public Information Officer, who serves as the conduit for information to 
internal and external stakeholders, including the media or parents.  


 Safety Officer, who monitors safety conditions and develops measures for 
assuring the safety of all response personnel.  


 Liaison Officer, who serves as the primary contact for supporting agencies 
assisting at an incident.  


The Command Staff reports directly to the Incident Commander. 


Operations Section Chief 


Typically, the Operations Section Chief is the person with the greatest technical and 
tactical expertise in dealing with the problem at hand. The Operations Section Chief: 


 Develops and implements strategy and tactics to carry out the incident 
objectives. 


 Organizes, assigns, and supervises the response resources. 


Operations Section Chief's Role  


I take direction from the Incident Commander. I’m responsible for developing and 
implementing strategy and tactics to accomplish the incident objectives. This means that 
I organize, assign, and supervise all the tactical or response resources assigned to the 
incident. I would also manage the Staging Area, if one were established. 
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 Operations Section: Single Resources 


Single Resources are individuals, a piece of equipment and its personnel complement, or 
a crew or team of individuals with an identified supervisor. On a smaller incident, the 
Operations Section may be comprised of an Operations Section Chief and single 
resources. 


 


 Operations Section: Teams 


Single resources may be organized into teams. Using standard ICS terminology, the two 
types of team configurations are: 


 Task Forces are a combination of mixed resources with common 
communications operating under the direct supervision of a Leader.  


 Strike Teams include all similar resources with common communications 
operating under the direct supervision of a Leader.  


Most school-based incidents typically use the terms, “Teams and Team Leaders.” The 
terms Task Forces and Strike Teams comply with ICS common terminology and would 
be more easily understood by community-based responders.  


 School Incident “Strike Teams” 


The Operations Section organization chart shows possible team assignments in a school 
incident. Each team would have a Team Leader reporting to the Operations Section 
Chief. 
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Note that these are examples of possible teams. Teams should be established based 
on the type of incident and unique requirements of the school. 


Potential Operations Section Strike Teams  


Note that these are examples of possible teams. Teams should be established based on 
the type of incident and unique requirements of the school. 


Strike Team  Potential Responsibilities  


Search & 
Rescue Team  


Search & Rescue Teams search the entire school facility, entering 
only after they have checked the outside for signs of structural 
damage and determined that it is safe to enter. Search & Rescue 
Teams are responsible for ensuring that all students and staff 
evacuate the building (or, if it is unsafe to move the persons, that 
their locations are documented so that professional responders 
can locate them easily and extricate them). Search & Rescue 
Teams are also responsible for: 


 Identifying and marking unsafe areas. 
 Conducting initial damage assessment. 
 Obtaining injury and missing student reports from 


teachers. 


First Aid Team  First Aid Teams provide triage and treatment for students and 
other disaster victims. First Aid Teams are responsible for: 


 Setting up first aid area for students. 
 Assessing and treating injuries. 
 Completing master injury report. 


Note: The Logistics Section Medical Unit provides care to 
responders. The Operations Section First Aid Team is dedicated 
to students or other disaster victims. 


Evacuation/ 
Shelter/Care 
Team  


Evacuation, shelter, and student care in an emergency is one of 
the most important tasks faced by schools. It includes student 
accounting, protection from weather, providing for sanitation 
needs, and providing for food and water. The 
Evacuation/Shelter/Care Team is responsible for: 


 Accounting for the whereabouts of all students, staff, 
and volunteers.  


 Setting up secure assembly area. 
 Managing sheltering and sanitation operations. 
 Managing student feeding and hydration. 
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 Coordinating with the Student Release Team. 
 Coordinating with the Logistics Section to secure the 


needed space and supplies. 


Facilities & 
Security 
Response Team  


The Facilities & Security Response Team is responsible for: 


 Locating all utilities and turning them off, if necessary.  
 Securing and isolating fire/HazMat. 
 Assessing and notifying officials of fire/HazMat.  
 Conducting perimeter control. 


Crisis 
Intervention 
Team  


The Crisis Intervention Team is responsible for assisting students 
and school personnel who are unable to cope with the fears and 
psychological trauma associated with emergencies and disasters. 
This includes: 


 Assessing need for onsite mental health support.  
 Determining need for outside agency assistance.  
 Providing onsite intervention/counseling.  
 Monitoring well-being of school emergency team, staff, 


and students, and reporting all findings to the Operations 
Section Chief. 


Student 
Release Team  


Reunification refers to getting students reunited with their 
parents or guardians in an efficient and orderly manner. 
Reunification can be an enormous challenge and takes a lot of 
planning. The Student Release Team is responsible for:  


 Setting up secure reunion area. 
 Checking student emergency cards for authorized 


releases. 
 Completing release logs. 
 Coordinating with the Public Information Office on 


external messages. 
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Planning Section 


The Incident Commander will determine if there is a need for a Planning Section and if 
so, will designate a Planning Section Chief. If no Planning Section is established, the 
Incident Commander will perform all planning functions. It is up to the Planning Section 
Chief to activate any needed additional staffing. 


Planning Section Chief's Role  


The Incident Commander will determine if there is a need for a Planning Section, and if 
so, will designate a Planning Section Chief. In a school incident, the Planning Section 
helps ensure responders have accurate information, such as the number of students 
remaining in the building. We can also provide resources such as maps and floor plans. 
In addition to developing plans, we can provide an invaluable service by recording a 
chronology of incident events for legal, analytical, fiscal, and historical purposes.  


Planning Section: Major Activities 


The major activities of the Planning Section may include: 


 Collecting, evaluating, and displaying incident intelligence and information.  
 Preparing and documenting Incident Action Plans.  
 Tracking resources assigned to the incident.  
 Maintaining incident documentation.  
 Developing plans for demobilization. 


 


Planning Section: Units 


The Planning Section can be further staffed with four Units. In addition, Technical 
Specialists who provide special expertise useful in incident management and response 
may also be assigned to work in the Planning Section. Depending on the needs, Technical 
Specialists may also be assigned to other Sections in the organization. 
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 Resources Unit: Conducts all check-in activities and maintains the status of all 
incident resources. The Resources Unit plays a significant role in preparing the 
written Incident Action Plan.  


 Situation Unit: Collects and analyzes information on the current situation, 
prepares situation displays and situation summaries, and develops maps and 
projections.  


 Documentation Unit: Provides duplication services, including the written 
Incident Action Plan. Maintains and archives all incident-related documentation.  


 Demobilization Unit: Assists in ensuring that resources are released from the 
incident in an orderly, safe, and cost-effective manner.  


Logistics Section 


The Incident Commander will determine if there is a need for a Logistics Section at the 
incident, and if so, will designate an individual to fill the position of the Logistics Section 
Chief. 


The Logistic Section Chief helps make sure that there are adequate resources 
(personnel, supplies, and equipment) for meeting the incident objectives. 


Logistics Section Chief's Role  


Logistics can make or break an incident response. I assist the Incident Commander and 
Operations Section Chief by providing the resources and services required to support 
incident activities. During a school incident, Logistics is responsible for ensuring that 
there are sufficient food, water, and sanitation supplies. We are also responsible for 
arranging buses for evacuations and communication equipment. 


Logistics and Finance have to work closely to contract for and purchase goods and 
services needed at the incident. 


Logistics Section: Major Activities  


The Logistics Section is responsible for all of the services and support needs, including: 


 Ordering, obtaining, maintaining, and accounting for essential personnel, 
equipment, and supplies.  


 Providing communication planning and resources.  
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 Setting up food services.  
 Setting up and maintaining incident facilities.  
 Providing support transportation.  
 Providing medical services to incident personnel (not injured students).  


 


Logistics Section: Branches and Units  


The Logistics Section can be further staffed by two Branches and six Units. 


The titles of the Units are descriptive of their responsibilities. 


Service Branch 


The Logistics Service Branch can be staffed to include a: 


 Communication Unit: Prepares and implements the 
Incident Communication Plan (ICS-205), distributes and 
maintains communications equipment, supervises the 
Incident Communications Center, and establishes 
adequate communications over the incident.  


 Medical Unit: Develops the Medical Plan (ICS-206), 
provides first aid and light medical treatment for 
personnel assigned to the incident, and prepares 
procedures for a major medical emergency.  


 Food Unit: Supplies the food and potable water for all 
incident facilities and personnel, and obtains the necessary equipment and 
supplies to operate food service facilities at Bases and Camps.  


Support Branch  


The Logistics Support Branch can be staffed to include a: 


 Supply Unit: Determines the type and amount of supplies 
needed to support the incident. The Unit orders, receives, 
stores, and distributes supplies, services, and 
nonexpendable equipment. All resource orders are placed 
through the Supply Unit. The Unit maintains inventory 
and accountability of supplies and equipment.  
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 Facilities Unit: Sets up and maintains required facilities to support the incident. 
Provides managers for the Incident Base and Camps. Also responsible for facility 
security and facility maintenance services such as sanitation, lighting, and 
cleanup.  


 Ground Support Unit: Prepares the Transportation Plan. Arranges for, activates, 
and documents the fueling, maintenance, and repair of ground resources. 
Arranges for the transportation of personnel, supplies, food, and equipment.  


Finance/Administration Section 


The Incident Commander will determine if there is a need for a Finance/Administration 
Section at the incident, and if so, will designate an individual to fill the position of the 
Finance/Administration Section Chief.  


Finance/Administration Section Chief's Role  


I'm the one who worries about paying for the response efforts. I'm responsible for all of 
the financial and cost analysis aspects of an incident. These include contract negotiation, 
tracking personnel and equipment time, documenting and processing claims for 
accidents and injuries occurring at the incident, and keeping a running tally of the costs 
associated with the incident. I work most closely with Logistics to be sure that we are 
able to contract for and procure the resources necessary to manage an incident.  


 Finance/Administration Section: Major Activities 


The Finance/Administration Section is set up for any incident that requires incident-
specific financial management. The Finance/Administration Section is responsible for: 


 Contract negotiation and monitoring.  
 Timekeeping.  
 Cost analysis.  
 Compensation for injury or damage to property.  


Note: On some incidents, the Finance/Administration function is not done at the 
incident scene but rather is handled by the school district. 


 


Finance/Administration Section: Units 
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The Finance/Administration Section may staff four Units.  


 


 Procurement Unit: Responsible for administering all financial matters 
pertaining to vendor contracts, leases, and fiscal agreements.  


 Time Unit: Responsible for incident personnel time recording.  
 Cost Unit: Collects all cost data, performs cost effectiveness analyses, provides 


cost estimates, and makes cost savings recommendations.  
 Compensation/Claims Unit: Responsible for the overall management and 


direction of all administrative matters pertaining to compensation for injury-
related and claims-related activities kept for the incident. 


Training and Qualifying General Staff 


Operations Section 
Chief  


 Past experience as incident responder 
 Completion of ICS training 
 Ability to:  


o Size up the situation and make rapid 
decisions 


o Communicate clear directions 
o Balance response initiatives with safety 


concerns 
o Lead and motivate responders 
o Assess the effectiveness of 


tactics/strategies 
o Be flexible and modify plans as necessary 


Planning Section Chief   Completion of ICS training 
 Ability to:  


o Organize and analyze information 
o Write clear, accurate documents 
o Interpret diagrams and maps 
o Develop and present briefings 
o Use computer-based applications 


including databases and spreadsheets 
o Direct others in a crisis 


Logistics Section Chief   Completion of ICS training 
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 Knowledge of school logistics (food services, 
sheltering, transportation, emergency caches, 
etc.) 


 Ability to:  
o Organize and prioritize resource requests 
o Anticipate and plan for resource needs 
o Maintain records and documentation 
o Track resource requests 
o Solve resource problems creatively 
o Communicate effectively orally and in 


writing 
o Direct others in a crisis 


Finance/Administration 
Section Chief  


 Completion of ICS training 
 Knowledge of workers’ compensation, insurance 


claims, and contracting requirements 
 Ability to:  


o Keep accurate accounting records 
o Purchase/contract for needed resources 
o Process insurance and workers’ 


compensation claims 
o Communicate effectively orally and in 


writing 
o Direct others in a crisis 


Unified Command 


The Unified Command organization consists of the Incident Commanders from the 
various jurisdictions or agencies operating together to form a single command structure.  


Unified Command Benefits 


In a Unified Command, schools and responding agencies blend into an integrated, 
unified team. A unified approach results in: 


 A shared understanding of priorities and restrictions. 
 A single set of incident objectives. 
 Collaborative strategies. 
 Improved internal and external information flow. 
 Less duplication of efforts. 
 Better resource utilization.  
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Incident Commanders Work Together  


When implemented properly, Unified Command enables agencies with different legal, 
geographic, and functional responsibilities to coordinate, plan, and interact effectively.  


The Incident Commanders within the Unified Command make joint decisions and speak 
as one voice. Any differences are worked out within the Unified Command.  


Unity of command is maintained within the Operations Section. Each responder reports 
to a single supervisor within his or her area of expertise. Within a Unified Command the 
police officer would not tell the firefighters how to do their job nor would the police tell 
school personnel how to manage parent-student reunification. 


Unified Command and NIMS 


NIMS encourages the use of Unified Command. 


“As a team effort, Unified Command overcomes much of the inefficiency and duplication 
of effort that can occur when agencies from different functional and geographic 
jurisdictions, or agencies at different levels of government, operate without a common 
system or organizational framework.”  


Single Integrated Incident Organization: Command 
Staff  


Unified Command results in a single integrated incident organization. Below is a sample 
Command Staff organizational chart for the school bus incident. Notice that personnel 
from the different agencies often are assigned as Assistant Officers. 


 


Single Integrated Incident Organization: Operations 
Section  
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In a Unified Command there is only one Operations Section Chief. The Operations 
Section Chief should be the most qualified and experienced person available. Below is a 
sample Operations Section organization chart for the school bus incident. 
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INFORMATION SHEET 12/12/2017 TRUSTEES’ MEETING 
 


 
        ATTACHMENT: 7.1 
 
 
 
TO:     Jim Bridges, Superintendent 
 
FOR:    Board of Trustees 
 
FROM:  Mindy Maxedon, CBO 
 
ISSUE:   November, 2017 Budget Revisions and Transfers 
 
   
Attached for Board review are the Budget Revisions and Transfers for November 1, 2017 through 
November 30, 2017.   
 
 
Listed below are the primary changes in November, 2017: 
 
FUND 01: 


- Update site budgets based on revenue. 
- Update budget for 17/18 1X$. 
- Update COE transfer 1st Interim. 
- Update budget for Music curriculum/furniture. 
- Update Monticello 1X site budget. 
- Update RRM contribution, 1st Interim. 


 
 
 
 
 
 
 
 
 
 
 
 


 
 


 


 
 
 
 


Jefferson School District 







Budget Adjustment Report 
From 11/1/17 through 11/30/17 


 
FUND:     01 
  
PASSED AND ADOPTED this 12th day of December, 2017, by the following vote: 
 
 
 
 
AYES:  ________ NOES:  _________ ABSENT:  _________ 
 
 
 
STATE OF CALIFORNIA 
COUNTY OF SAN JOAQUIN 
 
I, ____________________, Clerk of the Governing Board of the JEFFERSON 
School District of San Joaquin County, California, do hereby certify that the 
Governing Board of said district did in fact adopt at a Board meeting, at the time and 
by the vote stated, the revised budget figures shown as of the November revised 
budget on the attached Budget Adjustment Reports as being the official revised 
budget of the District for Fiscal Year 2017-18. 
 
 
Approved this 12th day of December, 2017 
 
 
 
        _____________________________ 
       Clerk, Board of Trustees 


 
 
 







Journal Entry Detail by JELedger01a


Journal Entry # BT18-00067 through BT18-00074 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT18-00067 Status Posted Type BudXFer Transaction Date 11/01/2017


JAYMER20, 11/1/2017 JAYMER20, 11/1/2017 Department BUSN


Fiscal Year 2018


BTWN OBJ CPR TRAININGComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJ CPR TRAINING 500.00 01-0000-0-0000-3140-5809-900-0000 1


BTWN OBJ CPR TRAINING 500.00 01-0000-0-0000-3140-5800-900-0000 2


JE # BT18-00067 Totals 500.00 500.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT18-00068 Status Posted Type BudXFer Transaction Date 11/01/2017


JAYMER20, 11/1/2017 JAYMER20, 11/1/2017 Department BUSN


Fiscal Year 2018


MS/4TH GRADE GALLO FIELD TRIPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


MS/4TH GRADE GALLO FIELD TRIP 15.00 01-1100-0-1110-1000-5800-120-1001 1


MS/4TH GRADE GALLO FIELD TRIP 15.00 01-1100-0-1110-1000-5725-120-1001 2


MS/4TH GRADE GALLO FIELD TRIP 15.00 01-0723-0-0000-3600-5725-850-9100 3


MS/4TH GRADE GALLO FIELD TRIP 15.00 01-0723-0-0000-3600-4382-850-9100 4


JE # BT18-00068 Totals 30.00 30.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT18-00069 Status Posted Type BudXFer Transaction Date 11/03/2017


JAYMER20, 11/3/2017 JAYMER20, 11/3/2017 Department BUSN


Fiscal Year 2018


JS/LIBRARY SUPPLIESComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/LIBRARY SUPPLIES 756.00 01-9021-0-1110-2420-4200-110-1001 1


JS/LIBRARY SUPPLIES 756.00 01-9021-0-1110-2420-4310-110-1001 2


JE # BT18-00069 Totals 756.00 756.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudXFer'), Unposted JE? = N, Page Break? = N) Page 1 of 3
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Journal Entry Detail by JELedger01a


Journal Entry # BT18-00067 through BT18-00074 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT18-00070 Status Posted Type BudXFer Transaction Date 11/03/2017


JAYMER20, 11/3/2017 JAYMER20, 11/3/2017 Department BUSN


Fiscal Year 2018


JS/LIBRARY SUPPLIESComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/LIBRARY SUPPLIES 43.00 01-9021-0-1110-2420-4200-110-1001 1


JS/LIBRARY SUPPLIES 43.00 01-9021-0-1110-2420-4310-110-1001 2


JE # BT18-00070 Totals 43.00 43.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT18-00071 Status Posted Type BudXFer Transaction Date 11/06/2017


JAYMER20, 11/6/2017 JAYMER20, 11/6/2017 Department BUSN


Fiscal Year 2018


MS/BUSSING TO OAK GROVEComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


MS/BUSSING TO OAK GROVE 533.00 01-1100-0-1110-1000-5800-120-1001 1


MS/BUSSING TO OAK GROVE 533.00 01-1100-0-1110-1000-5725-120-1001 2


MS/BUSSING TO OAK GROVE 533.00 01-0723-0-0000-3600-5725-850-9100 3


MS/BUSSING TO OAK GROVE 533.00 01-0723-0-0000-3600-4382-850-9100 4


JE # BT18-00071 Totals 1,066.00 1,066.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT18-00072 Status Posted Type BudXFer Transaction Date 11/07/2017


JAYMER20, 11/7/2017 JAYMER20, 11/7/2017 Department BUSN


Fiscal Year 2018


TS/FOR BOOKS FOR UPPER GRADES FOR STUDENT READINGComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/FOR BOOKS FOR UPPER GRADES FOR STUDENT READING 2,325.00 01-3010-0-1110-1000-4310-140-1001 1


TS/FOR BOOKS FOR UPPER GRADES FOR STUDENT READING 2,325.00 01-3010-0-1110-1000-4200-140-1001 2


JE # BT18-00072 Totals 2,325.00 2,325.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudXFer'), Unposted JE? = N, Page Break? = N) Page 2 of 3


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:44PM020 - Jefferson Elementary School District  3220308







Journal Entry Detail by JELedger01a


Journal Entry # BT18-00067 through BT18-00074 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT18-00074 Status Posted Type BudXFer Transaction Date 11/08/2017


JAYMER20, 11/8/2017 JAYMER20, 11/8/2017 Department BUSN


Fiscal Year 2018


TS/K SILMAN MILEAGEComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/K SILMAN MILEAGE 201.00 01-0000-0-1110-1000-4310-140-1001 1


TS/K SILMAN MILEAGE 201.00 01-0000-0-1110-1000-5210-140-1001 2


JE # BT18-00074 Totals 201.00 201.00 


Jefferson Elementary School District Totals 4,921.00 4,921.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudXFer'), Unposted JE? = N, Page Break? = N) Page 3 of 3


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:44PM020 - Jefferson Elementary School District  3220308







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00139 Status Posted Type BudRev Transaction Date 11/03/2017


JAYMER20, 11/3/2017 JAYMER20, 11/3/2017 Department BUSN


Fiscal Year 2018


TS/GRADUATION DONATIONSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/GRADUATION DONATIONS 1,200.00 01-9304-0-1110-1000-4320-140-0000 1


TS/GRADUATION DONATIONS 1,200.00 01-9304-0-0000-0000-8699-000-0000 2


JE # BR18-00139 Totals 1,200.00 1,200.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00140 Status Posted Type BudRev Transaction Date 11/03/2017


JAYMER20, 11/3/2017 JAYMER20, 11/3/2017 Department BUSN


Fiscal Year 2018


TS/SCIENCE CAMPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/SCIENCE CAMP 405.00 01-9034-0-1110-1000-5815-140-0000 1


TS/SCIENCE CAMP 405.00 01-9034-0-0000-0000-8699-000-0000 2


JE # BR18-00140 Totals 405.00 405.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00141 Status Posted Type BudRev Transaction Date 11/03/2017


JAYMER20, 11/3/2017 JAYMER20, 11/3/2017 Department BUSN


Fiscal Year 2018


HS/8TH GRADE DONATIONSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/8TH GRADE DONATIONS 270.00 01-9303-0-1110-1000-4320-130-0000 1


HS/8TH GRADE DONATIONS 270.00 01-9303-0-0000-0000-8699-000-0000 2


JE # BR18-00141 Totals 270.00 270.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 1 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00142 Status Posted Type BudRev Transaction Date 11/03/2017


JAYMER20, 11/3/2017 JAYMER20, 11/3/2017 Department BUSN


Fiscal Year 2018


HS/SCIENCE CAMPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/SCIENCE CAMP 1,770.00 01-9033-0-1110-1000-5815-130-0000 1


HS/SCIENCE CAMP 1,770.00 01-9033-0-0000-0000-8699-000-0000 2


JE # BR18-00142 Totals 1,770.00 1,770.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00143 Status Posted Type BudRev Transaction Date 11/03/2017


JAYMER20, 11/3/2017 JAYMER20, 11/3/2017 Department BUSN


Fiscal Year 2018


HS/TEACHER DONATIONSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/TEACHER DONATIONS 150.00 01-9013-0-1110-1000-4310-130-1092 1


HS/TEACHER DONATIONS 150.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR18-00143 Totals 150.00 150.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00144 Status Posted Type BudRev Transaction Date 11/03/2017


JAYMER20, 11/3/2017 JAYMER20, 11/3/2017 Department BUSN


Fiscal Year 2018


HS/TEACHER DONATIONSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/TEACHER DONATIONS 30.00 01-9013-0-1110-1000-4310-130-1092 1


HS/TEACHER DONATIONS 30.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR18-00144 Totals 30.00 30.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 2 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00151 Status Posted Type BudRev Transaction Date 11/08/2017


JAYMER20, 11/8/2017 JAYMER20, 11/8/2017 Department BUSN


Fiscal Year 2018


JS/GRADUATION DONATIONComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/GRADUATION DONATION 450.00 01-9301-0-1110-1000-4310-110-1001 1


JS/GRADUATION DONATION 450.00 01-9301-0-0000-0000-8699-000-0000 2


JE # BR18-00151 Totals 450.00 450.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00152 Status Posted Type BudRev Transaction Date 11/08/2017


JAYMER20, 11/8/2017 JAYMER20, 11/8/2017 Department BUSN


Fiscal Year 2018


JS/DONATIONComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/DONATION 448.00 01-9011-0-1110-1000-4310-110-1001 1


JS/DONATION 448.00 01-9011-0-0000-0000-8699-000-0000 2


JE # BR18-00152 Totals 448.00 448.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00153 Status Posted Type BudRev Transaction Date 11/08/2017


JAYMER20, 11/8/2017 JAYMER20, 11/8/2017 Department BUSN


Fiscal Year 2018


JS/SCIENCE CAMPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/SCIENCE CAMP 4,259.00 01-9031-0-1110-1000-5815-110-0000 1


JS/SCIENCE CAMP 4,259.00 01-9031-0-0000-0000-8699-000-0000 2


JE # BR18-00153 Totals 4,259.00 4,259.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 3 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00154 Status Posted Type BudRev Transaction Date 11/08/2017


JAYMER20, 11/8/2017 JAYMER20, 11/8/2017 Department BUSN


Fiscal Year 2018


JS/LIBRARY DONATIONSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/LIBRARY DONATIONS 66.00 01-9011-0-1110-1000-4310-110-1090 1


JS/LIBRARY DONATIONS 66.00 01-9011-0-0000-0000-8699-000-0000 2


JE # BR18-00154 Totals 66.00 66.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00155 Status Posted Type BudRev Transaction Date 11/08/2017


JAYMER20, 11/8/2017 JAYMER20, 11/8/2017 Department BUSN


Fiscal Year 2018


JS/BOOK FAIRComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/BOOK FAIR 30.00 01-9021-0-1110-2420-4200-110-1001 1


JS/BOOK FAIR 30.00 01-9021-0-0000-0000-8699-000-0000 2


JE # BR18-00155 Totals 30.00 30.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00156 Status Posted Type BudRev Transaction Date 11/01/2017


MINDYM20, 11/9/2017 MINDYM20, 11/9/2017 Department BUSN


Fiscal Year 2018


UPDATE BUDGET FOR 17-18 1X $Comment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE BUDGET FOR 17-18 1X $ 334,397.00 01-0070-0-0000-0000-8550-000-0000 1


UPDATE BUDGET FOR 17-18 1X $ 334,397.00 01-0070-0-    -    -9790-   - 2


JE # BR18-00156 Totals 334,397.00 334,397.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 4 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00157 Status Posted Type BudRev Transaction Date 11/01/2017


MINDYM20, 11/13/2017 MINDYM20, 11/13/2017 Department BUSN


Fiscal Year 2018


UPDATE BUDGET FOR SEAC TRAININGComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE BUDGET FOR SEAC TRAINING 1,950.00 01-0000-0-0000-7150-5220-900-9010 1


UPDATE BUDGET FOR SEAC TRAINING 1,950.00 01-0000-0-0000-7300-5220-900-9030 2


UPDATE BUDGET FOR SEAC TRAINING 1,550.00 01-0000-0-0000-7400-5220-900-9020 3


UPDATE BUDGET FOR SEAC TRAINING 5,450.00 01-0000-0-    -    -9790-   - 4


JE # BR18-00157 Totals 5,450.00 5,450.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00158 Status Posted Type BudRev Transaction Date 11/14/2017


JAYMER20, 11/14/2017 JAYMER20, 11/14/2017 Department BUSN


Fiscal Year 2018


JS/BOOK FAIRComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/BOOK FAIR 2,870.00 01-9021-0-1110-2420-4200-110-1001 1


JS/BOOK FAIR 2,870.00 01-9021-0-0000-0000-8699-000-0000 2


JE # BR18-00158 Totals 2,870.00 2,870.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00159 Status Posted Type BudRev Transaction Date 11/14/2017


JAYMER20, 11/14/2017 JAYMER20, 11/14/2017 Department BUSN


Fiscal Year 2018


HS/BOOK FAIRComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/BOOK FAIR 7,187.00 01-9023-0-1110-2420-4200-130-1001 1


HS/BOOK FAIR 7,187.00 01-9023-0-0000-0000-8699-000-0000 2


JE # BR18-00159 Totals 7,187.00 7,187.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 5 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00160 Status Posted Type BudRev Transaction Date 11/14/2017


JAYMER20, 11/14/2017 JAYMER20, 11/14/2017 Department BUSN


Fiscal Year 2018


HS/8TH GRADE GRADUATIONComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/8TH GRADE GRADUATION 630.00 01-9303-0-1110-1000-4320-130-0000 1


HS/8TH GRADE GRADUATION 630.00 01-9303-0-0000-0000-8699-000-0000 2


JE # BR18-00160 Totals 630.00 630.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00161 Status Posted Type BudRev Transaction Date 11/14/2017


JAYMER20, 11/14/2017 JAYMER20, 11/14/2017 Department BUSN


Fiscal Year 2018


HS/FIELD TRIPSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/FIELD TRIPS 11,000.00 01-9013-0-1110-1000-5800-130-1090 1


HS/FIELD TRIPS 11,000.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR18-00161 Totals 11,000.00 11,000.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00162 Status Posted Type BudRev Transaction Date 11/14/2017


JAYMER20, 11/14/2017 JAYMER20, 11/14/2017 Department BUSN


Fiscal Year 2018


HS/8TH GRADE GRADUATIONComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/8TH GRADE GRADUATION 180.00 01-9303-0-1110-1000-4320-130-0000 1


HS/8TH GRADE GRADUATION 180.00 01-9303-0-0000-0000-8699-000-0000 2


JE # BR18-00162 Totals 180.00 180.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 6 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00163 Status Posted Type BudRev Transaction Date 11/14/2017


JAYMER20, 11/14/2017 JAYMER20, 11/14/2017 Department BUSN


Fiscal Year 2018


HS/CLASSROOM DONATIONSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


HS/CLASSROOM DONATIONS 10.00 01-9013-0-1110-1000-4310-130-1092 1


HS/CLASSROOM DONATIONS 10.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR18-00163 Totals 10.00 10.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00164 Status Posted Type BudRev Transaction Date 11/14/2017


JAYMER20, 11/14/2017 JAYMER20, 11/14/2017 Department BUSN


Fiscal Year 2018


JS/SCIENCE CAMPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/SCIENCE CAMP 2,001.00 01-9031-0-1110-1000-5815-110-0000 1


JS/SCIENCE CAMP 2,001.00 01-9031-0-0000-0000-8699-000-0000 2


JE # BR18-00164 Totals 2,001.00 2,001.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00165 Status Posted Type BudRev Transaction Date 11/14/2017


JAYMER20, 11/14/2017 JAYMER20, 11/14/2017 Department BUSN


Fiscal Year 2018


MS/PARENT DONATIONSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


MS/PARENT DONATIONS 224.00 01-9012-0-1110-2420-4200-120-1001 1


MS/PARENT DONATIONS 224.00 01-9012-0-0000-0000-8699-000-0000 2


JE # BR18-00165 Totals 224.00 224.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 7 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00166 Status Posted Type BudRev Transaction Date 11/14/2017


MINDYM20, 11/14/2017 MINDYM20, 11/14/2017 Department BUSN


Fiscal Year 2018


UPDATE BUDGET FOR EQUIPMENT - HRComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE BUDGET FOR EQUIPMENT - HR 550.00 01-0000-0-0000-7400-4400-900-9020 1


UPDATE BUDGET FOR EQUIPMENT - HR 550.00 01-0000-0-    -    -9790-   - 2


JE # BR18-00166 Totals 550.00 550.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00167 Status Posted Type BudRev Transaction Date 11/01/2017


MINDYM20, 11/14/2017 MINDYM20, 11/14/2017 Department BUSN


Fiscal Year 2018


UPDATE COE TRANSFER 1ST INTERIMComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE COE TRANSFER 1ST INTERIM 9,640.00 01-0000-0-0000-9200-7142-000-0000 1


UPDATE COE TRANSFER 1ST INTERIM 9,640.00 01-0000-0-    -    -9790-   - 2


JE # BR18-00167 Totals 9,640.00 9,640.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00168 Status Posted Type BudRev Transaction Date 11/15/2017


MINDYM20, 11/15/2017 MINDYM20, 11/15/2017 Department BUSN


Fiscal Year 2018


UPDATE BUDGET FOR MUSIC CURRICULUM, FURNITURE/EQUIPMENTComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


ONGOING MUSIC CURRICULUM 1,500.00 01-6300-0-1725-1000-4310-110-0000 1


ONGOING MUSIC CURRICULUM 1,500.00 01-6300-0-1725-1000-4310-130-0000 2


ONGOING MUSIC CURRICULUM 1,500.00 01-6300-0-1725-1000-4310-140-0000 3


SMART MUSIC SOFTWARE 1,000.00 01-6300-0-1725-1000-5800-110-0000 4


SMART MUSIC SOFTWARE 1,000.00 01-6300-0-1725-1000-5800-130-0000 5


SMART MUSIC SOFTWARE 1,000.00 01-6300-0-1725-1000-5800-140-0000 6


1X $ TEACHING MUSIC THROUGH PERF 650.00 01-6300-0-1725-1000-4310-110-1058 7


1X $ TEACHING MUSIC THROUGH PERF 650.00 01-6300-0-1725-1000-4310-130-1058 8


1X $ TEACHING MUSIC THROUGH PERF 650.00 01-6300-0-1725-1000-4310-140-1058 9


1X FURNITURE/EQUIPMENT FOR MUSIC 11,400.00 01-0070-0-1725-1000-4310-925-1058 10


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 8 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Type BudRev Status PostedJournal Entry # BR18-00168 (Continued) Transaction Date 11/15/2017


Line 
Seq CreditsAccount # Comments Debits


Fiscal Year 2018


1X FURNITURE/EQUIPMENT FOR MUSIC 10,600.00 01-0070-0-1725-1000-4400-925-1058 11


UPDATE BUDGET FOR MUSIC CURRICULUM, FURNITURE/EQUIPMENT 22,000.00 01-0070-0-    -    -9790-   - 12


UPDATE BUDGET FOR MUSIC CURRICULUM, FURNITURE/EQUIPMENT 9,450.00 01-6300-0-    -    -9790-   - 13


JE # BR18-00168 Totals 31,450.00 31,450.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00169 Status Posted Type BudRev Transaction Date 11/15/2017


MINDYM20, 11/15/2017 MINDYM20, 11/15/2017 Department BUSN


Fiscal Year 2018


UPDATE MONTICELLO 1X SITE BUDGETComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


MOVE DOOR EXP TO DISTRICT ACCT STRING 7,500.00 01-0070-0-0000-8500-6215-120-1058 1


MOVE DOOR EXP TO DISTRICT ACCT STRING 37,500.00 01-0070-0-0000-8500-6216-120-1058 2


MOVE DOOR EXP TO DISTRICT ACCT STRING 5,000.00 01-0070-0-0000-8500-6281-120-1058 3


MOVE DOOR EXP TO DISTRICT ACCT STRING 50,000.00 01-0070-0-0000-8500-6216-120-0000 4


UPDATE MONTICELLO 1X SITE BUDGET 25,000.00 01-0070-0-1110-1000-4310-120-1058 5


UPDATE MONTICELLO 1X SITE BUDGET 25,000.00 01-0070-0-1110-1000-5800-120-1058 6


UPDATE MONTICELLO 1X SITE BUDGET 50,000.00 01-0070-0-    -    -9790-   - 7


JE # BR18-00169 Totals 100,000.00 100,000.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00170 Status Posted Type BudRev Transaction Date 11/20/2017


JAYMER20, 11/20/2017 JAYMER20, 11/20/2017 Department BUSN


Fiscal Year 2018


TS/8TH GRADE GRADUATIONComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/8TH GRADE GRADUATION 1,400.00 01-9304-0-1110-1000-4320-140-0000 1


TS/8TH GRADE GRADUATION 1,400.00 01-9304-0-0000-0000-8699-000-0000 2


JE # BR18-00170 Totals 1,400.00 1,400.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 9 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300







Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00171 Status Posted Type BudRev Transaction Date 11/20/2017


JAYMER20, 11/20/2017 JAYMER20, 11/20/2017 Department BUSN


Fiscal Year 2018


TS/4TH GRADE DONATIONComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/4TH GRADE DONATION 20.00 01-9014-0-1110-1000-4310-140-1092 1


TS/4TH GRADE DONATION 20.00 01-9014-0-0000-0000-8699-000-0000 2


JE # BR18-00171 Totals 20.00 20.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00172 Status Posted Type BudRev Transaction Date 11/20/2017


JAYMER20, 11/20/2017 JAYMER20, 11/20/2017 Department BUSN


Fiscal Year 2018


TS/CHOIRComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/CHOIR 50.00 01-9014-0-1110-1000-4310-140-1092 1


TS/CHOIR 50.00 01-9014-0-0000-0000-8699-000-0000 2


JE # BR18-00172 Totals 50.00 50.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00173 Status Posted Type BudRev Transaction Date 11/20/2017


JAYMER20, 11/20/2017 JAYMER20, 11/20/2017 Department BUSN


Fiscal Year 2018


TS/4TH GRADE DONATIONComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/4TH GRADE DONATION 60.00 01-9014-0-1110-1000-4310-140-1092 1


TS/4TH GRADE DONATION 60.00 01-9014-0-0000-0000-8699-000-0000 2


JE # BR18-00173 Totals 60.00 60.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 10 of 12
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Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00174 Status Posted Type BudRev Transaction Date 11/20/2017


JAYMER20, 11/20/2017 JAYMER20, 11/20/2017 Department BUSN


Fiscal Year 2018


TS/BAND CONCERTComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/BAND CONCERT 118.00 01-9014-0-1110-1000-4310-140-1092 1


TS/BAND CONCERT 118.00 01-9014-0-0000-0000-8699-000-0000 2


JE # BR18-00174 Totals 118.00 118.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00175 Status Posted Type BudRev Transaction Date 11/21/2017


MINDYM20, 11/25/2017 MINDYM20, 11/25/2017 Department BUSN


Fiscal Year 2018


BALANCE INDIRECTS 1ST INTERIMComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BALANCE INDIRECTS 1ST INTERIM 2,240.00 01-0000-0-0000-7210-7310-900-0000 1


BALANCE INDIRECTS 1ST INTERIM 2,240.00 01-0000-0-    -    -9790-   - 2


JE # BR18-00175 Totals 2,240.00 2,240.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00176 Status Posted Type BudRev Transaction Date 11/21/2017


MINDYM20, 11/25/2017 MINDYM20, 11/25/2017 Department BUSN


Fiscal Year 2018


UPDATE RRM CONTRIBUTION 1ST INTERIMComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE RRM CONTRIBUTION 1ST INTERIM 10,187.00 01-8150-0-0000-0000-8980-000-0000 1


UPDATE RRM CONTRIBUTION 1ST INTERIM 10,187.00 01-0000-0-0000-0000-8980-000-0000 2


UPDATE RRM CONTRIBUTION 1ST INTERIM 10,187.00 01-0000-0-    -    -9790-   - 3


UPDATE RRM CONTRIBUTION 1ST INTERIM 10,187.00 01-8150-0-    -    -9790-   - 4


JE # BR18-00176 Totals 20,374.00 20,374.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 11 of 12
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Journal Entry Detail by JELedger01a


Journal Entry # BR18-00139 through BR18-00178 Effective 11/1/2017 through 11/30/2017


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00177 Status Posted Type BudRev Transaction Date 11/15/2017


MINDYM20, 11/25/2017 MINDYM20, 11/25/2017 Department BUSN


Fiscal Year 2018


UPDATE PY REVENUE RES 0000  1ST INTERIMComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE PY REVENUE RES 0000  1ST INTERIM 2,656.00 01-0000-0-0000-0000-8699-000-0011 1


UPDATE PY REVENUE RES 0000  1ST INTERIM 2,656.00 01-0000-0-    -    -9790-   - 2


JE # BR18-00177 Totals 2,656.00 2,656.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR18-00178 Status Posted Type BudRev Transaction Date 11/27/2017


MINDYM20, 11/27/2017 MINDYM20, 11/27/2017 Department BUSN


Fiscal Year 2018


UPDATE BUDGET FOR GASB 74/75 VALUATIONSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE BUDGET FOR GASB 74/75 VALUATIONS 3,060.00 01-0000-0-0000-7300-5809-900-9030 1


UPDATE BUDGET FOR GASB 74/75 VALUATIONS 3,060.00 01-0000-0-    -    -9790-   - 2


JE # BR18-00178 Totals 3,060.00 3,060.00 


Jefferson Elementary School District Totals 544,645.00 544,645.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year = 2018, Starting Transaction Date = 11/1/2017, Ending Transaction Date = 11/30/2017, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 12 of 12


Generated for Jayme Robertson (JAYMER20), Dec  5 2017  1:43PM020 - Jefferson Elementary School District  3220300





		December 2017 INFORMATION SHEET TRANSFERS

		BUD TRANS

		Journal Entry Detail by JE

		20

		BT18-00067

		BT18-00068

		BT18-00069

		BT18-00070

		BT18-00071

		BT18-00072

		BT18-00074







		BUD REV

		Journal Entry Detail by JE

		20

		BR18-00139

		BR18-00140

		BR18-00141

		BR18-00142

		BR18-00143

		BR18-00144

		BR18-00151

		BR18-00152

		BR18-00153

		BR18-00154

		BR18-00155

		BR18-00156

		BR18-00157

		BR18-00158

		BR18-00159

		BR18-00160

		BR18-00161

		BR18-00162

		BR18-00163

		BR18-00164

		BR18-00165

		BR18-00166

		BR18-00167

		BR18-00168

		BR18-00169

		BR18-00170

		BR18-00171

		BR18-00172

		BR18-00173

		BR18-00174

		BR18-00175

		BR18-00176

		BR18-00177

		BR18-00178












 


 


Information Sheet – 12/12/17 - Board of Trustees Meeting  


 


 


TO:  Board of Trustees         Item: 7.2 


FROM: Celli Coeville  


DATE:  December 6, 2017 


RE:  Food Services Report 


 


Director Debbi Rogers will be present to provide a report on the Food Services Department to the 


board and the community. 


 








INFORMATION SHEET 12/12/17 TRUSTEES MEETING 


 
        ATTACHMENT  7.3 
TO:     Jim Bridges, Superintendent 
 
FOR:    Board of Trustees 
 
FROM: Mindy Maxedon, CBO 
 
ISSUE:   2017-2018 1st Interim  
 
Attached for the Board’s review is the 2017-2018 1st Interim Report.  The documents included in 
the packet include the following: 
  


- San Joaquin County Office of Education 2017-2018 1st Interim Assumptions 
worksheet, which is used to clearly define assumptions used for preparing the Interim 
report.   


 
- Forms 01I – 071I with details of financial activity for all funds in our budget. 


 
- Form AI (Average Daily Attendance) where current and forecasted ADA information 


is entered, which then feeds into the various other reports to verify attendance data 
used within the report. 


 
- COE Cash Flow illustrating timing of cash receipts from our apportionments, 


confirming we have adequate cash flow throughout the year. 
 


- Form CI (Certification) showing a Positive Certification – the district is presenting 
this report to certify that based on these projections, we will meet our financial 
obligations for the current fiscal year and two subsequent fiscal years. 


 
- Form 01CSI (Criteria and Standards Review) providing additional information 


related to a series of ‘tests’ and questions the State requires – all designed to ensure 
the district is solvent and in a strong financial position for current year and two 
subsequent years. 


 
- Form MYP (Multiyear Projections) showing projected current fiscal year totals and 


two subsequent years.  Assumptions used in this document are contained in the 
SJCOE Worksheet. 


 
I will present a Power Point to confirm the following incorporated assumptions: 
 


- Updates budgeted revenue in Resource 0070 for $147 in one-time money for 2017-
18.  Estimated $334,397 for the district.   
 


- Supplemental fund budget in Resource 0709 of $1,015,839, based on the 2017-2018 
proportionality calculation.   


 
o Current expenditure budget in Resource 0709 is $910,632 







o Reserving the 2017-18 beginning balance of $122,261 plus the difference 
between current budgeted revenue and current budgeted expense.  Total 
reserve for supplemental funds is $227,468. 


 
- Budget includes additional $183K for ELA/ELD textbook orders in 2017-18, 


including core literature novels.  Other needs are being identified as teachers use the 
new curriculum.   


 
o History/Social Science adoption is planned for 2017-18 year.  Expenses of an 


additional $187.6K budgeted in 2018-19 for this adoption.  Will modify and 
move budget to 2017-18 if needed – dependent on delivery timeline and 
unknown which year expenses will hit at this time.  
 


o Science adoption is planned and budgeted for 2018-19 year.  Expenses 
remain budgeted for this adoption in 2019-20 and as above, we will modify 
budget depending on timeline of actual receipt of textbooks. 


 
o Our annual savings of $134.4K for textbooks will continue to be budgeted 


each year and we will build up savings again for future adoptions.  These 
funds equate to what we used to receive as a Categorical funding grant 
specific to instructional materials. 
 


- Retained budgeted expenses for teachers and staff to attend a PLC conference this 
summer.   
 


o Expenses will be paid from Title II (Res. 4035) and one-time funds in 
Resource 0070. 


 
- Retained budget for the Kindergarten aides in Kindergarten classrooms. 
 
- Assumed Step & Column of 1.65% for certificated and 1.14% for classified in all 


years. 
 
- No adjustments to salary or benefits budgeted in any year. 
 
- Current H&W cap of $10,000 per full-time benefitted employee is incorporated 


across all three years. 
 


- Funded ADA for 2017-18 is based on estimated P2 ADA of 2,274.81. 
 


- Projected P2 ADA: 
 


o 2017-18 = 2,274.81 
o 2018-19 = 2,255.51 
o 2019-20 = 2,236.71 


 
Planning for a decline of 20 students each year.  At Budget, we were planning for a 
decline of 35 students each year. 
 
 


- Assumptions include increases for employer contribution to STRS and PERS. 







o STRS will increase +1.85% each year of the multi-year projection. 
 2017-18 = 14.43% 
 2018-19 = 16.28% 
 2019-20 = 18.13% 


 
o PERS increases across all three years as well. 


 2017-18 = 15.53% 
 2018-19 = 18.1% 
 2019-20 = 20.8% 


 
o Combined increase across all three years is +$658K in expenses. 


 
- Budgeted additional $115K contribution for Resource 8150 in both 2018-19 & 2019-


20  
o We are required to return to a contribution of 3% of general fund ependitures 


in 2020-21. 
 


 Currently at 2%. 
 


- Budgeted contributions from the general fund are: 
 


  Resource 3310 Sp. Ed. IDEA Local Assist.    $     39,315 
  Resource 3315 Sp. Ed. Preschool     $       5,533 
  Resource 6500  Special Education     $1,571,625 
  Resource 8150  Routine Repair & Maintenance     $   462,990 
    
   Total       $2,079,463 
 
 


This report confirms the district is positively certified through the 2019-20 school year based on 
current assumptions outlined above.   
        
 
 


 







Jefferson School District
2017-18 1st Interim


December 12, 2017
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 Includes budgeted revenue in Resource 0070 for $147 per ADA 
in one-time funds for 2017-18


 $~335K in revenue which is backed out in 2018-19


 Our supplemental funds are budgeted in Resource 0709


 $1,015,839 is our 2017-18 budgeted revenue


 Expenditures currently budgeted = $910,632


 Reserving the 2017-18 beginning balance of $122,261 plus the 
difference between current budgeted revenue and current 
budgeted expenses


 $227,468 shown as a reserve


2


1st Interim Budget Update







 Budget includes additional $183K for ELA/ELD textbook expenses


 Primarily core literature novels


 Some additional needs being identified as teachers use the curriculum


 History/Social Science adoption is planned for 2017-18 year


 Budgeted expenses of an additional $187.6K in 2018-19


 Will modify/move budget to 2017-18 if needed – dependent on delivery timeline 
which is unknown at this time


 Science adoption is planned for 2018-19 year so budgeted expenses 
remain 


 And we will modify budgeted year if needed based on delivery


 Annual savings of $134.4K will continue so we will build up savings 
again for future adoptions


 We will be down to $117K remaining in 2019-20 based on current budgeted 
expenses for all adoptions. 3


1st Interim Budget Update







 Retained budget for additional teachers to attend a PLC conference this 
summer


 Expenses will be paid from Title II (Res. 4035) and one-time funds in     
Res 0070


 Retained budget for Kindergarten aides in all Kindergarten classrooms 
going forward


 Step & Column of 1.65% for certificated and 1.14% for classified staff 


 No adjustments to salary or benefits budgeted in any year


 Current H&W cap of $10,000 per full-time benefited employee is 
incorporated across all three years


4


1st Interim Budget Update







 Funded ADA for 17-18 is based on estimated P2 ADA of 
2,274.81


 Projected P2 ADA:


 2017-18 2,274.81


 2018-19 2,255.51


 2019-20 2,236.71


 Planning for a decline of 20 students per year


 At Budget, we were planning for a decline of 35


5


1st Interim Assumptions







 Assumptions include increases for STRS & PERS in all years


 STRS employer increases by year:
 2017-18 = 14.43%


 2018-19 = 16.28%


 2019-20 = 18.13%


 PERS employer increases by year:
 2017-18 = 15.53%


 2018-19 = 18.1%


 2019-20 = 20.8%


 Combined increase  across all three years is +$658K in expenses
6


STRS & PERS







 Budgeted additional $115K for Resource 8150 in both 2018-19 
& 2019-20
 We are required to return to a contribution of 3% of General Fund 


expenses in 2020-21
 Currently at 2%


 Budgeted contributions of:
 Resource 3310 Sp. Ed. IDEA Local Asst.               $39,315


 Resource 3315 Sp. Ed. Preschool $5,533


 Resource 6500 Special Education $1,571,625


 Resource 8150 Routine Repair & Mntce $462,990


Total $2,079,463


7


Budgeted Contributions



































































































































































































































































































































































































































































































JEFFERSON ELEMENTARY SCHOOL DISTRICT
---


   | First Period Interim    ACTUAL AND PROJECTED MONTHLY CASH FLOWS


--- Fiscal Year 2017-18


---  GENERAL FUND


     | Second Period Interim


--- Completed:


--- Revised:


     | Unaudited Actuals


---
---------------------------------------------------------- ------------------------------- ---------------------------- ---------------------------- --------------------------- ------------------------- -------------------------- --------------------------- -------------------------- -------------------------- ------------------------- -------------------------- ------------------------------------------------------------------------------------------ ----------------------------------


JULY AUGUST SEPTEMBER OCTOBER NOVEMBER DECEMBER JANUARY FEBRUARY MARCH APRIL MAY JUNE ACCRUALS EXP. UNEXP. TOTAL


---------------------------------------------------------- ------------------------------- ---------------------------- ---------------------------- --------------------------- ------------------------- -------------------------- --------------------------- -------------------------- -------------------------- ------------------------- -------------------------- ------------------------------------------------------------------------------------------ ----------------------------------


A. BEGINNING CASH 11,335,123.89 10,330,447.53 9,195,643.86 9,413,746.72 8,832,468.67 7,991,245.67 10,516,383.67 10,245,844.67 9,642,120.67 8,631,258.67 9,493,397.67 8,185,706.67


------------------------ ---------------------- ---------------------- --------------------- ------------------- -------------------- --------------------- -------------------- -------------------- -------------------- -------------------- ---------------------------------------------------------------------- ---------------------------


B. RECEIPTS


     LCFF:


       Property Tax 0.00 13,308.70 0.00 0.00 4,755.00 1,889,659.00 0.00 0.00 0.00 1,521,477.00 4,755.00 748,223.00 0.00 0.00 4,182,177.70


       State Aid - 8011 only 571,472.00 571,472.00 1,028,650.00 1,028,650.00 1,028,650.00 1,028,650.00 1,028,650.00 993,154.00 993,154.00 993,154.00 993,154.00 993,154.00 0.00 0.00 11,251,964.00


       State Aid - 8012 only 0.00 0.00 700,130.00 0.00 0.00 700,130.00 0.00 0.00 700,130.00 0.00 0.00 666,401.00 0.00 0.00 2,766,791.00


       Other 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (5,701.00) (5,701.00) (5,701.00) (82,111.00) 14,808.00 0.00 0.00 (84,406.00)


     Federal Revenues 2,850.05 36.48 97,900.32 2,215.96 0.00 112,056.00 18,359.00 9,889.00 52,310.00 9,831.00 6,556.00 406,034.00 0.00 0.00 718,037.81


     Other State Revenues 0.00 0.00 18,523.00 25,395.60 124,683.00 463,220.00 523,827.00 240,016.00 75,994.00 357,606.00 0.00 1,076.00 0.00 0.00 1,830,340.60


     Other Local Revenues 31,542.04 32,975.62 86,705.64 77,067.74 24,628.00 34,566.00 44,616.00 28,056.00 33,578.00 34,141.00 20,104.00 77,708.00 0.00 0.00 525,688.04


     Interfund Transfers In 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


     All Other Financing Sources 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


SUB-TOTAL 0.00 21,190,593.15


     Other Recpts/Non-Revenue 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 - 0.00


------------------------ ---------------------- ---------------------- --------------------- ------------------- -------------------- --------------------- -------------------- -------------------- -------------------- -------------------- ---------------------------------------------------------------------- ---------------------------


TOTAL RECEIPTS 605,864.09 617,792.80 1,931,908.96 1,133,329.30 1,182,716.00 4,228,281.00 1,615,452.00 1,265,414.00 1,849,465.00 2,910,508.00 942,458.00 2,907,404.00 0.00 0.00 21,190,593.15


------------------------ ---------------------- ---------------------- --------------------- ------------------- -------------------- --------------------- -------------------- -------------------- -------------------- -------------------- ---------------------------------------------------------------------- ---------------------------


C. DISBURSEMENTS


     Certificated Salary 132,466.34 878,912.89 926,855.13 905,433.44 840,470.00 842,991.00 834,171.00 898,946.00 1,577,232.00 886,562.00 895,476.00 888,914.00 0.00 0.00 10,508,429.80


     Classified Salary 104,192.68 225,755.05 225,281.61 220,722.72 210,493.00 205,171.00 208,169.00 214,608.00 381,242.00 226,193.00 221,537.00 215,624.00 0.00 0.00 2,658,989.06


     Employee Benefits 89,259.02 355,306.28 363,770.50 356,424.30 445,401.00 443,295.00 439,318.00 452,691.00 641,403.00 456,019.00 451,174.00 504,802.00 0.00 0.00 4,998,863.10


     Supplies 84,847.33 94,613.14 54,299.46 179,029.50 203,717.00 47,478.00 77,615.00 60,500.00 204,168.00 112,661.00 195,948.00 165,918.00 0.00 (150,000.00) 1,630,794.43


     Services 307,884.75 215,675.85 158,910.00 177,058.96 297,942.00 173,416.00 310,054.00 135,818.00 218,562.00 171,660.00 368,692.00 178,963.00 0.00 (150,000.00) 2,864,636.56


     Capital Outlays 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 75,000.00 0.00 0.00 75,000.00


     Other Outgo 7,102.00 7,102.00 12,784.00 12,784.00 8,825.00 8,825.00 8,825.00 14,838.00 14,838.00 177,550.00 14,838.00 22,312.00 0.00 0.00 310,623.00


     Interfund Transfers Out 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 84,412.00 19,995.00 0.00 0.00 104,407.00


     All Other Financing Uses 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


SUB-TOTAL 23,151,742.95


     Other Dsbrsmnts/Non-Expenditure 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


------------------------ ---------------------- ---------------------- --------------------- ------------------- -------------------- --------------------- -------------------- -------------------- -------------------- -------------------- ---------------------------------------------------------------------- ---------------------------


TOTAL DISBURSEMENTS 725,752.12 1,777,365.21 1,741,900.70 1,851,452.92 2,006,848.00 1,721,176.00 1,878,152.00 1,777,401.00 3,037,445.00 2,030,645.00 2,232,077.00 2,071,528.00 0.00 (300,000.00) 23,151,742.95


------------------------ ---------------------- ---------------------- --------------------- ------------------- -------------------- --------------------- -------------------- -------------------- -------------------- -------------------- ---------------------------------------------------------------------- ---------------------------


D.  BALANCE SHEET TRANSACTIONS


Assets 


  Cash Not in Treasury 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


  Accounts Receivable (LCFF only) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


  Accounts Receivable (excluding LCFF) 149,167.98 29,393.69 43,917.18 127,142.37 227.00 33,684.00 262.00 2,771.00 2,191.00 0.00 0.00 (735.00) 0.00 388,021.22


  Due From Other Funds 0.00 0.00 39,020.30 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 39,020.30


  Stores 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00  0.00 0.00


  Prepaid Expenditures 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


  Other Current Assets 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


Subtotal Assets 149,167.98 29,393.69 82,937.48 127,142.37 227.00 33,684.00 262.00 2,771.00 2,191.00 0.00 0.00 (735.00) 0.00 0.00 427,041.52


Liabilities


  Accounts Payable (LCFF only) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (8,439.00) 0.00 (8,439.00)


  Accounts Payable (excluding LCFF) 1,033,956.31 4,624.95 (21,955.61) (9,703.20) 17,318.00 15,651.00 8,101.00 17,710.00 (174,927.00) 17,724.00 18,072.00 212,876.00 0.00 1,139,447.45


  Due to Other Funds 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


  Current Loans 0.00 0.00 76,798.49 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 76,798.49


  Unearned Revenue 0.00 0.00 0.00 0.00 0.00 0.00 0.00 76,798.00 0.00 0.00 0.00 0.00 0.00 76,798.00


Subtotal Liabilities 1,033,956.31 4,624.95 54,842.88 (9,703.20) 17,318.00 15,651.00 8,101.00 94,508.00 (174,927.00) 17,724.00 18,072.00 204,437.00 0.00 0.00 1,284,604.94


  Suspense Clearing 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00


Total Balance Sheet Transactions (884,788.33) 24,768.74 28,094.60 136,845.57 (17,091.00) 18,033.00 (7,839.00) (91,737.00) 177,118.00 (17,724.00) (18,072.00) (205,172.00) 0.00 (857,563.42)


------------------------ ---------------------- ---------------------- --------------------- ------------------- -------------------- --------------------- -------------------- -------------------- -------------------- -------------------- ---------------------------------------------------------------------- ---------------------------


E. NET INCREASE/DECREASE (1,004,676.36) (1,134,803.67) 218,102.86 (581,278.05) (841,223.00) 2,525,138.00 (270,539.00) (603,724.00) (1,010,862.00) 862,139.00 (1,307,691.00) 630,704.00 0.00 300,000.00 (2,818,713.22)


------------------------ ---------------------- ---------------------- --------------------- ------------------- -------------------- --------------------- -------------------- -------------------- -------------------- -------------------- ---------------------------------------------------------------------- ---------------------------


F. ENDING CASH 10,330,447.53 9,195,643.86 9,413,746.72 8,832,468.67 7,991,245.67 10,516,383.67 10,245,844.67 9,642,120.67 8,631,258.67 9,493,397.67 8,185,706.67 8,816,410.67


============== ============= ============= ============ =========== ============ ============ ============ ============ =========== =========== ========================================= ===============


Notice: SCJOE is not responsible for the estimates included in the cash flow calculation spreadsheet. Districts should be carefully 


evaluating and adjusting the calculation for information they are aware of specific to their district that will impact the calculation 


estimates. 


     SJCOE


      1st Interim Cash Flow 17-18 Jefferson.xlsx


      Projected Cash Flow Date Printed:  12/6/2017       .
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INFORMATION SHEET 12/12/2017 TRUSTEES’ MEETING 
 
 


 
        ATTACHMENT: 7.5 
 
 
 
TO:   Jim Bridges, Superintendent  
 
FOR:   Board of Trustees  
 
FROM:  Mindy Maxedon, CBO  
 
ISSUE:  Annual and Five Year Report – Developer Fees/Capital Facilities  
 


Pursuant to Sections 660001 and 66006 of the Government Code, Jefferson School District shall 
make available to the public certain information relative to “Reportable Fees”. The attached 
report details information and findings that relate to the Reportable Fees received, expended or to 
be expended in connection with school facilities to accommodate additional students from new 
development. Public agencies collecting development fees are required to report annually on the 
status of such funds. 
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I. INTRODUCTION 
 
 
Sections 66001 and 66006 of the Government Code require that Jefferson School District 
("School District") provide to the public information on impact fees received from new 
residential and commercial/industrial development to mitigate the impact of that new 
development on the school facilities of the School District The School District currently 
collects statutory school fees ("Statutory School Fees") pursuant to Sections 17620 et seq. 
of the Education Code and Sections 65995 et seq. of the Government Code, and 
alternative school facility fees ("Alternative School Fees") collected pursuant to Sections 
65995.5, 65995.6, and 65995.7 of the Government Code (collectively, "Reportable Fees").  
 
The School District is required to provide the following information on Reportable Fees 
for the prior fiscal year: 
 


1. Amounts collected 
2. Amount of interest earned 
3. Amounts spent on projects to accommodate additional enrollment from new 


residential and commercial/industrial development 
 
The Reportable Fees do not include special tax proceeds, proceeds of bonds, or letters of 
credit to secure payment of Reportable Fees at a future date.  Further, the School District 
identifies Reportable Fees have not been levied, collected, or imposed for general 
revenue purposes. 
 
Additionally, the School District is required to identify the following: 
 


1. The purpose to which unexpended Reportable Fees will be spent 
2. The reasonable relationship between the unexpended Reportable Fees and the 


purpose to which they are to be spent 
3. The funding sources and expected funding availability date for school facilities 


projects for which unexpended Reportable Fees are required 
 


The following Annual and Five-Year Reports ("Reports") for the fiscal year ending June 
30, 2017 include the information and proposed findings the School District intends to 
review and adopt in accordance with Sections 66001 and 66006 of the Government 
Code. 
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II. ANNUAL REPORT 
 
 
In accordance with Government Code Section 66006(b)(1) and (2), the School District 
hereby presents the following information for fiscal year 2016/2017 (i.e. July 1, 2016 
through June 30, 2017) with regard to the annual Reportable Fees: 
 
A. Description of the Type of Reportable Fees in the Account or Sub-account(s) of 


the School District 
 


The Reportable Fees of the School District for fiscal year 2016/2017 consist of 
Statutory School Fees and Alternative School Fees.  Statutory School Fees are 
collected by the School District from new residential and commercial/industrial 
development.  Alternative School Fees were collected by the School District from 
new residential development for the dates they were in effect. 


 
B. Amount of the Reportable Fees 
 


The amount of Reportable Fees is based on the effective Statutory School Fee and 
the Alternative School Fees.  
 
 Statutory School Fees 
  


The Statutory School Fees for the period between July 1, 2016 and June 30, 
2017 were established by the Board of Education ("Board") of the School 
District on March 8, 2016, by Resolution Nos. 2016-03-02 and 2016-03-03.  
These resolutions adopted the Statutory School Fees for new residential 
and commercial/industrial development based on the reports titled 
"Residential Development School Fee Justification Study" and 
"Commercial/Industrial Development School Fee Justification Study" 
(collectively, "Studies") dated February 25, 2016. 
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Alternative School Fees 
 
The Alternative School Fees for residential development between July 1, 
2016 and March 14, 2017 were established by the Board on April 12, 2016 
by Resolution No. 2016-04-02. This resolution adopted the Alternative 
School Fees for new residential development based on the report titled 
"School Facilities Needs Analysis" ("Analysis"), dated March 10, 2016. 
 
The Alternative Fees for residential development between March 15, 2017 
and June 30, 201 were established by the Board on March 14, 2017 by 
Resolution No. 2017-03-01. This resolution adopted the Alternative School 
Fees for new residential development based on the Analysis dated 
February 8, 2017.  
 


Table 1 lists the fee amounts and effective dates for the applicable Statutory 
School Fees and Alternative School Fees for fiscal year 2016/2017. 


 
Table 1 


Effective Dates for Developer Fee Justification Reports 


Item 
Effective Dates 


(for FY 2016/2017) 
Fee Amount 


(Per Square Foot) 
Statutory    
School Fees 


July 1, 2016 – June 30, 2017 Residential - $2.61 
Commercial/Industrial - $0.42 


Alternative 
School Fees 


July 1, 2016 – March 14, 2017 Residential - $3.20 


March 15, 2017 – June 30, 2017 Residential - $3.68 


 
C. Beginning and Ending Balance of Account and Sub-Account(s): 
 


Table 2 lists the fiscal year 2016/2017 beginning and ending balances for Fund 25, 
the Capital Facility Fund, which holds all Reportable Fees: 
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Table 2 
Beginning and Ending Balances for Fund 25 


Item Fund Balance 


Beginning Balance (7/1/2016)[1] $770,005 


Ending Balance (6/30/2017) $921,630 
[1] Please note that the 2016/2017 beginning balance differs from the 
2015/2016 ending balance due to the exclusion of mitigation fees associated 
with the Ellis and Tracy Hills projects, which are not Reportable Fees. 


 
D. Amount of the Reportable Fees Collected and Interest Earned 
 


Table 3 below shows the amount of Reportable Fees collected and interest earned 
during fiscal year 2016/2017 to accommodate students from additional 
development. 


 
Table 3 


Amount of Reportable Fees Collected 


Item Total Revenues 
Amount Collected $212,678  


Interest Earned $7,038 


Other Income/Adjustments[1] $16,800 


Total $ 236,516 
[1] Reimbursement of Reportable Fees to the School District from the Tracy 
Hills Project for rental of reloctable classrooms at the temporary campus located 
at Hawkins School. 


 
E. Identification of Each Improvement on Which Reportable Fees Were 


Expended and the Amount of the Expenditures on Each Improvement, 
Including the Total Percentage of the Cost of Each Project of the School 
District that Was Funded with Reportable Fees 


 
Schedule A to this report identifies the amount of Reportable Fees expended on 
School Facilities in fiscal year 2016/2017, as well as the percentage of each 
improvement funded by Reportable Fees. 
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F. Identification of an Approximate Date by Which the Construction of Project(s) 
of the School District will Commence if the School District Determines that 
Sufficient Funds have been Collected to Complete Financing on an Incomplete 
Project of the School District, as Identified in Paragraph (2) of Subdivision (A) 
of Section 66001, and the Project of the School District Remains Incomplete 


 
The School District has determined that at the close of fiscal year 2016/2017, 
Reportable Fees and other sources of funding were not sufficient to complete the 
financing of additional school facilities of the School District. 


 
G. Description of each Interfund Transfer or Loan Made from the Account or 


Sub-Account(s), Including Project(s) of the School District on which the 
Transferred or Loaned Reportable Fees will be Expended, and, in the Case of 
an Interfund Loan, the Date on Which the Loan will be Repaid, and the Rate of 
Interest that the Account or Sub-Account(s) will Receive on the Loan 


 
The School District did not make any interfund transfers in or out of Fund 25 in 
fiscal year 2016/2017. 
 


H. The Amount of Refunds Made or Revenues Allocated for Other Purposes if 
the Administrative Costs of Refunding Unexpended Revenues Exceed the 
Amount to be Refunded 


 
No refunds of Reportable Fees were made pursuant to Section 66001(e) of the 
Government Code in fiscal year 2016/2017. 


 
I. Summary Table of Fund Balance, Revenues, and Expenditures 
 


Table 4 below summarizes the beginning and ending balances, the amount of 
Reportable Fees collected and interest earned, additional refunds/revenues, and 
total expenditures from Fund 25 during fiscal year 2016/2017. 
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Table 4 
Fund 25 Activity Summary (FY 2016/2017) 


Item Amount 
Beginning Balance (7/1/2016) $770,005 


Reportable Fees Collected and Interest Earned $219,716 


Other Income/Adjustments $16,800 


Expenditures – Schedule A ($84,891) 


Ending Balance (6/30/2017) $921,630 
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III. FIVE YEAR REPORT 
 
 
In accordance with Government Code Section 66001, the School District provides the 
following information with respect to the Reportable Fees in the account or sub-
account(s) remaining unexpended, whether committed or uncommitted to projects: 
 
A. Identification of the Purpose to which the Reportable Fees are to be Put 
 


The purpose of the Reportable Fees imposed and collected on new residential 
and commercial/industrial development within the School District was to fund 
the additional school facilities required to serve the grades K-8 Projected 
Students generated by new development within the School District.  Specifically, 
the Reportable Fees will be used for the construction, expansion, and/or 
acquisition of additional School Facilities, furnishing and equipping such 
facilities, as well as acquiring and installing additional portable classrooms to 
accommodate students. 


 
B. Demonstration of a Reasonable Relationship Between the Reportable Fees and 


the Purposes for which they are Charged 
 


There is a roughly proportional and a reasonable relationship between the new 
development upon which the Reportable Fees are charged and the need for 
additional School Facilities.  This relationship is based on the additional students 
that will be generated by new development within the School District exceeding 
the School District’s existing student capacity.  Furthermore, the Reportable Fees 
do not exceed the costs of providing school facilities for the students generated 
from the development in which such fees were collected (as set forth in the 
Studies, referred to herein Section II.B). 
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C. Identification of All Sources and Amounts of Funding Anticipated to 
Complete Financing of the School Facilities the School District has Identified 
in the School District's Reports 


 
Table 5 below lists the proposed funding sources for all pending School Facility 
projects presently identified by the School District. 


 
Table 5 


Potential Funding Sources for Planned School Facility Projects 


Sources 


Construction of K-8 
Facility in Ellis 


Project 


Construction of K-8 
Facility in Tracy 


Hills Project 
State School Building Program TBD TBD 


Community Facilities Districts TBD TBD 


General Obligation Bond Proceeds TBD TBD 


Reportable Fees TBD TBD 


Certificates of Participation TBD TBD 


Total $27,508,381 $27,508,381 
Notes:  These school facilities costs are for fiscal year 2016/2017.  Future school facilities may be funded by the State School Building 
Program, community facilities districts, general obligation bonds, and Reportable Fees. 
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D. Identification of the Approximate Dates on Which the Funding Referred to in 
Section III.C is Expected to be Deposited into the Appropriate Account or 
Fund 


 
Table 6 lists the approximate dates on which the funds are expected to be 
available for the school facility projects presently identified by the School 
District. 


 
Table 6 


Timing of Funds for Planned School Facility Projects 


Sources 


Construction of K-8 
Facility in Ellis 


Project 


Construction of K-8 
Facility in Tracy 


Hills Project 
State School Building Program Unknown Unknown 


Community Facilities Districts Unknown Unknown 


General Obligation Bond Proceeds Unknown Unknown 


Reportable Fees As Available As Available 


Certificates of Participation Unknown Unknown 
Notes: Future school facilities may be funded by the State School Building Program, community facilities districts, general obligation 
bonds, and Reportable Fees. 


 
 
S:\Clients\Jefferson SD\Demographics\Monteith Study\SY1617\Reports\Final\JeffersonSD_1617_Monteith_Fn.docx 


 
 
 
 
 
  
 







 


 


 
SCHEDULE A 


 
Public Improvements on Which  
Reportable Fees Were Expended 


 







Amount Paid From Percent of Total
Fees During Cost Funded


Project FY 2016/2017 With Fees
Professional Legal/Consulting Services $7,930.00 100%
Relocatables - Hawkins School $52,056.00 100%
Relocatables - Monticello School $21,000.00 100%
Tracy Hills Project Planning $3,905.00 100%


Total $84,891.00 N/A


JEFFERSON SCHOOL DISTRICT
Public Improvements on Which Reportable Fees Were Expended
Fiscal Year 2016/2017
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        ATTACHMENT  7.6 
TO:     Jim Bridges, Superintendent 
 
FOR:    Board of Trustees 
 
FROM:  Mindy Maxedon, CBO 
 
DATE:   December 12, 2017  
 
ISSUE:   Actuarial Study of Retiree Health Liabilities  
 
 
 
Financial reporting requirements for post employment benefits other than pensions require 
adherence to specific accounting standards.  Governmental Accounting Standards Board 
Statement No. 45 (GASB 45) requires periodic actuarial studies for Other Post Employment 
Benefits (OPEB).   
 
Our district has established an irrevocable trust for our OPEB funds. 
 
This study utilizes reporting requirements for OPEB under GASB43/45.  Actuarial studies are 
required every few years and our last study was in 2014.  This actuarial study is based on the 
anticipated expenses related to the eleven (11) individuals in our district who have OPEB. 
 
The GASB requirements for OPEB reporting have changed, so an additional study under the new 
GASB requirements was also completed and is presented this evening as well.  
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Jefferson School District 
Actuarial Study of Retiree Health Liabilities 


PART I: EXECUTIVE SUMMARY 


A.  Introduction 


 
 Jefferson School District engaged Total Compensation Systems, Inc. (TCS) to analyze liabilities associated 
with its current retiree health program as of June 1, 2017 (the valuation date). The numbers in this report are based 
on the assumption that they will first be used to determine accounting entries for the fiscal year ending June 30, 
2017. If the report will first be used for a different fiscal year, the numbers will need to be adjusted accordingly. 
 
 This report does not reflect any cash benefits paid unless the retiree is required to provide proof that the 
cash benefits are used to reimburse the retiree’s cost of health benefits. Costs and liabilities attributable to cash 
benefits paid to retirees are reportable under Governmental Accounting Standards Board (GASB) Standards 25/27. 
 
 This actuarial study is intended to serve the following purposes: 
 


 To provide information to enable Jefferson SD to manage the costs and liabilities associated with its 
retiree health benefits. 


 
 To provide information to enable Jefferson SD to communicate the financial implications of retiree 


health benefits to internal financial staff, the Board, employee groups and other affected parties. 
 
 To provide information needed to comply with Governmental Accounting Standards Board 


Accounting Standards 43 and 45 related to "other postemployment benefits" (OPEB's). 
 


Because this report was prepared in compliance with GASB 43 and 45, as appropriate, Jefferson SD should not use 
this report for any other purpose without discussion with TCS. This means that any discussions with employee 
groups, governing Boards, etc. should be restricted to the implications of GASB 43 and 45 compliance. 
 
 This actuarial report includes several estimates for Jefferson SD's retiree health program. In addition to the 
tables included in this report, we also performed cash flow adequacy tests as required under Actuarial Standard of 
Practice 6 (ASOP 6). Our cash flow adequacy testing covers a twenty-year period. We would be happy to make this 
cash flow adequacy test available to Jefferson SD in spreadsheet format upon request. 
 
 We calculated the following estimates separately for active employees and retirees.  As requested, we also 
separated results by the following employee classifications: Certificated and Management.  We estimated the 
following: 
 
  the total liability created. (The actuarial present value of total projected benefits or 


APVTPB) 
 
  the ten year "pay-as-you-go" cost to provide these benefits. 
 
  the "actuarial accrued liability (AAL)."  (The AAL is the portion of the APVTPB 


attributable to employees’ service prior to the valuation date.)  
 
  the amount necessary to amortize the UAAL over a period of 24 years. 
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 the annual contribution required to fund retiree benefits over the working lifetime of 


eligible employees (the "normal cost"). 
 


 The Annual Required Contribution (ARC) which is the basis of calculating the annual 
OPEB cost and net OPEB obligation under GASB 43 and 45. 


 
 We summarized the data used to perform this study in Appendix A. No effort was made to verify this 
information beyond brief tests for reasonableness and consistency. 
 
 All cost and liability figures contained in this study are estimates of future results.  Future results can vary 
dramatically and the accuracy of estimates contained in this report depends on the actuarial assumptions used.  
Normal costs and liabilities could easily vary by 10 - 20% or more from estimates contained in this report.   


B.  General Findings 


 
 We estimate the "pay-as-you-go" cost of providing retiree health benefits in the year beginning June 1, 2017 
to be $93,840 (see Section IV.A.). The “pay-as-you-go” cost is the cost of benefits for current retirees.  
 
 For current employees, the value of benefits "accrued" in the year beginning June 1, 2017 (the normal cost) 
is $2,476. This normal cost would increase each year based on covered payroll.  Had Jefferson SD begun accruing 
retiree health benefits when each current employee and retiree was hired, a substantial liability would have 
accumulated.  We estimate the amount that would have accumulated to be $943,221. This amount is called the 
"actuarial accrued liability” (AAL). The remaining unamortized balance of the initial unfunded AAL (UAAL) is $0. 
This leaves a “residual” AAL of $943,221. 
 
 Jefferson SD has established a GASB 43 trust for future OPEB benefits. The actuarial value of plan assets at 
May 31, 2017 was $217,221. This leaves a residual unfunded actuarial accrued liability (UAAL) of $726,000. We 
calculated the annual cost to amortize the residual unfunded actuarial accrued liability using a 3.5% discount rate. 
We used an open 24 year amortization period.  The current year cost to amortize the residual unfunded actuarial 
accrued liability is $45,210. 
 
 Combining the normal cost with both the initial and residual UAAL amortization costs produces an annual 
required contribution (ARC) of $47,686. The ARC is used as the basis for determining expenses and liabilities under 
GASB 43/45. The ARC is used in lieu of (rather than in addition to) the “pay-as-you-go” cost. 
 
 We based all of the above estimates on employees as of June, 2017. Over time, liabilities and cash flow will 
vary based on the number and demographic characteristics of employees and retirees. 


C.  Description of Retiree Benefits 


 
 Following is a description of the grandfathered retiree benefit plan: 
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 Certificated Management 


Benefit types provided Medical, dental and vision Medical, dental and vision 


Duration of Benefits To age 70; plus one month for each 3 
days of accumulated sick leave beyond 50 


To age 70; plus one month for each 3 days 
of accumulated sick leave beyond 50 


Required Service 25 years 25 years 
Minimum Age 58 58 


Dependent Coverage Yes Yes 
District Contribution % 100% to cap 100% to cap 


District Cap Currently $10,000 Currently $10,000 
 


D.  Recommendations 


 
 It is outside the scope of this report to make specific recommendations of actions Jefferson SD should take 
to manage the liability created by the current retiree health program. Total Compensation Systems, Inc. can assist in 
identifying and evaluating options once this report has been studied. The following recommendations are intended 
only to allow the District to get more information from this and future studies. Because we have not conducted a 
comprehensive administrative audit of Jefferson SD’s practices, it is possible that Jefferson SD is already complying 
with some or all of our recommendations. 
 
  We recommend that Jefferson SD inventory all benefits and services provided to retirees – whether 


contractually or not and whether retiree-paid or not. For each, Jefferson SD should determine 
whether the benefit is material and subject to GASB 43 and/or 45. 


 
  We recommend that Jefferson SD conduct a study whenever events or contemplated 


actions significantly affect present or future liabilities, but no less frequently than every 
three years, as required under GASB 43/45.  


 
  We recommend that the District communicate the magnitude of these costs to employees 


and include employees in discussions of options to control the costs. 
 


 Under GASB 45, it is important to isolate the cost of retiree health benefits. Jefferson SD should 
have all premiums, claims and expenses for retirees separated from active employee premiums, 
claims, expenses, etc. To the extent any retiree benefits are made available to retirees over the age 
of 65 – even on a retiree-pay-all basis – all premiums, claims and expenses for post-65 retiree 
coverage should be segregated from those for pre-65 coverage. Furthermore, Jefferson SD should 
arrange for the rates or prices of all retiree benefits to be set on what is expected to be a self-
sustaining basis. 
 


 Jefferson SD should establish a way of designating employees as eligible or ineligible for future 
OPEB benefits. Ineligible employees can include those in ineligible job classes; those hired after a 
designated date restricting eligibility; those who, due to their age at hire cannot qualify for District-
paid OPEB benefits; employees who exceed the termination age for OPEB benefits, etc. 


 
  Several assumptions were made in estimating costs and liabilities under Jefferson SD's 


retiree health program.  Further studies may be desired to validate any assumptions where 
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there is any doubt that the assumption is appropriate.  (See Appendices B and C for a list of 
assumptions and concerns.) For example, Jefferson SD should maintain a retiree database 
that includes – in addition to date of birth, gender and employee classification – retirement 
date and (if applicable) dependent date of birth, relationship and gender. It will also be 
helpful for Jefferson SD to maintain employment termination information – namely, the 
number of OPEB-eligible employees in each employee class that terminate employment 
each year for reasons other than death, disability or retirement. 


 
Respectfully submitted, 


 
Geoffrey L. Kischuk, FSA, MAAA, FCA 
Consultant 
Total Compensation Systems, Inc. 
(805) 496-1700 
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 PART II:  BACKGROUND 


A.  Summary 


 
 Accounting principles provide that the cost of retiree benefits should be “accrued” over employees' working 
lifetime. For this reason, the Governmental Accounting Standards Board (GASB) issued in 2004 Accounting 
Standards 43 and 45 for retiree health benefits. These standards apply to all public employers that pay any part of the 
cost of retiree health benefits for current or future retirees (including early retirees). 


B.  Actuarial Accrual 


 
 To actuarially accrue retiree health benefits requires determining the amount to expense each year so that 
the liability accumulated at retirement is, on average, sufficient (with interest) to cover all retiree health expenditures 
without the need for additional expenses. There are many different ways to determine the annual accrual amount. 
The calculation method used is called an “actuarial cost method.” 
 
 Under most actuarial cost methods, there are two components of actuarial cost - a “normal cost” and 
amortization of something called the “unfunded actuarial accrued liability.” Both accounting standards and actuarial 
standards usually address these two components separately (though alternative terminology is sometimes used). 
 
 The normal cost can be thought of as the value of the benefit earned each year if benefits are accrued during 
the working lifetime of employees. This report will not discuss differences between actuarial cost methods or their 
application. Instead, following is a description of a commonly used, generally accepted actuarial cost method 
permitted under GASB 43 and 45. This actuarial cost method is called the “entry age normal” method. 
 
 Under the entry age normal cost method, the actuary determines the annual amount needing to be expensed  
from hire until retirement to fully accrue the cost of retiree health benefits. This amount is the normal cost. Under 
GASB 43 and 45, normal cost can be expressed either as a level dollar amount or a level percentage of payroll. 
 
 The normal cost is determined using several key assumptions: 
 
  The current cost of retiree health benefits (often varying by age, Medicare status and/or dependent 


coverage). The higher the current cost of retiree benefits, the higher the normal cost. 
 
  The “trend” rate at which retiree health benefits are expected to increase over time. A higher trend 


rate increases the normal cost.  A “cap” on District contributions can reduce trend to zero once the 
cap is reached thereby dramatically reducing normal costs. 


 
  Mortality rates varying by age and sex. (Unisex mortality rates are not often used as individual 


OPEB benefits do not depend on the mortality table used.) If employees die prior to retirement, past 
contributions are available to fund benefits for employees who live to retirement. After retirement, 
death results in benefit termination or reduction. Although higher mortality rates reduce normal 
costs, the mortality assumption is not likely to vary from employer to employer. 


 
  Employment termination rates have the same effect as mortality inasmuch as higher termination 


rates reduce normal costs. Employment termination can vary considerably between public agencies. 
 
  The service requirement reflects years of service required to earn full or partial retiree benefits.  
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While a longer service requirement reduces costs, cost reductions are not usually substantial unless 
the service period exceeds 20 years of service. 


 
  Retirement rates determine what proportion of employees retire at each age (assuming employees 


reach the requisite length of service). Retirement rates often vary by employee classification and 
implicitly reflect the minimum retirement age required for eligibility. Retirement rates also depend 
on the amount of pension benefits available. Higher retirement rates increase normal costs but, 
except for differences in minimum retirement age, retirement rates tend to be consistent between 
public agencies for each employee type. 


 
  Participation rates indicate what proportion of retirees are expected to elect retiree health benefits 


if a significant retiree contribution is required. Higher participation rates increase costs. 
 
  The discount rate estimates investment earnings for assets earmarked to cover retiree health benefit 


liabilities. The discount rate depends on the nature of underlying assets. For example, employer 
funds earning money market rates in the county treasury are likely to earn far less than an 
irrevocable trust containing a diversified asset portfolio including stocks, bonds, etc. A higher 
discount rate can dramatically lower normal costs. GASB 43 and 45 require the interest assumption 
to reflect likely long term investment return. 


 
 The assumptions listed above are not exhaustive, but are the most common assumptions used in actuarial 
cost calculations. The actuary selects the assumptions which - taken together - will yield reasonable results. It's not 
necessary (or even possible) to predict individual assumptions with complete accuracy. 
 
 If all actuarial assumptions are exactly met and an employer expensed the normal cost every year for all past 
and current employees and retirees, a sizeable liability would have accumulated (after adding interest and 
subtracting retiree benefit costs). The liability that would have accumulated is called the actuarial accrued liability or 
AAL. The excess of  AAL over the actuarial value of plan assets is called the unfunded actuarial accrued liability 
(or UAAL). Under GASB 43 and 45, in order for assets to count toward offsetting the AAL, the assets have to be 
held in an irrevocable trust that is safe from creditors and can only be used to provide OPEB benefits to eligible 
participants. 
 
 The actuarial accrued liability (AAL) can arise in several ways. At inception of GASB 43 and 45, there is 
usually a substantial UAAL. Some portion of this amount can be established as the "transition obligation" subject to 
certain constraints. UAAL can also increase as the result of operation of a retiree health plan - e.g., as a result of plan 
changes or changes in actuarial assumptions.  Finally, AAL can arise from actuarial gains and losses. Actuarial gains 
and losses result from differences between actuarial assumptions and actual plan experience. 
 
 Under GASB 43 and 45, employers have several options on how the UAAL can be amortized as follows: 
 


 The employer can select an amortization period of 1 to 30 years. (For certain situations that result in a 
reduction of the AAL, the amortization period must be at least 10 years.) 
 


 The employer may apply the same amortization period to the total combined UAAL or can apply 
different periods to different components of the UAAL. 
 


 The employer may elect a “closed” or “open” amortization period. 
 


 The employer may choose to amortize on a level dollar or level percentage of payroll method. 
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PART III:  LIABILITIES AND COSTS FOR RETIREE BENEFITS 


A.  Introduction. 
 
 We calculated the actuarial present value of projected benefits (APVPB) separately for each employee. We 
determined eligibility for retiree benefits based on information supplied by Jefferson SD. We then selected 
assumptions for the factors discussed in the above Section that, based on plan experience and our training and 
experience, represent our best prediction of future plan experience. For each employee, we applied the appropriate 
factors based on the employee's age, sex and length of service. 
 
 We summarized actuarial assumptions used for this study in Appendix C. 


B.  Medicare 


 
 The extent of Medicare coverage can affect projections of retiree health costs. The method of coordinating 
Medicare benefits with the retiree health plan’s benefits can have a substantial impact on retiree health costs. We 
will be happy to provide more information about Medicare integration methods if requested. 


C.  Liability for Retiree Benefits. 


 
 For each employee, we projected future premium costs using an assumed trend rate (see Appendix C). 
 
 We multiplied each year's projected cost by the probability that premium will be paid; i.e. based on the 
probability that the employee is living, has not terminated employment and has retired. The probability that premium 
will be paid is zero if the employee is not eligible. The employee is not eligible if s/he has not met minimum service, 
minimum age or, if applicable, maximum age requirements. 
 
 The product of each year's premium cost and the probability that premium will be paid equals the expected 
cost for that year. We discounted the expected cost for each year to the valuation date June 1, 2017 at 3.5% interest. 
 
 Finally, we multiplied the above discounted expected cost figures by the probability that the retiree would 
elect coverage. A retiree may not elect to be covered if retiree health coverage is available less expensively from 
another source (e.g. Medicare risk contract) or the retiree is covered under a spouse's plan. 
 
 For any current retirees, the approach used was similar.  The major difference is that the probability of 
payment for current retirees depends only on mortality and age restrictions (i.e. for retired employees the probability 
of being retired and of not being terminated are always both 1.0000). 
 
 We added the APVPB for all employees to get the actuarial present value of total projected benefits 
(APVTPB). The APVTPB is the estimated present value of all future retiree health benefits for all current 
employees and retirees. The APVTPB is the amount on June 1, 2017 that, if all actuarial assumptions are exactly 
right, would be sufficient to expense all promised benefits until the last current employee or retiree dies or reaches 
the maximum eligibility age. 
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Actuarial Present Value of Total Projected Benefits at June 1, 2017 


  Total Certificated Management 
Active: Pre-65 $96,715 $96,715 $0 


Post-65 $105,579 $105,579 $0 
Subtotal $202,294 $202,294 $0 


    
Retiree: Pre-65 $136,963 $58,012 $78,951 


Post-65 $624,262 $342,802 $281,460 
Subtotal $761,225 $400,814 $360,411 


    
Grand Total $963,519 $603,108 $360,411 


    
Subtotal Pre-65 $233,678 $154,727 $78,951 


Subtotal Post-65 $729,841 $448,381 $281,460 
 
 The APVTPB should be accrued over the working lifetime of employees. At any time much of it has not 
been “earned” by employees. The APVTPB is used to develop expense and liability figures. To do so, the APVTFB 
is divided into two parts: the portions attributable to service rendered prior to the valuation date (the past service 
liability or actuarial accrued liability under GASB 43 and 45) and to service after the valuation date but prior to 
retirement (the future service liability). 
 
 The past service and future service liabilities are each funded in a different way. We will start with the 
future service liability which is funded by the normal cost. 


D.  Cost to Prefund Retiree Benefits 


 1.  Normal Cost 
 
 The average hire age for eligible employees is 26. To accrue the liability by retirement, the District would 
accrue the retiree liability over a period of about 34 years (assuming an average retirement age of 60). We applied an 
"entry age normal" actuarial cost method to determine funding rates for active employees. The table below 
summarizes the calculated normal cost. 
 
Normal Cost Year Beginning June 1, 2017 
  Total Certificated Management 
# of Employees 2 2 0 
Per  Capita Normal Cost    


Pre-65 Benefit N/A $752 $0 
Post-65 Benefit N/A $486 $0 


    
First Year Normal Cost    


Pre-65 Benefit $1,504 $1,504 $0 
Post-65 Benefit $972 $972 $0 


Total $2,476 $2,476 $0 
 
 Accruing retiree health benefit costs using normal costs levels out the cost of retiree health benefits over 
time and more fairly reflects the value of benefits "earned" each year by employees. This normal cost would increase 
each year based on covered payroll. 
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 2.  Amortization of Unfunded Actuarial Accrued Liability (UAAL) 
 
 If actuarial assumptions are borne out by experience, the District will fully accrue retiree benefits by 
expensing an amount each year that equals the normal cost. If no accruals had taken place in the past, there would be 
a shortfall of many years' accruals, accumulated interest and forfeitures for terminated or deceased employees. This 
shortfall is called the actuarial accrued liability (AAL). We calculated the AAL as the APVTPB minus the present 
value of future normal costs. 
 
 The initial UAAL was amortized using level dollar, closed 30 year amortization. The District can amortize 
the remaining or residual UAAL over many years. The table below shows the annual amount necessary to amortize 
the UAAL over a period of 24 years at 3.5% interest. (Thirty years is the longest amortization period allowable 
under GASB 43 and 45.) GASB 43 and 45 allow amortizing the UAAL using either payments that stay the same as a 
dollar amount, or payments that are a flat percentage of covered payroll over time. The figures below reflect level 
dollar, open 24 year amortization. 
 
Actuarial Accrued Liability as of June 1, 2017 
  Total Certificated Management 
Active: Pre-65 $84,385 $84,385 $0 
Post-65 $97,611 $97,611 $0 
Subtotal $181,996 $181,996 $0 
    
Retiree: Pre-65 $136,963 $58,012 $78,951 
Post-65 $624,262 $342,802 $281,460 
Subtotal $761,225 $400,814 $360,411 
    
Subtot Pre-65 $221,348 $142,397 $78,951 
Subtot Post-65 $721,873 $440,413 $281,460 
    
Grand Total $943,221 $582,810 $360,411 
Unamortized Initial UAAL $0 
Plan assets at 5/31/17 $217,221 
Residual UAAL $726,000 
  
Residual UAAL Amortization 
at 3.5% over 24 Years 


$45,210 


 3.  Annual Required Contributions (ARC) 
 
 If the District determines retiree health plan expenses in accordance with GASB 43 and 45, costs include 
both normal cost and one or more components of  UAAL amortization costs.  The sum of normal cost and UAAL 
amortization costs is called the Annual Required Contribution (ARC) and is shown below. 
 
Annual Required Contribution (ARC) Year Beginning June 1, 2017 
  Total 
Normal Cost $2,476 
Initial UAAL Amortization $0 
Residual UAAL Amortization $45,210 


ARC $47,686 
 
 The normal cost remains as long as there are active employees who may some day qualify for District-paid 
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retiree health benefits. This normal cost would increase each year based on covered payroll.  


 4.  Other Components of Annual OPEB Cost (AOC) 
 
 Expense and liability amounts may include more components of cost than the normal cost plus amortization 
of the UAAL. This applies to employers that don’t fully fund the Annual Required Contribution (ARC) through an 
irrevocable trust. 
 
  The annual OPEB cost (AOC) includes assumed interest on the net OPEB obligation 


(NOO). The annual OPEB cost also includes an amortization adjustment for the net OPEB 
obligation. (It should be noted that there is no NOO if the ARC is fully funded through a 
qualifying “plan”.) 


 
  The net OPEB obligation equals the accumulated differences between the (AOC) and 


qualifying “plan” contributions. 
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 PART IV: "PAY AS YOU GO" FUNDING OF RETIREE BENEFITS 


 
 We used the actuarial assumptions shown in Appendix C to project ten year cash flow under the retiree 
health program. Because these cash flow estimates reflect average assumptions applied to a relatively small number 
of employees, estimates for individual years are certain to be inaccurate. However, these estimates show the size of 
cash outflow. 
 
 The following table shows a projection of annual amounts needed to pay the District share of retiree health 
premiums. 
 
 
Year Beginning 


June 1 Total Certificated Management 
2017 $93,840 $58,248 $35,592 
2018 $95,922 $59,543 $36,379 
2019 $98,954 $61,792 $37,162 
2020 $102,603 $64,670 $37,933 
2021 $102,263 $63,583 $38,680 
2022 $93,825 $54,423 $39,402 
2023 $87,977 $57,259 $30,718 
2024 $86,201 $59,200 $27,001 
2025 $65,864 $38,627 $27,237 
2026 $66,574 $39,161 $27,413 


 







Total Compensation Systems, Inc. 
 


 


 
 12 


 


PART V:  RECOMMENDATIONS FOR FUTURE VALUATIONS 


 


 To effectively manage benefit costs, an employer must periodically examine the existing liability for retiree 
benefits as well as future annual expected premium costs. GASB 43/45 require triennial valuations. In addition, a 
valuation should be conducted whenever plan changes, changes in actuarial assumptions or other employer actions 
are likely to cause a material change in accrual costs and/or liabilities. 
 
 Following are examples of actions that could trigger a new valuation. 
 
   An employer should perform a valuation whenever the employer considers or puts in place 


an early retirement incentive program. 
 
   An employer should perform a valuation whenever the employer adopts a retiree benefit 


plan for some or all employees. 
 
   An employer should perform a valuation whenever the employer considers or implements 


changes to retiree benefit provisions or eligibility requirements. 
 
   An employer should perform a valuation whenever the employer introduces or changes 


retiree contributions. 
 
 We recommend Jefferson SD take the following actions to ease future valuations. 
 
  We have used our training, experience and information available to us to establish the 


actuarial assumptions used in this valuation. We have no information to indicate that any of 
the assumptions do not reasonably reflect future plan experience. However, the District 
should review the actuarial assumptions in Appendix C carefully. If the District has any 
reason to believe that any of these assumptions do not reasonably represent the expected 
future experience of the retiree health plan, the District should engage in discussions or 
perform analyses to determine the best estimate of the assumption in question. 
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PART VI:  APPENDICES 


APPENDIX A:  MATERIALS USED FOR THIS STUDY 


 
 We relied on the following materials to complete this study. 
 
      We used paper reports and digital files containing employee demographic data from the 


District personnel records. 
 
      We used relevant sections of collective bargaining agreements provided by the District. 
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APPENDIX B:  EFFECT OF ASSUMPTIONS USED IN CALCULATIONS 


 
 While we believe the estimates in this study are reasonable overall, it was necessary for us to use 
assumptions which inevitably introduce errors.  We believe that the errors caused by our assumptions will not 
materially affect study results. If the District wants more refined estimates for decision-making, we recommend 
additional investigation.  Following is a brief summary of the impact of some of the more critical assumptions. 
 
 1. Where actuarial assumptions differ from expected experience, our estimates could be 


overstated or understated.  One of the most critical assumptions is the medical trend rate.  
The District may want to commission further study to assess the sensitivity of liability 
estimates to our medical trend assumptions.  For example, it may be helpful to know how 
liabilities would be affected by using a trend factor 1% higher than what was used in this 
study. There is an additional fee required to calculate the impact of alternative trend 
assumptions. 


 
 2. We used an "entry age normal" actuarial cost method to estimate the actuarial accrued 


liability and normal cost.  GASB allows this as one of several permissible methods under 
GASB45.  Using a different cost method could result in a somewhat different recognition 
pattern of costs and liabilities. 
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APPENDIX C:  ACTUARIAL ASSUMPTIONS AND METHODS 


 
 Following is a summary of actuarial assumptions and methods used in this study. The District should 
carefully review these assumptions and methods to make sure they reflect the District's assessment of its underlying 
experience. It is important for Jefferson SD to understand that the appropriateness of all selected actuarial 
assumptions and methods are Jefferson SD’s responsibility. Unless otherwise disclosed in this report, TCS believes 
that all methods and assumptions are within a reasonable range based on the provisions of GASB 43 and 45, 
applicable actuarial standards of practice, Jefferson SD’s actual historical experience, and TCS’s judgment based on 
experience and training. 
 
ACTUARIAL METHODS AND ASSUMPTIONS: 


 
 ACTUARIAL COST METHOD: Entry age normal. The allocation of OPEB cost is based on years of 


service. We used the level percentage of payroll method to allocate OPEB cost over years 
of service.  


 


Entry age is based on the age at hire for eligible employees. The attribution period is 
determined as the difference between the expected retirement age and the age at hire. The 
present value of future benefits and present value of future normal costs are determined on 
an employee by employee basis and then aggregated. 


 


To the extent that different benefit formulas apply to different employees of the same class, 
the normal cost is based on the benefit plan applicable to the most recently hired employees 
(including future hires if a new benefit formula has been agreed to and communicated to 
employees). 


 


 AMORTIZATION METHODS: We used a level dollar, closed 30 year amortization period for the initial 
UAAL. We used a level dollar, open 24 year amortization period for any residual UAAL. 


 
 SUBSTANTIVE PLAN: As required under GASB 43 and 45, we based the valuation on the substantive 


plan. The formulation of the substantive plan was based on a review of written plan 
documents as well as historical information provided by Jefferson SD regarding practices 
with respect to employer and employee contributions and other relevant factors. 
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ECONOMIC ASSUMPTIONS: 


Economic assumptions are set under the guidance of Actuarial Standard of Practice 27 (ASOP 27). Among other 
things, ASOP 27 provides that economic assumptions should reflect a consistent underlying rate of general inflation. 
For that reason, we show our assumed long-term inflation rate below. 
 
 INFLATION: We assumed 2.75% per year. 
 
 INVESTMENT RETURN / DISCOUNT RATE:  We assumed 3.5% per year. This is based on assumed long-


term return on plan assets assuming 100% funding through Jefferson School District (San 
Joaquin). We used the “Building Block Method” as described in ASOP 27 Paragraph 3.6.2. 


 
 TREND: We assumed 4% per year. Our long-term trend assumption is based on the conclusion that, 


while medical trend will continue to be cyclical, the average increase over time cannot 
continue to outstrip general inflation by a wide margin. Trend increases in excess of 
general inflation result in dramatic increases in unemployment, the number of uninsured 
and the number of underinsured. These effects are nearing a tipping point which will 
inevitably result in fundamental changes in health care finance and/or delivery which will 
bring increases in health care costs more closely in line with general inflation. We do not 
believe it is reasonable to project historical trend vs. inflation differences several decades 
into the future. 


 
 PAYROLL INCREASE: We assumed 2.75% per year. This assumption applies only to the extent that either 


or both of the normal cost and/or UAAL amortization use the level percentage of payroll 
method. For purposes of applying the level percentage of payroll method, payroll increase 
must not assume any increases in staff or merit increases. 


 
 ACTUARIAL VALUE OF PLAN ASSETS (AVA):  Because plan assets are primarily short term, we did not 


use a smoothing formula. 
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NON-ECONOMIC ASSUMPTIONS: 


Economic assumptions are set under the guidance of Actuarial Standard of Practice 35 (ASOP 35). 
 
MORTALITY 


Employee Type Mortality Tables 
Certificated 2009 CalSTRS Mortality 


 
RETIREMENT RATES 


Employee Type Retirement Rate Tables 
Certificated 2009 CalSTRS Retirement Rates 


 
VESTING RATES 


Employee Type Vesting Rate Tables 
Certificated 100% at 25 Years of Service 


 
COSTS FOR RETIREE COVERAGE 
Retiree liabilities are based on actual retiree premium plus an implicit rate subsidy of 12.6% of non-Medicare 
medical premium. Liabilities for active participants are based on the first year costs shown below, which include the 
implicit rate subsidy. Subsequent years’ costs are based on first year costs adjusted for trend and limited by any 
District contribution caps. 


Employee Type Future Retirees Pre-65 Future Retirees Post-65 
Certificated Implied Rate Subsidy: $2,304 


Nominal Benefit: $10,000 
$10,000 


 
PARTICIPATION RATES 


Employee Type <65 Non-Medicare Participation % 65+ Medicare Participation % 
Certificated 100% 100% 


 
TURNOVER 


Employee Type Turnover Rate Tables 
Certificated 2009 CalSTRS Termination Rates 


 
SPOUSE PREVALENCE 


To the extent not provided and when needed to calculate benefit liabilities, 80% of retirees assumed to be married at 
retirement. After retirement, the percentage married is adjusted to reflect mortality. 
 
SPOUSE AGES 


To the extent spouse dates of birth are not provided and when needed to calculate benefit liabilities, female spouse 
assumed to be three years younger than male. 
 
AGING FACTORS 


Attained Age Medical Annual Increases  
50-64 3.5%  
65-69 3.0%  
70-74 2.5%  
75-79 1.5%  
80-84 0.5%  
85+ 0.0%  
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APPENDIX D:  DISTRIBUTION OF ELIGIBLE PARTICIPANTS BY AGE 


 
ELIGIBLE ACTIVE EMPLOYEES 


Age Total Certificated Management 
Under 25 0 0 0 


25-29 0 0 0 
30-34 0 0 0 
35-39 0 0 0 
40-44 0 0 0 
45-49 0 0 0 
50-54 1 1 0 
55-59 1 1 0 
60-64 0 0 0 


65 and older 0 0 0 
Total 2 2 0 


 
ELIGIBLE RETIREES 


Age Total Certificated Management 
Under 50 0 0 0 


50-54 0 0 0 
55-59 1 0 1 
60-64 2 2 0 
65-69 6 4 2 
70-74 0 0 0 
75-79 0 0 0 
80-84 0 0 0 
85-89 0 0 0 


90 and older 0 0 0 
Total 9 6 3 
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APPENDIX E:  CALCULATION OF GASB 43/45 ACCOUNTING ENTRIES 


 
 This report is to be used to calculate accounting entries rather than to provide the dollar amount of 
accounting entries. How the report is to be used to calculate accounting entries depends on several factors. Among 
them are: 
 


1) The amount of prior accounting entries; 
 


2) Whether individual components of the ARC are calculated as a level dollar amount or as a level 
percentage of payroll; 
 


3) Whether the employer using a level percentage of payroll method elects to use for this purpose 
projected payroll, budgeted payroll or actual payroll; 
 


4) Whether the employer chooses to adjust the numbers in the report to reflect the difference between the 
valuation date and the first fiscal year for which the numbers will be used. 


 
To the extent the level percentage of payroll method is used, the employer should adjust the numbers in this report 
as appropriate to reflect the change in OPEB covered payroll. It should be noted that OPEB covered payroll should 
only reflect types of pay generating pension credits for plan participants. Please note that plan participants do not 
necessarily include all active employees eligible for health benefits for several reasons. Following are examples. 
 


1) The number of hours worked or other eligibility criteria may differ for OPEB compared to active health 
benefits; 
 


2) There may be active employees over the maximum age OPEB are paid through. For example, if an 
OPEB plan pays benefits only to Medicare age, any active employees currently over Medicare age are 
not plan participants; 
 


3) Employees hired at an age where they will exceed the maximum age for benefits when the service 
requirement is met are also not plan participants. 


 
Finally, GASB 43 and 45 require reporting covered payroll in RSI schedules regardless of whether any ARC 
component is based on the level percentage of payroll method. This report does not provide, nor should the actuary 
be relied on to report covered payroll. 
 
GASB 45 Paragraph 26 specifies that the items presented as RSI "should be calculated in accordance with the 
parameters." The RSI items refer to Paragraph 25.c which includes annual covered payroll. Footnote 3 provides 
that when the ARC is based on covered payroll, the payroll measure may be the projected payroll, budgeted 
payroll or actual payroll. Footnote 3 further provides that comparisons between the ARC and contributions 
should be based on the same measure of covered payroll. 
 
At the time the valuation is being done, the actuary may not know which payroll method will be used for 
reporting purposes. The actuary may not even know for which period the valuation will be used to determine the 
ARC. Furthermore, the actuary doesn’t know if the client will make adjustments to the ARC in order to use it for 
the first year of the biennial or triennial period. (GASB 45 is silent on this.) Even if the actuary were to know all 
of these things, it would be a rare situation that would result in knowing the appropriate covered payroll number 
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to report. For example, if the employer uses actual payroll, that number would not be known at the time the 
valuation is done. 
 
As a result, we believe the proper approach is to report the ARC components as a dollar amount. It is the client's 
responsibility to turn this number into a percentage of payroll factor by using the dollar amount of the ARC 
(adjusted, if desired) as a numerator and then calculating the appropriate amount of the denominator based on the 
payroll determination method elected by the client for the appropriate fiscal year. 
 
If we have been provided with payroll information, we are happy to use that information to help the employer 
develop an estimate of covered payroll for reporting purposes. However, the validity of the covered payroll 
remains the employer’s responsibility even if TCS assists the employer in calculating it. 
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APPENDIX F:  GLOSSARY OF RETIREE HEALTH VALUATION TERMS 


 
 
Note: The following definitions are intended to help a non-actuary understand concepts related to retiree health 


valuations.  Therefore, the definitions may not be actuarially accurate. 
 
Actuarial Accrued Liability: The amount of the actuarial present value of total projected benefits attributable to 


employees’ past service based on the actuarial cost method used. 
 
Actuarial Cost Method:  A mathematical model for allocating OPEB costs by year of service. 
 
Actuarial Present Value of Total 
Projected Benefits:  The projected amount of all OPEB benefits to be paid to current and future retirees 


discounted back to the valuation date. 
 
Actuarial Value of Assets: Market-related value of assets which may include an unbiased formula for 


smoothing cyclical fluctuations in asset values. 
 
Annual OPEB Cost:  This is the amount employers must recognize as an expense each year. The annual 


OPEB expense is equal to the Annual Required Contribution plus interest on the 
Net OPEB obligation minus an adjustment to reflect the amortization of the net 
OPEB obligation. 


 
Annual Required Contribution: The sum of the normal cost and an amount to amortize the unfunded actuarial 


accrued liability. This is the basis of the annual OPEB cost and net OPEB 
obligation. 


 
Closed Amortization Period: An amortization approach where the original ending date for the amortization 


period remains the same. This would be similar to a conventional, 30-year 
mortgage, for example. 


 
Discount Rate:   Assumed investment return net of all investment expenses.  Generally, a higher 


assumed interest rate leads to lower normal costs and actuarial accrued liability. 
 
Implicit Rate Subsidy:  The estimated amount by which retiree rates are understated in situations where, 


for rating purposes, retirees are combined with active employees. 
 
Mortality Rate:   Assumed proportion of people who die each year.  Mortality rates always vary by 


age and often by sex.  A mortality table should always be selected that is based on 
a similar “population” to the one being studied. 


 
Net OPEB Obligation:  The accumulated difference between the annual OPEB cost and amounts 


contributed to an irrevocable trust exclusively providing retiree OPEB benefits and 
protected from creditors. 


 
Normal Cost:   The dollar value of the “earned” portion of retiree health benefits if retiree health 


benefits are to be fully accrued at retirement. 
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OPEB Benefits:   Other PostEmployment Benefits. Generally medical, dental, prescription drug, life, 
long-term care or other postemployment benefits that are not pension benefits. 


 
Open Amortization Period: Under an open amortization period, the remaining unamortized balance is subject 


to a new amortization schedule each valuation. This would be similar, for example, 
to a homeowner refinancing a mortgage with a new 30-year conventional mortgage 
every two or three years. 


 
Participation Rate:  The proportion of retirees who elect to receive retiree benefits.  A lower 


participation rate results in lower normal cost and actuarial accrued liability.  The 
participation rate often is related to retiree contributions. 


 
Retirement Rate:  The proportion of active employees who retire each year.  Retirement rates are 


usually based on age and/or length of service.  (Retirement rates can be used in 
conjunction with vesting rates to reflect both age and length of service).  The more 
likely employees are to retire early, the higher normal costs and actuarial accrued 
liability will be. 


 
Transition Obligation:  The amount of the unfunded actuarial accrued liability at the time actuarial accrual 


begins in accordance with an applicable accounting standard. 
 
Trend Rate:   The rate at which the cost of retiree benefits is expected to increase over time.  The 


trend rate usually varies by type of benefit (e.g. medical, dental, vision, etc.) and 
may vary over time.  A higher trend rate results in higher normal costs and 
actuarial accrued liability. 


 
Turnover Rate:   The rate at which employees cease employment due to reasons other than death, 


disability or retirement.  Turnover rates usually vary based on length of service and 
may vary by other factors.  Higher turnover rates reduce normal costs and actuarial 
accrued liability. 


 
Unfunded Actuarial 
Accrued Liability:  This is the excess of the actuarial accrued liability over assets irrevocably 


committed to provide retiree health benefits. 
 
Valuation Date:   The date as of which the OPEB obligation is determined. Under GASB 43 and 45, 


the valuation date does not have to coincide with the statement date. 
 
Vesting Rate:   The proportion of retiree benefits earned, based on length of service and, 


sometimes, age.  (Vesting rates are often set in conjunction with retirement rates.)  
More rapid vesting increases normal costs and actuarial accrued liability.
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        ATTACHMENT  7.7 
 
 
TO:     Jim Bridges, Superintendent 
 
FOR:    Board of Trustees 
 
FROM:  Mindy Maxedon, CBO 
 
DATE:   December 12, 2017  
 
ISSUE:   Actuarial Study of Retiree Health Liabilities under GASB 74/75 
 
 
In June, 2015, The Governmental Accounting Standards Board (GASB) voted to approve two 
Statements that will improve the accounting and financial reporting by state and local 
governments for postemployment benefits other than pensions (OPEB), primarily retiree health 
insurance.  These two new Statements are GASB 74 & GASB 75. 
 
The transition to using GASB 74/75 to report on OPEB is required.  Our actuarial firm prepared a 
valuation under the GASB 43/45 requirements and then completed a ‘roll-forward’ report under 
GASB 74/75.  This was required to provide our auditors with information they need to finalize 
our 2016-17 audit. 
 
Under GASB 75, the entire unfunded liability (the Net OPEB Liability) goes on the face of the 
financial statements.  This is a big change from GASB 45 where the Net OPEB Obligation was 
often significantly lower than the true unfunded liability.  We will notice changes to the OPEB 
information referenced in our annual audit which will be presented at the January, 2018 meeting. 
 
Going forward, our actuarial studies will be under GASB 74/75 and new valuations are required 
annually.   
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Jefferson School District 
Actuarial Study of Retiree Health Liabilities 


PART I: EXECUTIVE SUMMARY 


A.  Introduction 


 
 Jefferson School District engaged Total Compensation Systems, Inc. (TCS) to analyze liabilities associated 
with its current retiree health program as of June 30, 2017 (the measurement date). The numbers in this report are 
based on the assumption that they will first be used to determine accounting entries for the fiscal year ending June 
30, 2017. If the report will first be used for a different fiscal year, the numbers may need to be adjusted accordingly. 
 
 This report does not reflect any cash benefits paid unless the retiree is required to provide proof that the 
cash benefits are used to reimburse the retiree’s cost of health benefits. Costs and liabilities attributable to cash 
benefits paid to retirees are reportable under applicable Governmental Accounting Standards Board (GASB) 
Standards. 
 
 This actuarial study is intended to serve the following purposes: 
 


 To provide information to enable Jefferson SD to manage the costs and liabilities associated with its 
retiree health benefits. 


 
 To provide information to enable Jefferson SD to communicate the financial implications of retiree 


health benefits to internal financial staff, the Board, employee groups and other affected parties. 
 
 To provide information needed to comply with Governmental Accounting Standards Board 


Accounting Standards 74 and 75 related to "other postemployment benefits" (OPEB's). 
 


 Because this report was prepared in compliance with GASB 74 and 75,  Jefferson SD should not use this 
report for any other purpose without discussion with TCS. This means that any discussions with employee groups, 
governing Boards, etc. should be restricted to the implications of GASB 74 and 75 compliance. 
 
 This actuarial report includes several estimates for Jefferson SD's retiree health program. In addition to the 
tables included in this report, we also performed cash flow adequacy tests as required under Actuarial Standard of 
Practice 6 (ASOP 6). Our cash flow adequacy testing covers a twenty-year period. We would be happy to make this 
cash flow adequacy test available to Jefferson SD in spreadsheet format upon request. 
 
 We calculated the following estimates separately for active employees and retirees.  As requested, we also 
separated results by the following employee classifications: Certificated and Management.  We estimated the 
following: 
 
  the total liability created. (The actuarial present value of projected benefits or APVPBP) 
 
  ten years of projected benefit payments. 
 
  the "total OPEB liability (TOL)."  (The TOL is the portion of the APVPBP attributable to 


employees’ service prior to the measurement date.)  
 
  the “net OPEB liability” (NOL). For plans funded through a trust, this represents the 
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unfunded portion of the liability. 
 


 the service cost (SC). This is the value of OPEB benefits earned for one year of service. 
 
 deferred inflows and outflows of resources attributable to the OPEB plan. 
 
 “OPEB expense.” This is the amount recognized in accrual basis financial statements as the 


current period expense. The OPEB expense includes service cost, interest and certain 
changes in the OPEB liability, adjusted to reflect deferred inflows and outflows. This 
amount may need to be adjusted to reflect any contributions received after the 
Measurement Date. 
 


 Amounts to support financial statement Note Disclosures and Required Supplementary 
Information (RSI) schedules. 


 
 We summarized the data used to perform this study in Appendix A. No effort was made to verify this 
information beyond brief tests for reasonableness and consistency. 
 
 All cost and liability figures contained in this study are estimates of future results.  Future results can vary 
dramatically and the accuracy of estimates contained in this report depends on the actuarial assumptions used.  
Service costs and liabilities could easily vary by 10 - 20% or more from estimates contained in this report.   


B.  General Findings 


 
 We estimate the "pay-as-you-go" cost of providing retiree health benefits in the year beginning July 1, 2017 
to be $93,840 (see Section IV.A.). The “pay-as-you-go” cost is the cost of benefits for current retirees.  
 
 For current employees, the value of benefits "accrued" in the year beginning July 1, 2017 (the service cost) 
is $2,526. This service cost would increase each year based on covered payroll.  Had Jefferson SD begun accruing 
retiree health benefits when each current employee and retiree was hired, a substantial liability would have 
accumulated.  We estimate the amount that would have accumulated to be $839,950. This amount is called the 
"Total OPEB Liability” (TOL). Jefferson SD has set aside funds to cover retiree health liabilities in a GASB 75 
qualifying trust. The Fiduciary Net Position of this trust at June 30, 2017 was $270,611. This leaves a Net OPEB 
Liability (NOL) of $569,339. 
 
 Based on the information we were provided, the OPEB Expense for the fiscal year ending June 30, 2017 is 
$31,527. As noted in this report adjustments may be needed – particularly if the reporting date is not the same as the 
measurement date. 
 
 We based all of the above estimates on employees as of June, 2017. Over time, liabilities and cash flow will 
vary based on the number and demographic characteristics of employees and retirees. 
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C.  Description of Retiree Benefits 


 
 Following is a description of the current retiree benefit plan: 
 


 Certificated Management 


Benefit types provided Medical, dental and vision Medical, dental and vision 


Duration of Benefits To age 70; plus one month for each 3 
days of accumulated sick leave beyond 50 


To age 70; plus one month for each 3 days 
of accumulated sick leave beyond 50 


Required Service 25 years 25 years 
Minimum Age 58 58 


Dependent Coverage Yes Yes 
District Contribution % 100% to cap 100% to cap 


District Cap Currently $10,000 Currently $10,000 
 


D.  Recommendations 


 
 It is outside the scope of this report to make specific recommendations of actions Jefferson SD should take 
to manage the liability created by the current retiree health program. Total Compensation Systems, Inc. can assist in 
identifying and evaluating options once this report has been studied. The following recommendations are intended 
only to allow the District to get more information from this and future studies. Because we have not conducted a 
comprehensive administrative audit of Jefferson SD’s practices, it is possible that Jefferson SD is already complying 
with some or all of our recommendations. 
 
  We recommend that Jefferson SD maintain an inventory of all benefits and services provided to 


retirees – whether contractually or not and whether retiree-paid or not. For each, Jefferson SD 
should determine whether the benefit is material and subject to GASB 74 and/or 75. 


  We recommend that Jefferson SD conduct a study whenever events or contemplated 
actions significantly affect present or future liabilities, but no less frequently than every two 
years, as required under GASB 74/75.  


  Under GASB 75, it is important to isolate the cost of retiree health benefits. Jefferson SD 
should have all premiums, claims and expenses for retirees separated from active employee 
premiums, claims, expenses, etc. To the extent any retiree benefits are made available to 
retirees over the age of 65 – even on a retiree-pay-all basis – all premiums, claims and 
expenses for post-65 retiree coverage should be segregated from those for pre-65 coverage. 
Furthermore, Jefferson SD should arrange for the rates or prices of all retiree benefits to be 
set on what is expected to be a self-sustaining basis. 


  Jefferson SD should establish a way of designating employees as eligible or ineligible for future 
OPEB benefits. Ineligible employees can include those in ineligible job classes; those hired after a 
designated date restricting eligibility; those who, due to their age at hire cannot qualify for District-
paid OPEB benefits; employees who exceed the termination age for OPEB benefits, etc. 


  Several assumptions were made in estimating costs and liabilities under Jefferson SD's 







Total Compensation Systems, Inc. 
 


 


 
 4 


retiree health program.  Further studies may be desired to validate any assumptions where 
there is any doubt that the assumption is appropriate.  (See Appendices B and C for a list of 
assumptions and concerns.) For example, Jefferson SD should maintain a retiree database 
that includes – in addition to date of birth, gender and employee classification – retirement 
date and (if applicable) dependent date of birth, relationship and gender. It will also be 
helpful for Jefferson SD to maintain employment termination information – namely, the 
number of OPEB-eligible employees in each employee class that terminate employment 
each year for reasons other than death, disability or retirement. 


Respectfully submitted, 


 
Geoffrey L. Kischuk, FSA, MAAA, FCA 
Consultant 
Total Compensation Systems, Inc. 
(805) 496-1700 
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 PART II:  BACKGROUND 


A.  Summary 


 
 Accounting principles provide that the cost of retiree benefits should be “accrued” over employees' working 
lifetime. For this reason, the Governmental Accounting Standards Board (GASB) issued in June of 2015 Accounting 
Standards 74 and 75 for retiree health benefits. These standards apply to all public employers that pay any part of the 
cost of retiree health benefits for current or future retirees (including early retirees), whether they pay directly or 
indirectly (via an “implicit rate subsidy”), 


B.  Actuarial Accrual 


 
 To actuarially accrue retiree health benefits requires determining the amount to expense each year so that 
the liability accumulated at retirement is, on average, sufficient (with interest) to cover all retiree health expenditures 
without the need for additional expenses. There are many different ways to determine the annual accrual amount. 
The calculation method used is called an “actuarial cost method.” 
 
 The actuarial cost method mandated by GASB 75 is the “entry age actuarial cost method”. Under this 
method, there are two components of actuarial cost – a “service cost” (SC) and the “Total OPEB Liability” (TOL). 
GASB 75 allows certain changes in the TOL to be deferred (i.e. deferred inflows and outflows of resources). 
 
 The service cost can be thought of as the value of the benefit earned each year if benefits are accrued during 
the working lifetime of employees. Under the entry age actuarial cost method, the actuary determines the annual 
amount needing to be expensed  from hire until retirement to fully accrue the cost of retiree health benefits. This 
amount is the service cost. Under GASB 75, the service cost is calculated to be a level percentage of each 
employee’s projected pay. 
 
 The service cost is determined using several key assumptions: 
 
  The current cost of retiree health benefits (often varying by age, Medicare status and/or dependent 


coverage). The higher the current cost of retiree benefits, the higher the service cost. 
 
  The “trend” rate at which retiree health benefits are expected to increase over time. A higher trend 


rate increases the service cost.  A “cap” on District contributions can reduce trend to zero once the 
cap is reached thereby dramatically reducing service costs. 


 
  Mortality rates varying by age and sex. (Unisex mortality rates are not often used as individual 


OPEB benefits do not depend on the mortality table used.) If employees die prior to retirement, past 
contributions are available to fund benefits for employees who live to retirement. After retirement, 
death results in benefit termination or reduction. Although higher mortality rates reduce service 
costs, the mortality assumption is not likely to vary from employer to employer. 


 
  Employment termination rates have the same effect as mortality inasmuch as higher termination 


rates reduce service costs. Employment termination can vary considerably between public agencies. 
 
  The service requirement reflects years of service required to earn full or partial retiree benefits.  


While a longer service requirement reduces costs, cost reductions are not usually substantial unless 
the service period exceeds 20 years of service. 
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  Retirement rates determine what proportion of employees retire at each age (assuming employees 


reach the requisite length of service). Retirement rates often vary by employee classification and 
implicitly reflect the minimum retirement age required for eligibility. Retirement rates also depend 
on the amount of pension benefits available. Higher retirement rates increase service costs but, 
except for differences in minimum retirement age, retirement rates tend to be consistent between 
public agencies for each employee type. 


 
  Participation rates indicate what proportion of retirees are expected to elect retiree health benefits 


if a significant retiree contribution is required. Higher participation rates increase costs. 
 
  The discount rate estimates investment earnings for assets earmarked to cover retiree health benefit 


liabilities. The discount rate depends on the nature of underlying assets for funded plans. The rate 
used for a funded plan is the real rate of return expected for plan assets plus long term inflation 
assumption. For an unfunded plan, the discount rate is based on an index of 20 year General 
Obligation municipal bonds. For partially funded plans, the discount rate is a blend of the funded 
and unfunded rates. 


 
 The assumptions listed above are not exhaustive, but are the most common assumptions used in actuarial 
cost calculations. If all actuarial assumptions are exactly met and an employer expensed the service cost every year 
for all past and current employees and retirees, a sizeable liability would have accumulated (after adding interest and 
subtracting retiree benefit costs). The liability that would have accumulated is called the Total OPEB Liability 
(TOL). The excess of TOL over the value of plan assets is called the Net OPEB Liability (NOL).  Under GASB 74 
and 75, in order for assets to count toward offsetting the TOL, the assets have to be held in an irrevocable trust that 
is safe from creditors and can only be used  to provide OPEB benefits to eligible participants. 
 
 The total OPEB liability (TOL) can arise in several ways - e.g., as a result of plan changes or changes in 
actuarial assumptions.  TOL can also arise from actuarial gains and losses. Actuarial gains and losses result from 
differences between actuarial assumptions and actual plan experience. 
 
 Under GASB 74 and 75, a portion of actuarial gains and losses can be deferred as follows: 
 


 Investment gains and losses can be deferred five years 
 


 Experience gains and losses can be deferred over the expected average remaining service lives 
(EARSL) of plan participants. In calculating the EARSL, terminated employees (primarily retirees) are 
considered to have a working lifetime of zero. This often makes the EARSL quite short. 
 


 Liability changes resulting from changes in economic and demographic assumptions are also deferred 
based on the average working lifetime 
 


 Liability changes resulting from plan changes, for example, cannot be deferred. 
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PART III:  LIABILITIES AND COSTS FOR RETIREE BENEFITS 


A.  Introduction. 
 
 We calculated the actuarial present value of projected benefit payments (APVPBP) separately for each 
employee. We determined eligibility for retiree benefits based on information supplied by Jefferson SD. We then 
selected assumptions for the factors discussed in the above Section that, based on plan provisions and our training 
and experience, represent our best prediction of future plan experience. For each employee, we applied the 
appropriate factors based on the employee's age, sex, length of service, and employee classification. 
 
 We summarized actuarial assumptions used for this study in Appendix C. 


B.  Liability for Retiree Benefits. 


 
 For each employee, we projected future premium costs using an assumed trend rate (see Appendix C). We 
multiplied each year's benefit payments by the probability that benefits will be paid; i.e. based on the probability that 
the employee is living, has not terminated employment, has retired and remains eligible. The probability that benefit 
will be paid is zero if the employee is not eligible. The employee is not eligible if s/he has not met minimum service, 
minimum age or, if applicable, maximum age requirements. 
 
 The product of each year's benefit payments and the probability the benefit will be paid equals the expected 
cost for that year. We discounted the expected cost for each year to the measurement date June 30, 2017 at 3.5% 
interest. Finally, we multiplied the above discounted expected cost figures by the probability that the retiree would 
elect coverage. A retiree may not elect to be covered if retiree health coverage is available less expensively from 
another source (e.g. Medicare risk contract) or the retiree is covered under a spouse's plan. 
 
 For any current retirees, the approach used was similar.  The major difference is that the probability of 
payment for current retirees depends only on mortality and age restrictions (i.e. for retired employees the probability 
of being retired and of not being terminated are always both 1.0000). 
 
 We added the actuarial present value of projected benefit payments (APVPBP) together for all employees to 
get the APVPBP for all participants. The APVPBP is the estimated present value of all future retiree health benefits 
for all current employees and retirees. The APVPBP is the amount on June 30, 2017 that, if all actuarial 
assumptions are exactly right, would be sufficient to expense all promised benefits until the last current employee or 
retiree dies or reaches the maximum eligibility age. 
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Actuarial Present Value of Projected Benefit Payments at June 30, 2017 


  Total Certificated Management 
Active: Pre-65 $96,715 $96,715 $0 


Post-65 $105,579 $105,579 $0 
Subtotal $202,294 $202,294 $0 


    
Retiree: Pre-65 $136,428 $57,851 $78,577 


Post-65 $519,584 $284,840 $234,744 
Subtotal $656,012 $342,691 $313,321 


    
Grand Total $858,306 $544,985 $313,321 


    
Subtotal Pre-65 $233,143 $154,566 $78,577 


Subtotal Post-65 $625,163 $390,419 $234,744 
 
 The APVPBP should be accrued over the working lifetime of employees. At any time much of it has not 
been “earned” by employees. The APVPBP is used to develop expense and liability figures. To do so, the APVPBP 
is divided into two parts: the portions attributable to service rendered prior to the measurement date (the past service 
liability or Total OPEB Liability (TOL) under GASB 74 and 75) and to service after the measurement date but prior 
to retirement (the future service liability). 
 
 The past service and future service liabilities are each accrued in a different way. We will start with the 
future service liability which is funded by the service cost. 


C.  Cost to Prefund Retiree Benefits 


 1.  Service Cost 
 
 The average hire age for eligible employees is 26. To accrue the liability by retirement, the District would 
accrue the retiree liability over a period of about 34 years (assuming an average retirement age of 60). We applied an 
"entry age" actuarial cost method to determine funding rates for active employees. The table below summarizes the 
calculated service cost. 
 
Service Cost Year Beginning June 30, 2017 
  Certificated 
# of Employees 2 


Per  Capita Service Cost  
Pre-65 Benefit $767 


Post-65 Benefit $496 
  


First Year Service Cost  
Pre-65 Benefit $1,534 


Post-65 Benefit $992 
Total $2,526 


 
 Accruing retiree health benefit costs using service costs levels out the cost of retiree health benefits over 
time and more fairly reflects the value of benefits "earned" each year by employees. This service cost would increase 
each year based on covered payroll. 
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 2.  Total OPEB Liability (TOL) and Net OPEB Liability (NOL) 
 
 If actuarial assumptions are borne out by experience, the District will fully accrue retiree benefits by 
expensing an amount each year that equals the service cost. If no accruals had taken place in the past, there would be 
a shortfall of many years' accruals, accumulated interest and forfeitures for terminated or deceased employees. This 
shortfall is called the Total OPEB Liability (TOL). We calculated the TOL as the APVPBP minus the present value 
of future service costs. To the extent that benefits are funded through a GASB 74 qualifying trust, the trust’s 
Fiduciary Net Position (FNP) is subtracted to get the NOL. The FNP is the value of assets adjusted for any 
applicable payables and receivables. 
 
Total OPEB Liability (TOL) and Net OPEB Liability (NOL) as of June 30, 2017 
  Total Certificated Management 
Active: Pre-65 $85,567 $85,567 $0 
Active: Post-65 $98,370 $98,370 $0 
Subtotal $183,937 $183,937 $0 
    
Retiree: Pre-65 $136,428 $57,851 $78,577 
Retiree: Post-65 $519,584 $284,840 $234,744 
Subtotal $656,012 $342,691 $313,321 
    
Subtotal: Pre-65 $221,995 $143,418 $78,577 
Subtotal: Post-65 $617,954 $383,210 $234,744 
    
Total OPEB Liability (TOL) $839,950 $526,629 $313,321 
Fiduciary Net Position as of 
June 30, 2017 $270,611 
Net OPEB Liability (NOL) $569,339 
 


 Because Jefferson SD concluded that it would be too expensive and time-consuming to rerun prior 
valuations under GASB 75, we invoked Paragraph 244 of GASB 75 for the transition. Consequently, in order to 
determine the beginning NOL, we used a “roll-back” technique. The following table shows the results of the roll-
back. Jefferson SD should restate its June 30, 2016 NOL accordingly. 
 
Changes in Net OPEB Liability as of June 30, 2017 
  TOL FNP NOL 
Roll back balance at June 30, 2016 $962,996 $253,276 $709,720 
Service Cost $2,458 $0 $2,458 
Interest on TOL $31,008 $0 $31,008 
Employer Contributions $0 $171,908 ($171,908) 
Employee Contributions $0 $0 $0 
Actual Investment Income $0 $1,939 ($1,939) 
Administrative Expense $0 $0 $0 
Benefit Payments ($156,512) ($156,512) $0 
Other $0 $0 $0 
Net Change during 2016-17 ($123,046) $17,335 ($140,381) 


Balance at June 30, 2017 * $839,950 $270,611 $569,339 
* May include a slight rounding error. 
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 3.  OPEB Expense 
 
 Under GASB 74 and 75, OPEB expense includes service cost, interest cost, change in TOL due to plan 
changes; all adjusted for deferred inflows and outflows. Jefferson SD determined that it was not reasonable to rerun 
prior valuations under GASB 75. Therefore, we used the transition approach provided in GASB 75, Paragraph 244. 
That means that there are no deferred inflows/outflows in the first year (with the possible exception of contributions 
after the measurement date).The OPEB expense shown below is considered to be preliminary because there can be 
employer specific deferred items (e.g., contributions made after the measurement date, and active employee 
contributions toward the OPEB plan). 
 
 OPEB Expense Fiscal Year Ending June 30, 2017 
  Total 
Service Cost $2,458 
Interest on Total OPEB Liability (TOL) $31,008 
Employee Contributions $0 
Recognized Actuarial Gains/Losses $0 
Recognized Assumption Changes $0 
Actual Investment Income ($1,939) 
Recognized Investment Gains/Losses $0 
Contributions After Measurement Date* $0 
Liability Change Due to Benefit Changes $0 
Administrative Expense $0 


OPEB Expense** $31,527 
* Should be added by Jefferson SD if reporting date is after the measurement date. 
** May include a slight rounding error. 
 
 The above OPEB expense does not include an estimated $171,908 in employer contributions. 
 
 4.  Deferred Inflows and Outflows 
 
 Certain types of TOL changes are subject to deferral, as are investment gains/losses. To qualify for deferral, 
gains and losses must be based on GASB 74/75 compliant valuations. Since the District’s prior valuation was 
performed in accordance with GASB 43/45, it is not possible to calculate compliant gains and losses. (Please see 
Appendix E, Paragraph 244 for more information.) Therefore, valuation-based deferred items will not begin until the 
next valuation. However, there could be employer-specific deferred items that need to be reflected, as mentioned 
earlier.
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 PART IV: "PAY AS YOU GO" FUNDING OF RETIREE BENEFITS 
 
 We used the actuarial assumptions shown in Appendix C to project the District’s ten year retiree benefit 
outlay, including any implicit rate subsidy. Because these cost estimates reflect average assumptions applied to a 
relatively small number of employees, estimates for individual years are certain to be inaccurate. However, these 
estimates show the size of cash outflow. 
 
 The following table shows a projection of annual amounts needed to pay the District’s share of retiree 
health costs, including any implicit rate subsidy. 
 
 
Year Beginning 


July 1 Total Certificated Management 
2017 $93,840 $58,248 $35,592 
2018 $95,835 $59,491 $36,344 
2019 $98,792 $61,699 $37,093 
2020 $102,382 $64,548 $37,834 
2021 $102,014 $63,455 $38,559 
2022 $83,787 $44,522 $39,265 
2023 $78,004 $47,404 $30,600 
2024 $67,793 $49,404 $18,389 
2025 $47,656 $28,953 $18,703 
2026 $48,548 $29,571 $18,977 
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PART V:  RECOMMENDATIONS FOR FUTURE VALUATIONS 


 


 To effectively manage benefit costs, an employer must periodically examine the existing liability for retiree 
benefits as well as future annual expected premium costs. GASB 74/75 require biennial valuations. In addition, a 
valuation should be conducted whenever plan changes, changes in actuarial assumptions or other employer actions 
are likely to cause a material change in accrual costs and/or liabilities. 
 
 Following are examples of actions that could trigger a new valuation. 
 
   An employer should perform a valuation whenever the employer considers or puts in place 


an early retirement incentive program. 
 
   An employer should perform a valuation whenever the employer adopts a retiree benefit 


plan for some or all employees. 
 
   An employer should perform a valuation whenever the employer considers or implements 


changes to retiree benefit provisions or eligibility requirements. 
 
   An employer should perform a valuation whenever the employer introduces or changes 


retiree contributions. 
 
   An employer should perform a valuation whenever the employer forms a qualifying trust or 


changes its investment policy. 
 
   An employer should perform a valuation whenever the employer adds or terminates a group 


of participants that constitutes a significant part of the covered group. 
 
 We recommend Jefferson SD take the following actions to ease future valuations. 
 
  We have used our training, experience and information available to us to establish the 


actuarial assumptions used in this valuation. We have no information to indicate that any of 
the assumptions do not reasonably reflect future plan experience. However, the District 
should review the actuarial assumptions in Appendix C carefully. If the District has any 
reason to believe that any of these assumptions do not reasonably represent the expected 
future experience of the retiree health plan, the District should engage in discussions or 
perform analyses to determine the best estimate of the assumption in question. 


  
  







Total Compensation Systems, Inc. 
 


 


 
 13 


PART VI:  APPENDICES 


APPENDIX A:  MATERIALS USED FOR THIS STUDY 


 
 We relied on the following materials to complete this study. 
 
      We used paper reports and digital files containing employee demographic data from the 


District personnel records. 


      We used relevant sections of collective bargaining agreements provided by the District. 
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APPENDIX B:  EFFECT OF ASSUMPTIONS USED IN CALCULATIONS 


 
 While we believe the estimates in this study are reasonable overall, it was necessary for us to use 
assumptions which inevitably introduce errors.  We believe that the errors caused by our assumptions will not 
materially affect study results. If the District wants more refined estimates for decision-making, we recommend 
additional investigation. 
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APPENDIX C:  ACTUARIAL ASSUMPTIONS AND METHODS 


 
 Following is a summary of actuarial assumptions and methods used in this study. The District should 
carefully review these assumptions and methods to make sure they reflect the District's assessment of its underlying 
experience. It is important for Jefferson SD to understand that the appropriateness of all selected actuarial 
assumptions and methods are Jefferson SD’s responsibility. Unless otherwise disclosed in this report, TCS believes 
that all methods and assumptions are within a reasonable range based on the provisions of GASB 74 and 75, 
applicable actuarial standards of practice, Jefferson SD’s actual historical experience, and TCS’s judgment based on 
experience and training. 
 
ACTUARIAL METHODS AND ASSUMPTIONS: 


 
 ACTUARIAL COST METHOD: GASB 74/75 require use of the entry age actuarial cost method.  
 


Entry age is based on the age at hire for eligible employees. The attribution period is 
determined as the difference between the expected retirement age and the age at hire. The 
APVPBP and present value of future service costs are determined on an employee by 
employee basis and then aggregated. 


 


To the extent that different benefit formulas apply to different employees of the same class, 
the service cost is based on the benefit plan applicable to the most recently hired employees 
(including future hires if a new benefit formula has been agreed to and communicated to 
employees). This greatly simplifies administration and accounting; as well as resulting in 
the correct service cost for new hires. 


 


 SUBSTANTIVE PLAN: As required under GASB 74 and 75, we based the valuation on the substantive 
plan. The formulation of the substantive plan was based on a review of written plan 
documents as well as historical information provided by Jefferson SD regarding practices 
with respect to employer and employee contributions and other relevant factors. 
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ECONOMIC ASSUMPTIONS: 


Economic assumptions are set under the guidance of Actuarial Standard of Practice 27 (ASOP 27). Among other 
things, ASOP 27 provides that economic assumptions should reflect a consistent underlying rate of general inflation. 
For that reason, we show our assumed long-term inflation rate below. 
 
 INFLATION: We assumed 2.75% per year used for pension purposes. Actuarial standards require using 


the same rate for OPEB that is used for pension. 
 
 INVESTMENT RETURN / DISCOUNT RATE:  We assumed 3.5% per year net of expenses. This is based on 


assumed long-term return on plan assets assuming 100% funding through Jefferson School 
District (San Joaquin). We used the “Building Block Method”. (See Appendix E, Paragraph 
53 for more information).  


 
 TREND: We assumed 4% per year. Our long-term trend assumption is based on the conclusion that, 


while medical trend will continue to be cyclical, the average increase over time cannot 
continue to outstrip general inflation by a wide margin. Trend increases in excess of 
general inflation result in dramatic increases in unemployment, the number of uninsured 
and the number of underinsured. These effects are nearing a tipping point which will 
inevitably result in fundamental changes in health care finance and/or delivery which will 
bring increases in health care costs more closely in line with general inflation. We do not 
believe it is reasonable to project historical trend vs. inflation differences several decades 
into the future. 


 
 PAYROLL INCREASE: We assumed 2.75% per year. Since benefits do not depend on salary (as they do for 


pensions), using an aggregate payroll assumption for the purpose of calculating the service 
cost results in a negligible error. 


 
 FIDUCIARY NET POSITION (FNP):  The following table shows the beginning and ending FNP numbers 


that were provided by Jefferson SD. 
 


Fiduciary Net Position as of June 30, 2017 
  06/30/2016  06/30/2017 
Cash and Equivalents $0  $0 
Contributions Receivable $0  $0 
Total Investments $253,275  $270,611 
Capital Assets  $0  $0 
Total Assets $253,275  $270,611 
    
Benefits Payable $0  $0 
 Fiduciary Net Position $253,275  $270,611 
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NON-ECONOMIC ASSUMPTIONS: 


Economic assumptions are set under the guidance of Actuarial Standard of Practice 35 (ASOP 35). See Appendix E, 
Paragraph 52 for more information. 
 
MORTALITY 


Employee Type Mortality Tables 
Certificated 2014 CalSTRS Retiree Mortality for Miscellaneous Employees 
Classified 2014 CalPERS Retiree Mortality for Miscellaneous Employees 


 
RETIREMENT RATES 


Employee Type Retirement Rate Tables 
Certificated 2009 CalSTRS Retirement Rates 


 
SERVICE REQUIREMENT 


Employee Type Service Requirement Tables 
Certificated 100% at 25 Years of Service 


 
COSTS FOR RETIREE COVERAGE 
Retiree liabilities are based on actual retiree premium plus an implicit rate subsidy of 12.6% of non-Medicare medical 
premium. Liabilities for active participants are based on the first year costs shown below, which include the implicit rate 
subsidy. Subsequent years’ costs are based on first year costs adjusted for trend and limited by any District contribution 
caps. 


Employee Type Future Retirees Pre-65 Future Retirees Post-65 
Certificated Implied Rate Subsidy: $2,304 


Nominal Benefit: $10,000 
$10,000 


 
PARTICIPATION RATES 


Employee Type <65 Non-Medicare Participation % 65+ Medicare Participation % 
Certificated 100% 100% 


 
TURNOVER 


Employee Type Turnover Rate Tables 
Certificated 2009 CalSTRS Termination Rates 


 
SPOUSE PREVALENCE 


To the extent not provided and when needed to calculate benefit liabilities, 80% of retirees assumed to be married at 
retirement. After retirement, the percentage married is adjusted to reflect mortality. 
 
SPOUSE AGES 


To the extent spouse dates of birth are not provided and when needed to calculate benefit liabilities, female spouse 
assumed to be three years younger than male. 
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APPENDIX D:  DISTRIBUTION OF ELIGIBLE PARTICIPANTS BY AGE 


  
ELIGIBLE ACTIVE EMPLOYEES 


Age Total Certificated Management 
Under 25 0 0 0 


25-29 0 0 0 
30-34 0 0 0 
35-39 0 0 0 
40-44 0 0 0 
45-49 0 0 0 
50-54 1 1 0 
55-59 1 1 0 
60-64 0 0 0 


65 and older 0 0 0 
Total 2 2 0 


 
ELIGIBLE RETIREES 


Age Total Certificated Management 
Under 50 0 0 0 


50-54 0 0 0 
55-59 1 0 1 
60-64 2 2 0 
65-69 6 4 2 
70-74 0 0 0 
75-79 0 0 0 
80-84 0 0 0 
85-89 0 0 0 


90 and older 0 0 0 
Total 9 6 3 
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APPENDIX E:  GASB 74/75 ACCOUNTING ENTRIES AND DISCLOSURES 


 
 This report does not necessarily include the entire accounting values. As mentioned earlier, there are certain 
deferred items that are employer-specific. The District should consult with its auditor if there are any questions 
about what, if any, adjustments may be appropriate. 
 
 GASB 74/75 include a large number of items that should be included in the Note Disclosures and Required 
Supplementary Information (RSI) Schedules. Many of these items are outside the scope of the actuarial valuation. 
However, following is information to assist the District in complying with GASB 74/75 disclosure requirements: 
 
Paragraph 50:  Information about the OPEB Plan 


 


Most of the information about the OPEB plan should be supplied by Jefferson SD. 
Following is information to help fulfill Paragraph 50 reporting requirements. 


 
50.c: Following is a table of plan participants 
  Number of Participants 
Inactive Employees Receiving Benefits 9 
Inactive Employees Entitled to But Not Receiving Benefits* 0 
Participating Active Employees 2 


Total Number of participants 11 
*We were not provided with information about any terminated, vested employees 


 
Paragraph 51:  Significant Assumptions and Other Inputs 
 


shown in Appendix C. 
 
Paragraph 52:  Information Related to Assumptions and Other Inputs 


 
The following information is intended to assist Jefferson SD in complying with the 
requirements of Paragraph 52. 
 
52.b: Mortality Assumptions Following are the tables the mortality assumptions are based 
upon. Inasmuch as these tables are based on appropriate populations, and that these tables 
are used for pension purposes, we believe these tables to be the most appropriate for the 
valuation. 
 


Mortality Table 2009 CalSTRS Mortality 
Disclosure The mortality assumptions are based on the 2009 CalSTRS 


Mortality table created by CalSTRS. CalSTRS periodically 
studies mortality for participating agencies and establishes 
mortality tables that are modified versions of commonly used 
tables. This table incorporates mortality projection as deemed 
appropriate based on CalPERS analysis.  
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Mortality Table 2014 CalPERS Retiree Mortality for Miscellaneous Employees 
Disclosure The mortality assumptions are based on the 2014 CalPERS 


Retiree Mortality for Miscellaneous Employees table created by 
CalPERS. CalPERS periodically studies mortality for 
participating agencies and establishes mortality tables that are 
modified versions of commonly used tables. This table 
incorporates mortality projection as deemed appropriate based on 
CalPERS analysis.  


 
52.c: Experience Studies Following are the tables the retirement and turnover assumptions 
are based upon. Inasmuch as these tables are based on appropriate populations, and that 
these tables are used for pension purposes, we believe these tables to be the most 
appropriate for the valuation. 
 
 Retirement Tables 
 


Retirement Table 2009 CalSTRS Retirement Rates 
Disclosure The retirement assumptions are based on the 2009 CalSTRS 


Retirement Rates table created by CalSTRS. CalSTRS 
periodically studies the experience for participating agencies and 
establishes tables that are appropriate for each pool. 


 
 Turnover Tables 
 


Turnover Table 2009 CalSTRS Termination Rates 
Disclosure The turnover assumptions are based on the 2009 CalSTRS 


Termination Rates table created by CalSTRS. CalSTRS 
periodically studies the experience for participating agencies and 
establishes tables that are appropriate for each pool. 


 
For other assumptions, we use actual plan provisions and plan data. 
 
52.d: The alternative measurement method was not used in this valuation. 
 
52.e: NOL Using alternative trend assumptions The following table shows the Net OPEB 


Liability with a healthcare cost trend rate 1% higher and 1% lower than assumed in 
the valuation. 


 
 Trend 1% Lower  Valuation Trend Trend 1% Higher 
Net OPEB Liability $555,641 $569,339 $582,574 
 


Paragraph 53:  Discount Rate 
 
The following information is intended to assist Jefferson SD to comply with Paragraph 53 
requirements. 
 
53.a: A discount rate of 3.5% was used in the valuation. 
 
53.b: We assumed that contributions would be sufficient to fully fund the obligation over a 
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period not to exceed 30 years. 
 
53.c: We used historic 20 year real rates of return for each asset class along with our 
assumed long-term inflation assumption to set the discount rate. We offset the expected 
investment return by investment expenses of 25 basis points. 
  
53.d and 53.e.: Not applicable. 
 
53.f: Following is the assumed asset allocation and assumed rate of return for each. 


 


Asset Class 


Percentage of 


Portfolio 


Assumed 


Gross Return 


Short term Fixed Income 100% 3.5% 
 
 We looked at rolling periods of time for all asset classes in combination to appropriately 
reflect correlation between asset classes. That means that the average returns for any asset 
class don’t necessarily reflect the averages over time individually, but reflect the return for 
the asset class for the portfolio average. We used geometric means. 
 
53.g: The following table shows the Net OPEB liability with a discount rate 1% higher and 
1% lower than assumed in the valuation. 
 
 Discount Rate 


1% Lower  
Valuation 


Discount Rate 
Discount Rate 


1% Higher 
Net OPEB Liability $608,973 $569,339 $532,679 
 


Paragraph 55:  Changes in the Net OPEB Liability 
 
Please see reconciliation on page 9. Please see the notes for Paragraph 244 below for more 
information. 
 


Paragraph 56:  Additional Net OPEB Liability Information 
 
The following information is intended to assist Jefferson SD to comply with Paragraph 56 
requirements. 
 
56.a: The valuation date is June 30, 2017. 


The measurement date is June 30, 2017. 
56 b; 56 c; 56.d; 56.e; 56.f: Not applicable 
56.g: To be determined by the employer 
56.h.(1) through (4): Not applicable 
56.h.(5): To be determined by the employer 
56.i: Not applicable 


 
Paragraph 57:  Required Supplementary Information 


 
57.a: Please see reconciliation on page 9. Please see the notes for Paragraph 244 below for 


more information. 
57.b: These items are provided on page 9 for the current valuation, except for covered 


payroll, which should be determined based on appropriate methods. 
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57.c: We have not been asked to calculate an actuarially determined contribution amount. 
We assume the District contributes on an ad hoc basis, but in an amount sufficient to 
fully fund the obligation over a period not to exceed 20 years. 


57.d: We are not aware that there are any statutorily or contractually established 
contribution requirements. 


 
Paragraph 58:  Actuarially Determined Contributions 


 
We have not been asked to calculate an actuarially determined contribution amount. We 
assume the District contributes on an ad hoc basis, but in an amount sufficient to fully fund 
the obligation over a period not to exceed 20 years. 


 
Paragraph 244: Transition Option 


 
Prior periods were not restated due to the fact that prior valuations were not rerun in 
accordance with GASB 75. It was determined that the time and expense necessary to rerun 
prior valuations and to restate prior financial statements was not justified. 
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APPENDIX F:  GLOSSARY OF RETIREE HEALTH VALUATION TERMS 


 
 
Note: The following definitions are intended to help a non-actuary understand concepts related to retiree health 


valuations.  Therefore, the definitions may not be actuarially accurate. 
 
Actuarial Cost Method:  A mathematical model for allocating OPEB costs by year of service. The only 


actuarial cost method allowed under GASB 74/75 is the entry age actuarial cost 
method. 


 
Actuarial Present Value of 
Projected Benefit Payments: The projected amount of all OPEB benefits to be paid to current and future retirees 


discounted back to the valuation or measurement date. 
 
Deferred Inflows/Outflows 
of Resources:   A portion of certain items that can be deferred to future periods or that weren’t 


reflected in the valuation. The former includes investment gains/losses, actuarial 
gains/losses, and gains/losses due to changes in actuarial assumptions or methods. 
The latter includes contributions made to a trust subsequent to the measurement 
date but before the statement date. 


 
Discount Rate:   Assumed investment return net of all investment expenses.  Generally, a higher 


assumed interest rate leads to lower service costs and total OPEB liability. 
 
Fiduciary Net Position:  Net assets (liability) of a qualifying OPEB “plan” (i.e. qualifying irrevocable trust 


or equivalent arrangement). 
 
Implicit Rate Subsidy:  The estimated amount by which retiree rates are understated in situations where, 


for rating purposes, retirees are combined with active employees and the employer 
is expected, in the long run, to pay the underlying cost of retiree benefits. 


 
Measurement Date:  The date at which assets and liabilities are determined in order to estimate TOL 


and NOL. 
 
Mortality Rate:   Assumed proportion of people who die each year.  Mortality rates always vary by 


age and often by sex.  A mortality table should always be selected that is based on 
a similar “population” to the one being studied. 


 
Net OPEB Liability (NOL): The Total OPEB Liability minus the Fiduciary Net Position. 
 
OPEB Benefits:   Other Post Employment Benefits. Generally medical, dental, prescription drug, 


life, long-term care or other postemployment benefits that are not pension benefits. 
 
OPEB Expense:   This is the amount employers must recognize as an expense each year. The annual 


OPEB expense is equal to the Service Cost plus interest on the Total OPEB 
Liability TOL) plus change in TOL due to plan changes minus projected 
investment income; all adjusted to reflect deferred inflows and outflows of 
resources. 
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Participation Rate:  The proportion of retirees who elect to receive retiree benefits.  A lower 


participation rate results in lower service cost and a TOL.  The participation rate 
often is related to retiree contributions. 


 
Retirement Rate:  The proportion of active employees who retire each year.  Retirement rates are 


usually based on age and/or length of service.  (Retirement rates can be used in 
conjunction with the service requirement to reflect both age and length of service). 
 The more likely employees are to retire early, the higher service costs and 
actuarial accrued liability will be. 


 
Service Cost:   The annual dollar value of the “earned” portion of retiree health benefits if retiree 


health benefits are to be fully accrued at retirement. 
 
Service Requirement:  The proportion of retiree benefits payable under the OPEB plan, based on length of 


service and, sometimes, age. A shorter service requirement increases service costs 
and TOL. 


 
Total OPEB Liability (TOL): The amount of the actuarial present value of projected benefit payments 


attributable to employees’ past service based on the actuarial cost method used. 
 
Trend Rate:   The rate at which the employer’s share of the cost of retiree benefits is expected to 


increase over time.  The trend rate usually varies by type of benefit (e.g. medical, 
dental, vision, etc.) and may vary over time.  A higher trend rate results in higher 
service costs and TOL. 


 
Turnover Rate:   The rate at which employees cease employment due to reasons other than death, 


disability or retirement.  Turnover rates usually vary based on length of service and 
may vary by other factors.  Higher turnover rates reduce service costs and TOL. 


 
Valuation Date:   The date as of which the OPEB obligation is determined by means of an actuarial 


valuation. Under GASB 74 and 75, the valuation date does not have to coincide 
with the statement date, but can’t be more than 30 months prior. 


 
 





		7.7  Actuarial Study of Retiree Health Liabilities under GASB 7475 memo

		JeffersonSDGASB75Final2017Report
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TO:  Board of Trustees         Item 8.1  


FROM: Celli Coeville  


DATE:  December 6, 2017 


RE:  Policy Revision BP 0410 Nondiscrimination in District Programs and Activities  


 


The CSBA sample Board Policy 0410, Nondiscrimination in District Programs and Activities has been 
updated to reflect a new law which prohibits the use of any racially derogatory or discriminatory 
school or athletic team names, mascots or nicknames.  The revised policy also adds language 
regarding the use of uniform complaint procedures to investigate and resolve any allegation of 
unlawful discrimination, expands the means by which notice of the district’s nondiscrimination policy 
will be distributed. The revision also reflects the district’s requirement to post specified information 
regarding Title IX on our website and adds the district’s responsibility to make our website accessible 
to individuals with disabilities.  


I have attached the CSBA sample policy followed by the Jefferson School District policy. 


Recommendation: Adopt Board Policy as presented 
 
 
 







CSBA Sample 


Board Policy 


Nondiscrimination In District Programs And Activities 
 


BP 0410  


Philosophy, Goals, Objectives and Comprehensive Plans 
 


***Note: Government Code 11138 mandates districts to adopt rules and regulations to ensure 


that district programs and activities are free from unlawful discrimination.  In accordance with 


various provisions of state and federal law, discrimination in education programs and activities is 


unlawful when it is based on certain actual or perceived characteristics of an individual. 


Education Code 220 prohibits discrimination based on race or ethnicity, nationality, sex, sexual 


orientation, gender, gender identity, gender expression, religion, or any other characteristic 


contained in the definition of hate crimes in Penal Code 422.55. Government Code 11135 


prohibits discrimination based on all the foregoing characteristics and on age, disability, and an 


individual's genetic information. Title VI of the Civil Rights Act of 1964 (42 USC 


2000d-2000d-7) prohibits discrimination on the basis of race, color, and national origin. Title IX 


(20 USC 1681-1688) prohibits discrimination on the basis of sex. The Americans with 


Disabilities Act (ADA) (42 USC 12101-12213) and Section 504 of the Rehabilitation Act of 


1973 (29 USC 794) prohibit discrimination on the basis of disability.  For policy language 


protecting students against discrimination and harassment, see BP/AR 5145.3 - 


Nondiscrimination/Harassment and BP/AR 5145.7 - Sexual Harassment.*** 


 


***Note: Education Code 260 and 5 CCR 4900-4965 require the Governing Board to monitor 


district compliance with these state and federal laws. The federal laws are enforced by the Office 


for Civil Rights of the U.S. Department of Education, and the California Department of 


Education may investigate complaints regarding discrimination pursuant to 5 CCR 


4600-4687.*** 


 


***Note: Similarly, Government Code 12940 provides protections for employees, job applicants, 


unpaid interns, and volunteers against unlawful discrimination and harassment.  For policy 


language addressing these protections as they relate to volunteers, see BP 1240 - Volunteer 


Assistance, and in relation to employees, unpaid interns, and job applicants, see BP 4030 - 


Nondiscrimination in Employment.*** 


 


The Governing Board is committed to providing equal opportunity for all individuals in 


education. District programs, activities, and practices shall be free from unlawful discrimination, 


including discrimination against an individual or group based on race, color, ancestry, 


nationality, national origin, ethnic group identification, age, religion, marital, pregnancy, or 


parental status, physical or mental disability, sex, sexual orientation, gender, gender identity or 


expression, or genetic information; a perception of one or more of such characteristics; or 


association with a person or group with one or more of these actual or perceived characteristics. 


 


(cf. 1240 - Volunteer Assistance) 


(cf. 4030 - Nondiscrimination in Employment) 







(cf. 4032 - Reasonable Accommodation) 


(cf. 4033 - Lactation Accommodation) 


(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 


(cf. 4161.8/4261.8/4361.8 - Family Care and Medical Leave) 


(cf. 5131.2 - Bullying) 


(cf. 5145.3 - Nondiscrimination/Harassment) 


(cf. 5145.7 - Sexual Harassment) 


(cf. 5146 - Married/Pregnant/Parenting Students) 


(cf. 6145 - Extracurricular and Cocurricular Activities) 


(cf. 6145.2 - Athletic Competition) 


(cf. 6164.4 - Identification and Evaluation of Individuals for Special Education) 


(cf. 6164.6 - Identification and Education Under Section 504) 


(cf. 6178 - Career Technical Education) 


(cf. 6200 - Adult Education) 


 


***Note: Education Code 221.2-221.3 (the California Racial Mascot Act), as added by AB 30 


(Ch. 767, Statutes of 2015), declare the use of racially derogatory or discriminatory school or 


athletic team names, mascots, or nicknames in public schools to be contrary to an equal 


education and specifically prohibit public schools from using the term "Redskins" as a school or 


athletic team name, mascot, or nickname beginning January 1, 2017. The following paragraph 


expands this prohibition to include any racially derogatory or discriminatory athletic team name, 


mascot, or nickname and may be revised to reflect district practice.*** 


 


District programs and activities shall also be free of any racially derogatory or discriminatory 


school or athletic team names, mascots, or nicknames. 


 


***Note: Pursuant to Education Code 221.5, a district is required to permit a student to 


participate in sex-segregated school programs and activities, including athletic teams and 


competitions, and to use facilities consistent with the student's gender identity, regardless of 


his/her gender as listed on his/her educational records. See BP/AR 5145.3 - 


Nondiscrimination/Harassment. For further information, see CSBA's policy brief Providing a 


Safe, Nondiscriminatory School Environment for Transgender and Gender-Nonconforming 


Students and its Updated Legal Guidance: Protecting Transgender and Gender Nonconforming 


Students Against Sex Discrimination.*** 


 


Annually, the Superintendent or designee shall review district programs and activities to ensure 


the removal of any derogatory or discriminatory name, image, practice, or other barrier that may 


unlawfully prevent an individual or group in any of the protected categories stated above from 


accessing district programs and activities. He/she shall take prompt, reasonable actions to 


remove any identified barrier. The Superintendent or designee shall report his/her findings and 


recommendations to the Board after each review. 


 


(cf. 1330 - Use of Facilities) 


 


All allegations of unlawful discrimination in district programs and activities shall be investigated 


and resolved in accordance with the procedures specified in AR 1312.3 - Uniform Complaint 







Procedures. 


 


(cf. 1312.3 - Uniform Complaint Procedures) 


 


***Note:  Many nondiscrimination laws and regulations contain a notification requirement. For 


example, pursuant to 34 CFR 104.8 and 106.9, a district that receives federal aid is required to 


take "continuing steps" to notify students, parents/guardians, employees, employee 


organizations, and applicants for admission and employment that it does not discriminate on the 


bases of disability and sex in its educational programs or activities. In addition, Education Code 


221.61, as added by SB 1375 (Ch. 655, Statutes of 2016), requires that, on or before July 1, 


2017, districts must post specified information relating to Title IX on their web sites. To ensure 


consistent implementation of the laws, the same notification requirement should be adopted for 


all the protected categories as provided in the following paragraph.*** 


 


Pursuant to 34 CFR 104.8 and 34 CFR 106.9, the Superintendent or designee shall notify 


students, parents/guardians, employees, employee organizations, applicants for admission and 


employment, and sources of referral for applicants about the district's policy on 


nondiscrimination and related complaint procedures. Such notification shall be included in each 


announcement, bulletin, catalog, handbook, application form, or other materials distributed to 


these groups and, as applicable, to the public. As appropriate, such notification shall be posted in 


district schools and offices, including staff lounges, student government meeting rooms, and 


other prominent locations and shall be posted on the district's web site and, when available, 


district-supported social media. 


 


(cf. 1113 - District and School Web Sites) 


(cf. 1114 - District-Sponsored Social Media) 


(cf. 4112.9/4212.9/4312.9 - Employee Notifications) 


(cf. 5145.6 - Parental Notifications) 


 


***Note:  Pursuant to Education Code 48985, when 15 percent or more of students enrolled in a 


school speak a single primary language other than English, all notices and reports sent to the 


parents/guardians of these students must also be written in the primary language and may be 


answered by the parent/guardian in English or the primary language. In addition, 20 USC 6311 


and 6312 require that districts receiving Title I funds provide parent/guardian notices in an 


understandable and uniform format and, to the extent practicable, in a language that 


parents/guardians understand.*** 


 


The district's nondiscrimination policy and related informational materials shall be published in a 


format that parents/guardians can understand. In addition, when 15 percent or more of a school's 


students speak a single primary language other than English, those materials shall be translated 


into that other language. 


 


Access for Individuals with Disabilities 


 


***Note:  Pursuant to the ADA and its implementing regulations, 28 CFR 35.150 and 35.151, 


district facilities must be accessible to and usable by individuals with disabilities. Compliance 







methods may include equipment redesign, reassignment of services to accessible buildings, 


assignment of aides to beneficiaries, home visits, delivery of services at alternate accessible sites, 


and alteration of existing facilities and construction of new facilities. In achieving compliance, a 


district need not make structural changes to existing facilities if other methods are effective and 


the district can demonstrate that the structural change would result in a fundamental alteration in 


the nature of the activity or an undue financial or administrative burden. However, pursuant to 28 


CFR 35.151, all newly constructed facilities must comply with the 2010 ADA Standards for 


Accessible Designs issued by the U.S. Department of Justice.*** 


 


***Note: In addition, pursuant to 28 CFR 35.136, a district must permit an individual with a 


disability to be accompanied by a service animal on district premises when, without the animal's 


assistance, the individual with a disability will not be able to access or participate in a district 


program or activity. For language addressing this mandate, see AR 6163.2 - Animals at School. 


Districts with questions about compliance with the ADA should consult with legal counsel as 


appropriate.*** 


 


District programs and facilities, viewed in their entirety, shall be in compliance with the 


Americans with Disabilities Act (ADA) and any implementing standards and/or regulations. 


When structural changes to existing district facilities are needed to provide individuals with 


disabilities access to programs, services, activities, or facilities, the Superintendent or designee 


shall develop a transition plan that sets forth the steps for completing the changes. 


 


(cf. 6163.2 - Animals at School) 


(cf. 7110 - Facilities Master Plan) 


(cf. 7111 - Evaluating Existing Buildings) 


 


***Note: Pursuant to 28 CFR 35.130 and 35.160, the ADA requires districts to provide services 


and aids to ensure that a disabled individual is not excluded from participation or denied a 


benefit, service, or program on the basis of a disability. However, if the district can show that 


providing such aids and services would fundamentally alter the nature of the function, program, 


or meeting or would be an undue burden, then the district need not provide them.*** 


 


***Note: In addition, Government Code 54953.2 requires that all Board meetings meet the 


protections of the ADA and implementing regulations (28 CFR 35.160 and 36.303). In effect, the 


district must ensure that such meetings are accessible to persons with disabilities and that, upon 


the request of any person with a disability, disability-related accommodations, such as auxiliary 


aids and services, are made available.*** 


 


***Note: A U.S. Department of Justice technical assistance publication, Accessibility of State 


and Local Government Websites to People with Disabilities, affirms that the ADA applies to 


district-sponsored web sites. Examples of technical standards for web site accessibility are 


available from the World Wide Web Consortium, California Department of Education's 


standards for state web sites, and other sources; see BP 1113 - District and School Web Sites.*** 


 


The Superintendent or designee shall ensure that the district provides appropriate auxiliary aids 


and services when necessary to afford individuals with disabilities equal opportunity to 







participate in or enjoy the benefits of a service, program, or activity. These aids and services may 


include, but are not limited to, qualified interpreters or readers, assistive listening devices, 


assistive technologies or other modifications to increase accessibility to district and school web 


sites, note takers, written materials, taped text, and Braille or large print materials. Individuals 


with disabilities shall notify the Superintendent or principal if they have a disability that requires 


special assistance or services. Reasonable notification should be given prior to a 


school-sponsored function, program, or meeting. 


 


(cf. 6020 - Parent Involvement) 


(cf. 9320 - Meetings and Notices) 


(cf. 9322 - Agenda/Meeting Materials) 


 


***Note: Pursuant to 28 CFR 35.107, a district that has 50 or more employees is required to 


designate at least one employee to coordinate the district's efforts to comply with the ADA. The 


designated employee could be the same individual or position responsible for the district's 


compliance with state and federal laws and regulations governing educational programs as 


identified in the district's uniform complaint procedures. The following paragraph, which 


identifies the person or position identified in the AR 1312.3 - Uniform Complaint Procedures as 


the responsible employee, may be modified if the district chooses to designate another person or 


position.*** 


 


The individual identified in AR 1312.3 - Uniform Complaint Procedures as the employee 


responsible for coordinating the district's response to complaints and for complying with state 


and federal civil rights laws is hereby designated as the district's ADA coordinator. He/she shall 


receive and address requests for accommodation submitted by individuals with disabilities, and 


shall investigate and resolve complaints regarding their access to district programs, services, 


activities, or facilities. 


 


_____________________________________________________________  


(title or position) 


_____________________________________________________________  


(address) 


_____________________________________________________________  


(telephone number) 


_____________________________________________________________  


(email) 


 


 


 


Legal Reference: 


EDUCATION CODE 


200-262.4 Prohibition of discrimination 


48985 Notices to parents in language other than English 


51007 Legislative intent: state policy 


GOVERNMENT CODE 


11000 Definitions 







11135 Nondiscrimination in programs or activities funded by state 


11138 Rules and regulations 


12900-12996 Fair Employment and Housing Act 


54953.2 Brown Act compliance with Americans with Disabilities Act 


PENAL CODE 


422.55 Definition of hate crime 


422.6 Interference with constitutional right or privilege 


CODE OF REGULATIONS, TITLE 5 


4600-4687 Uniform complaint procedures 


4900-4965 Nondiscrimination in elementary and secondary education programs 


UNITED STATES CODE, TITLE 20 


1400-1482 Individuals with Disabilities in Education Act 


1681-1688 Discrimination based on sex or blindness, Title IX 


2301-2415 Carl D. Perkins Vocational and Applied Technology Act 


6311 State plans 


6312 Local education agency plans 


UNITED STATES CODE, TITLE 29 


794 Section 504 of the Rehabilitation Act of 1973 


UNITED STATES CODE, TITLE 42 


2000d-2000d-7 Title VI, Civil Rights Act of 1964 


2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended 


2000h-2000h-6 Title IX 


12101-12213 Americans with Disabilities Act 


CODE OF FEDERAL REGULATIONS, TITLE 28 


35.101-35.190 Americans with Disabilities Act 


36.303 Auxiliary aids and services 


CODE OF FEDERAL REGULATIONS, TITLE 34 


100.1-100.13 Nondiscrimination in federal programs, effectuating Title VI 


104.1-104.39 Section 504 of the Rehabilitation Act of 1973 


106.1-106.61 Discrimination on the basis of sex, effectuating Title IX, especially: 


106.9 Dissemination of policy 


 


Management Resources: 


CSBA PUBLICATIONS 


Updated Legal Guidance: Protecting Transgender and Gender Nonconforming Students Against 


Sex Discrimination, July 2016 


Providing a Safe, Nondiscriminatory School Environment for Transgender and 


Gender-Nonconforming Students, Policy Brief, February 2014 


Safe Schools:  Strategies for Governing Boards to Ensure Student Success, 2011 


CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING PUBLICATIONS 


California Law Prohibits Workplace Discrimination and Harassment 


U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS 


Examples of Policies and Emerging Practices for Supporting Transgender Students, May 2016 


Dear Colleague Letter:  Title IX Coordinators, April 2015 


Dear Colleague Letter:  Harassment and Bullying, October 2010 


Dear Colleague Letter: Electronic Book Readers, June 29, 2010 







Notice of Non-Discrimination, January 1999 


Protecting Students from Harassment and Hate Crime, January 1999 


Nondiscrimination in Employment Practices in Education, August 1991 


U.S. DEPARTMENT OF JUSTICE PUBLICATIONS 


2010 ADA Standards for Accessible Design, September 2010 


Accessibility of State and Local Government Websites to People with Disabilities, June 2003 


WORLD WIDE WEB CONSORTIUM PUBLICATIONS 


Web Content Accessibility Guidelines, December 2008 


WEB SITES 


CSBA: http://www.csba.org 


California Department of Education:  http://www.cde.ca.gov 


California Department of Fair Employment and Housing: http://www.dfeh.ca.gov 


Safe Schools Coalition:  http://www.casafeschools.org 


Pacific ADA Center: http://www.adapacific.org 


U.S. Department of Education, Office for Civil Rights:  http://www.ed.gov/about/offices/list/ocr 


U.S. Department of Justice, Civil Rights Division, Americans with Disabilities Act: 


http://www.ada.gov 


U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov 


World Wide Web Consortium, Web Accessibility Initiative: http://www.w3.org/wai 


 


(3/12 2/14)  10/16 


 


 


 


 


 


 


 


 
 


 


 


 


 


 


 


 


 


 


 







Philosophy-Goals-Objectives and Comprehensive Plans  


BP 0410(a) 


NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES 


The Board of Trustees is committed to equal opportunity for all individuals in education.  


District programs and activities shall be free from discrimination based on gender, race, color, 


religion, ancestry, national origin, ethnic group, marital or parental status, physical or mental 


disability, sexual orientation or the perception of one or more of such characteristics.  The Board 


shall promote programs which ensure that discriminatory practices are eliminated in all district 


activities. 


(cf. 4030 - Nondiscrimination in Employment) 


(cf. 4032 - Reasonable Accommodation) 


(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 


(cf. 5145.3 - Nondiscrimination/Harassment) 


(cf. 5145.7 - Sexual Harassment) 


(cf. 5146 - Married/Pregnant/Parenting Students) 


(cf. 6145.2 - Athletic Competition) 


(cf. 6164.4 - Identification of Individuals for Special Education) 


(cf. 6164.6 - Identification and Education under Section 504) 


(cf. 6178 - Career Technical Education) 


(cf. 6200 - Adult Education) 


 


District programs and facilities, viewed in their entirety, shall be readily accessible to and usable 


by individuals with disabilities.  In addition, new construction and alterations to facilities 


existing before January 26, 1992, shall be accessible when viewed in their entirety. 


The Superintendent or designee shall ensure that the district provides auxiliary aids and services 


where necessary to afford individuals with disabilities equal opportunity to participate in or 


enjoy the benefits of a service, program or activity.  These aids and services may include, but 


are not limited to, qualified interpreters or readers, assistive listening devices, notetakers, written 


materials, taped text, and Braille or large print materials. 


(cf. 5124 - Communication with Parents/Guardians) 


Individuals with disabilities shall notify the Superintendent or principal if they have a disability 


that requires special assistance or services.  Reasonable notification should be given prior to the 


school-sponsored function, program or meeting. 


(cf. 9320 - Meetings and Notices) 


 







BP 0410(b) 


NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES  (continued) 


The Superintendent or designee shall notify students, parents/guardians, employees, employee 


organizations and applicants for admission and employment, and sources of referral for 


applicants about the district’s policy on nondiscrimination.  Such notification shall be included 


in each announcement, bulletin, catalog, application form or other recruitment materials 


distributed to these groups.  (34 CFR 104.8, 106.9) 


The Superintendent or designee shall also provide information about related complaint 


procedures. 


(cf. 1312.3 - Uniform Complaint Procedures) 


(cf. 4031 - Complaints Concerning Discrimination in Employment) 


To the extent possible, the district’s nondiscrimination policy shall be published in the 


individual’s primary language. 


(cf. 5145.6 - Parental Notifications) 


Legal Reference: 


EDUCATION CODE 


200-262.4 Prohibition of discrimination 


GOVERNMENT CODE 


11000 Definitions 


11138 Rules and regulations 


11342 Administrative regulations and rulemaking, definitions 


12900-12996 Fair Employment and Housing Act 


PENAL CODE 


422.6 Interference with constitutional right or privilege 


UNITED STATES CODE, TITLE 20 


1400-1487 Individuals with Disabilities in Education Act 


1681-1688 Discrimination based on sex or blindness, Title IX 


2301-2471 Carl D. Perkins Vocational and Applied Technology Act 


UNITED STATES CODE, TITLE 29 


794 Section 504 of the Rehabilitation Act of 1973 


UNITED STATES CODE, TITLE 42 


2000d-2000d-7 Title VI, Civil Rights Act of 1964 


2000e-2000e-17  Title VII, Civil Rights Act of 1964 as amended 


2000h-2000h-6 Title IX 


12101-12213 Americans with Disabilities Act 







BP 0410(c) 


NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES (continued) 


Legal Reference (continued): 


12101-12213 Americans with Disabilities Act 


CODE OF FEDERAL REGULATIONS, TITLE 28 


35.101-35.190 Americans with Disabilities Act 


CODE OF FEDERAL REGULATIONS, TITLE 34 


100.1-100.13 Nondiscrimination in federal programs, effectuating Title VI 


104.1-104.39 Section 504 of the Rehabilitation Act of 1973 


106.1-106.61 Discrimination on the basis of sex, effectuating Title IX, especially: 


106.9 Dissemination of policy 


Management Resources: 


OFFICE OF CIVIL RIGHTS 


Notice of Non-Discrimination, January, 1999 


OFFICE OF CIVIL RIGHTS AND NATIONAL ASSOCIATION OF ATTORNEYS 


GENERAL 


Protecting Students from Harassment and Hate Crime, January, 1999 
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JEFFERSON SCHOOL DISTRICT 
Regular Meeting of the Board of Trustees 


Tuesday, December 12, 2017 
 


 


BOARD ROOM    1219 WHISPERING WIND DRIVE                             5:30 P.M. 


AGENDA 
 
5:30 p.m. – Open Session (For Purposes of Opening Meeting ONLY) - District Board Room 
5:35 p.m. – Closed Session to Discuss Closed Session Items Listed Below 
6:30 p.m. – Reconvene to Open Session – District Board Room 
 
1.  OPEN SESSION  
 a. Call to Order 


 b. Roll Call to Establish Quorum 
 c. Approval of Agenda 


d. Public Hearing 


e. Closed Session - Adjourn to Closed Session for the purpose of discussing matters expressly authorized by Government Codes 


3549.1, 54956.7, 54956.8, 54956.9, 54956.95, 54957, 54957.8, Education Codes 49079 (c), 48912, 48918 (c)  
 


PUBLIC EMPLOYEE EMPLOYMENT/DISCIPLINE/DISMISSAL/RELEASE/RESIGNATION 


 Certificated # 11659, 11660, 11661, 11662 
 Classified # 11663, 11664, 11665 


 


f. ADJOURN TO CLOSED SESSION 
    


2.  RETURN TO OPEN SESSION – 6:30 P.M. 
 Welcome and Closed Session Report 
 Pledge of Allegiance 


Superintendent’s Report 
Reorganization of the Board of Trustees 


  


3.   PUBLIC HEARING – Presentations are limited to items not on the agenda.  When you are recognized, state your name and then proceed 


with your presentation.  State law prohibits the Trustees from taking action on any item not on the agenda.  No person shall speak for more 
than three minutes, and the total time allotted for discussion for one item shall not exceed twenty minutes. (Board Bylaw 9323) 


 


 


 


For items on the agenda, a person wishing to be heard by the Board shall first be recognized by the President of the Board and shall then 
proceed to comment as briefly as the subject permits.  Individual speakers shall be allowed three minutes to address the Board on each item.  


The Board shall limit the total time for public input on each item to twenty minutes. (Board Bylaw 9323) 


 


4.  APPROVAL OF CONSENT AGENDA 
4.1 Minutes – Regular Board Meeting November 14, 2017 
4.2 Warrants – November 2017 
4.3 Financials – November 2017 
4.4 Surplus 
4.5  Donation from Lawrence Livermore National Laboratory  
 


5.  EDUCATIONAL SERVICES (Board may or may not take action on any items listed below) 


5.1 Student Body Reports        • Information 
5.2 School Parent Group Reports       • Information 
5.3 Site Specific Emergency Operations Plans     • Action 
5.4 Student Enrollment        • Information 
      


6.  PERSONNEL SERVICES (Board may or may not take action on any items listed below)  
  
7.  BUSINESS AND FACILITIES (Board may or may not take action on any items listed below) 


7.1 November 2017 Budget Adjustments      • Action 


 7.2 Food Services Department Update      • Information 


7.3 2017-2018 First Interim  Report       • Action 
 7.4 Tracy Little League Contract 2018-2019      • Action 


7.5 Annual and Five-Year Report on Developer Fees and Capital Facilities Fund • Action 


7.6 Actuarial Study of Retiree Health Liabilities     • Information 
7.7 Actuarial Study of Retiree Health Liabilities under GASB 74/75   • Information 


7.8 CalPERS & CalSTRS Update       • Information 
     
       


8.  BOARD DISCUSSION AND REPORTS (Board may or may not take action on any items listed below)    


8.1 Policy Revision  BP 0410, Nondiscrimination in District Programs   • Action 


and Activities, Adopt as Presented         


8.2 Items for Next Board Meeting       • Information  
   


9.  CALENDAR OF UPCOMING EVENTS  
 December 13 & 14, 2017    Monticello School Winter Program, 5:30 PM 


 December 13 & 14, 2017   Anthony Traina School Winter Program, 6:00 P.M. 
 December 18, 2017   Jefferson School Winter Program, 5:30 P.M. 
 December 18 & 19, 2017   Tom Hawkins School Winter Program, 6:00 P.M. 


 December 20, 2017 – January 5, 2018 Winter Break, NO SCHOOL 
 January 8, 2018    School Resumes 
 January 23, 2018    Regular Board Meeting 


 
10.  ADJOURNMENT   
Note:  Any member of the public who wishes to view any non-confidential item on this agenda may contact the superintendent prior to 


the evening of the meeting. The Jefferson School District complies with the Americans with Disabilities Act. Any individual who requires  
disability-related accommodations or modifications should contact the Superintendent’s office at least 24 hours prior to the meeting. 








AGREEMENT 
 


This agreement is made this January 1, 2018 by and between the Jefferson School District (“District”) and Tracy Little 


League Inc. (“League”), with respect to the following recitals: 


 


A.  The League is a co-ed, non-profit youth organization-serving children 4 to 18 years serving the District and Tracy 


School district geographical area. (See League Articles of Incorporation, attached hereto as Exhibit A) 


 


B. Pursuant to the Civic Center Act, Education Code section 40040 et seq., the District desires to make its facilities at 


Monticello Elementary School available for supervised recreational use like those envisioned by the league; 


 


NOW, THEREFORE, in consideration of the mutual promise and agreements herein contained, District and League agree 


as follows: 


 


1)  Right of Use. League’s use shall be scheduled through the District office using the standard use of facilities 


process.  District hereby grants to League the priority use of the grass area at Hawkins, Traina and the grass area and 


baseball fields at Monticello Elementary School on weekdays between 4:30 and 8:00 p.m. and at Monticello from 9:00 a.m. 


to 8:00 p.m. on Saturdays and Sundays during the term of the contract.  The League agrees not to use the facilities on any 


date that the District determines it requires the fields.  The District will make every effort to notify the League if possible, 


of dates and times the District will require the fields during the time periods otherwise reserved for League use.  League use 


shall be scheduled through the District Office using the standard use of facilities process. 


 


A)  During the League playing seasons, League shall provide toilet facilities sufficient to serve all those 


involved with League activities.  Portable toilet facilities will be serviced a minimum twice a week; said 


facilities shall be located at direction of the Site Principal. 


 


B)  Right of use for the 13-16 year olds can be withdrawn by the District if this age group shows 


incompatibility with the size and location at Monticello, Hawkins and Traina School. 


 


C)  Right of use can also be revoked if the following guidelines are not met by the League;   


 


a) Fields will not be used by the 16-18 year old league. 


 


b) Official use by 16 and under. 


 


D)  Regular season officially starts in March and ends in mid-July for Monticello School.  Practice may start 


as early as February 1. Fall Instructional season is restricted to Monticello School and will start in August 


and end approximately in mid-November. Games will be played on Saturday and Sunday during the fall 


season. Fall League team practices shall not interfere with after school intramural practices at Monticello 


School.  


 


E) In lieu of the standard Facilities Use Agreement Fees, Jefferson School District will allow Tracy Little 


League the use of the Monticello School cafeteria, up to 40 hours annually, for a flat fee of $500 for said 


use. Fees must be paid in full no later than January 1, 2018. Tracy Little League will provide a schedule 


to the site principal or designee for approval of the dates and times requested.  During the school year the 


facilities will not be available until 6:30 p.m. and must be concluded by 8:00 pm. Tracy Little League 


acknowledges that meetings must be concluded by 8:00 p.m.  The District strictly enforces these times.  


A second offense will result in the League’s loss of ability to use the District’s on-campus facilities.  


Tracy Little League will be held liable for any property damages caused by its use of the facilities.  All 


facilities need to be left in the same manner as they are presented upon arrival.  Tracy Little League will 


be held responsible should there be a report of any missing or removed items following the use of District 


facilities.  The custodian on duty will open and close the facilities upon League’s arrival and departure on 


the approved dates and times.  No changes to the room designation will be made without the prior 


approval of the site principal or designee.  Smoking, vaping, eCigarettes, tobacco products, alcohol drugs 


and pets are strictly prohibited on any school district property.  The Tracy Little League will need to sign 


a Statement of Information Form (Addendum #1) indicating that the organization upholds the state and 


federal constitutions and does not intend to use school premises to commit unlawful acts.  As with the 


field use, the league agrees not to use the on-campus facilities on any date that the District determines it 







requires that location for school or student use.  The District will make every effort to notify the League if 


possible, of any change affecting the date and/or time otherwise approved for League use. 


 


 


2.  Term. The term of this Agreement shall be January 1, 2018 from the date of the Agreement unless terminated as 


provided below.  This agreement may be extended for an additional period of time upon written agreement of both 


parties. 


 


3.  Improvements. In consideration for use of the facilities, the League agrees to make the following improvements to 


the facility: Install portable toilets at the discretion of Site Principal, who may determine location and number of 


units. 


 


4.  Coordination of Construction.  The League shall receive approval from the Superintendent prior to any 


construction work commencing at Monticello. 


 


5.   Fees.  Security deposit of $600.00 will be required for the term of the agreement.  This deposit is to be used in the 


event the District has to provide clean up services for any of the fields covered under this agreement.  Deposit will 


be refunded at the end of agreement.  The league agrees to pay $2,500 for its portion of water used for irrigation.  


This payment is due April 30, 2018. 


 


6.  Permitted Uses.  The League agrees that it shall use the District facilities only for League activities and events 


associated with Tracy Little League. 


 


7.  Insurance.  The League agrees to maintain in full force and effect during the term of the agreement and during its 


use or occupancy of District’s facilities, at the League’s expense, public liability, property damage and contractual 


liability insurance providing coverage in the minimum of One Million Dollars.  The League agrees to name the 


District as an additional insured under each of those policies and agrees to provide District with a certificate of 


said policies.  The District should receive a separate certificate of insurance, which states that they are insured. 


 


8.  Hold Harmless.  The League agrees that for the term of the Agreement or any extension thereof, the League shall 


defend, indemnify and save harmless the district, its Officers, members of the Governing Board, agents and 


employees, each severally and separately, from and against any and all liabilities, demands, claims, damages, 


losses and expenses of any nature whatsoever, including without limitation, whether for injuries to persons or loss 


of life or damage to property occurring on, in or about District and arising out of the League’s use of such 


facilities. 


 


9.  Maintenance.  For the term of the agreement, the League agrees to maintain the Monticello, Hawkins, and Traina 


facilities in good, clean condition and repair.  In accordance with the District’s maintenance standards, the League 


further agrees to leave the facilities in the same condition as when accepted.  The League’s agreement to maintain 


the facilities includes the obligation to cut the Monticello grass, include weed abatement control and removal, in 


the areas of the fields at least every two (2) weeks and maintain the sprinkler system on and around the fields, and 


other facilities, i.e. concession stand structures and fencing installed by the League. The League agrees to weed 


and spray weed abatement along the northern and southern property lines.  Should the League not be able to 


provide this maintenance itself, the League will hire the work done by an outside contractor at the League’s 


expense (emergency contract, Salco 510-760-3877).   The League also agrees to provide a dumpster(s) for disposal 


of garbage at the Monticello site during the playing season.      


 


10. Security.  District agrees to provide the League access to the League’s use in accordance with the terms of this 


Agreement.  The League agrees that upon completion of its daily activities, the League shall secure the facilities. 


The League will assign a representative to walk around campus on a regular basis to monitor non-field activities 


during games at Monticello. 


 


11. Parking:  The District authorizes the League under California Vehicle Code 22695A to tow illegally parked 


vehicles at owner’s expense from the Monticello School Parking Lot located at 1001 Cambridge Place, Tracy, CA 


during the days and hours specified in the Right of Use section of the agreement.  The District further authorizes 


the League to post any and all necessary signs to meet with local and state regulations. 


 


12. Termination.  Either party may terminate this Agreement at any time giving at least 60 days notice. 







 


13 Compliance with Law and Board Policies.  The League shall comply with all applicable laws, regulations, 


ordinances, and Jefferson School District policies, and shall secure any and all permits and licenses, which may be 


required by any government agency having jurisdiction over the League’s activities. 


 


14. Review. The League will appear, once a year, before the District Trustees to report on the activities and future 


plans. 


 


15. Entire Agreement. This is the entire agreement. This agreement can only be modified in writing.  Both parties 


must agree to any amendment. 


 


16. Coordination of Contract.  Any problems arising out of use of fields or contract; contact League President. 


 


17. Renewal.  In September either current and newly elected Tracy Little League President or representative will meet 


with the site Principal of Monticello to review the past season.  In November the President or representative will 


meet with the Superintendent to review the agreement.  The agreement will then be submitted to the Jefferson 


School Board for approval.  


 


 


The above AGREEMENT is entered into as attested by the following signatures: 


 


 


LEAGUE REPRESENTATIVE    DISTRICT REPRESENTATIVE 


 


 


 


Signature     ____________________________________ Signature      ________________________________ 


 


 


 


Date       ____________________________________ Date              ________________________________ 


 


 


 


 


ATTEST 


 


 


 


Signature      ___________________________________ 


 


 


 


Date        ____________________________________ 


         





