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Jefferson School District  
Official Minutes of the Regular Meeting 


Of the Board of Trustees 


  September 11, 2018 
 


Present: Brian Jackman, President; Pete Carlson, Vice President; Debbie Wingo; Clerk; Jim Bridges, 


Superintendent 
 


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


Steen, Curriculum Coordinator; Angelica Thomas, Director of Special Education; Emily Stroup, Christina 


Orsi, Ken Silman, Alyssa Wooten, Principals; Celli Coeville, Administrative Assistant 


 
I. OPEN SESSION  


a. Call to Order at 5:44 PM 


b. Roll Call to Establish Quorum – Mr. Raya and Mr. Wells were absent 


c. Approval of Change to Agenda – no changes were made to the agenda 


d. Public Hearing  


MSA (Carlson/Wingo) approve the agenda  


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


Carlson, Jackman,    Raya, 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: 30 PM 


Welcome from Board President Brian Jackman 


Pledge of Allegiance  


 


Superintendent’s Report – On August 22
nd


 and 23
rd


 Dr. Bridges attended the first of a series of Multi-


Tiered System of Support (MTSS) meetings with a group of about 30 Jefferson School District staff 


members. The meetings are part of a grant that the District received last year to combine strategic 


plans for academics, attendance, behavior and social/emotional learning. On September 4
th
, Dr. 


Bridges went to U.C. Davis for the Math Diagnostic Testing Project Symposium. He attended the 


San Joaquin County Superintendents Retreat on September 10
th
 where the state budget, school 


facilities construction, and San Joaquin Delta College K-12 programs were discussed. Dr. Bridges 


recognized Nolan O’Brien from the Lawrence Livermore National Laboratory, who donated $5,000 


to the Jefferson School District.  The Lawrence Livermore National Laboratory has its own Science 


Learning Lab, and all 5
th
 grade students will be able to attend the Learning Lab for a field trip.  Dr. 


Bridges thanked Mr. Silman, Ms. Orsi, and Mrs. Wooten for all of their hard work to get the new 


Jefferson School District Sports League up and running. The league will kick off in approximately 


two weeks. 


 


 MSA (Carlson/Wingo) - Approved the resignation of employee 11763; the new hire of 


employees 11764, 11765, and 11767; the new position of employee 11766 and the extended leave of 


employee 11768.   


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


Carlson, Jackman,    Raya, Wells    


 Wingo    


   


III. PUBLIC HEARING –  No comments from the public 


 Sufficient Textbooks and Instructional Materials  
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IV. APPROVAL OF THE CONSENT AGENDA  


4.1 Minutes – Regular Board Meeting August 21, 2018 


4.2 Warrants – August 2018 


4.3 Financials – June, July, and August, 2018 


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


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


Carlson, Jackman,    Raya, Wells                       


Wingo      


  


V. EDUCATIONAL SERVICES 


5.1 Student Body Reports –  


  Jefferson – Timothy Brewer, ASB President, reported. Jefferson School has had 


several successful events so far. On July 27
th
, ASB camp was held for Associated Student Body 


representatives for the new school year. A barbeque was held for Fifth grade students on August 7
th
, 


to introduce them to the Jefferson School. Back to School Night was a success. Practices for 


volleyball and soccer are already starting. Parent/Teacher conferences will be held later this month.
 


 


  Monticello – Isabella Ballard, ASB President, shared the news from her site. This 


year the Jaguar Den is opening. Students can get tickets by doing well and making good choices. 


Students can then trade their tickets for cool prizes every other Friday at the Jaguar Den. There is a 


Monticello Mailbox this year and kids can write messages to teachers or friends in other grades and 


the messages will be delivered. There will be a “Career Day” Spirit Day on September 21
st
. Students 


can dress up as what they want to be when they grow up.  


 


  Hawkins – ASB President, Arianna Coelho, shared the news from Hawkins. On 


August 28
th
, the first ASB meeting was held. Back to School Night was held for grades TK-4 on 


August 15
th
, and Back to School Night for grades 5-8 was held on August 16


th
.  On August 24


th
, 


students enjoyed a Flip-Flop Spirit Day which was exciting as students were able to wear flip-flops 


to school. That same night, a band information night was held and students were able to try out 


different instruments. On September 7
th
 the Fund Runs were held and the events were super fun. 


Grades TK-4 had a Fun Run and grades 5-8 had a Color Run. The class with the most pledges for the 


run was Mrs. Scornaienchi’s class and they were allowed to decorate Ms. Orsi’s office.   


 


Traina – Erick Mendoza, ASB Public Relations Officer, shared that the 2018-19 school year 


at Traina started with a red carpet “walk through” and assembly on the first day of school.  Back to 


School Night will be held on August 14
th
. Elections for new Associated Student Body Officers have 


taken place as well.  


   


5.2 Student Enrollment – Current student enrollment figures were presented.  District enrollment 


is up from last year and seems to be trending up.  


 


5.3 Inter District Attendance Transfer Agreements- Mr. Wells had asked for information for 


interdistrict attendance transfer students (IDA) students. The District is down overall in IDA 


requests. We did see a small uptick in Transitional Kindergarten and we are down 10 students in 


Kindergarten.  Dr. Bridges is attending a meeting this Friday at the San Joaquin County Office of 


Education with all school districts in the county regarding IDA policies.  


  


VI. PERSONNEL SERVICES 


6.1 Authorization to Hire Short-Term Employees 


MSA (Wingo/Carlson) approve the Authorization to Hire Short-Term Employees, as presented -  


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


Carlson, Jackman,     Raya, Wells   


Wingo 


 


VII. BUSINESS AND FACILTIES  


7.1 August 2018 Budget Adjustments  
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MSA (Carlson/Wingo) approve the August 2018 Budget Adjustments as presented  


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


Carlson, Jackman,     Raya, Wells    


Wingo 


 


7.2 2017-2018 Unaudited Actuals – Mrs. Maxedon’s presentation included a 2017-18 summary, 


the 2017-18 estimated actuals, and ending balances. Mrs. Maxedon outlined the year-end 


contributions from the unrestricted funds. She noted that under Resource 0070, the negative $256k 


was to cover the retro components of our settlement for 2017-18.  A contribution of $446k was made 


to Resource 8150 for Routine Repair and Maintenance. The ending balance for Food Services, Fund 


13, was $237k.  The unrestricted ending balance for 2017-18 is $8,709,337 and the restricted ending 


balance is $2,326,560.  We are still waiting to know what the one-time funds for 2018-19 will be. 


Mrs. Maxedon hopes to have that information by 1
st
 Interim. 1


st
 Interim assumptions development 


will begin in October and will be presented in November. 


MSA (Wingo/Carlson) approve the 2017-2018 Unaudited Actuals as presented  


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


Carlson, Jackman,     Raya, Wells    


Wingo 


 


7.3 Sufficient Textbooks and Instructional Materials, Resolution 2018-09-01 


MSA (Carlson/Wingo) approve Sufficient Textbooks and Instructional Materials,  


Resolution 2018-09-01 as presented  


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


Carlson, Jackman,     Raya, Wells    


Wingo 


 


7.4 GANN Appropriations Limit, Resolution 2018-09-02 


MSA (Wingo/Carlson) approve GANN Appropriations Limit, Resolution 2018-09-02 as presented  


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


Carlson, Jackman,     Raya, Wells    


Wingo 


 


7.5 Tracy Little League Contract – The renewal date for the Tracy Little League contract is 


approaching. Dr. Bridges wanted to discuss options for the fields at Monticello School and is looking 


for direction from the Board. If the District is looking at revoking the contract with Tracy Little 


League what would we use the site for, who would use the facility, and who would remove the 


existing equipment?  Dr. Bridges noted that the Tracy Little League is a volunteer organization and 


they don’t have the people power to manage the sites.  He met with the League President last week 


and they discussed different options because Tracy Little League has not been meeting the 


obligations of the contract regarding the fields.  The Board would like Tracy Little League to come 


to the October Board Meeting to further discuss options for the fields. No action was taken. 


 


7.6 Teaching, Learning, Coaching Conference 


MSA (Wingo/Carlson) approve Teaching, Learning, Coaching Conference as presented  


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


Carlson, Jackman,     Raya, Wells    


Wingo 


 


7.7 Second Amendment – Tracy Hills Mitigation Agreement- * (An updated 2
nd


 Amendment 


was provided to the Board and attendees as a last minute change was made to the Second 


Amendment that was in the Board Portfolio. A paper copy of the 2
nd


 Amendment was distributed at 


the board meeting)*. Mike Souza spoke briefly about growth allotments. There is a September 30, 


2018 deadline for Tracy Hills to pull permits. The three builders in Tracy Hills currently are Shea, 


Lennar, and Meritage. Meritage and Shea will be pulling permits in a couple of weeks. Shea and 


Meritage will be looking for their first closings in February, 2019. Mr. Souza complimented Dr. 


Bridges, the Board and the JSD Consulting Team. 
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MSA (Wingo/Carlson) approve the Second Amendment - Tracy Hills Mitigation Agreement that 


was provided at the Board Meeting tonight as presented  


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


Carlson, Jackman,     Raya, Wells    


Wingo 


 


VIII. BOARD DISCUSSION AND REPORTS 


8.1 Policy Revision, BP/AR 5125, Student Records, Adopt as Presented 


MSA (Wingo/Carlson) approve Policy Revision, BP/AR 5125, Student Records, as presented 


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


Carlson, Jackman,    Raya, Wells    


 Wingo 


 


8.2 Policy Revision, BP/AR/E 5125.1, Release of Directory Information, adopt as presented – 


MSA (Carlson/Wingo) approve Policy Revision, BP/AR/E 5125.1, Release of Directory 


Information, as presented  


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


Carlson, Jackman,    Raya, Wells 


Wingo 


 


8.3 Policy Revision, BP 5131.2, Bullying, Adopt as Presented -  


MSA (Carlson/Wingo) approve Policy Revision, BP 5131.2, Bullying, as presented - 


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


Carlson, Jackman,    Raya, Wells    


Wingo 


 


8.4 Policy Revision, BP/AR 5145.3, Nondiscrimination/Harassment, adopt as presented –  


MSA (Wingo/Carlson) approve Policy Revision, BP/AR 5145.3, Nondiscrimination/Harassment, as 


presented  


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


Carlson, Jackman,    Raya, Wells     


 Wingo 


 


8.5 Items for Next Board Meeting – Tracy Little League  


 


ADJOURNMENT – MSA (Carlson/Wingo) 7:18 PM  


 


Respectfully submitted, 


 


 


 


James W. Bridges 


Secretary to the Board 
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Checks Dated 09/01/2018 through 09/30/2018 Board Meeting Date October 9, 2018


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10329501 09/04/2018 Cathrine L. Amato 01-4310 TS/CLASS SUPPLIES - AMATO 123.22 


10329502 09/04/2018 Bill's Mower And Saw 01-5610 AUG 2018 STMT 400.13 


10329503 09/04/2018 Dell Marketing L.P.. C/O Dell USA L.P. 01-4400 DW/ (5) DELL 5590 COMPUTERS 6,803.45 


10329504 09/04/2018 Golden Valley Material Supply 01-4310 MO/MATERIAL & SUPPLIES 60.34 


10329505 09/04/2018 Gopher 01-4310 J/S Sports equipment 1,076.89 


10329506 09/04/2018 Natus Medical Inc 01-5660 SE/CALIBRATION 384.00 


10329507 09/04/2018 Office Depot - 89094763 01-4310 BO/OFFICE SUPPLIES 45.76 


CU/OFFICE SUPPLIES 126.27 


HS/MATERIALS & SUPPLIES 830.44 


MS/Classroom Supplies 65.48 


MS/Supplies 170.04 


PBIS Supplies 152.52 


13-4310 FS Office supplies & First aid kit 


replacements


27.27 1,417.78 


10329508 09/04/2018 Patriot Pest Management 01-5515 DW/PEST CONTROL 195.00 


10329509 09/04/2018 School Nurse Supply Inc. 01-4310 MS/First Aid Supplies 345.00 


10329510 09/04/2018 Tracy Lock & Safe 01-4310 MO/BLANKET ORDER FOR LOCK REPAIR 13.77 


01-5680 MO/BLANKET ORDER FOR LOCK REPAIR 19.79 33.56 


10329511 09/04/2018 UniFirst Corporation 01-5580 MO/LAUNDRY SERVICES 57.46 


13-5800 FS/DW LAUNDRY SUPPLIES 27.01 84.47 


10329512 09/04/2018 Van's Ace Hardware 01-4310 MO/MATERIAL & SUPPLIES 19.44 


10329741 09/05/2018 Aeropure Water Payment Processing 01-5510 DW/WATER 335.50 


01-5610 DW/WATER 40.00 375.50 


10329742 09/05/2018 Scott C. Andrews 01-4310 HS/CLASS SUPPLIES 206.49 


10329743 09/05/2018 Office Depot - 89094763 01-4310 HS/MATERIALS & SUPPLIES 60.88 


10329744 09/05/2018 Teachers' Curriculum Institute 01-4310 CU/TCI HISTORY CURRICULUM 1,896.94 


10329745 09/05/2018 The Gift Of Speech 01-5809 SE/CONTRACTED SPEECH PATHOLOGY 4,850.00 


10329746 09/05/2018 UniFirst Corporation 01-5580 MO/LAUNDRY SERVICES 65.92 


10329747 09/05/2018 Alhambra 01-5510 DO/JS BOTTLED WATER 59.13 


10329748 09/05/2018 Coalition For Adequate School Housing 01-5300 MEMBERSHIP DUES 11/1/18 - 10/31/19 418.00 


10329749 09/05/2018 McGraw-Hill School Education Holdings LLC 01-4310 CU/ELA CURRICULUM 2,996.91 


10329750 09/05/2018 Renae M. Potts 01-4310 CLASS SUPPLIES - POTTS 355.33 


10329751 09/05/2018 Tracy Power Equipment 01-4310 MO/2018-19 BLANKET ORDER FOR 


MOWER PARTS


91.93 


10330024 09/07/2018 Action ASAP Delivery Service 01-5800 DO/COURIER SERVICE 308.00 


10330025 09/07/2018 Rita Aguilar-Lassell 01-4310 TS/CLASS SUPPLIES 292.68 


10330026 09/07/2018 Brannon Tire 01-4390 TD/VEHICLE TIRES 62.62 


10330027 09/07/2018 CDW Government 01-4310 TS/ADDITIONAL CHROMEBOOKS 1,161.63 


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 7
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Checks Dated 09/01/2018 through 09/30/2018 Board Meeting Date October 9, 2018


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10330028 09/07/2018 CIT 01-5610 DW/XEROX LEASE 2017-18 2,688.79 


10330029 09/07/2018 City Of Tracy 01-5510 DW/WATER & SEWER 8,599.34 


01-5570 DW/WATER & SEWER 3,568.00 12,167.34 


10330030 09/07/2018 Cojo Landscape Inc 01-5515 DW/GOPHER ABATEMENT 700.00 


10330031 09/07/2018 Committee for Children 01-4400 CU/SECOND STEP CURRICULUM 9,038.70 


10330032 09/07/2018 Rachel M. Geiszler 01-5210 MILEAGE 8/8 - 8/31/18 GEISZLER 19.67 


10330033 09/07/2018 Gopher 01-4310 HS/PE SUPPLIES 406.57 


10330034 09/07/2018 Home Depot Credit Services 01-4310 MO/MATERIAL & SUPPLIES 458.49 


10330035 09/07/2018 LEGO Education 01-4310 J/S Robotics 555.88 


10330036 09/07/2018 Matrix HG Inc 01-5800 MS, HS & TS/R & R OF HVAC & LIGHTING 93,347.24 


10330037 09/07/2018 Office Depot - 89094763 01-4310 J/S supplies 378.55 


MS/Classroom Supplies 48.57 


MS/Classroon Supplies 153.52 


13-4310 FS Office supplies 106.76 687.40 


10330038 09/07/2018 Renaissance Learning Inc. 01-5800 TS/ACCELERATED READER 2018/2019 5,255.00 


10330039 09/07/2018 Charleswana Spikes 01-5220 JS/MILEAGE MTSS -   SPIKES 79.35 


10330040 09/07/2018 Angelica M. Thomas 01-5210 SE/MILEAGE 8/1 -8/31/18  THOMAS 247.47 


10330041 09/07/2018 UniFirst Corporation 01-5580 MO/LAUNDRY SERVICES 127.36 


10330042 09/07/2018 Verizon Wireless 01-5943 MO/CELL PHONES 2.86 


10330279 09/10/2018 Campbell Family Electric Inc 01-6220 TS/DEMO COMPUTER LAB 4,950.00 


10330280 09/10/2018 General Produce Co. Ltd 13-4710 FS/FOOD SUPPLIES - PRODUCE 3,594.85 


10330281 09/10/2018 Gold Star Foods Inc 13-4710 FS/DW FOOD SUPPLIES 13,555.26 


10330282 09/10/2018 Producers Dairy Foods, Inc 13-4730 FS/MILK SUPPLIES 3,539.25 


10330283 09/10/2018 Safety-Kleen Systems Inc 01-5800 JS/HAZ MAT CLEANUP 70.72 


10330284 09/10/2018 Studies Weely Inc 01-5800 TS/Studies Weekly 5th grade 757.35 


10330285 09/10/2018 U.S. Bank Corporate Payment 01-4200 CU/CC - STEEN AUG 2018 1,286.59 


01-4310 BO/CC - MAXEDON AUG 2018 668.90 


CU/CC - STEEN AUG 2018 256.05 


DO/CC - COEVILLE AUG 2018 4.19 


HR/CC - CASTRO AUG 2018 867.25 


HS/CC - BESSETTE AUG 2018 475.42 


HS/CC - ORSI AUG 2018 2,414.58 


JS/CC - WOOTEN AUG 2018 1,308.95 


MS/CC - STROUP AUG 2018 897.77 


TS/CC - SILMAN AUG 2018 324.42 


01-4400 JS/CC - WOOTEN AUG 2018 3,842.63 


01-5218 BO/CC - MAXEDON AUG 2018 140.00-


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 2 of 7
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AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10330285 09/10/2018 U.S. Bank Corporate Payment 01-5220 BO/CC - MAXEDON AUG 2018 246.92 


CU/CC - STEEN AUG 2018 5,510.44 


DO/CC - COEVILLE AUG 2018 135.00 


HR/CC - CASTRO AUG 2018 3,045.88 


01-5800 BO/CC - MAXEDON AUG 2018 67.20 21,212.19 


10330286 09/10/2018 Charleswana Spikes 01-8699 8/7/18 BUY BACK DAY - MISSED PAYROLL 267.83 


10330676 09/12/2018 Alhambra 01-5510 DO/JS BOTTLED WATER 69.09 


10330677 09/12/2018 Bill's Mower And Saw 01-5610 MOT-TRAINA LAWNMOWER PARTS 61.68 


10330678 09/12/2018 Nancie S. Castro 01-5210 HR/MILEAGE 7/24 - 8/24/18  CASTRO 219.09 


10330679 09/12/2018 CDW Government 01-4310 TS/ADDITIONAL CHROMEBOOKS 120.60 


10330680 09/12/2018 Benjamin Cooper 01-4310 TS/CLASS SUPPLIES - COOPER 156.64 


10330681 09/12/2018 Danielsen Co. 13-4310 FS/MATERIAL & SUPPLIES 11,925.44 


13-4710 FS/DW FOOD SUPPLIES 1,418.62 13,344.06 


10330682 09/12/2018 Teresa M. Davidson 01-4310 MS/CLASS SUPPLIES - DAVIDSON 66.00 


10330683 09/12/2018 Domino's Pizza 13-4710 FS/DW FOOD SUPPLIES 4,736.00 


10330684 09/12/2018 FGL Environmental 01-5800 MO/JS WELL TESTING 30.00 


10330685 09/12/2018 Rachel M. Geiszler 01-4310 HS/CLASS SUPPLIES - GEISZLER 115.16 


10330686 09/12/2018 Gopher 01-4310 HS/OUTDOOR EQUIPMENT 469.22 


10330687 09/12/2018 Ingram & Brauns Musik Shoppe 01-4310 TS/BAND INSTRUMENT PARTS 170.67 


10330688 09/12/2018 Kelly Moore Paint Co 01-4310 HS/PAINT FOR PLAYGROUND 321.65 


10330689 09/12/2018 Carol A. Miller 01-5210 CU/MILEAGE 8/30 - 9/7/18  MILLER 11.34 


10330690 09/12/2018 Napa Auto Parts 01-4370 TD/VEHICLE REPAIR SUPPLIES 277.49 


10330691 09/12/2018 Studies Weely Inc 01-4310 HS/STUDIES WEEKLY 1,836.00 


10330692 09/12/2018 UniFirst Corporation 01-5580 MO/LAUNDRY SERVICES 93.34 


13-5800 FS/DW LAUNDRY SUPPLIES 85.79 179.13 


10330693 09/12/2018 Grit B. Walther 01-5220 TS/MTSS MILEAGE 8/22 & 8/23/28 


WALTHER


80.88 


10330694 09/12/2018 Jamie L. Watson 01-4310 MS/CLASSS SUPPLIES - WATSON 147.38 


10331102 09/14/2018 Ghizal Ayubi 01-4310 HS/CLASS SUPPLIES - AAYUBI 123.42 


10331103 09/14/2018 California Property Records Sy 01-5809 BO/FIXED ASSET MANAGER 1,500.00 


10331104 09/14/2018 City Of Tracy 01-5510 HS & TS/FIRE SPRINKLERS 80.00 


10331105 09/14/2018 D.M. Alegre Constructon Inc 01-6220 MS/ENTRY FENCING 42,388.20 


10331106 09/14/2018 Office Depot - 89094763 01-4310 HS/MATERIALS & SUPPLIES 522.03 


J/S GLAD Supplies 736.17 


MS/Classroom Supplies 14.81 


MS/Office Supplies 1,716.16 


SE/OFFICE SUPPLIES 183.66 


TS/Office Supplies 483.53 3,656.36 


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 
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10331107 09/14/2018 Quality Service Inc 01-5809 MO/WELL TESTING - JEFFERSON 285.00 


10331108 09/14/2018 SUMA Kids Inc 01-5809 SE/OCCUPATIONAL THERAPY SERVICES 2,015.00 


10331109 09/14/2018 Teacher Direct 01-4310 TS/Frye Classroom 66.60 


Unpaid Sales Tax 5.08- 61.52 


10331110 09/14/2018 Tracy Lock & Safe 01-4310 MO/BLANKET ORDER FOR LOCK REPAIR 218.61 


01-5680 MO/BLANKET ORDER FOR LOCK REPAIR 314.23 532.84 


10331111 09/14/2018 Tracy Material Recovery & Solid Waste Transfer, Inc. 01-5800 MO/DW - TRUCK TO DUMPS 72.00 


10331112 09/14/2018 UniFirst Corporation 13-5800 FS/DW LAUNDRY SUPPLIES 9.28 


10331113 09/14/2018 Wallace-Kuhl & Associates 25-5809 TRACY HILLS PRELIM ENVIRONMENTAL 


ASSMENT WORK PLAN


5,922.10 


10331114 09/14/2018 Grit B. Walther 01-4310 TS/CLASS SUPPLIES - WALTHER 42.37 


10331115 09/14/2018 Bus West 01-4370 BUS 1 STROBE LIGHT & TURN SWITCH 559.37 


BUS 3, HEATER VALVE, CONTROL CABLE, 


CONTROL KNOB


53.57 


BUS 5 HEADLIGHT SWITCH 64.74 677.68 


10331116 09/14/2018 City Of Tracy Finance Dept 01-5800 MS, HS & TS CROSSING GUARDS 35,059.50 


10331117 09/14/2018 Delta Disposal Service 01-5570 MO/GARBAGE DUMPSTER @ JEFFERSON 


SCHOOL


924.30 


10331118 09/14/2018 Ryan A. Freitas 01-4310 JS/CLASS SUPPLIES - FREITAS 132.88 


10331119 09/14/2018 Gallo Center for the Arts Ticket Office 01-5800 TS/BAND 4TH GR. F/T TO GALLO 3/6/19 854.75 


10331120 09/14/2018 Jorgensen & Co. 01-5660 MO/OTHER SERVICES 387.43 


10331121 09/14/2018 Lucas Business Systems 01-5610 TS/ ADDITIONAL COPIER 240.70 


10331122 09/14/2018 San Joaquin County Office of Education 01-5809 DO/MEDICAL BILLING SERVICES 316.00 


10331123 09/14/2018 San Joaquin County Office of Education 13-5220 FS/FRISK WORKSHOP 9/5/18 - ROGERS 129.00 


10331124 09/14/2018 TADS 01-5809 SE/PRESCHOOL 280.00 


10331125 09/14/2018 Tracy Flooring, Inc. 14-5600 TS & DO CARPET REPLACEMENT 14,396.00 


10331126 09/14/2018 Tracy Power Equipment 01-4310 MO/2018-19 BLANKET ORDER FOR 


MOWER PARTS


97.24 


10331127 09/14/2018 Van De Pol Enterprise Inc 01-4381 MO/TD FUEL 636.45 


01-4382 MO/TD FUEL 906.75 1,543.20 


10331760 09/19/2018 Katrina L. Balsano 01-4310 TS/CLASS SUPPLIES - BALSANO 113.63 


10331761 09/19/2018 Jillian Finton 01-4310 TS/CLASS SUPPLIES - FINTON 300.00 


10331762 09/19/2018 Scholastic 01-4200 PO18-00863 - BACK ORDERED BOOK 6.43 


10331763 09/19/2018 School Services Of Calif. Inc 01-5809 BO/FINANCE SERVICES2017-18 275.00 


10331764 09/19/2018 Star Mechanical Inc 01-5680 HS/ROOM 28 NOT COOLING 150.00 


HS/ROOM 32 - FAILED COMPRESSOR 150.00 


MS/ROOM 25 & 26 BAD SMELL FROM A/C - 


ROOM 10 NOT COOLING


277.50 


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 4 of 7
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Board ReportReqPay12c


Checks Dated 09/01/2018 through 09/30/2018 Board Meeting Date October 9, 2018


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10331764 09/19/2018 Star Mechanical Inc 01-5680 TLC - ROOM #2, AC NOT WORKING 547.50 


TS/COMPUTER LAB, F-WING, & ELE 


ROOM-AC NOT WORKING


150.00 1,275.00 


10331765 09/19/2018 Sarah J. Steen 01-4310 CU/MEETING SNACKS - STEEN 41.11 


10331766 09/19/2018 Tracy Lock & Safe 01-4310 MO/BLANKET ORDER FOR LOCK REPAIR 64.41 


10331992 09/20/2018 Amazon 01-4310 MOT/ELECTRICAL PANEL SIGN 61.88 


MOT/FIRE ALARM CONTROL PANEL SIGN 21.07 


MS / Office Supplies 120.30 203.25 


10331993 09/20/2018 AT&T 01-5940 DW/PHONE LINES 1,436.23 


10331994 09/20/2018 Gold Star Foods Inc 13-4710 FS/DW FOOD SUPPLIES 13,555.26 


10331995 09/20/2018 Ingram & Brauns Musik Shoppe 01-4310 TS/INSTRUMENT REPAIRS AND PARTS 140.70 


10331996 09/20/2018 Patriot Pest Management 01-5515 DW/PEST CONTROL 350.00 


10331997 09/20/2018 Producers Dairy Foods, Inc 13-4730 FS/MILK SUPPLIES 2,638.14 


10331998 09/20/2018 Debbi M. Rogers 13-5210 FS/FRISK TRAINING MILEAGE - ROGERS 22.35 


10331999 09/20/2018 School Site Solutions Inc 25-5809 BO/CEQA 33.75 


10332000 09/20/2018 Teachers' Curriculum Institute 01-4310 CU/HISTORY CURRICULUM 4,331.81 


10332001 09/20/2018 UniFirst Corporation 01-5580 MO/LAUNDRY SERVICES 82.56 


13-5800 FS/DW LAUNDRY SUPPLIES 61.04 143.60 


10332205 09/21/2018 UniFirst Corporation 01-5580 MO/LAUNDRY SERVICES 380.26 


13-5800 FS/DW LAUNDRY SUPPLIES 51.76 432.02 


10332206 09/21/2018 City Of Tracy 01-5510 DW/WATER & SEWER 5,966.70 


01-5570 DW/WATER & SEWER 1,762.20 7,728.90 


10332207 09/21/2018 Culver-Newlin 01-4310 J/S supplies - table 573.56 


10332208 09/21/2018 Diane L. Entizne 01-5220 JS/MTSS MILEAGE 822 & 8/23/18 - 


ENTIZNE


75.43 


10332209 09/21/2018 FGL Environmental 01-5800 MO/JS WELL TESTING 167.00 


10332210 09/21/2018 Jorgensen & Co. 01-5660 MO/OTHER SERVICES 184.64 


10332211 09/21/2018 Office Depot - 89094763 01-4310 HS/MATERIALS & SUPPLIES 496.71 


MS / Classroom Supplies 18.45 


MS/Classroom Supplies 264.36 


TS/Hicks - Classroom 143.09 


TS/Office Supplies 61.02 983.63 


10332212 09/21/2018 Pacific Gas & Electric Co 01-5520 DW/UTILITIES 9,613.69 


10332213 09/21/2018 Pitney Bowes Inc. 01-4310 PITNEY BOWES SUPPLIES 138.00 


10332214 09/21/2018 PROtech Security & Electronics 14-5600 MS/TROUBLESHOOT ALARM SYSTME 


FOR OFFICE AND LIBRARY


1,287.00 


10332215 09/21/2018 Bertha E. Ramon 01-5220 JS/MTSS MILEAG 8/22 & 8/23/28 - RAMON 75.43 


10332715 09/24/2018 Blackboard Inc 01-5809 DW/WEB COMMUNITY MGR 11,000.00 


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 5 of 7
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Board ReportReqPay12c


Checks Dated 09/01/2018 through 09/30/2018 Board Meeting Date October 9, 2018


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


10332716 09/24/2018 Campbell Family Electric Inc 01-5800 20 AMP RECEPTACLS 1,800.00 


10332717 09/24/2018 Jennifer L. Gates 01-4310 CPR CARD - GATES 28.00 


10333393 09/26/2018 Academic Therapy Publications 01-4310 SE/TESTING MATERIALS 94.38 


10333394 09/26/2018 Bill's Mower And Saw 01-5660 JS/MOWER - HYDRO PUMP & MOTOR 


WHEEL


2,082.41 


10333395 09/26/2018 Central Sanitary Supply 01-4310 MO/DW/MATERIAL & SUPPLIES 3,194.71 


10333396 09/26/2018 Gallo Center for the Arts Ticket Office 01-5800 TS/1ST GR. F/T GALLO THEATER 524.25 


10333397 09/26/2018 Lucas Business Systems 01-5610 DO/COLOR COPIES - OVERAGE 415.43 


DW/COPY OVERAGES 6/22/18 - 9/21/18 284.63 700.06 


10333398 09/26/2018 Carol A. Miller 01-5210 CU/MILEAGE 9/11 - 9/20/18 - MILLER 13.08 


10333399 09/26/2018 Smith Family Farm 01-5800 MS/ Entrance Fees for Field Trip 10/12/18 73.34 


10333863 09/28/2018 Central Sanitary Supply 01-5660 TS/REPAIR EXTRACTOR 748.85 


10333864 09/28/2018 CLM Group Inc 13-5800 FS/MEALTIME SUBSCRIPTION 2018/19 2,554.00 


10333865 09/28/2018 Celli Coeville 01-5210 DO/CWA MEETING MILEAGE 9/14 & 


9/19/18 - COEVILLE


49.49 


10333866 09/28/2018 Janice E. Cook 01-5210 SE/MILEAGE SEIS TRAINING - COOK 24.85 


10333867 09/28/2018 Cooperative Strategies LLC 25-5809 DO/CONSULTING SERVICE 1,811.25 


10333868 09/28/2018 Lozano Smith 01-5220 HR/TITLE IX WORKSHOP - CASTRO 145.00 


10333869 09/28/2018 Mobile Modular Mgmt Corp 01-5620 MO/RENTAL OFFICE 280.05 


10333870 09/28/2018 Office Depot - 89094763 01-4310 OFFICE SUPPLIES 194.35 


SE/OFFICE SUPPLIES


TS/Office Supplies 86.37 280.72 


10333871 09/28/2018 OTC Brands Inc 01-4310 TS/TIGER STORE USE PROMO 


SAVEBIG18


230.27 


Unpaid Sales Tax 17.55- 212.72 


10333872 09/28/2018 Pacific Gas & Electric Co 01-5520 DW/UTILITIES 41,130.18 


10333873 09/28/2018 Pitney Bowes Inc. 01-5610 DO/METER MACHINE RENTAL 113.66 


10333874 09/28/2018 Quality Sound 01-5800 HS/TEACHER EXTENSION PASSWORDS 


RESET


360.00 


10333875 09/28/2018 Tracy Power Equipment 01-4310 MO/2018-19 BLANKET ORDER FOR 


MOWER PARTS


187.10 


10333876 09/28/2018 Wallace-Kuhl & Associates 25-5809 TRACY HILLS PRELIM ENVIRONMENTAL 


ASSMENT WORK PLAN


1,286.98 


10333877 09/28/2018 Grit B. Walther 01-4310 TS/30 MICRO-BITS  -  WALTER 495.00 


10333878 09/28/2018 California's Valued Trust 01-9513 SEPT 2018 PAYROLL 168,211.28 


10333879 09/28/2018 Metlife Small Business Center 01-9514 SEPT 2018 PAYROLL 1,444.73 


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 
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Board ReportReqPay12c


Checks Dated 09/01/2018 through 09/30/2018 Board Meeting Date October 9, 2018


Check 
AmountPay to the Order of


Check 
Number


Check 
Date


Expensed 
AmountFund-Object Comment


Total Number of Checks 150 617,049.72 


Fund Summary


Fund Description Check Count Expensed Amount


01 133 534,298.19 01


13 17 58,037.08 13


14 2 15,683.00 14


25 4 9,054.08 25


Net (Check Amount)


Less Unpaid Sales Tax Liability


Total Number of Checks 150 617,072.35 


22.63 


617,049.72 


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 7 of 7
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01 - GENERAL FUND


Estimated


 Beginning Bal Budgeted Budgeted Ending Bal


Fund Resource # Resource Name 7/1/2018 Revenue Expenditures 6/30/2019


Unrestricted Resources


01 0000 Unrestricted 6,752,007.00         11,945,304.00       13,278,194.00       5,419,117.00       


01 0013 Unrestricted Instructional Materials -                         743,472.00            379,659.00            363,813.00          (3)


01 0070 Mandated Cost 715,642.00            64,929.00              493,953.00            286,618.00          (1)


01 0075 Medi-Cal Administrative Activities 61,388.00              -                         33,861.00              27,527.00            


01 0709 LCFF/EIA -                         1,341,311.00         1,302,636.00         38,675.00            


01 0723 Transportation -                         308,403.00            308,403.00            -                       


01 1100 Lottery 1,180,300.00         317,470.00            579,150.00            918,620.00          (2)


01 1400 Education Protection Act -                         2,783,158.00         2,783,158.00         -                       


Sub-total Unrestricted Resources 8,709,337.00         17,504,047.00       19,159,014.00       7,054,370.00       


14- DEFERRED MAINTENANCE


14 0000 Deferred Maintenance 307,577.00            170,114.00            225,877.00            251,814.00          


Sub-total Unrestricted Resources 9,016,914.00         17,674,161.00       19,384,891.00       7,306,184.00       


Restricted Resources


01 3010 Title I - Chapter I 1.00                       219,137.00            219,138.00            -                       


01 3310 PL 94-142 Spec Ed Grant -                         343,789.00            343,789.00            -                       


01 3315 SpEd PreSchool Federal -                         13,437.00              13,437.00              -                       


01 4035 Title II - Teacher Quality 1.00                       47,601.00              47,602.00              -                       


01 4201 Title III Immigrant Ed -                         -                         -                         -                       


01 4203 Title III LIM Eng Proficienc -                         42,203.00              42,203.00              -                       


01 5640 Medi_Cal Billing 81,874.00              20,000.00              17,285.00              84,589.00            


01 6230 California Clean Energy 349,696.00            16,205.00              365,901.00            -                       


01 6300 Lottery-Instructional Mat 302,095.00            76,560.00              137,160.00            241,495.00          


01 6500 Special Education -                         1,974,058.00         1,974,058.00         -                       


01 6512 Mental Health 34,605.00              131,174.00            165,052.00            727.00                 


01 7690 STRS On-Behalf 855,663.00            855,663.00            -                       


01 8150 Routine Repair & Maintenance 384,276.00            473,000.00            482,749.00            374,527.00          


01 9002 MTSS Grant -                         25,000.00              25,000.00              -                       


01 9003 LLNL Grant -                         14,065.00              11,000.00              3,065.00              


01 9010 Other Local 14,404.00              (8,815.00)               4,200.00                1,389.00              


01 9011 Other Jeff Donations 22,941.00              1,199.00                24,140.00              -                       


01 9012 Other Mont Donations 23,673.00              -                         23,673.00              -                       


01 9013 Other Hawk Donations 39,550.00              897.00                   40,447.00              -                       


01 9014 Other Traina Donations 42,731.00              639.00                   43,370.00              -                       


01 9017 Jefferson District Donation 150.00                   -                         150.00                   -                       


01 9020 Kindergarten Readiness -                         -                         -                         -                       


01 9021 Other Jeff Book Fair 1,234.00                -                         1,234.00                -                       


01 9023 Other Hawk Book Fair 7,066.00                -                         7,066.00                -                       


01 9024 Other Traina Book Fair 4,338.00                -                         4,338.00                -                       


01 9031 Jefferson Science Camp 7,917.00                13,366.00              21,283.00              -                       


01 9033 Hawkins Science Camp 1,322.00                2,941.00                4,263.00                -                       


01 9034 Traina Science Camp 1,243.00                -                         1,243.00                -                       


01 9301 Jefferson 8th Grade 2,769.00                902.00                   3,671.00                -                       


01 9303 Hawkins 8th Grade 2,948.00                695.00                   3,643.00                -                       


01 9304 Traina 8th Grade 1,731.00                250.00                   1,981.00                -                       


 Sub-total Restricted Resources 1,326,565.00         4,263,966.00         4,884,739.00         705,792.00          


01 TOTAL GENERAL FUND 10,343,479.00       21,938,127.00       24,269,630.00       8,011,976.00       


OTHER FUNDS


13 - CAFETERIA FUND


13 5310 Child Nutrition Program 237,403.00            721,300.00            849,642.00            109,061.00          


15 - PUPIL TRANSORTATION


15 9910 Pupil Transportation 289,609.00            20,750.00              -                         310,359.00          


Jefferson Elementary School District
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OTHER FUNDS (CONTINUED) Estimated


 Beginning Bal Estimated Estimated Ending Bal


Fund Resource # Resource Name 7/1/2018 Revenue Expenditures 6/30/2019


21 - BUILDING FUND


21 7711 Facilities Project 1 115,755.00            -                         115,755.00            -                       


21 7712 Facilities Project 2 205,689.00            -                         205,689.00            -                       


21 9910 Restricted Unallocated 295,611.00            5,000.00                295,608.00            5,003.00              


25 - CAPITAL FACILITIES FUND (Dev Fees)


25 9040 Ellis Project 4,275,647.00         2,000,326.00         166,930.00            6,109,043.00       


25 9041 Ellis Project Central Support 132,500.00            125,000.00            -                         257,500.00          


25 9042 Tracy Hills 137,887.00            62,500.00              91,978.00              108,409.00          


25 9910 Developer Fees  1,505,300.00         197,983.00            206,300.00            1,496,983.00       


35 - COUNTY SCHOOL FACILITIES


35 7751 Facilities Project - Hawkins 5,758.00                20.00                     -                         5,778.00              


51 - DEBT SERVICE FUND


51 9061 Debt Service Fund 180,103.00            344,643.00            334,000.00            190,746.00          


51 9062 Debt Service Fund 199,817.00            140,700.00            133,700.00            206,817.00          


51 9063 Debt Service Fund 93,617.00              103,750.00            81,200.00              116,167.00          


67 - SELF INSURANCE FUND


67 9910 Self Insurance 51,325.00              2,500.00                -                         53,825.00            


71 - RETIREE BENEFIT FUND


71 9910 Retiree Benefit 222,130.00            79,000.00              71,000.00              230,130.00          


78 - COM FACILITES MELLO ROOS


78 9910 Comm Facilities 59,921.00              200.00                   -                         60,121.00            


Components of Ending Fund Balance - General Fund Unrestricted:


Ending Balance - Fund 01 Unrestricted 0000 + Lottery Resource 1100 7,054,370.00         


Reserves/Designations:  


  Total Expenditures                                    24,043,753.00       


NONSPENDABLE


  Revolving Cash 5,000.00                


ASSIGNED


  Mandated Costs Claims 286,618.00              (1)


  Unrestricted Lottery Ending Balance 918,620.00              (2)


  Unrestricted Instructional Materials 363,813.00              (3)


1,569,051.00         


UNASSIGNED/UNAPPROPRIATED


  Board Designated Reserve 500,000.00             


  3% Economic Uncertainties Reserve 721,312.59            


1,221,312.59         


Total Reserves/Designations 2,795,363.59         


Unrestricted/Undesignated - Unrestricted 0000 4,259,006.41         
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INFORMATION SHEET FOR 10/9/18 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 SUPLUSED: 


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 items listed as surplus. 


  







Asset/Serial# Manufacturer Model Description Note 


2877 HP J9590A Access Point EWaste 


2878 HP J9590A Access Point EWaste 


3155 HP J9590A Access Point EWaste 


3230 HP J9590A Access Point EWaste 


3231 HP J9590A Access Point EWaste 


3233 HP J9590A Access Point EWaste 


3234 HP J9590A Access Point EWaste 


3236 HP J9590A Access Point EWaste 


3237 HP J9590A Access Point EWaste 


3239 HP J9590A Access Point EWaste 


3240 HP J9590A Access Point EWaste 


3242 HP J9590A Access Point EWaste 


3245 HP J9590A Access Point EWaste 


3246 HP J9590A Access Point EWaste 


3256 HP J9590A Access Point EWaste 


3257 HP J9590A Access Point EWaste 


3258 HP J9590A Access Point EWaste 


3259 HP J9590A Access Point EWaste 


3261 HP J9590A Access Point EWaste 


3262 HP J9590A Access Point EWaste 


3271 HP J9590A Access Point EWaste 


3272 HP J9590A Access Point EWaste 


3273 HP J9590A Access Point EWaste 


3274 HP J9590A Access Point EWaste 


3275 HP J9590A Access Point EWaste 


3276 HP J9590A Access Point EWaste 


3277 HP J9590A Access Point EWaste 


3278 HP J9590A Access Point EWaste 


3285 HP J9590A Access Point EWaste 


3286 HP J9590A Access Point EWaste 


3287 HP J9590A Access Point EWaste 


3289 HP J9590A Access Point EWaste 


3290 HP J9590A Access Point EWaste 


3291 HP J9590A Access Point EWaste 


3292 HP J9590A Access Point EWaste 


3293 HP J9590A Access Point EWaste 


3294 HP J9590A Access Point EWaste 


5001 HP J9590A Access Point EWaste 


5002 HP J9590A Access Point EWaste 


5003 HP J9590A Access Point EWaste 


5009 HP J9590A Access Point EWaste 


CN36D3234X HP J9590A Access Point EWaste 


CN36D32351 HP J9590A Access Point EWaste 


CN36D32354 HP J9590A Access Point EWaste 







CN36D32358 HP J9590A Access Point EWaste 


0595 Panasonic PV-DV401D AV Recorder EWaste 


3315 HP Chromebook 14 Chromebook Donate 


3346 HP Chromebook 14 Chromebook Donate 


3347 HP Chromebook 14 Chromebook Donate 


3348 HP Chromebook 14 Chromebook Donate 


3349 HP Chromebook 14 Chromebook Donate 


3350 HP Chromebook 14 Chromebook Donate 


3352 HP Chromebook 14 Chromebook Donate 


3356 HP Chromebook 14 Chromebook Donate 


3357 HP Chromebook 14 Chromebook Donate 


3358 HP Chromebook 14 Chromebook Donate 


3360 HP Chromebook 14 Chromebook Donate 


3361 HP Chromebook 14 Chromebook Donate 


3362 HP Chromebook 14 Chromebook Donate 


3363 HP Chromebook 14 Chromebook Donate 


3364 HP Chromebook 14 Chromebook Donate 


3365 HP Chromebook 14 Chromebook Donate 


3366 HP Chromebook 14 Chromebook Donate 


3367 HP Chromebook 14 Chromebook Donate 


3368 HP Chromebook 14 Chromebook Donate 


3369 HP Chromebook 14 Chromebook Donate 


3370 HP Chromebook 14 Chromebook Donate 


3371 HP Chromebook 14 Chromebook Donate 


3372 HP Chromebook 14 Chromebook Donate 


3373 HP Chromebook 14 Chromebook Donate 


3374 HP Chromebook 14 Chromebook Donate 


3375 HP Chromebook 14 Chromebook Donate 


3376 HP Chromebook 14 Chromebook Donate 


3379 HP Chromebook 14 Chromebook Donate 


3380 HP Chromebook 14 Chromebook Donate 


3381 HP Chromebook 14 Chromebook Donate 


3384 HP Chromebook 14 Chromebook Donate 


3386 HP Chromebook 14 Chromebook Donate 


3388 HP Chromebook 14 Chromebook Donate 


3393 HP Chromebook 14 Chromebook Donate 


3394 HP Chromebook 14 Chromebook Donate 


3395 HP Chromebook 14 Chromebook Donate 


3396 HP Chromebook 14 Chromebook Donate 


3397 HP Chromebook 14 Chromebook Donate 


3398 HP Chromebook 14 Chromebook Donate 


3399 HP Chromebook 14 Chromebook Donate 


3400 HP Chromebook 14 Chromebook Donate 


3401 HP Chromebook 14 Chromebook Donate 


3403 HP Chromebook 14 Chromebook Donate 


3404 HP Chromebook 14 Chromebook Donate 


3407 HP Chromebook 14 Chromebook Donate 


3408 HP Chromebook 14 Chromebook Donate 


3409 HP Chromebook 14 Chromebook Donate 


3410 HP Chromebook 14 Chromebook Donate 







3411 HP Chromebook 14 Chromebook Donate 


3413 HP Chromebook 14 Chromebook Donate 


3423 HP Chromebook 14 Chromebook Donate 


3424 HP Chromebook 14 Chromebook Donate 


3433 HP Chromebook 14 Chromebook Donate 


3437 HP Chromebook 14 Chromebook Donate 


3439 HP Chromebook 14 Chromebook Donate 


3440 HP Chromebook 14 Chromebook Donate 


3441 HP Chromebook 14 Chromebook Donate 


3444 HP Chromebook 14 Chromebook Donate 


3451 HP Chromebook 14 Chromebook Donate 


3474 HP Chromebook 14 Chromebook Donate 


3475 HP Chromebook 14 Chromebook Donate 


3543 HP Chromebook 14 Chromebook Donate 


3545 HP Chromebook 14 Chromebook Donate 


3546 HP Chromebook 14 Chromebook Donate 


3548 HP Chromebook 14 Chromebook Donate 


3549 HP Chromebook 14 Chromebook Donate 


3550 HP Chromebook 14 Chromebook Donate 


3551 HP Chromebook 14 Chromebook Donate 


3552 HP Chromebook 14 Chromebook Donate 


3553 HP Chromebook 14 Chromebook Donate 


3557 HP Chromebook 14 Chromebook Donate 


3558 HP Chromebook 14 Chromebook Donate 


3559 HP Chromebook 14 Chromebook Donate 


3560 HP Chromebook 14 Chromebook Donate 


3561 HP Chromebook 14 Chromebook Donate 


3562 HP Chromebook 14 Chromebook Donate 


3563 HP Chromebook 14 Chromebook Donate 


3564 HP Chromebook 14 Chromebook Donate 


3565 HP Chromebook 14 Chromebook Donate 


3567 HP Chromebook 14 Chromebook Donate 


3568 HP Chromebook 14 Chromebook Donate 


3569 HP Chromebook 14 Chromebook Donate 


3570 HP Chromebook 14 Chromebook Donate 


3571 HP Chromebook 14 Chromebook Donate 


3572 HP Chromebook 14 Chromebook Donate 


3573 HP Chromebook 14 Chromebook Donate 


3574 HP Chromebook 14 Chromebook Donate 


3596 HP Chromebook 14 Chromebook Donate 


3608 HP Chromebook 14 Chromebook Donate 


3609 HP Chromebook 14 Chromebook Donate 


3610 HP Chromebook 14 Chromebook Donate 


3611 HP Chromebook 14 Chromebook Donate 


3612 HP Chromebook 14 Chromebook Donate 


3615 HP Chromebook 14 Chromebook Donate 


3616 HP Chromebook 14 Chromebook Donate 


3617 HP Chromebook 14 Chromebook Donate 


3618 HP Chromebook 14 Chromebook Donate 


3619 HP Chromebook 14 Chromebook Donate 







3620 HP Chromebook 14 Chromebook Donate 


3621 HP Chromebook 14 Chromebook Donate 


3622 HP Chromebook 14 Chromebook Donate 


3623 HP Chromebook 14 Chromebook Donate 


3624 HP Chromebook 14 Chromebook Donate 


3625 HP Chromebook 14 Chromebook Donate 


3626 HP Chromebook 14 Chromebook Donate 


3627 HP Chromebook 14 Chromebook Donate 


3628 HP Chromebook 14 Chromebook Donate 


3630 HP Chromebook 14 Chromebook Donate 


3632 HP Chromebook 14 Chromebook Donate 


3634 HP Chromebook 14 Chromebook Donate 


3635 HP Chromebook 14 Chromebook Donate 


3636 HP Chromebook 14 Chromebook Donate 


3638 HP Chromebook 14 Chromebook Donate 


3641 HP Chromebook 14 Chromebook Donate 


3646 HP Chromebook 14 Chromebook Donate 


3647 HP Chromebook 14 Chromebook Donate 


3648 HP Chromebook 14 Chromebook Donate 


3650 HP Chromebook 14 Chromebook Donate 


3657 HP Chromebook 14 Chromebook Donate 


3666 HP Chromebook 14 Chromebook Donate 


3668 HP Chromebook 14 Chromebook Donate 


3669 HP Chromebook 14 Chromebook Donate 


3670 HP Chromebook 14 Chromebook Donate 


3672 HP Chromebook 14 Chromebook Donate 


3673 HP Chromebook 14 Chromebook Donate 


3731 HP Chromebook 14 Chromebook Donate 


3740 HP Chromebook 14 Chromebook Donate 


3742 HP Chromebook 14 Chromebook Donate 


3745 HP Chromebook 14 Chromebook Donate 


3746 HP Chromebook 14 Chromebook Donate 


3747 HP Chromebook 14 Chromebook Donate 


3755 HP Chromebook 14 Chromebook Donate 


3756 HP Chromebook 14 Chromebook Donate 


3760 HP Chromebook 14 Chromebook Donate 


3762 HP Chromebook 14 Chromebook Donate 


3763 HP Chromebook 14 Chromebook Donate 


3764 HP Chromebook 14 Chromebook Donate 


3765 HP Chromebook 14 Chromebook Donate 


3769 HP Chromebook 14 Chromebook Donate 


3770 HP Chromebook 14 Chromebook Donate 


3771 HP Chromebook 14 Chromebook Donate 


3772 HP Chromebook 14 Chromebook Donate 


3776 HP Chromebook 14 Chromebook Donate 


3781 HP Chromebook 14 Chromebook Donate 


3784 HP Chromebook 14 Chromebook Donate 


3788 HP Chromebook 14 Chromebook Donate 


3789 HP Chromebook 14 Chromebook Donate 


3795 HP Chromebook 14 Chromebook Donate 







3797 HP Chromebook 14 Chromebook Donate 


3799 HP Chromebook 14 Chromebook Donate 


3801 HP Chromebook 14 Chromebook Donate 


3803 HP Chromebook 14 Chromebook Donate 


3804 HP Chromebook 14 Chromebook Donate 


3805 HP Chromebook 14 Chromebook Donate 


3806 HP Chromebook 14 Chromebook Donate 


3807 HP Chromebook 14 Chromebook Donate 


3808 HP Chromebook 14 Chromebook Donate 


3809 HP Chromebook 14 Chromebook Donate 


3810 HP Chromebook 14 Chromebook Donate 


3811 HP Chromebook 14 Chromebook Donate 


3812 HP Chromebook 14 Chromebook Donate 


3813 HP Chromebook 14 Chromebook Donate 


3814 HP Chromebook 14 Chromebook Donate 


3816 HP Chromebook 14 Chromebook Donate 


3817 HP Chromebook 14 Chromebook Donate 


3818 HP Chromebook 14 Chromebook Donate 


3820 HP Chromebook 14 Chromebook Donate 


3821 HP Chromebook 14 Chromebook Donate 


3822 HP Chromebook 14 Chromebook Donate 


3823 HP Chromebook 14 Chromebook Donate 


3824 HP Chromebook 14 Chromebook Donate 


3825 HP Chromebook 14 Chromebook Donate 


3826 HP Chromebook 14 Chromebook Donate 


3827 HP Chromebook 14 Chromebook Donate 


3828 HP Chromebook 14 Chromebook Donate 


3829 HP Chromebook 14 Chromebook Donate 


3830 HP Chromebook 14 Chromebook Donate 


3832 HP Chromebook 14 Chromebook Donate 


3833 HP Chromebook 14 Chromebook Donate 


3834 HP Chromebook 14 Chromebook Donate 


3835 HP Chromebook 14 Chromebook Donate 


3836 HP Chromebook 14 Chromebook Donate 


3837 HP Chromebook 14 Chromebook Donate 


3838 HP Chromebook 14 Chromebook Donate 


3839 HP Chromebook 14 Chromebook Donate 


3844 HP Chromebook 14 Chromebook Donate 


3847 HP Chromebook 14 Chromebook Donate 


3854 HP Chromebook 14 Chromebook Donate 


3855 HP Chromebook 14 Chromebook Donate 


3863 HP Chromebook 14 Chromebook Donate 


3867 HP Chromebook 14 Chromebook Donate 


3870 HP Chromebook 14 Chromebook Donate 


3872 HP Chromebook 14 Chromebook Donate 


3874 HP Chromebook 14 Chromebook Donate 


3876 HP Chromebook 14 Chromebook Donate 


3877 HP Chromebook 14 Chromebook Donate 


3879 HP Chromebook 14 Chromebook Donate 


3880 HP Chromebook 14 Chromebook Donate 







3883 HP Chromebook 14 Chromebook Donate 


3884 HP Chromebook 14 Chromebook Donate 


3885 HP Chromebook 14 Chromebook Donate 


3886 HP Chromebook 14 Chromebook Donate 


3888 HP Chromebook 14 Chromebook Donate 


3892 HP Chromebook 14 Chromebook Donate 


3894 HP Chromebook 14 Chromebook Donate 


3895 HP Chromebook 14 Chromebook Donate 


3897 HP Chromebook 14 Chromebook Donate 


3898 HP Chromebook 14 Chromebook Donate 


3899 HP Chromebook 14 Chromebook Donate 


3901 HP Chromebook 14 Chromebook Donate 


3905 HP Chromebook 14 Chromebook Donate 


3906 HP Chromebook 14 Chromebook Donate 


3907 HP Chromebook 14 Chromebook Donate 


3908 HP Chromebook 14 Chromebook Donate 


3909 HP Chromebook 14 Chromebook Donate 


3910 HP Chromebook 14 Chromebook Donate 


3911 HP Chromebook 14 Chromebook Donate 


3912 HP Chromebook 14 Chromebook Donate 


3913 HP Chromebook 14 Chromebook Donate 


3915 HP Chromebook 14 Chromebook Donate 


3916 HP Chromebook 14 Chromebook Donate 


3917 HP Chromebook 14 Chromebook Donate 


3918 HP Chromebook 14 Chromebook Donate 


3919 HP Chromebook 14 Chromebook Donate 


3920 HP Chromebook 14 Chromebook Donate 


3921 HP Chromebook 14 Chromebook Donate 


3922 HP Chromebook 14 Chromebook Donate 


3923 HP Chromebook 14 Chromebook Donate 


3924 HP Chromebook 14 Chromebook Donate 


3925 HP Chromebook 14 Chromebook Donate 


3926 HP Chromebook 14 Chromebook Donate 


3927 HP Chromebook 14 Chromebook Donate 


3928 HP Chromebook 14 Chromebook Donate 


3929 HP Chromebook 14 Chromebook Donate 


3930 HP Chromebook 14 Chromebook Donate 


3931 HP Chromebook 14 Chromebook Donate 


3932 HP Chromebook 14 Chromebook Donate 


3933 HP Chromebook 14 Chromebook Donate 


3934 HP Chromebook 14 Chromebook Donate 


3935 HP Chromebook 14 Chromebook Donate 


3936 HP Chromebook 14 Chromebook Donate 


3937 HP Chromebook 14 Chromebook Donate 


3939 HP Chromebook 14 Chromebook Donate 


3945 HP Chromebook 14 Chromebook Donate 


3947 HP Chromebook 14 Chromebook Donate 


3948 HP Chromebook 14 Chromebook Donate 


3949 HP Chromebook 14 Chromebook Donate 


3950 HP Chromebook 14 Chromebook Donate 







3951 HP Chromebook 14 Chromebook Donate 


3952 HP Chromebook 14 Chromebook Donate 


3953 HP Chromebook 14 Chromebook Donate 


3955 HP Chromebook 14 Chromebook Donate 


3956 HP Chromebook 14 Chromebook Donate 


3957 HP Chromebook 14 Chromebook Donate 


3958 HP Chromebook 14 Chromebook Donate 


3959 HP Chromebook 14 Chromebook Donate 


3960 HP Chromebook 14 Chromebook Donate 


3961 HP Chromebook 14 Chromebook Donate 


3962 HP Chromebook 14 Chromebook Donate 


3963 HP Chromebook 14 Chromebook Donate 


3965 HP Chromebook 14 Chromebook Donate 


3966 HP Chromebook 14 Chromebook Donate 


3967 HP Chromebook 14 Chromebook Donate 


3968 HP Chromebook 14 Chromebook Donate 


3969 HP Chromebook 14 Chromebook Donate 


3970 HP Chromebook 14 Chromebook Donate 


3975 HP Chromebook 14 Chromebook Donate 


3979 HP Chromebook 14 Chromebook Donate 


3980 HP Chromebook 14 Chromebook Donate 


3981 HP Chromebook 14 Chromebook Donate 


3983 HP Chromebook 14 Chromebook Donate 


3984 HP Chromebook 14 Chromebook Donate 


3986 HP Chromebook 14 Chromebook Donate 


3989 HP Chromebook 14 Chromebook Donate 


3993 HP Chromebook 14 Chromebook Donate 


3994 HP Chromebook 14 Chromebook Donate 


3995 HP Chromebook 14 Chromebook Donate 


3996 HP Chromebook 14 Chromebook Donate 


3998 HP Chromebook 14 Chromebook Donate 


3999 HP Chromebook 14 Chromebook Donate 


4000 HP Chromebook 14 Chromebook Donate 


4001 HP Chromebook 14 Chromebook Donate 


4002 HP Chromebook 14 Chromebook Donate 


4003 HP Chromebook 14 Chromebook Donate 


5010 HP Chromebook 14 Chromebook Donate 


5011 HP Chromebook 14 Chromebook Donate 


5012 HP Chromebook 14 Chromebook Donate 


5013 HP Chromebook 14 Chromebook Donate 


5014 HP Chromebook 14 Chromebook Donate 


5015 HP Chromebook 14 Chromebook Donate 


5016 HP Chromebook 14 Chromebook Donate 


5017 HP Chromebook 14 Chromebook Donate 


5018 HP Chromebook 14 Chromebook Donate 


5019 HP Chromebook 14 Chromebook Donate 


5020 HP Chromebook 14 Chromebook Donate 


5CD4314C9C HP Chromebook 14 Chromebook Donate 


5CD4314CM6 HP Chromebook 14 Chromebook Donate 


5CD4314CMY HP Chromebook 14 Chromebook Donate 







5CD4314CN4 HP Chromebook 14 Chromebook Donate 


5CD4314CN7 HP Chromebook 14 Chromebook Donate 


5CD4314CNG HP Chromebook 14 Chromebook Donate 


5CD4314K8Y HP Chromebook 14 Chromebook Donate 


5CD4314K90 HP Chromebook 14 Chromebook Donate 


5CD4314K92 HP Chromebook 14 Chromebook Donate 


5CD4314K95 HP Chromebook 14 Chromebook Donate 


5CD4314K96 HP Chromebook 14 Chromebook Donate 


5CD4314K99 HP Chromebook 14 Chromebook Donate 


5CD4314KV1 HP Chromebook 14 Chromebook Donate 


5CD4314KV2 HP Chromebook 14 Chromebook Donate 


5CD4314KV5 HP Chromebook 14 Chromebook Donate 


5CD4314KV7 HP Chromebook 14 Chromebook Donate 


5CD4314KV9 HP Chromebook 14 Chromebook Donate 


5CD4314KVC HP Chromebook 14 Chromebook Donate 


5CD4314KVF HP Chromebook 14 Chromebook Donate 


5CD4314KVG HP Chromebook 14 Chromebook Donate 


5CD4314KVJ HP Chromebook 14 Chromebook Donate 


5CD4314KVK HP Chromebook 14 Chromebook Donate 


5CD4314KVM HP Chromebook 14 Chromebook Donate 


5CD4314KVR HP Chromebook 14 Chromebook Donate 


5CD4314KVV HP Chromebook 14 Chromebook Donate 


5CD4314KVW HP Chromebook 14 Chromebook Donate 


5CD4314KVZ HP Chromebook 14 Chromebook Donate 


5CD4314KW0 HP Chromebook 14 Chromebook Donate 


5CD4314KW2 HP Chromebook 14 Chromebook Donate 


5CD4314KW9 HP Chromebook 14 Chromebook Donate 


5CD4314KWB HP Chromebook 14 Chromebook Donate 


5CD4314KWK HP Chromebook 14 Chromebook Donate 


5CD4314KWL HP Chromebook 14 Chromebook Donate 


5CD4314KWM HP Chromebook 14 Chromebook Donate 


5CD4314KWS HP Chromebook 14 Chromebook Donate 


5CD4314KWW HP Chromebook 14 Chromebook Donate 


5CD4320YCF HP Chromebook 14 Chromebook Donate 


5CD4320YCN HP Chromebook 14 Chromebook Donate 


5CD4321FP5 HP Chromebook 14 Chromebook Donate 


5CD4321G0Z HP Chromebook 14 Chromebook Donate 


5CD4321GL2 HP Chromebook 14 Chromebook Donate 


5CD43221WF HP Chromebook 14 Chromebook Donate 


5CD4324728 HP Chromebook 14 Chromebook Donate 


5CD4324740 HP Chromebook 14 Chromebook Donate 


5CD4324744 HP Chromebook 14 Chromebook Donate 


5CD4324748 HP Chromebook 14 Chromebook Donate 


5CD432474J HP Chromebook 14 Chromebook Donate 


5CD432474N HP Chromebook 14 Chromebook Donate 


5CD432474P HP Chromebook 14 Chromebook Donate 


5CD432474Q HP Chromebook 14 Chromebook Donate 


5CD432474S HP Chromebook 14 Chromebook Donate 


5CD432474T HP Chromebook 14 Chromebook Donate 


5CD432474X HP Chromebook 14 Chromebook Donate 







5CD4324750 HP Chromebook 14 Chromebook Donate 


5CD4324751 HP Chromebook 14 Chromebook Donate 


5CD4324752 HP Chromebook 14 Chromebook Donate 


5CD4324755 HP Chromebook 14 Chromebook Donate 


5CD4324757 HP Chromebook 14 Chromebook Donate 


5CD432475C HP Chromebook 14 Chromebook Donate 


5CD432475G HP Chromebook 14 Chromebook Donate 


5CD432475L HP Chromebook 14 Chromebook Donate 


5CD432475T HP Chromebook 14 Chromebook Donate 


5CD4324760 HP Chromebook 14 Chromebook Donate 


5CD4324766 HP Chromebook 14 Chromebook Donate 


5CD432476M HP Chromebook 14 Chromebook Donate 


5CD432476S HP Chromebook 14 Chromebook Donate 


5CD432476W HP Chromebook 14 Chromebook Donate 


5CD43247Q9 HP Chromebook 14 Chromebook Donate 


5CD4324GKM HP Chromebook 14 Chromebook Donate 


5CD4324GL0 HP Chromebook 14 Chromebook Donate 


5CD43268FW HP Chromebook 14 Chromebook Donate 


5CD4326928 HP Chromebook 14 Chromebook Donate 


5CD4326936 HP Chromebook 14 Chromebook Donate 


5CD4326994 HP Chromebook 14 Chromebook Donate 


5CD43269YM HP Chromebook 14 Chromebook Donate 


5CD4326TZ7 HP Chromebook 14 Chromebook Donate 


5CD4326YN7 HP Chromebook 14 Chromebook Donate 


5CD4326ZB7 HP Chromebook 14 Chromebook Donate 


5CD4326ZCZ HP Chromebook 14 Chromebook Donate 


5CD4326ZFL HP Chromebook 14 Chromebook Donate 


5CD4326ZJ5 HP Chromebook 14 Chromebook Donate 


5CD4326ZL5 HP Chromebook 14 Chromebook Donate 


5CD4326ZLD HP Chromebook 14 Chromebook Donate 


5CD4326ZLL HP Chromebook 14 Chromebook Donate 


5CD4326ZM3 HP Chromebook 14 Chromebook Donate 


5CD4326ZM5 HP Chromebook 14 Chromebook Donate 


5CD4326ZN4 HP Chromebook 14 Chromebook Donate 


5CD4326ZN5 HP Chromebook 14 Chromebook Donate 


5CD4326ZNM HP Chromebook 14 Chromebook Donate 


5CD4326ZRB HP Chromebook 14 Chromebook Donate 


5CD4326ZRK HP Chromebook 14 Chromebook Donate 


5CD4326ZRM HP Chromebook 14 Chromebook Donate 


5CD4326ZRW HP Chromebook 14 Chromebook Donate 


5CD4326ZRY HP Chromebook 14 Chromebook Donate 


5CD4326ZS5 HP Chromebook 14 Chromebook Donate 


5CD4326ZS7 HP Chromebook 14 Chromebook Donate 


5CD4326ZS8 HP Chromebook 14 Chromebook Donate 


5CD4326ZSJ HP Chromebook 14 Chromebook Donate 


5CD4326ZSM HP Chromebook 14 Chromebook Donate 


5CD4326ZSN HP Chromebook 14 Chromebook Donate 


5CD4326ZSP HP Chromebook 14 Chromebook Donate 


5CD4326ZSQ HP Chromebook 14 Chromebook Donate 


5CD4326ZSS HP Chromebook 14 Chromebook Donate 







5CD4326ZST HP Chromebook 14 Chromebook Donate 


5CD4326ZSV HP Chromebook 14 Chromebook Donate 


5CD4326ZSW HP Chromebook 14 Chromebook Donate 


5CD4326ZSY HP Chromebook 14 Chromebook Donate 


5CD4326ZSZ HP Chromebook 14 Chromebook Donate 


5CD4326ZT1 HP Chromebook 14 Chromebook Donate 


5CD4326ZT8 HP Chromebook 14 Chromebook Donate 


5CD4326ZTD HP Chromebook 14 Chromebook Donate 


5CD4326ZTN HP Chromebook 14 Chromebook Donate 


5CD4326ZTR HP Chromebook 14 Chromebook Donate 


5CD4326ZTW HP Chromebook 14 Chromebook Donate 


5CD4326ZTX HP Chromebook 14 Chromebook Donate 


5CD4326ZTY HP Chromebook 14 Chromebook Donate 


5CD4326ZTZ HP Chromebook 14 Chromebook Donate 


5CD4326ZV2 HP Chromebook 14 Chromebook Donate 


5CD4326ZV5 HP Chromebook 14 Chromebook Donate 


5CD4326ZV6 HP Chromebook 14 Chromebook Donate 


5CD4326ZV7 HP Chromebook 14 Chromebook Donate 


5CD4326ZV8 HP Chromebook 14 Chromebook Donate 


5CD4326ZV9 HP Chromebook 14 Chromebook Donate 


5CD4326ZVD HP Chromebook 14 Chromebook Donate 


5CD4326ZWR HP Chromebook 14 Chromebook Donate 


5CD43363D2 HP Chromebook 14 Chromebook Donate 


5CD433640W HP Chromebook 14 Chromebook Donate 


5CD43373XJ HP Chromebook 14 Chromebook Donate 


5CD43374RH HP Chromebook 14 Chromebook Donate 


5CD43374XT HP Chromebook 14 Chromebook Donate 


5CD43374YM HP Chromebook 14 Chromebook Donate 


5CD43374YT HP Chromebook 14 Chromebook Donate 


5CD43374YW HP Chromebook 14 Chromebook Donate 


5CD43374Z4 HP Chromebook 14 Chromebook Donate 


5CD43374ZH HP Chromebook 14 Chromebook Donate 


5CD43374ZN HP Chromebook 14 Chromebook Donate 


5CD43374ZS HP Chromebook 14 Chromebook Donate 


5CD43374ZV HP Chromebook 14 Chromebook Donate 


5CD43374ZW HP Chromebook 14 Chromebook Donate 


5CD4337500 HP Chromebook 14 Chromebook Donate 


5CD4337501 HP Chromebook 14 Chromebook Donate 


5CD4337502 HP Chromebook 14 Chromebook Donate 


5CD4337503 HP Chromebook 14 Chromebook Donate 


5CD4337504 HP Chromebook 14 Chromebook Donate 


5CD4337505 HP Chromebook 14 Chromebook Donate 


5CD433750F HP Chromebook 14 Chromebook Donate 


5CD433750G HP Chromebook 14 Chromebook Donate 


5CD433750R HP Chromebook 14 Chromebook Donate 


5CD43375J3 HP Chromebook 14 Chromebook Donate 


5CD43376QP HP Chromebook 14 Chromebook Donate 


5CD4337BQC HP Chromebook 14 Chromebook Donate 


5CD43394HG HP Chromebook 14 Chromebook Donate 


5CD43394HP HP Chromebook 14 Chromebook Donate 







5CD43394HQ HP Chromebook 14 Chromebook Donate 


5CD43394J4 HP Chromebook 14 Chromebook Donate 


5CD43394J5 HP Chromebook 14 Chromebook Donate 


5CD43394J6 HP Chromebook 14 Chromebook Donate 


5CD43394J9 HP Chromebook 14 Chromebook Donate 


5CD43394JF HP Chromebook 14 Chromebook Donate 


5CD43394JH HP Chromebook 14 Chromebook Donate 


5CD43394JJ HP Chromebook 14 Chromebook Donate 


5CD43394JL HP Chromebook 14 Chromebook Donate 


5CD43394JN HP Chromebook 14 Chromebook Donate 


5CD43394JP HP Chromebook 14 Chromebook Donate 


5CD43394JS HP Chromebook 14 Chromebook Donate 


5CD43394JX HP Chromebook 14 Chromebook Donate 


5CD43394JZ HP Chromebook 14 Chromebook Donate 


5CD43394K0 HP Chromebook 14 Chromebook Donate 


5CD43394K2 HP Chromebook 14 Chromebook Donate 


5CD43394K3 HP Chromebook 14 Chromebook Donate 


5CD43394K5 HP Chromebook 14 Chromebook Donate 


5CD43394K7 HP Chromebook 14 Chromebook Donate 


5CD43394K9 HP Chromebook 14 Chromebook Donate 


5CD43394KC HP Chromebook 14 Chromebook Donate 


5CD43394KF HP Chromebook 14 Chromebook Donate 


5CD43394KG HP Chromebook 14 Chromebook Donate 


5CD43394KH HP Chromebook 14 Chromebook Donate 


5CD43394KK HP Chromebook 14 Chromebook Donate 


5CD43394KP HP Chromebook 14 Chromebook Donate 


5CD43394KV HP Chromebook 14 Chromebook Donate 


5CD43394KY HP Chromebook 14 Chromebook Donate 


5CD43394L0 HP Chromebook 14 Chromebook Donate 


5CD43394L2 HP Chromebook 14 Chromebook Donate 


5CD43394L4 HP Chromebook 14 Chromebook Donate 


5CD43394LD HP Chromebook 14 Chromebook Donate 


5CD43394MB HP Chromebook 14 Chromebook Donate 


5CD43394MG HP Chromebook 14 Chromebook Donate 


5CD43394MQ HP Chromebook 14 Chromebook Donate 


5CD43394MS HP Chromebook 14 Chromebook Donate 


5CD43394MW HP Chromebook 14 Chromebook Donate 


5CD43394R9 HP Chromebook 14 Chromebook Donate 


5CD43395DF HP Chromebook 14 Chromebook Donate 


5CD43395DK HP Chromebook 14 Chromebook Donate 


5CD43395DL HP Chromebook 14 Chromebook Donate 


5CD4340WBG HP Chromebook 14 Chromebook Donate 


5CD4465ZQR HP Chromebook 14 Chromebook Donate 


5CD4465ZS0 HP Chromebook 14 Chromebook Donate 


5CD4465ZWG HP Chromebook 14 Chromebook Donate 


5CD44671V HP Chromebook 14 Chromebook Donate 


5CD4467PJN HP Chromebook 14 Chromebook Donate 


5CD4467PQH HP Chromebook 14 Chromebook Donate 


5CD4467PQT HP Chromebook 14 Chromebook Donate 


5CD4467PSF HP Chromebook 14 Chromebook Donate 







5CD4467PV1 HP Chromebook 14 Chromebook Donate 


5CD4467PX6 HP Chromebook 14 Chromebook Donate 


5CD4467PXF HP Chromebook 14 Chromebook Donate 


5CD4467PXJ HP Chromebook 14 Chromebook Donate 


5CD4467PY5 HP Chromebook 14 Chromebook Donate 


5CD4467PY7 HP Chromebook 14 Chromebook Donate 


5CD4467PYH HP Chromebook 14 Chromebook Donate 


5CD4467PYV HP Chromebook 14 Chromebook Donate 


5CD4467PZS HP Chromebook 14 Chromebook Donate 


5CD4467PZX HP Chromebook 14 Chromebook Donate 


5CD4467Q04 HP Chromebook 14 Chromebook Donate 


5CD4467Q06 HP Chromebook 14 Chromebook Donate 


5CD4467Q0K HP Chromebook 14 Chromebook Donate 


5CD4467Q0L HP Chromebook 14 Chromebook Donate 


5CD4467Q0M HP Chromebook 14 Chromebook Donate 


5CD4467Q0P HP Chromebook 14 Chromebook Donate 


5CD4467Q0S HP Chromebook 14 Chromebook Donate 


5CD4467Q0T HP Chromebook 14 Chromebook Donate 


5CD4467Q0W HP Chromebook 14 Chromebook Donate 


5CD4467Q12 HP Chromebook 14 Chromebook Donate 


5CD4467Q1B HP Chromebook 14 Chromebook Donate 


5CD4467Q1F HP Chromebook 14 Chromebook Donate 


5CD4467Q1J HP Chromebook 14 Chromebook Donate 


5CD4467Q1L HP Chromebook 14 Chromebook Donate 


5CD4467Q1M HP Chromebook 14 Chromebook Donate 


5CD4467Q1N HP Chromebook 14 Chromebook Donate 


5CD4467Q1P HP Chromebook 14 Chromebook Donate 


5CD4467Q1R HP Chromebook 14 Chromebook Donate 


5CD4467Q1W HP Chromebook 14 Chromebook Donate 


5CD4467Q1Z HP Chromebook 14 Chromebook Donate 


5CD4467Q25 HP Chromebook 14 Chromebook Donate 


5CD4467Q28 HP Chromebook 14 Chromebook Donate 


5CD4467Q2B HP Chromebook 14 Chromebook Donate 


5CD4467Q2H HP Chromebook 14 Chromebook Donate 


5CD4467Q2J HP Chromebook 14 Chromebook Donate 


5CD4467Q2K HP Chromebook 14 Chromebook Donate 


5CD4467Q2L HP Chromebook 14 Chromebook Donate 


5CD4467Q2M HP Chromebook 14 Chromebook Donate 


5CD4467Q2Q HP Chromebook 14 Chromebook Donate 


5CD4467Q2R HP Chromebook 14 Chromebook Donate 


5CD4467Q2V HP Chromebook 14 Chromebook Donate 


5CD4467Q30 HP Chromebook 14 Chromebook Donate 


5CD4467Q34 HP Chromebook 14 Chromebook Donate 


5CD4467Q36 HP Chromebook 14 Chromebook Donate 


5CD4467Q37 HP Chromebook 14 Chromebook Donate 


5CD4467Q38 HP Chromebook 14 Chromebook Donate 


5CD4467Q3D HP Chromebook 14 Chromebook Donate 


5CD4467QL4 HP Chromebook 14 Chromebook Donate 


5CD4467QXV HP Chromebook 14 Chromebook Donate 


5CD4467R89 HP Chromebook 14 Chromebook Donate 







5CD4467RS0 HP Chromebook 14 Chromebook Donate 


5CD4467RWZ HP Chromebook 14 Chromebook Donate 


5CD4467S0L HP Chromebook 14 Chromebook Donate 


5CD4467S9B HP Chromebook 14 Chromebook Donate 


5CD5040H99 HP Chromebook 14 Chromebook Donate 


5CD5040HD1 HP Chromebook 14 Chromebook Donate 


5CD5040HF7 HP Chromebook 14 Chromebook Donate 


5CD5040HLL HP Chromebook 14 Chromebook Donate 


5CD5040HLZ HP Chromebook 14 Chromebook Donate 


5CD5040HZ3 HP Chromebook 14 Chromebook Donate 


5CD5040J6X HP Chromebook 14 Chromebook Donate 


5CD5040JX7 HP Chromebook 14 Chromebook Donate 


5CD5040KR0 HP Chromebook 14 Chromebook Donate 


5CD5040KR6 HP Chromebook 14 Chromebook Donate 


5CD5040KR7 HP Chromebook 14 Chromebook Donate 


5CD5040KRN HP Chromebook 14 Chromebook Donate 


5CD5040KRQ HP Chromebook 14 Chromebook Donate 


5CD5040KS1 HP Chromebook 14 Chromebook Donate 


5CD5040KS3 HP Chromebook 14 Chromebook Donate 


5CD5040KS5 HP Chromebook 14 Chromebook Donate 


5CD5040KSC HP Chromebook 14 Chromebook Donate 


5CD5040KSF HP Chromebook 14 Chromebook Donate 


5CD5040KSH HP Chromebook 14 Chromebook Donate 


5CD5040KT0 HP Chromebook 14 Chromebook Donate 


5CD5040KT2 HP Chromebook 14 Chromebook Donate 


5CD5040KT4 HP Chromebook 14 Chromebook Donate 


5CD5040KV2 HP Chromebook 14 Chromebook Donate 


5CD5040LJL HP Chromebook 14 Chromebook Donate 


5CD5040LL1 HP Chromebook 14 Chromebook Donate 


5CD5040LZ1 HP Chromebook 14 Chromebook Donate 


5CD5040LZB HP Chromebook 14 Chromebook Donate 


5CD5040M26 HP Chromebook 14 Chromebook Donate 


5CD504173H HP Chromebook 14 Chromebook Donate 


5CD5041749 HP Chromebook 14 Chromebook Donate 


5CD504177Y HP Chromebook 14 Chromebook Donate 


5CD504179S HP Chromebook 14 Chromebook Donate 


5CD504179Z HP Chromebook 14 Chromebook Donate 


5CD50417BQ HP Chromebook 14 Chromebook Donate 


5CD50417BZ HP Chromebook 14 Chromebook Donate 


5CD50417D2 HP Chromebook 14 Chromebook Donate 


5CD50417D6 HP Chromebook 14 Chromebook Donate 


5CD50417D8 HP Chromebook 14 Chromebook Donate 


5CD50417DJ HP Chromebook 14 Chromebook Donate 


5CD50417DL HP Chromebook 14 Chromebook Donate 


5CD50417DM HP Chromebook 14 Chromebook Donate 


5CD50417DP HP Chromebook 14 Chromebook Donate 


5CD50417DQ HP Chromebook 14 Chromebook Donate 


5CD50417DR HP Chromebook 14 Chromebook Donate 


5CD50417DT HP Chromebook 14 Chromebook Donate 


5CD50417DW HP Chromebook 14 Chromebook Donate 







5CD50417F1 HP Chromebook 14 Chromebook Donate 


5CD50417F2 HP Chromebook 14 Chromebook Donate 


5CD50417F5 HP Chromebook 14 Chromebook Donate 


5CD50417F6 HP Chromebook 14 Chromebook Donate 


5CD50417F9 HP Chromebook 14 Chromebook Donate 


5CD50417FC HP Chromebook 14 Chromebook Donate 


5CD50417FF HP Chromebook 14 Chromebook Donate 


5CD50417FG HP Chromebook 14 Chromebook Donate 


5CD50417FL HP Chromebook 14 Chromebook Donate 


5CD50417FM HP Chromebook 14 Chromebook Donate 


5CD50417FN HP Chromebook 14 Chromebook Donate 


5CD50417FR HP Chromebook 14 Chromebook Donate 


5CD50417FV HP Chromebook 14 Chromebook Donate 


5CD50417G1 HP Chromebook 14 Chromebook Donate 


5CD50417G5 HP Chromebook 14 Chromebook Donate 


5CD50417G7 HP Chromebook 14 Chromebook Donate 


5CD50417G9 HP Chromebook 14 Chromebook Donate 


5CD50417GG HP Chromebook 14 Chromebook Donate 


5CD50417GH HP Chromebook 14 Chromebook Donate 


5CD50417GK HP Chromebook 14 Chromebook Donate 


5CD50417GL HP Chromebook 14 Chromebook Donate 


5CD50417GN HP Chromebook 14 Chromebook Donate 


5CD50417GQ HP Chromebook 14 Chromebook Donate 


5CD50417GT HP Chromebook 14 Chromebook Donate 


5CD50417GV HP Chromebook 14 Chromebook Donate 


5CD50417H3 HP Chromebook 14 Chromebook Donate 


5CD50417HG HP Chromebook 14 Chromebook Donate 


5CD50427F3 HP Chromebook 14 Chromebook Donate 


5CD5042856 HP Chromebook 14 Chromebook Donate 


5CD50432BX HP Chromebook 14 Chromebook Donate 


6017 HP Chromebook 14 Chromebook Donate 


6CD5040M3N HP Chromebook 14 Chromebook Donate 


UNKNOWN HP Chromebook 14 Chromebook Donate 


3353 HP Chromebook 14 Chromebook EWaste 


3486 HP Chromebook 14 Chromebook EWaste 


3534 HP Chromebook 14 Chromebook EWaste 


3741 HP Chromebook 14 Chromebook EWaste 


3779 HP Chromebook 14 Chromebook EWaste 


3798 HP Chromebook 14 Chromebook EWaste 


3858 HP Chromebook 14 Chromebook EWaste 


3866 HP Chromebook 14 Chromebook EWaste 


3878 HP Chromebook 14 Chromebook EWaste 


3890 HP Chromebook 14 Chromebook EWaste 


3941 HP Chromebook 14 Chromebook EWaste 


4283 HP Chromebook 14 Chromebook EWaste 


5CD43394K4 HP Chromebook 14 Chromebook EWaste 


5CD4467Q05 HP Chromebook 14 Chromebook EWaste 


3063 SAMSUNG Chromebook Chromebook EWaste 


3064 SAMSUNG Chromebook Chromebook EWaste 


3065 SAMSUNG Chromebook Chromebook EWaste 







3066 SAMSUNG Chromebook Chromebook EWaste 


3068 SAMSUNG Chromebook Chromebook EWaste 


3069 SAMSUNG Chromebook Chromebook EWaste 


3070 SAMSUNG Chromebook Chromebook EWaste 


3071 SAMSUNG Chromebook Chromebook EWaste 


3072 SAMSUNG Chromebook Chromebook EWaste 


3073 SAMSUNG Chromebook Chromebook EWaste 


3074 SAMSUNG Chromebook Chromebook EWaste 


3075 SAMSUNG Chromebook Chromebook EWaste 


3076 SAMSUNG Chromebook Chromebook EWaste 


3077 SAMSUNG Chromebook Chromebook EWaste 


3078 SAMSUNG Chromebook Chromebook EWaste 


3079 SAMSUNG Chromebook Chromebook EWaste 


3080 SAMSUNG Chromebook Chromebook EWaste 


3081 SAMSUNG Chromebook Chromebook EWaste 


3082 SAMSUNG Chromebook Chromebook EWaste 


3083 SAMSUNG Chromebook Chromebook EWaste 


3084 SAMSUNG Chromebook Chromebook EWaste 


3085 SAMSUNG Chromebook Chromebook EWaste 


3086 SAMSUNG Chromebook Chromebook EWaste 


3087 SAMSUNG Chromebook Chromebook EWaste 


3088 SAMSUNG Chromebook Chromebook EWaste 


3089 SAMSUNG Chromebook Chromebook EWaste 


3090 SAMSUNG Chromebook Chromebook EWaste 


3091 SAMSUNG Chromebook Chromebook EWaste 


3092 SAMSUNG Chromebook Chromebook EWaste 


3093 SAMSUNG Chromebook Chromebook EWaste 


3094 SAMSUNG Chromebook Chromebook EWaste 


3095 SAMSUNG Chromebook Chromebook EWaste 


3097 SAMSUNG Chromebook Chromebook EWaste 


3098 SAMSUNG Chromebook Chromebook EWaste 


HY3A91A01461N SAMSUNG Chromebook Chromebook EWaste 


UNKNOWN SAMSUNG Chromebook Chromebook EWaste 


2629 DELL OPTIPLEX 755 Desktop PC Donate 


1Z8G5J1 DELL OPTIPLEX 760 Desktop PC Donate 


2395 DELL OPTIPLEX 760 Desktop PC Donate 


2396 DELL OPTIPLEX 760 Desktop PC Donate 


2397 DELL OPTIPLEX 760 Desktop PC Donate 


2FH30L1 DELL OPTIPLEX 760 Desktop PC Donate 


2M20JK1 DELL OPTIPLEX 760 Desktop PC Donate 


3PHVFK1 DELL OPTIPLEX 760 Desktop PC Donate 


55CY5J1 DELL OPTIPLEX 760 Desktop PC Donate 


7M0F5L1 DELL OPTIPLEX 760 Desktop PC Donate 


85C9MJ1 DELL OPTIPLEX 760 Desktop PC Donate 


9051HJ1 DELL OPTIPLEX 760 Desktop PC Donate 


9BF8GJ1 DELL OPTIPLEX 760 Desktop PC Donate 


2499 DELL OPTIPLEX 780 Desktop PC Donate 


2500 DELL OPTIPLEX 780 Desktop PC Donate 


2528 DELL OPTIPLEX 780 Desktop PC Donate 


2570 DELL OPTIPLEX 780 Desktop PC Donate 







2364 DELL OPTIPLEX 960 Desktop PC Donate 


2392 DELL OPTIPLEX 760 Desktop PC EWaste 


2394 DELL OPTIPLEX 760 Desktop PC EWaste 


2405 DELL OPTIPLEX 780 Desktop PC EWaste 


2375 AverMedia AverVision300AF+ 
Document 
Camera EWaste 


2959 EPSON ELPDC11 
Document 
Camera EWaste 


CNB88489C4 HP Color LaserJet CM1312nfi MFP MFP EWaste 


1753 DELL 5100cn Printer EWaste 


2541 HP Color LaserJet CP3525cn Printer EWaste 


0700 HP LaserJet 4100 TN Printer EWaste 


2471 EPSON EMP-83H Projectot EWaste 


KM3F033902L EPSON PowerLite 83+ Projectot EWaste 


5115 HP HP 3500yl-24G PoE+ Switch Switch EWaste 


SG5303D03W HP HP 3500yl-24G PoE+ Switch Switch EWaste 


2200 HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


2201 HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


2202 HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


2205 HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


2463 HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


2469 HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


2470 HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG018AT0NN  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG023AT03D  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG611TA0B6 HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG621TA0NT  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG624TA0K6  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG625TA0KL  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA07Z HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA092  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA0CY HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA0GQ  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA0GZ HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA0HC  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 







SG628TA0MQ  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA0P5  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA0TN  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG628TA0VQ  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG822AT1QQ  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG822AT2ZP  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG822AT3DB  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG944AT0QG  HP 
HP J8702A 24p Gig-T zl 
Module  Switch EWaste 


SG132AU0P0  HP 
HP J8705A Gig-T/SFP zl 
Module  Switch EWaste 


SG622UU03R  HP 
HP J8705A Gig-T/SFP zl 
Module  Switch EWaste 


SG824AU0XY  HP 
HP J8705A Gig-T/SFP zl 
Module  Switch EWaste 


SG824AU13Q  HP 
HP J8705A Gig-T/SFP zl 
Module  Switch EWaste 


SG941AU00W  HP 
HP J8705A Gig-T/SFP zl 
Module  Switch EWaste 


SG941AU0MG  HP 
HP J8705A Gig-T/SFP zl 
Module  Switch EWaste 


2204 HP 
HP J9840A Adv Svs v2 zl 
Module  Switch EWaste 


TW428MZ0TV HP HP ProCurve Switch 2650 Switch EWaste 


TW536SD186 HP HP ProCurve Switch 2650 Switch EWaste 


2000 HP HP ProCurve Switch 5406zl Switch EWaste 


2203 HP HP ProCurve Switch 5406zl Switch EWaste 


2131 HP HP ProCurve Switch 5412zl Switch EWaste 


SG334NV0U9 HP J4813A Switch EWaste 


SG418NV0AG HP J4813A Switch EWaste 


TW433MZ0P3 HP J4899B Switch EWaste 


TW525SD043 HP J4899B Switch EWaste 


SG825SU5LE HP J8697A Switch EWaste 


IN824TI1WN HP J8712A Switch EWaste 


CN42BX27R7 HP JE006A Switch EWaste 


0931 HP ProCurve 2650 Switch EWaste 


8535 HP ProCurve 2650 Switch EWaste 


TW428MZ0TV HP ProCurve 2650 Switch EWaste 


2462 HP ProCurve Switch  5406zl Switch EWaste 


2353 HP ProCurve Switch 3500yl-48g Switch EWaste 


2467 HP ProCurve Switch 3500yl-48g Switch EWaste 


2468 HP ProCurve Switch 3500yl-48g Switch EWaste 


2653 HP ProCurve Switch 3500yl-48g Switch EWaste 


2655 HP ProCurve Switch 3500yl-48g Switch EWaste 


2879 HP ProCurve Switch 3500yl-48g Switch EWaste 


3051 HP ProCurve Switch 3500yl-48g Switch EWaste 







3173 HP ProCurve Switch 3500yl-48g Switch EWaste 


8524 HP ProCurve Switch 3500yl-48g Switch EWaste 


8525 HP ProCurve Switch 3500yl-48g Switch EWaste 


8526 HP ProCurve Switch 3500yl-48g Switch EWaste 


8527 HP ProCurve Switch 3500yl-48g Switch EWaste 


8530 HP ProCurve Switch 3500yl-48g Switch EWaste 


8531 HP ProCurve Switch 3500yl-48g Switch EWaste 


2132 HP ProCurve Switch 5406zl Switch EWaste 


AEZ18HA01645 LINKSYS RV082 VPN Router EWaste 


 








i 
 


Emergency Response 
Plan 


  


2018 - 2019 
 


 
 
 


 Jefferson School 
 
  
 


B 187 Comprehensive School Safety Plan 







ii 
 


Assurance Page 
School Year: 2018-2019 


 
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 
SSC Member 


 


Certificated Teacher: Lori Scott 
SSC Member 


 


Certificated Teacher:   


Parent of Child Attending the School: 
 


 


Classified Employee: 
Lauren Beith 


 


Law Enforcement Agency Rep: 
Tracy Police Department 


 


Other: Bertha Ramon 
SSC Member, Classified Employee 


 


Other: Chris Potts 
SSC Member, Community Member 


 


Other: Sarah McNamara 
SSC Member, Community Member 


 


Other:  
 


 


 
Date Annual Revisions Completed:  September 2018 
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Activity Responsible Person Date Completed 
School Facilities/Grounds Hazard 
Assessment 


Alyssa Wooten/Mario 
Aguirre/Sam Haglar 


August 2018 
 
 


Evacuation Routes Hazard Alyssa Wooten August 2018 
 
 


Update School Plot Plans (Maps) – also 
in classrooms per fire code.  


Lauren Beith/Michele 
Vinyard 


August 2018 


Emergency Phone Numbers Lauren Beith 8/8/2018 & 9/10/2018 


Survey of Special Staff Skills Alyssa Wooten 9/10/2018 


Survey of Neighborhood Resources Alyssa Wooten Aug. & Sept. 2018 


Message to Parents – safety letter Alyssa Wooten September 2018 


Assign Disaster Functions Alyssa Wooten 9/10/2018 


Update Bus Routes to Identify Potential 
Hazards 


Sam Haglar August 2018 


Staff Orientation to Plan – initial review Alyssa Wooten 8/8/2018 & 9/10/2018 


Review Plan Alyssa Wooten 9/10/2018 


Examine /Update Site Crisis Response 
Box (Office Emergency Backpack) 


Lauren Beith Sept. 2018 


 
Prepared by: Alyssa Wooten 
Date Prepared: September 2018 
School Year: 2018/2019 
  


ANNUAL EMERGENCY PLAN CHECKLIST 
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Date Time Description 


August 15, 2018 10:30 am Fire Drill 


September 13, 2018 2:00 pm Fire Drill, Lockdown Intrusive Drill 


October 18, 2018 11:00 am Fire Drill, Earthquake Drill 


November 7, 2018 8:35 am Fire Drill 


December 19, 2018 1:30 pm Fire Drill, Lockdown Extrusive Drill 


January 18, 2019 9:15 am Fire Drill, Reverse Evacuation Drill 


February 19, 2019 2:30 pm Fire Drill  


March 18, 2019 10:30 am Fire Drill, Earthquake Drill 


April 10, 2019 2:00 pm Fire Drill, Lockdown Evacuation Drill 


May 2, 2019 11:00 am Fire Drill 


 
 
 
 
 
 
 
 
 
 
 


 
Survey of Special Staff Skills 


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 
 
Electrical Experience:  Renae Potts 


      Mario Aguirre 
     Paul Fern  
 


Survival Training:   Diane McRae 
     
Plumbing:    Mario Aguirre 


   Renae Potts 
   Paul Fern  
 


Counseling:   Cristina Cortes 
    Catherine Long 


Joyce Fenton  
               Adriana Pena  
    Carol Clayton 
 
Law Enforcement:  None 
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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.  Also considered an off-site evacuation location.  
 
Jimmy’s Deli – Located approximately 100 yards from Jefferson School at 7505 W. 
Linne Road. 
 
Dynatect – Located approximately .25 miles from Jefferson School at 8830 W. Linne 
Road. Also considered an off-site evacuation location.  
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 


                                                                            


Survey of Neighborhood Resources 
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September 17, 2018 
 
 
 
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’s secondary off site evacuation/reunification site: Dynatect  
Address: 8830 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 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 
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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) 
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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. 
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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 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? 
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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 


  


  


  


  


 
 
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 


Carol Clayton  Room 105 


Gary Pease Room 108 


Paul Fern Room 204 


  


  


  


  


  


  


 
 
Team Assembly Location/Search and Rescue 
 
Primary:    Carol Clayton   
 
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. 
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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 
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 
Sherry Gleason Room 202 


Cristina Cortes / Catherine Long Psychologist 


Tracey McDonnell Speech Language Pathologist 


  


  


 
 
Team Assembly Location 
 
Primary:    Sherry Gleason 
 
Alternate:    Cristina Cortes, Catherine Long, Tracey McDonnell  
 
 
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. 
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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.  


 







76 
 


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. 


 


 


 


 







80 
 


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: 2018-2019 


 


Monticello 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: 
 


Emily Stroup 


 


Certificated Teacher: 
 


Amber Freitas 


 


Parent of Child Attending the School: 


 
Anna Crivello 


 


Classified Employee: 


 
Julie Cockerham  


 


Law Enforcement Agency Rep: 
 


 Police Officer –  
 


 


Other: 
 
Andrea Pedigo  


 


Other: 
 
Lindsey Cecillio 


 


Other: 
 
Jamie Watson 


 


 
Date Annual Revisions Completed: September 2018 
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Activity Responsible Person Date Completed 
School Facilities/Grounds Hazard Assessment Sam Hagler   8/2018 


Evacuation Routes Hazard Emily Stroup  8-9-2018 
Update School Plot Plans (Maps) Emily Stroup 8/2018 
Emergency Phone Numbers Andrea Pedigo 8-9-2018 
Survey of Special Staff Skills Emily Stroup 9-10-2018 
Survey of Neighborhood Resources Emily Stroup 9-10-2018 
Message to Parents Emily Stroup  9-17-2018 
Assign Disaster Functions Emily Stroup 8-9-2018 
Update Bus Routes to Identify Potential 
Hazards 


Sam Hagler  8/2018 


Staff Orientation to Plan   Emily Stroup 8-9-2018 


Review Plan Emily Stroup 9-14-2018 
Examine /Update Site Crisis Response Box Emily Stroup 9-14-2018 
 
 
 


 
Prepared by _Emily Stroup_______________________________________________________ 
 
 
Date Prepared_____                        _________         School Year 2018-2019      


 
 
 
 
 
 


ANNUAL EMERGENCY PLAN CHECKLIST 
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Drill Type Month Scheduled Date (Will be) Held 
   
Fire Drill  August 2018 08/13/2018 
Shelter in Place Drill September  2018 09/20/2018 
Earthquake October 2018 10/18/2018 
Lockdown November 2018 11/15/2018 
Fire Drill December 2018 12/13/2018 
Shelter in Place Drill January 2019 01/24/2019 
Earthquake/Fire February 2019 02/21/2019 
Lockdown Drill March 2019 03/14/2019 
Fire Drill April 2019 04/18/2019 
Shelter in Place Drill May 2019 05/09/2019 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


Emergency Drill Schedule 
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CERT Certified Staff 
(Community Emergency Response Team) 


 
CPR Certified Staff 


 
 


Chris Curtiss 
Erin Kennedy 


Brittany Mayer 
Marina Mihov 


Beilynda Sembrano 
Jamie Watson 


All Classified Staff 
 


 
 


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


 
Search and Rescue:  
 
Electrical Experience: Alberto Zamudio 
 
Survival Training:  
 
Plumbing: Alberto Zamudio 
 
Counseling: All Staff 
 
Law Enforcement: Police Officer – Nathan Moore (Parent) 
 
 
 
 


 
 
 


Survey of Special Staff Skills 
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(Example: fire station, grocery store, church, etc.) 
 
 
Red Maple Village Shopping Center ~ Corner of Valpico Rd.  and South Tracy Blvd.  
 
 
Fire Station ~ Tracy Blvd. & Central Avenue 
 
 
St. Bernard’s Church ~ Corner of Valpico Rd. and South Corral Hollow Rd.  
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Survey of Neighborhood Resources 
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                   September 14, 2018 
Dear Parents/Guardians, 
 
In order to provide a safe, secure and healthy environment for your child, Monticello Elementary 
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.), Monticello 
Elementary’ s staff makes sure that each classroom is equipped with a first aid kit, water and a 
nutritious snack for each student. 
 
The evacuation site for Monticello Elementary is the playground field area. In the case of an 
emergency in which Monticello Elementary’s campus was deemed unsafe, students would be 
moved to the evacuation site in as safe and timely a manner as possible. 
 
The Monticello Elementary Crisis Response team would operate the evacuation site to ensure a 
safe and orderly pick – up/release of students.  If picking up a student, parents/guardians 
must present a photo I.D., such as a driver’s license.  Without verification, staff will not 
release any student.  No child will be released to anyone other than the persons designated on 
the emergency release instruction form completed by families at the beginning of the school 
year. 
 
The Monticello School’s evacuation site: Thoming Park   
 
Address: Cambridge Place, Tracy CA 
Location: Across the street from Monticello   
 
Monticello School’s secondary evacuation site: St. Bernard’s Church – Holy Family Center 
 
Address: St. Bernard’s Church- Valpico Rd., Tracy CA  
Location: Corner of Corral Hollow and Valpico Rd.  
 
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(s) into their care.  School and District personnel will be on site at the evacuation 
location 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.  
Parents/guardians can also listen to local media stations for any updates on the emergency 
situation.  Your best source of up-to-date information will be at the evacuation site. 
 
If you have further questions about Monticello’s Safety Plan, please call the office at 209-833-
9300. 
 
Sincerely, 
 
Emily Stroup 
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 
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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 
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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 
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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. 


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. 
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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. 


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 
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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 on 
the basis that it has been transmitted on the Internet or is 
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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.  


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  
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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, 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 
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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. 
 


Jefferson School District 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 
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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. AR 5132 (b) DRESS AND GROOMING 
(continued) 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.  


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 







16 
 


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) 


 
 
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.  
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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.” 


 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 
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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 


 
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 
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instructions, email, etc.). 
  


“ATTENTION, PLEASE DUCK, COVER AND HOLD. DUCK, COVER 
AND HOLD. AVOID GLASS AND FALLING OBJECTS. MOVE 
AWAY FROM WINDOWS AND OVERHEAD HAZARDS. DO NOT 
TOUCH ANY FALLEN ELECTRICAL WIRES. 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 


  
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 
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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 


  
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 EVACUATION SITE for the offsite 
evacuation. 


The emergency evacuation site for Monticello School is the Cafeteria for grades 1, 2, 4 
and Rooms 18 and 26. 
The emergency evacuation site for Monticello School is K-1 classroom for K-1 and K-2 
and K-2 for grade 3.  
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In the case of an emergency in which the Monticello School campus was deemed unsafe, 
students would be moved to these evacuation sites in a safe and timely a manner. 
 
 
The Monticello School’s first evacuation site is: Thoming Park  
 
Location: Across the street from Monticello  
 
BACK UP LOCATION:    
 
Monticello School’s second evacuation site is: St. Bernard’s Church – Holy Family 
Center  
 
Address:   St. Bernard’s Church Holy Family Center  Valpico Road, Tracy, CA    
Location:  Corner of Corral Hollow and Valpico Roads  
 


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 LOCKDOWN. REPEAT, INITIATE 
LOCKDOWN. STUDENTS AND STAFF, NO TALKING. WE ARE ON A 
LOCKDOWN. STUDENTS, IF YOU ARE INSIDE THE BUILDING, SIT 
DOWN WHERE YOU ARE. GET IN A HIDDEN POSITION. IF YOU ARE 
OUTSIDE, RUN TO THE NEAREST OPEN DOOR OR TAKE COVER.  
STAFF, LOCK DOORS AND SECURE ROOMS NOW. USE JUDGEMENT 
WHEN ALLOWING STUDENTS INSIDE YOUR SECURED AREA.” 
 
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 


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 
MONTICELLO JAGUAR ALL CLEAR.  THE INCIDENT IS 
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OVER. PLEACE RETURN TO REGULAR INSTRUCTION. 
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 MONTICELLO 
JAGUAR ALL CLEAR.  THE INCIDENT IS OVER. PLEASE 
RETURN TO REGULAR INSTRUCTION. 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. 


  
The School District’s notification system will be utilized to provide 
communications to parents during emergency response situations on 
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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: 
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 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.   


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: 
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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. 


  
 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 
 
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 
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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 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. 
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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. 


 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 
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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. 


  
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 
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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. 


  
 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 
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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. 
 







39 
 


 







40 
 


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. 
  
  
  







42 
 


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.   
 
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. 
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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. 
  
 
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 
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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. 
  
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. 


  
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. 
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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 Emily Stroup Principal 
Deputy Incident Commander Andrea Pedigo Principal Secretary 


Public Information Officer Dr. Jim Bridges Superintendent 


Safety Officer Bridgette Nunes EL Coordinator  
Liaison Officer Julie Cockerham School Clerk 


 
Team Assembly Location/ Incident Command Center 
 
Primary:  School Office  
 
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 


• 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 


  


Andrea Pedigo School Office  
Julie Cockerham  Library 


Lani Martin Cafeteria 


 
 
Team Assembly Location/First Aid 
 
Primary:  School Office  
 
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 


  


Nadine Dawson/Emily Stroup Room 24-28 / Back side of TLC / 4th grade 
bathrooms 


Andrea Pedigo  Rooms 14-23 
Lisa Eisenga (John Boyd)/Emily Stroup  Rooms 1-7/Library/Staff Restrooms near 


Library, Library itself  


Julie Cockerham/Ricky Alcon Kinder Classrooms/Office/TLC 


Alberto Zamudio Rooms 8-11/Restrooms near library/Gym/ 
Gym restrooms 


 
 
Team Assembly Location/Search and Rescue 
 
Primary:  School Office  
 
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 
  


TK & Kinder ~ Beliynda Sembrano Room K-1 
1st Grade & SDC ~  Christen Davis Cafeteria 


2nd Grade ~ Jennifer Vieira Cafeteria 


3rd Grade ~ Amber Freitas Room K-2 
4th Grade ~ Jamie Watson Cafeteria 


  
  


  
 
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 


Andrea Pedigo Principal Secretary  


Julie Cockerham  Attendance Clerk  
Mrs. Davis / Ms. Vieira – Grades 1, 2, & 4 Teachers  


Mrs. Hopson / Mrs. O’brien – TK, K, & 3 Teachers  
  


 
 
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  


 


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 


Alberto Zamudio Head Custodian 
Ricky Alcon Custodian 


Lisa Eisenga or John Boyd Custodian 


 
 
Responsibilities 
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● 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 


Nadine Dawson Intervention Specialist 
Scott Huber/Brittany Mayer  Music Teacher/4th Grade PE 


Sandy Sinwald Campus Aide 


Bridgette Nunes  EL Coordinator 


Diana Jennings  Food Service Clerk 


 
 
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. 
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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 


Martha Hertado School Counselor 


Katherine Long 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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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. 







58 
 


 
 


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. 


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: 
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 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. 


 


 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 


Evacuation, shelter, and student care in an emergency is one of 
the most important tasks faced by schools. It includes student 
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Team  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. 


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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Emergency Response Plan 
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SB 187 Comprehensive School Safety Plan 


Assurance Page 


School Year: 2018-19 


 


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: 


 
Shawn Cannon 


 


Classified Employee: 


 
Rahila Amani 


 


Other: 
 


 


 


Other: 
 


 


 


Other: 
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Activity Responsible Person Date Completed 
School Facilities/Grounds Hazard Assessment Christina Orsi 8/2/2018 
Emergency Phone Numbers Christina Orsi 8/8/2018 
Message to Parents Christina Orsi 10/9/2018 
Assign Disaster Functions Christina Orsi 9/10/2018 
Staff Orientation to Plan Christina Orsi 8/8/2018 
Review Plan Christina Orsi 10/9/2018 


 
 
 


 
Prepared by Christina Orsi 
 
 
Date Prepared____9/10/2018          _____________         School Year ______2018-19_________ 


 
 
 
 
 
 
 
 
 
 
 
 


ANNUAL EMERGENCY PLAN CHECKLIST 
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Drill Type Month Scheduled Date Held 
Fire Drill August 2018 August 15, 2018 
Shelter in Place/Lockdown Drill September 2018 September 20, 2018 
Fire Drill October 2018 October 18, 2018 
Earthquake/Fire Drill November 2018 November 30, 2018 
Fire Drill December 2018 December 5, 2018 
Fire Drill January 2019 January 15, 2019 
Lockdown Drill/Fire February 2019 February 20, 2019 
Fire Drill March 2019 March 4, 2019 
Fire Drill April 2019 April 12, 2019 
Fire Drill May 2019 May 15, 2019 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


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, 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 
 
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. 
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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.  
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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 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.   







33 
 


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. 
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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.  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 


 
 







47 
 


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 


Rachel Geiszler Multi-Purpose Room 


Jessilyn Chaudoir  
Krista Beltran  


Patti Cannon  


Sheila Flores  
Joann Frizzi  


Natalie Acuna  
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 
Kevin Garrison Room 16 


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 


Rosalina Bonilla K-1 
Deanna Kitchuck Room 4 


Brenda Morgan Room 3 


Kelly Shook 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 


Sheila Flores 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 


 
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 


Cindy Contreras 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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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: 2018-2019 


 


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: 
 


Maria Aretakis 


 


Parent of Child Attending the School: 


 
Nikki Moore 


 


Classified Employee: 


 
 Shayne Cocoles  


 


Law Enforcement Agency Rep: 
 


Steve Abercrombie 


 


Other: 
 


Monde Nunes 


 


Other: 
 


Melissa Rosich 


 


Other: 
 
Tessa Bunch 


 


 
Date Annual Revisions Completed: 9/14/2018 
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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_____8-28-2018           _________         School Year ______2018-2019 


 
 
 
 


ANNUAL EMERGENCY PLAN CHECKLIST 
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Drill Type Month Scheduled 
  
August 16th  Fire Drill (8:30 am) 
September 13th  Fire Drill (1:30 pm) 
September 13th Reverse Lockdown (1:45 pm) 
October 10th Fire Drill (8:30 am) 
November 8th Lockdown  (1:30 pm) 
November 8th Fire Drill  (1:45 pm) 
December 12th  Fire Drill (8:30 am) 
January 9th Fire Drill (1:30 pm) 
February 13th  Earthquake Drill(8:30 am) 
February 13th  Fire Drill (8:45 am) 
March 13th Fire Drill (1:30 pm) 
April 10th Fire Drill (8:45 am) 
May 8th Fire Drill (1:30 pm) 
May 8th  Reverse Lockdown (1:45 pm) 
 
 
 
 
 
 
 
 


Emergency Drill Schedule 
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CERT Certified Staff 
 


CPR Certified Staff 
Machone Hicks 


Marv Amaral 
Ben Cooper 


Melissa Rosich 
Nikki Moore 


Erik Saia 
Charito Arceo 
Marita Bruno 


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 
 
Journey Christian Church- 4600 S. Tracy Blvd., 0.6 miles from Anthony Traina School  
 
 
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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                   August 9, 2018 
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 







4 
 


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. 
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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)  
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The principal, staff, students, and parent/guardians at each school may establish 
reasonable dress and grooming regulations for times when students are engaged in 
extracurricular or other special school activities. Students who participate in a nationally 
recognized youth organization shall be allowed to wear organization uniforms on days when the 
organization has a scheduled meeting. (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 







22 
 


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.  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.  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 


Brittany Mayer  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 


Elizabeth Gonzalez EL Para 


Kristina Ross-Ortiz EL Para 
Kelli Strohlein  Intervention Specialist 


Denise Rodriguez Para 
Angela Hewey Para 


 
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 


Tiffany Drake (VCC) 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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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.  


 


Last Name First Name Cell Number Home Number 


     


     


 







52 
 


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. 


 
 


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 
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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. 


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 
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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. 


 


 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/ Evacuation, shelter, and student care in an emergency is one of 







56 
 


Shelter/Care 
Team  


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. 


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 
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external messages. 


  


 


 


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 
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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.  


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  
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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).  


 


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: 
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 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.  


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:  
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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 


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 
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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. 


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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Information Sheet – 10/09/18 - Board of Trustees Meeting  


 


 


TO:  Board of Trustees        Item: 5.4 


FR:  Celli Coeville  


DATE: October 5, 2018  


RE: Jefferson Disneyland Band Proposal  


 


Board Policy 6153, School-Sponsored Trips, generally does not allow for overnight trips 
except in the case of “Science Camp, which is the only overnight exception permitted at 
this time. All trips involving out-of-state or overnight travel shall require the prior 
approval of the Board.” 
 
Amanda Gieseke and Alyssa Wooten will be in attendance October 9, 2018 to provide details 
of their Jefferson School Band Disneyland trip proposal. 


 


 


 


 


 


 


 


 







Jefferson Wildcat Marching Band Disneyland Trip 
 


 Students will have to make up all school work missed during the trip. 
 


 Students must meet 2.0 GPA requirements, as well as maintain good academic 
citizenship & behavioral standing.  Our principal, Alyssa Wooten, 
will be the final decision on these requirements. 


 


 Students must return all District/School required field trip forms by the specified due date
as a condition of participation.   


 


 Students, parents, and chaperones will be required to attend a meeting at Jefferson on 
the evening before we depart to check in for the trip, bring luggage and receive  
last minute instructions.  All participants must attend; there are no exceptions. 
 


 The Disneyland trip is optional - it is not required that students participate 
(but we hope each student does). 


 


 All eligible students will be allowed to go on the trip regardless of their family's ability to 
contribute financially.  However, if not enough families make contributions, we will have 
to cancel the trip. The cost of sending each student to Disneyland is approximately $500 
and therefore we ask that families contribute that amount if they are able.  We will have 
a more precise dollar amount once we have a head count.   


 


 Contributions can be made in a lump sum, or by monthly installments.   
 


 The contributions will be collected by the Jefferson School office staff.  
 


 Fundraising could include, but is not limited to, outreach letters to local community, 
dinner nights at local restaurants, and personal donations.   


 


 Students may choose to travel with the band or travel on their own.   
 


o Students traveling with the band will:  
 travel on chartered buses to Anaheim, California. 
 be housed at night with other students, two-six students to a hotel room, 


with chaperones in rooms nearby. 
o Students traveling on their own will:  


 provide their own transportation to and from Anaheim/Disneyland 
 provide their own room/housing in Anaheim.   


 


 


 


 


 


 







Proposed Disneyland Event – Intent to Participate Form  
(This event is pending Jefferson School Board approval) 


 
This form must be filled out and returned by everyone, even if you do not intend to 


participate. 
 


Due by Tuesday, November 6, 2018 at 3:00pm – NO EXCEPTIONS 
 
Student Name: _______________________________________________________________ 
 
Guardian Name: ______________________________________________________________ 
 
INTENT TO PARTICIPATE (Please choose one) 


☐I would like my child to participate in the Disneyland Music Performance Trip. 


☐I do not want my child to participate in the Disneyland Music Performance Trip. 


 
1. Will you be able to make a financial contribution?           


☐Yes          ☐No 
 


 


2. If you will be able to make a financial contribution, how much can you contribute? 
$ 
 


 (The approximate cost of sending each student to Disneyland should not exceed $500.00) 
*Financial contributions will not be accepted until our marching band is accepted into 
Disneyland 


 
 


3. Would you be willing to chaperone the Disneyland trip?            


☐Yes          ☐No 


(Please note guardian chaperones must pay the full trip cost) 
 
 


 
I understand that if I selected for my child to participate, my child must meet specific criteria to 
be eligible to perform at Disneyland. This form indicates to Jefferson School that my child plans 
to attend the field trip, it is not a guarantee that my child will attend the field trip. 
  


Guardian Signature: ___________________________________________________________ 
 
Student Signature: __________________________________________________________ 
 








 
 
NSU Affiliation Agreement Educational Settings Nov.  2016 


1 


AGREEMENT BETWEEN 
 


NOVA SOUTHEASTERN UNIVERSITY, INC.  
 


AND  
 


JEFFERSON SCHOOL DISTRICT 
___________________________________________________________________________ 


 
 THIS AGREEMENT is entered into by and between NOVA SOUTHEASTERN 
UNIVERSITY, INC., a Florida not for profit corporation (the "University"), whose address is 3200 
South University Drive, Fort Lauderdale, Florida 33328, and JEFFERSON SCHOOL DISTRICT 
(the "District"), whose address is 1219 Whispering Wind Drive, Tracy, CA 95377. The 
UNIVERSITY is entering into this Agreement on behalf of its Program in Speech Language 
Pathology (individually, a “Program” and collectively, the “Programs”).     
 
 WHEREAS, the University offers educational programs for the development of speech-
language pathologists, physical therapists, occupational therapists, school counselors, and 
teachers and has responsibility for the training of students who require clinical education, 
fieldwork or student teaching experiences to complete their professional development; and 
 
 WHEREAS, the  DISTRICT is willing to provide University students with clinical 
education, fieldwork or student teaching opportunities (“Internships”) for training at District 
schools.                                             
 
   NOW, THEREFORE, for and in consideration of the premises and the mutual covenants 
and agreements herein contained, the parties agree as follows: 
 


 1. RESPONSIBILITIES OF THE UNIVERSITY 
 
  A. The University shall assign certain students to the District for purposes of 


Internships as part of the Program at District.  All assigned students shall have completed the 
prerequisite didactic portion of the Program. 


 
  B. The University shall orient District teachers to University’s Program, pertinent 


course objectives, and any forms to be completed.   The University shall provide supervising 
teachers with forms or access to online format used for student evaluations.  


 
   C. The University shall inform the students that they must comply with applicable 


District policies and procedures and all health or other requirements prior to beginning an 
experience in a District school. 


 
  D. The University shall ensure that students undergo a Level II Background Check. 
 
  E. The University agrees to maintain, for itself, its faculty, and the student, 


commercial general liability insurance in limits no less than $1,000,000 per 
occurrence/$2,000,000 annual aggregate and professional liability insurance (for healthcare 
students) with limits no less than $1,000,000 per claim/$3,000,000 annual aggregate.  The 
professional liability insurance shall remain continuously in effect (through prior acts coverage in 
renewal policies, tail coverage or otherwise) during the period of the applicable statute of 
limitations. Such coverage may be afforded by commercial insurance, self-insurance, a captive, 
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or some combination thereof. A certificate of insurance evidencing said coverage shall be 
provided to the District upon request.   


 
  F. The University shall inform its students that they must maintain the confidentiality 


of the education records of District students.   
 
2. RESPONSIBILITIES OF THE DISTRICT 
 
 A. The District shall orient students to the assigned District school and introduce key 
personnel, and to its applicable rules, regulations, policies and procedures.   
 
 B. The District shall designate an employee as liaison who will work with the 
University’s liaison to coordinate the Internship experience.  District shall designate qualified 
and licensed employees in similar fields of students (“Supervising Teachers”) as to supervise 
the student’s Internship supervising teachers.   Supervising Teachers shall have the following 
responsibilities as they relate to the students: 
 
 i. Meet with the student on the first day of the Internship to (i) review educational 
objectives for the Internship, (ii) assign the work schedule, and (iii) tour the school and review 
relevant District policies and procedures. 
 
 ii. Introduce students to key and auxiliary personnel at the DISTRICT school. 
 
 iii. Provide instruction and give assignments in accordance with the University's 
course objectives, and the availability of District students and other District resources.  Student 
assignments should be relevant to the experience and may include self-study and library 
research of clinical or educational topics.   
 
 iv. Provide each student with opportunities to practice clinical or teaching skills in 
the classroom.  Such experience shall include, but not be limited to, (i) eliciting District student 
histories, (ii) performing examinations and evaluations of District students, (iii) entering  
permissible school record entries (such entries to be denoted as entered by a student, e.g., " 
SLP Student" and countersigned by designated supervising teacher, and (iv) establishing 
educationally relevant goals and IEP  plans, conducting appropriate treatments/interventions or 
educational instruction, and discharge planning, as appropriate. 
 
 v. Provide each student with frequent feedback on his/her clinical or teaching, and 
professional performance, formally review each student’s progress by meeting to review 
evaluations at mid-Internship and during the last week of the Internship, and complete and sign 
all evaluation forms provided by the University.  The District may keep a copy of the evaluation 
only with the student's written consent. 
 
 C. Make available its classrooms, library, cafeteria (at the student’s expense),a and 
parking, to students while they are assigned to a District school. 
 
 D. The District shall permit the University's Program faculty to visit the District 
school during the Internship for purposes of ascertaining that the University's educational 
objectives for each student's Internship are being met. 
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 E. The District shall also permit representatives of the University’s accrediting 
bodies to visit the District schools used for Internship experiences upon providing reasonable 
prior written notice. 
 
 F. The District shall be responsible for providing or arranging for emergency care 
and first aid to students in the event of injury or illness occurring during Internships at District 
schools.  The student is responsible for the cost of any emergency care received.  During the 
Internship, students shall be required to maintain medical insurance at their own expense. 
 
 G. During the term of this Agreement, the District represents and warrants that it: 
(Initial one of the below) 
 
________ Maintains general and professional liability insurance or self insures (for itself, its 
employees and agents) in amounts no less than One Million Dollars ($1,000,000) per 
occurrence and Three Million Dollars ($3,000,000) annual aggregate.  A certificate of insurance 
or official letter evidencing said coverage shall be provided to the University at time of execution 
of this Agreement and renewals of said coverage.  If insurance is through a claims-made policy, 
the professional liability insurance shall remain continuously in effect (through prior acts 
coverage in renewal policies, tail coverage or otherwise) during the period of the applicable 
statute of limitations. 
  
________ District certifies that it is self-insured pursuant to the provisions of   §768.028, Florida 
Statutes, for tort liability in anticipation of any claim which it, or its agents, employees or 
contractors might be liable to pay pursuant to that section. Workers’ compensation coverage is 
also self-insured at levels conforming to statutory requirements.  The District shall provide an 
official letter to the University evidencing these coverages.  The District will promptly notify the 
University of any cancellation or reduction in coverage.  To the extent specifically by law and 
subject to Section 768.28, Florida Statutes, the District shall indemnify and hold the University 
harmless from any loss, claim, or damage arising out of the acts or omissions of the employees 
or staff of the District, except for any such loss, claim, or damage arising out of the negligent 
acts or omissions of the University or taken or made by any party at the direction of University 
personnel.  Nothing herein shall be deemed a waiver by the Board of its sovereign immunity 
rights under the laws of the State of Florida. 
 
 H. The District shall comply with the applicable provisions of the Family Educational 
Rights and Privacy Act of 1974, 20 USC 1232 (g), otherwise known as FERPA or the Buckley 
Amendment, and shall take all measures necessary to ensure the confidentiality of any and all 
information in its possession regarding the University’s students who train at District schools 
pursuant to this Agreement. 
 
3. HIPAA REQUIREMENTS 
 


The parties agree to comply with the Health Information Technology for Economic and 
Clinical Health Act (“HITECH Act”), Health Insurance Portability and Accountability Act of 1996, 
as codified at 42 U.S.C. Section 1320d (“HIPAA”) and any current and future regulations 
promulgated thereunder, including, without limitation, the federal privacy regulations contained 
in 45 C.F.R. Parts 160 and 164 (“Federal Privacy Regulations”), the federal security standards 
contained in 45 C.F.R. Part 142 (“Federal Security Regulations”), and the federal standards for 
electronic transactions contained in 45 C.F.R. Parts 160 and 162, all collectively referred to 
herein as “HIPAA Requirements”. The parties agree not to use or further disclose any Protected 
Health Information (as defined in 45 C.F.R. Section 164.501) or Individually Identifiable Health 
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Information (as defined in 42 U.S.C. Section 1320d), other than as permitted by the HIPAA 
Requirements and the terms of this Agreement. The parties agree to make their internal 
practices, books and records relating to the use and disclosure of Protected Health Information 
available to the Secretary of Health and Human Services to the extent required for determining 
compliance with the Federal Privacy Regulations. In addition, the parties agree to comply with 
any state laws and regulations that govern or pertain to the confidentiality, privacy, security of, 
and electronic and transaction code sets pertaining to, information related to District students 
health records. The University may de-identify any and all Protected Health Information for 
educational purposes created or received by the University under this Agreement, provided, 
however, that the de-identification conforms to the requirements of the Standards for Privacy of 
Individually Identifiable Health Information at 45CFR Part 164, Subparts A and E. Solely for the 
purpose of defining the students’ role in relation to the use and disclosure of District's Protected 
Health Information, the students are defined as members of the District's workforce, as that term 
is defined by 45 CFR 160.103, when engaged in activities pursuant to this Agreement. 
However, the students are not and shall not be considered to be employees of District when 
performing activities in connection with this Agreement. 
 
4. REMOVAL OF STUDENTS FROM THE DISTRICT 
 
 Both parties agree that in the event a conduct or performance problem arises related to 
the Internship of any University student, the District and the UNIVERSITY shall promptly attempt 
to effectuate a resolution.  In the event a resolution of the problem cannot be reached, the 
District reserves the right to reasonably request withdrawal of any student whose work or 
conduct is not in full accord with the District's standards of performance, or its policies and 
procedures. Notwithstanding the foregoing, the District may remove a student without prior 
consultation with the University if the student poses an immediate threat to the health or safety 
of District’s employees, staff or students, and in any such event, the District shall promptly notify 
the University in writing of its action and the reasons for removing the University student.     
 
5. RELATIONSHIP 
 
 A. Both parties expressly intend that with respect to this Agreement that they shall 
be independent contractors, and shall have no relationship other than the one provided for 
herein, and shall receive no other benefits besides those specifically contained herein. 
 
 B. It is understood that in no event shall students be compensated fro any services 
rendered pursuant to this Agreement unless the District requires payment to participating 
students.  Students shall not represent themselves as agents, officers, or employees of the 
District during Internship experiences.  Students shall wear name tags identifying their status as 
a student with the University.  At the same time, it is understood that in no event shall the 
employees, agents, or staff of the District be considered or represent themselves as agents, 
employees, or representatives of the University.  The District shall at all times maintain 
responsibility for the education and related services provided to its students, regardless if such 
instruction or care is provided by University students. 
 


C. Notwithstanding anything to the contrary stated herein, if the student is also a 
District employee/associate under a separate agreement with the District, such 
employee/associate shall not be permitted to perform the functions of a student under this 
Agreement during the District employee’s/associate’s work schedule.  Work-related 
responsibilities shall not count towards meeting hours towards the Internship requirements. 
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6. TERM 
 


The term of this Agreement shall be for one (1) year, commencing on January 1, 2019 
and expiring on December 31, 2019, and thereafter, shall automatically renew for yearly 
terms; provided, however, that either party may terminate this Agreement at any time by 
furnishing at least sixty (60) days prior written notice of intent to terminate to the other.  Any 
such termination shall not prevent students then participating in Internships at District schools 
from completing their assignments at the pursuant to the same terms and conditions of this 
Agreement.  
 
7. NOTICE 
 
 Any and all notices required or permitted hereunder shall be in writing and deemed 
effective: (i) upon personal delivery with a receipt obtained, (ii) the date of receipt, refusal,  or 
noted as uncollected when sent by certified or registered mail, return receipt requested, postage 
prepaid, or (iii) the earlier of receipt or two (2) business days after deposit with a nationally 
recognized overnight delivery service, e.g., Federal Express, to the address set forth below or to 
such other addresses as a party may designate in writing and provided in accordance with this 
section.   
   


 As to University:  Nova Southeastern University   
     3200 South University Drive    
     Fort Lauderdale, FL 33328    
     Attn:  Dean, College of Health Care Sciences 
         
 As to District:   Jefferson School District 
     1219 Whispering Wind Drive 
                                                Tracy, CA  95377 


Attn: Director/Manager 
 
 
8. NO DISCRIMINATION 
 


Neither party will discriminate against any program participant covered under this 
Agreement because of race, color, religion, national origin, age, disability, status as a disabled 
veteran, sex, or sexual orientation, nor will either party engage in such discrimination in their 
employment or personnel policies. 
 
9. ENTIRE AGREEMENT AND MODIFICATION 
 


This Agreement constitutes the entire understanding of the parties with respect to the 
matters covered herein, and supersedes any prior or contemporaneous agreements, 
representations or discussions, whether written or oral.  This Agreement may only be altered, 
amended, or modified by a written instrument duly signed by the parties. 
 
10. LAW GOVERNING 
 


This Agreement shall be governed by and construed in accordance with the laws of the 
state Florida, without regard to its conflicts of law principles.  With respect to any action arising 
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out of this Agreement, the parties accept the exclusive jurisdiction of the state courts in Florida, 
and agree that venue shall lie exclusively in Broward County, Florida. 
 
11. COUNTERPARTS AND SIGNATURES 


This Agreement may be executed in counterparts, each of which will be deemed original, 
but all of which together shall constitute one and the same agreement. Scanned, photocopied 
and facsimile signatures shall be deemed original signatures.  The parties represent and 
warrant that the person signing on behalf of the party has authority to sign as its representative. 


 
 
 
 IN WITNESS WHEREOF, the parties have executed this Agreement as of the date first 
set forth below. 
 
 
 
JEFFERSON SCHOOL DISTRICT          NOVA SOUTHEASTERN UNIVERSITY, INC. 


                                   
                                               


By: ________________________ By: ________________________________ 
       Stanley H. Wilson, P.T., Ed.D. 
Title: ________________________ Title: Dean, College of Health Care Sciences 
 
Date: ________________________ Date:   ________________________________ 
      
 
       
 
        
        
 
 
 
 
 
 
 
 
 
 
 
 
        
 








                                              


Revised 7-11-2018 BF JA 


 
California State University, Stanislaus 


Memorandum of Understanding (MOU) for Student Placements1 in Applied Settings2 
 
This Memorandum of Understanding is effective upon execution between the Trustees of the 
California State University on behalf of California State University Stanislaus, referred to as, 
“UNIVERSITY” and, ____________________________ referred to as “AGENCY”.  
 
I. Statement of Purpose 


A. The UNIVERSITY’s mission and values strongly endorse partnerships with the 
community that advances the quality of life and the educational, intellectual, artistic, 
civic, cultural and economic aspirations for all those living or working in our 
neighboring communities.  The UNIVERSITY promotes student placements in applied 
settings as a valued part of a student’s education process.  


 


B. The AGENCY’s mission is stated in its bylaws and articles of incorporation.  
 


C. The UNIVERSITY and the AGENCY recognize the opportunity for positive learning 
experiences and mutual benefit for each, and for enrolled students (referred to as 
STUDENT(S)).  The UNIVERSITY supports the goals and objectives of the AGENCY. 


 
II. Priorities 


A. Program Activities. 
Activities will be accomplished in accordance with the applicable Student Agreement 
(e.g., Internship, Service Learning), reviewed and agreed upon by the STUDENT, 
UNIVERSITY, and the AGENCY prior to the start of the experience. 


1. The STUDENT(S) will: 
a. Participate in all relevant trainings required by the AGENCY and stated in 


Section III-A-3, (Training and Orientation) of this document. 
b. Model appropriate, professional behavior when working with clients and 


when on the AGENCY’s site(s).  
c. Support AGENCY events that are part of the student learning experience 


as required by faculty member. 
d. Meet the goals of the AGENCY program and the academic course in 


which the STUDENT is enrolled. 
 
 


                                                 
1 Student Placements refer to the assignment of students, based on their academic readiness and abilities, to an appropriate 
external agency for the purpose of enhancing the students’ learning experiences and educational goals (e.g., internship, 
service learning, credential, clinical, rotation.)                                                                                                                   


2 Applied Settings refer to student placements that are practical in application vs. theoretical. 
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B. Safe and Productive Environment. 
1. The AGENCY will: 


a. Give STUDENT(S) a complete tour of the site, and ensure that 
STUDENT(S) are aware of all emergency procedures and is able to act 
responsibly in the event of an emergency. 


b. Ensure that STUDENT(S) are aware of the unique nature of the 
population and/or clients of the AGENCY and has received an orientation 
and any additional training the AGENCY deems necessary to work with 
this population.   
 


2.    The AGENCY shall not employ discriminatory practices in its selection of 
students and in its performance hereunder on the basis of sex, sexual orientation, 
race, color, ancestry, ethnicity, religious creed, national origin, disability (including 
HIV and AIDS), medical condition, age, marital status, and denial of family care 
leave.    


 


C. The UNIVERSITY will ensure that STUDENT(S) agree(s) to the following: 
1. Abide by the AGENCY’s rules and regulations while on site and when working 


with AGENCY clients. 
 


2. Ensure that their interactions with clients are safe, positive and productive. 
 


3. Support the AGENCY’s program and its objectives by performing the student 
placement activities stated in Section II-A-1 of the Program Activities section of 
this document. 


 


4. California Law may require the AGENCY to obtain STUDENT’S fingerprints and 
submit them to the Department of Justice, and/or the Federal Bureau of 
Investigation for a criminal background check. The UNIVERSITY will (1) 
determine whether such fingerprinting is required; (2) request and obtain the 
STUDENT’S fingerprints; (3) request and obtain criminal background clearance 
from the appropriate agency. The UNIVERSITY will assist the students to secure 
fingerprint and criminal background clearance. Only students with clear records 
will be sent to the AGENCY.  


 
III. Structure and Support of Student(s) 


A. The AGENCY. 
1. Site Supervision. 


The Site Supervisor will meet with the STUDENT as per the applicable Student 
Agreement (e.g., Internship, Service Learning), to update him/her on projects 
and to provide support.  All program staff will support the STUDENT as they 
interact with him/her and provide guidance and advice as necessary and 
appropriate.  A secondary site supervisor will be responsible for the STUDENT 
in the absence of primary supervision.  
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a. The AGENCY’s director or his/her designee will meet with the 
representative of the University as needed throughout the academic term.  


b. The AGENCY director and the Responsible Campus Office at the 
UNIVERSITY shall meet as appropriate in order to facilitate the most 
mutually beneficial experience for all parties involved, or at the request of 
any of the parties involved. 
 


2. Position Description.  
The AGENCY will provide a written position description as an attachment to the 
applicable Student Agreement (e.g., Internship, Service Learning), for each 
placement offered.  The position description will include the following four 
headings and supporting information: a) duties and responsibilities, b) skills and 
specifications, c) education and qualifications, and d) reporting relationship of 
the particular placement.  


 


3. Training and Orientation. 
Site Supervisor or his/her designee will provide specific training needed by 
STUDENT(S) prior to their working with clients or providing service to the 
AGENCY. Necessary training can be provided through collaboration among the 
AGENCY, the UNIVERSITY, and faculty member.   
 


4. Work Space. 
STUDENT(S) will have an appropriate space at the AGENCY site in which to 
conduct their assigned work. The AGENCY will provide access and training and 
all equipment necessary for STUDENT(S) to use in order to fulfill their assigned 
roles. 
 


5. Evaluation. 
The AGENCY site supervisor or designee will complete an evaluation regarding 
the quality of service that each STUDENT(S) provided to the site, and as agreed 
upon in the applicable Student Agreement (e.g., Internship, Service Learning) 
and relevant to the position description provided to the student. 
 


B. The UNIVERSITY. 
UNIVERSITY will assign STUDENT(S) to the AGENCY from various academic 
programs.  This agreement is intended to be comprehensive and its terms cover one or 
more students from various academic programs.   


1. Training and reflection. 
The UNIVERSITY will provide a training session for each STUDENT regarding 
their responsibilities as described in Section II.  The Responsible Campus Office 
and Faculty Member(s) will provide opportunities for STUDENT to reflect on 
his/her experience working at the AGENCY site.   
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2. Supervision and Accountability. 
The UNIVERSITY’S Responsible Campus Office will work closely with the 
AGENCY, faculty and STUDENT(S) to meet the expectations and priorities of the 
AGENCY.  
 


3. Academic credit. 
The applicable Student Agreement (e.g., Internship, Service Learning) will define 
the guidelines for the final determination of academic credit. Awarding of 
academic credit will adhere to the UNIVERSITY’s Credit Hour Policy.   
 


IV. Length of Agreement Term 
A. Initial Term. The UNIVERSITY and AGENCY have reached this initial agreement for 


the initial term beginning on the execution date of this agreement and ending one 
calendar year after the execution date. 
 


B. Renewal Process. This agreement shall be renewed automatically for additional periods 
of one (1) year thereafter up to a total of four (4) additional years from the date of 
execution, based on STUDENT feedback, AGENCY evaluation, and faculty desire to 
continue this relationship for the purpose of student learning under the conditions that:  


1. The UNIVERSITY and AGENCY continue to be committed to actively 
supporting the appropriate goals of the other. 
 


2. The STUDENT(S) work is academically meaningful and helps to provide support 
to the AGENCY. 


 


3. The relationship is consistent with the goals of the AGENCY, UNIVERSITY, 
STUDENT, and Academic Department(s). 


 


C.  Termination.   This Agreement may be terminated at any time by the written agreement 
or upon 30 days’ advance written notice by one party to the other, PROVIDED, 
HOWEVER, that in no event shall termination take effect with respect to currently 
enrolled students, who shall be permitted to complete their training for any semester in 
which termination would otherwise occur.  
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V. Notices  
  
University Agency 
Name: California State University, Stanislaus Name:  
Address: One University Circle  
Turlock, CA  95382 


Address:  


 
The attached General Provisions, consistent of two pages, are incorporated by reference and 
made a part of this agreement.  This agreement reflects my understanding of the relationship. 
 
University Agency 
Agency Name: California State University, 
Stanislaus 


Agency Name: 
  


Signature:________________________________ Signature:_______________________________ 
Name: Darrell Haydon Name:  
Title: Vice President, Financial Services Title:  
Date:  Date:  
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General Provisions 
STUDENT PLACEMENTS in Applied Settings 


California State University, Stanislaus 
 


Indemnification 
The AGENCY shall be responsible for damages caused by the negligence and willful 
misconduct of its directors, officers, agents, employees and duly authorized volunteers 
occurring in the performance of this agreement. The UNIVERSITY shall be responsible for 
damages caused by the negligence and willful misconduct of its directors, officers, employees 
occurring in the performance of this agreement. It is the intention of the AGENCY and the 
UNIVERSITY that the provision of this paragraph be interpreted to impose on each party 
responsibility for the negligence and willful misconduct of their respective directors, officers, 
employees and duly authorized volunteers. 
 
Insurance 
The AGENCY shall procure and maintain General Liability Insurance, comprehensive or 
commercial form with $2,000,000 minimum limit for each occurrence and minimum limit of 
$4,000,000 General Aggregate. Insurance shall be placed with insurers with a current AM Best’ 
rating of no less than A:VII.  
 
The California State University system has elected to be insured for its General Liability 
exposure through the self-insured CSU Risk Management Authority. 
 
The State of California has elected to be self-insured for its vehicle liability and Worker’s 
Compensation and property exposures.  As a State agency, the California State University, 
Office of the Chancellor, the Trustees and the CSU system of campuses are included in this 
self-insured program.  
 


Student Insurance 
The UNIVERSITY shall ensure that each student is covered during the term of this 
Agreement by general and professional liability insurance in amounts reasonably 
necessary to protect the student against liability arising from any and all negligent acts 
or incidents caused by the student. Coverage under such liability insurance shall be not 
less than two million dollars ($2,000,000) for each occurrence. Such coverage is to be 
obtained from a carrier rated A or better by AM Best. The UNIVERSITY shall present 
evidence of such coverage to AGENCY upon request. 


 
Status of Students 
STUDENT(S) shall at no time throughout this agreement be considered officers, employees, 
agents or volunteers of the UNIVERSITY. 
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Governing Law 
All contracts and purchase orders shall be construed in accordance with, and their 
performance governed by, the laws of the State of California. Further, AGENCY shall comply 
with any State or Federal law applicable to the AGENCY’s performance under this Contract.  
 
Assignments 
Without written consent of the California State University, this agreement is not assignable by 
the AGENCY either in whole or in part. 
 
Agreement Alterations & Integration 
No alteration or variation of the terms of the agreement shall be valid unless these are made in 
writing and signed by the parties hereto, and no oral understanding or agreement excluded 
from this document shall be binding on any of the parties hereto. 
 
Endorsement 
Nothing contained in this Agreement shall be construed as conferring on any party hereto, any 
right to use the other party’s name(s) as an endorsement of product/placement or to advertise, 
promote or otherwise market any product /placement  without the prior written consent of 
the other parties. Furthermore, nothing in this Agreement shall be construed as endorsement 
of any commercial product /placement by the UNIVERSITY, its officers or employees. 
 
Survival 
Upon termination of this contract for any reason, the terms, provisions, representations and 
warranties contained in this agreement shall survive expiration or earlier termination of this 
agreement. 
 
Severability 
If any provision of this agreement is held invalid by any law, rule, order of regulation of any 
government or by the final determination of any state or federal court, such invalidity shall not 
affect the enforceability of any other provision not held to be invalid. 
 
Entire Agreement 
This agreement constitutes the entire agreement and understanding of the parties with respect 
to the subject matter hereof and supersedes all prior agreements, arrangements, and 
understandings with respect thereto. No representation, promise, inducement, or statement of 
intention has been made by any party hereto that is not embodied herein and no party shall be 
bound by or liable for any alleged representation, promise, inducement, or statement not set 
forth herein.  


 
 


(36/AS/13/UEPC – Policy for Service Learning Student Placements) 
Approved by Academic Senate on 11/5/13 
Approved by President Joseph F. Sheley on 12/16/13 
Revised fall 2017 
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TO:     Jim Bridges, Superintendent 


 


FOR:    Board of Trustees 


 


FROM:  Mindy Maxedon, CBO 


 


ISSUE:   September, 2018 Budget Revisions and Transfers 


 


   


Attached for Board review are the Budget Revisions and Transfers for September 1, 2018 through 


September 30, 2018.   


 


 


Listed below are the primary changes in September, 2018: 


 


FUND 01: 


- Update site donation accounts (Resources 9xxx) for revenue received 


- Between object for field trips 


- Between object for site budgets 


- Between object for MTSS staff time (Resource 9002) 


-  


 


 


FUND 14: 


- Update budget for Traina School HVAC Repair  


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 
 







 


Jefferson School District 


Budget Adjustment Report 


From 9/1/18 through 9/30/18 


 


 


FUNDS:     01,14 


 


PASSED AND ADOPTED this 9th day of October, 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 September revised 


budget on the attached Budget Adjustment Reports as being the official revised 


budget of the District for Fiscal Year 2018-19. 


 


 


Approved this 9h day of October, 2018. 


 


 


 


        _____________________________ 


       Clerk, Board of Trustees 
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CORRECT BR19-00033 2.00 01-6512-0-5001-7210-7310-900-0000 1


CORRECT BR19-00033 2.00 01-6512-0-    -    -9790-   - 2


JE # BR19-00034 Totals 2.00 2.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00035 Status Posted Type BudRev Transaction Date 09/05/2018


MINDYM20, 9/5/2018 MINDYM20, 9/5/2018 Department BUSN


Fiscal Year 2019


UPDATE PROP 39 BUDGETComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE PROP 39 BUDGET 86,096.00 01-6230-0-0000-0000-8590-000-0000 1


UPDATE PROP 39 BUDGET 9,445.00 01-6230-0-0000-8110-5800-120-0000 2


UPDATE PROP 39 BUDGET 9,445.00 01-6230-0-0000-8110-5800-130-0000 3


UPDATE PROP 39 BUDGET 9,445.00 01-6230-0-0000-8110-5800-140-0000 4


UPDATE PROP 39 BUDGET 57,761.00 01-6230-0-    -    -9790-   - 5


JE # BR19-00035 Totals 86,096.00 86,096.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 1 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00037 Status Posted Type BudRev Transaction Date 09/05/2018


MINDYM20, 9/5/2018 MINDYM20, 9/5/2018 Department BUSN


Fiscal Year 2019


REVERSE BR19-00035 - REDO IN CORRECT MONTHComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE PROP 39 BUDGET 86,096.00 01-6230-0-0000-0000-8590-000-0000 1


UPDATE PROP 39 BUDGET 9,445.00 01-6230-0-0000-8110-5800-120-0000 2


UPDATE PROP 39 BUDGET 9,445.00 01-6230-0-0000-8110-5800-130-0000 3


UPDATE PROP 39 BUDGET 9,445.00 01-6230-0-0000-8110-5800-140-0000 4


REVERSE BR19-00035 - REDO IN CORRECT MONTH 57,761.00 01-6230-0-    -    -9790-   - 5


JE # BR19-00037 Totals 86,096.00 86,096.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00041 Status Posted Type BudRev Transaction Date 09/05/2018


MINDYM20, 9/5/2018 MINDYM20, 9/5/2018 Department BUSN


Fiscal Year 2019


SET UP BUDGET FOR BTWN SITE MILEAGEComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


SET UP BUDGET FOR BTWN SITE MILEAGE 500.00 01-1100-0-1110-1000-5210-925-0000 1


SET UP BUDGET FOR BTWN SITE MILEAGE 500.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00041 Totals 500.00 500.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00045 Status Posted Type BudRev Transaction Date 09/06/2018


MINDYM20, 9/6/2018 MINDYM20, 9/6/2018 Department BUSN


Fiscal Year 2019


UPDATE BUDGET TRAINA AC COMPRESSOR TEACHER WORKROOMComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE BUDGET TRAINA AC COMPRESSOR TEACHER WORKROOM 2,761.00 14-0000-0-0000-8110-5600-140-0000 1


UPDATE BUDGET TRAINA AC COMPRESSOR TEACHER WORKROOM 2,761.00 14-0000-0-    -    -9790-   - 2


JE # BR19-00045 Totals 2,761.00 2,761.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 2 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00047 Status Posted Type BudRev Transaction Date 09/13/2018


MINDYM20, 9/13/2018 MINDYM20, 9/13/2018 Department BUSN


Fiscal Year 2019


ADJ BUDGET FOR HVAC REPAIR TSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


ADJ BUDGET FOR HVAC REPAIR TS 1,934.00 14-0000-0-0000-8110-5600-140-0000 1


ADJ BUDGET FOR HVAC REPAIR TS 1,934.00 14-0000-0-    -    -9790-   - 2


JE # BR19-00047 Totals 1,934.00 1,934.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00048 Status Posted Type BudRev Transaction Date 09/13/2018


MINDYM20, 9/13/2018 MINDYM20, 9/13/2018 Department BUSN


Fiscal Year 2019


UPDATE BUDGET PY TITLE I BOOK ORDER REPLCMNT FUNDSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE BUDGET PY TITLE I BOOK ORDER REPLCMNT FUNDS 245.00 01-1100-0-1110-1000-4310-120-1101 1


UPDATE BUDGET PY TITLE I BOOK ORDER REPLCMNT FUNDS 245.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00048 Totals 245.00 245.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00049 Status Posted Type BudRev Transaction Date 09/17/2018


MINDYM20, 9/17/2018 MINDYM20, 9/17/2018 Department BUSN


Fiscal Year 2019


UPDATE BUDGET PD ROOM TABLESComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


UPDATE BUDGET PD ROOM TABLES 9,500.00 01-1100-0-1110-1000-4400-925-0000 1


UPDATE BUDGET PD ROOM TABLES 9,500.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00049 Totals 9,500.00 9,500.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 3 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00050 Status Posted Type BudRev Transaction Date 09/19/2018


MINDYM20, 9/19/2018 MINDYM20, 9/19/2018 Department BUSN


Fiscal Year 2019


UPDATE LLNL GRANT BUDGET FOR FIELD TRIPSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


2018-19 DONATION 5,000.00 01-9003-0-0000-0000-8699-000-0000 1


UPDATE LLNL GRANT BUDGET FOR FIELD TRIPS 1,250.00 01-9003-0-1110-1000-4310-110-0000 2


UPDATE LLNL GRANT BUDGET FOR FIELD TRIPS 1,250.00 01-9003-0-1110-1000-4310-120-0000 3


UPDATE LLNL GRANT BUDGET FOR FIELD TRIPS 1,250.00 01-9003-0-1110-1000-4310-130-0000 4


UPDATE LLNL GRANT BUDGET FOR FIELD TRIPS 1,250.00 01-9003-0-1110-1000-4310-140-0000 5


JE # BR19-00050 Totals 5,000.00 5,000.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00051 Status Posted Type BudRev Transaction Date 09/19/2018


KELLIEM20, 9/19/2018 KELLIEM20, 9/19/2018 Department BUSN


Fiscal Year 2019


Hawkins EBook Tax/S&HComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Hawkins EBook Tax/S&H 13.00 01-6500-0-5770-1120-5800-950-3106 1


Hawkins EBook Tax/S&H 13.00 01-6500-0-    -    -9790-   - 2


JE # BR19-00051 Totals 13.00 13.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00052 Status Posted Type BudRev Transaction Date 09/19/2018


KELLIEM20, 9/19/2018 KELLIEM20, 9/19/2018 Department BUSN


Fiscal Year 2019


Reverse BR19-00051Comment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Hawkins EBook Tax/S&H 13.00 01-6500-0-5770-1120-5800-950-3106 1


Reverse BR19-00051 13.00 01-6500-0-    -    -9790-   - 2


JE # BR19-00052 Totals 13.00 13.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 4 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00053 Status Posted Type BudRev Transaction Date 09/21/2018


KELLIEM20, 9/21/2018 KELLIEM20, 9/21/2018 Department BUSN


Fiscal Year 2019


Update Traina Field Trip BudgetComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update Traina Field Trip Budget 2,846.00 01-1100-0-1110-1000-5800-140-1001 1


Update Traina Field Trip Budget 2,846.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00053 Totals 2,846.00 2,846.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00054 Status Posted Type BudRev Transaction Date 09/24/2018


MINDYM20, 9/24/2018 MINDYM20, 9/24/2018 Department BUSN


Fiscal Year 2019


REVERSE BR19-00053Comment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update Traina Field Trip Budget 2,846.00 01-1100-0-1110-1000-5800-140-1001 1


REVERSE BR19-00053 2,846.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00054 Totals 2,846.00 2,846.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00055 Status Posted Type BudRev Transaction Date 09/21/2018


KELLIEM20, 9/21/2018 KELLIEM20, 9/24/2018 Department BUSN


Fiscal Year 2019


Update Hawkins Field Trip BudgetComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update Hawkins Field Trip Budget 252.00 01-1100-0-1110-1000-5800-130-1001 1


Update Hawkins Field Trip Budget 252.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00055 Totals 252.00 252.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 5 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00056 Status Posted Type BudRev Transaction Date 09/21/2018


KELLIEM20, 9/21/2018 KELLIEM20, 9/24/2018 Department BUSN


Fiscal Year 2019


Update Monticello Field Trip BudgetComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update Monticello Field Trip Budget 994.00 01-1100-0-1110-1000-5800-120-1001 1


Update Monticello Field Trip Budget 994.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00056 Totals 994.00 994.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00057 Status Posted Type BudRev Transaction Date 09/21/2018


KELLIEM20, 9/21/2018 KELLIEM20, 9/24/2018 Department BUSN


Fiscal Year 2019


Update Jefferson Field Trip BudgetComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update Jefferson Field Trip Budget 455.00 01-1100-0-1110-1000-5800-110-1001 1


Update Jefferson Field Trip Budget 455.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00057 Totals 455.00 455.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00058 Status Posted Type BudRev Transaction Date 09/24/2018


KELLIEM20, 9/24/2018 KELLIEM20, 9/24/2018 Department BUSN


Fiscal Year 2019


Update Traina Field Trip BudgetComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update Traina Field Trip Budget 2,441.00 01-1100-0-1110-1000-5800-140-1001 1


Update Traina Field Trip Budget 2,441.00 01-1100-0-    -    -9790-   - 2


JE # BR19-00058 Totals 2,441.00 2,441.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 6 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00059 Status Posted Type BudRev Transaction Date 09/25/2018


MINDYM20, 9/25/2018 MINDYM20, 9/25/2018 Department BUSN


Fiscal Year 2019


CREATING OBJ 3311 IN MTSS GRANT RES 9002Comment  


CreditsDebitsCommentsAccount #
Line 
Seq 


CREATING OBJ 3311 IN MTSS GRANT RES 9002 186.00 01-9002-0-1110-1000-3311-925-0000 1


CREATING OBJ 3311 IN MTSS GRANT RES 9002 186.00 01-9002-0-    -    -9790-   - 2


JE # BR19-00059 Totals 186.00 186.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00060 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 290.00 01-9033-0-1110-1000-5815-130-0000 1


Science Camp Deposit 290.00 01-9033-0-0000-0000-8699-000-0000 2


JE # BR19-00060 Totals 290.00 290.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00061 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 3,050.00 01-9031-0-1110-1000-5815-110-0000 1


Science Camp Deposit 3,050.00 01-9031-0-0000-0000-8699-000-0000 2


JE # BR19-00061 Totals 3,050.00 3,050.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 7 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00062 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


LLNL DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


LLNL Deposit 82.00 01-9014-0-0000-2700-4310-140-1001 1


LLNL Deposit 82.00 01-9014-0-0000-0000-8699-000-0000 2


JE # BR19-00062 Totals 82.00 82.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00063 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Rail Commission DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Rail Commission Deposit 250.00 01-9304-0-1110-1000-4320-140-0000 1


Rail Commission Deposit 250.00 01-9304-0-0000-0000-8699-000-0000 2


JE # BR19-00063 Totals 250.00 250.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00064 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Kona Ice DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Kona Ice Donations 55.00 01-9014-0-0000-2700-4310-140-1001 1


Kona Ice Deposit 55.00 01-9014-0-0000-0000-8699-000-0000 2


JE # BR19-00064 Totals 55.00 55.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 8 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00065 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 1,701.00 01-9033-0-1110-1000-5815-130-0000 1


Science Camp Deposit 1,701.00 01-9033-0-0000-0000-8699-000-0000 2


JE # BR19-00065 Totals 1,701.00 1,701.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00066 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Grad. DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Grad. Deposit 89.00 01-9303-0-1110-1000-4320-130-0000 1


Grad. Deposit 89.00 01-9303-0-0000-0000-8699-000-0000 2


JE # BR19-00066 Totals 89.00 89.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00067 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Donation to Murphy's Kinder Class DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Donation to Murphy's Kinder Class Deposit 10.00 01-9013-0-1110-1000-4310-130-1092 1


Donation to Murphy's Kinder Class Deposit 10.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR19-00067 Totals 10.00 10.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 9 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00068 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


CyberGrant DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


CyberGrant Deposit 109.00 01-9013-0-0000-2700-4310-130-1001 1


CyberGrant Deposit 109.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR19-00068 Totals 109.00 109.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00069 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Rail Commission Refund DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Rail Commission Refund Deposit 250.00 01-9303-0-1110-1000-4320-130-0000 1


Rail Commission Refund Deposit 250.00 01-9303-0-0000-0000-8699-000-0000 2


JE # BR19-00069 Totals 250.00 250.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00070 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


17/18 Yearbook sold depositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


17/18 Yearbook sold deposit 30.00 01-9013-0-0000-2700-4310-130-1001 1


17/18 Yearbook sold deposit 30.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR19-00070 Totals 30.00 30.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 10 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00071 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


CyberGrant DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


CyberGrant Deposit 54.00 01-9013-0-0000-2700-4310-130-1001 1


CyberGrant Deposit 54.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR19-00071 Totals 54.00 54.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00072 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 2,849.00 01-9031-0-1110-1000-5815-110-0000 1


Science Camp Deposit 2,849.00 01-9031-0-0000-0000-8699-000-0000 2


JE # BR19-00072 Totals 2,849.00 2,849.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00073 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Grad. DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Grad. Deposit 100.00 01-9301-0-1110-1000-4310-110-1001 1


Grad. Deposit 100.00 01-9301-0-0000-0000-8699-000-0000 2


JE # BR19-00073 Totals 100.00 100.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 11 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00074 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Grad. DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Grad. Deposit 400.00 01-9301-0-1110-1000-4310-110-1001 1


Grad. Deposit 400.00 01-9301-0-0000-0000-8699-000-0000 2


JE # BR19-00074 Totals 400.00 400.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00075 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Grad DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Grad Deposit 400.00 01-9301-0-1110-1000-4310-110-1001 1


Grad Deposit 400.00 01-9301-0-0000-0000-8699-000-0000 2


JE # BR19-00075 Totals 400.00 400.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00076 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 915.00 01-9031-0-1110-1000-5815-110-0000 1


Science Camp Deposit 915.00 01-9031-0-0000-0000-8699-000-0000 2


JE # BR19-00076 Totals 915.00 915.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 12 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00077 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


DUPLICATE OF BR19-00074Comment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Grad Deposit 400.00 01-9301-0-1110-1000-4310-110-1001 1


Grad Deposit 400.00 01-9301-0-0000-0000-8699-000-0000 2


JE # BR19-00077 Totals 400.00 400.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00078 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Donation DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Donation Deposit 1,199.00 01-9011-0-1110-1000-4310-110-1092 1


Donation Deposit 1,199.00 01-9011-0-0000-0000-8699-000-0000 2


JE # BR19-00078 Totals 1,199.00 1,199.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00079 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


ACE Train Refund DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


ACE Train Refund Deposit 402.00 01-9301-0-1110-1000-4310-110-1001 1


ACE Train Refund Deposit 402.00 01-9301-0-0000-0000-8699-000-0000 2


JE # BR19-00079 Totals 402.00 402.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 13 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00080 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 291.00 01-9033-0-1110-1000-5815-130-0000 1


Science Camp Deposit 291.00 01-9033-0-0000-0000-8699-000-0000 2


JE # BR19-00080 Totals 291.00 291.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00081 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Grad. DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Grad. Deposit 178.00 01-9303-0-1110-1000-4320-130-0000 1


Grad. Deposit 178.00 01-9303-0-0000-0000-8699-000-0000 2


JE # BR19-00081 Totals 178.00 178.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00082 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Lifetouch Yearbook Refund DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Lifetouch Yearbook Refund Deposit 615.00 01-9013-0-0000-2700-4310-130-1001 1


Lifetouch Yearbook Refund Deposit 615.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR19-00082 Totals 615.00 615.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 14 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00083 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


CyberGrants DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


CyberGrants Deposit 54.00 01-9013-0-0000-2700-4310-130-1001 1


CyberGrants Deposit 54.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR19-00083 Totals 54.00 54.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00084 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 3,274.00 01-9031-0-1110-1000-5815-110-0000 1


Science Camp Deposit 3,274.00 01-9031-0-0000-0000-8699-000-0000 2


JE # BR19-00084 Totals 3,274.00 3,274.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00085 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 3,278.00 01-9031-0-1110-1000-5815-110-0000 1


Science Camp Deposit 3,278.00 01-9031-0-0000-0000-8699-000-0000 2


JE # BR19-00085 Totals 3,278.00 3,278.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 15 of 17


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:01PM020 - Jefferson Elementary School District  3765604







Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00086 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Science Camp DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Science Camp Deposit 659.00 01-9033-0-1110-1000-5815-130-0000 1


Science Camp Deposit 659.00 01-9033-0-0000-0000-8699-000-0000 2


JE # BR19-00086 Totals 659.00 659.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00087 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Grad. DepositsComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Grad. Deposits 178.00 01-9303-0-1110-1000-4320-130-0000 1


Grad. Deposits 178.00 01-9303-0-0000-0000-8699-000-0000 2


JE # BR19-00087 Totals 178.00 178.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00088 Status Posted Type BudRev Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Donations to Murphy/Shook Class DepositComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Donations to Murphy/Shook Class Deposit 25.00 01-9013-0-1110-1000-4310-130-1092 1


Donations to Murphy/Shook Class Deposit 25.00 01-9013-0-0000-0000-8699-000-0000 2


JE # BR19-00088 Totals 25.00 25.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudRev'), Unposted JE? = N, Page Break? = N) Page 16 of 17
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Journal Entry Detail by JELedger01a


Journal Entry # BR19-00033 through BR19-00091 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00089 Status Posted Type BudRev Transaction Date 09/30/2018


KELLIEM20, 10/4/2018 KELLIEM20, 10/4/2018 Department BUSN


Fiscal Year 2019


Update MTSS BudgetComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update MTSS Budget 186.00 01-9002-0-1110-1000-5220-925-0000 1


Update MTSS Budget 186.00 01-9002-0-    -    -9790-   - 2


JE # BR19-00089 Totals 186.00 186.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00090 Status Posted Type BudRev Transaction Date 09/30/2018


KELLIEM20, 10/4/2018 KELLIEM20, 10/4/2018 Department BUSN


Fiscal Year 2019


Update MTSS BudgetComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update MTSS Budget 186.00 01-9002-0-1110-1000-5220-925-0000 1


Update MTSS Budget 186.00 01-9002-0-    -    -9790-   - 2


JE # BR19-00090 Totals 186.00 186.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BR19-00091 Status Posted Type BudRev Transaction Date 09/30/2018


KELLIEM20, 10/4/2018 KELLIEM20, 10/4/2018 Department BUSN


Fiscal Year 2019


Update MTSS BudgetComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Update MTSS Budget 186.00 01-9002-0-1110-1000-5220-925-0000 1


Update MTSS Budget 186.00 01-9002-0-    -    -9790-   - 2


JE # BR19-00091 Totals 186.00 186.00 


Jefferson Elementary School District Totals 224,650.00 224,650.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 
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Journal Entry Detail by JELedger01a


Journal Entry # BT19-00024 through BT19-00042 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00024 Status Posted Type BudXFer Transaction Date 09/03/2018


MINDYM20, 9/3/2018 MINDYM20, 9/3/2018 Department BUSN


Fiscal Year 2019


TS/BTWN OBJ FIELD TRIPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/BTWN OBJ FIELD TRIP 107.00 01-1100-0-1110-1000-5800-140-1001 1


TS/BTWN OBJ FIELD TRIP 107.00 01-1100-0-1110-1000-5725-140-1001 2


JE # BT19-00024 Totals 107.00 107.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00025 Status Posted Type BudXFer Transaction Date 09/05/2018


MINDYM20, 9/5/2018 MINDYM20, 9/5/2018 Department BUSN


Fiscal Year 2019


TS/BTWN OBJ FIELD TRIPSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


TS/BTWN OBJ FIELD TRIPS 505.00 01-1100-0-1110-1000-5800-140-1001 1


TS/BTWN OBJ FIELD TRIPS 505.00 01-1100-0-1110-1000-5725-140-1001 2


JE # BT19-00025 Totals 505.00 505.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00026 Status Posted Type BudXFer Transaction Date 09/06/2018


MINDYM20, 9/6/2018 MINDYM20, 9/6/2018 Department BUSN


Fiscal Year 2019


BTWN OBJECT TO BALANCEComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJECT TO BALANCE 2.00 01-0000-0-1110-1000-4310-110-1001 1


BTWN OBJECT TO BALANCE 2.00 01-0000-0-1110-1000-4400-110-1001 2


JE # BT19-00026 Totals 2.00 2.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudXFer'), Unposted JE? = N, Page Break? = N) Page 1 of 7
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Journal Entry Detail by JELedger01a


Journal Entry # BT19-00024 through BT19-00042 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00027 Status Posted Type BudXFer Transaction Date 09/06/2018


MINDYM20, 9/6/2018 MINDYM20, 9/6/2018 Department BUSN


Fiscal Year 2019


BTWN OBJ FIELD TRIPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJ FIELD TRIP 563.00 01-1100-0-1110-1000-5800-120-1001 1


BTWN OBJ FIELD TRIP 563.00 01-1100-0-1110-1000-5725-120-1001 2


JE # BT19-00027 Totals 563.00 563.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00028 Status Posted Type BudXFer Transaction Date 09/11/2018


MINDYM20, 9/11/2018 MINDYM20, 9/11/2018 Department BUSN


Fiscal Year 2019


JS/BTWN OBJECT SITE BUDGETSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


JS/BTWN OBJECT SITE BUDGETS 450.00 01-0000-0-1110-1000-4310-110-1801 1


JS/BTWN OBJECT SITE BUDGETS 450.00 01-0000-0-1110-1000-5800-110-1001 2


JS/BTWN OBJECT SITE BUDGETS 288.00 01-0000-0-1110-1000-4310-110-0395 3


JS/BTWN OBJECT SITE BUDGETS 288.00 01-0000-0-1110-1000-5800-110-0395 4


JE # BT19-00028 Totals 738.00 738.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00029 Status Posted Type BudXFer Transaction Date 09/11/2018


MINDYM20, 9/11/2018 MINDYM20, 9/11/2018 Department BUSN


Fiscal Year 2019


CORRECT BT19-00028Comment  


CreditsDebitsCommentsAccount #
Line 
Seq 


REVERSE LINE #1 OF BT19-00028 450.00 01-0000-0-1110-1000-4310-110-1801 1


REVERSE LINE #2 OF BT19-00028 - WRONG MNGMT CODE 450.00 01-0000-0-1110-1000-5800-110-1001 2


CORRECT BT19-00028 450.00 01-0000-0-1110-1000-4310-110-1801 3


CORRECT BT19-00028 450.00 01-0000-0-1110-1000-5800-110-1801 4


JE # BT19-00029 Totals 900.00 900.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudXFer'), Unposted JE? = N, Page Break? = N) Page 2 of 7


Generated for Mindy Maxedon (MINDYM20), Oct  4 2018 12:02PM020 - Jefferson Elementary School District  3765608







Journal Entry Detail by JELedger01a


Journal Entry # BT19-00024 through BT19-00042 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00030 Status Posted Type BudXFer Transaction Date 09/12/2018


MINDYM20, 9/12/2018 MINDYM20, 9/12/2018 Department BUSN


Fiscal Year 2019


BTWN OBJECT FOR FIELD TRIPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJECT FOR FIELD TRIP 107.00 01-1100-0-1110-1000-5800-130-1001 1


BTWN OBJECT FOR FIELD TRIP 107.00 01-1100-0-1110-1000-5725-130-1001 2


JE # BT19-00030 Totals 107.00 107.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00031 Status Posted Type BudXFer Transaction Date 09/12/2018


MINDYM20, 9/12/2018 MINDYM20, 9/12/2018 Department BUSN


Fiscal Year 2019


BETWEEN OBJECT FOR FIELD TRIPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BETWEEN OBJECT FOR FIELD TRIP 107.00 01-1100-0-1110-1000-5800-120-1001 1


BETWEEN OBJECT FOR FIELD TRIP 107.00 01-1100-0-1110-1000-5725-120-1001 2


JE # BT19-00031 Totals 107.00 107.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00032 Status Posted Type BudXFer Transaction Date 09/14/2018


MINDYM20, 9/14/2018 MINDYM20, 9/14/2018 Department BUSN


Fiscal Year 2019


BTWN OBJ HAWKINS FTComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJ HAWKINS FT 575.00 01-1100-0-1110-1000-5800-130-1001 1


BTWN OBJ HAWKINS FT 575.00 01-1100-0-1110-1000-5725-130-1001 2


JE # BT19-00032 Totals 575.00 575.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudXFer'), Unposted JE? = N, Page Break? = N) Page 3 of 7
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Journal Entry Detail by JELedger01a


Journal Entry # BT19-00024 through BT19-00042 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00033 Status Posted Type BudXFer Transaction Date 09/14/2018


MINDYM20, 9/14/2018 MINDYM20, 9/14/2018 Department BUSN


Fiscal Year 2019


BTWN OBJ TEACHER PAY TEACHER EXPComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJ TEACHER PAY TEACHER EXP 58.00 01-1100-0-1110-1000-4310-140-1128 1


BTWN OBJ TEACHER PAY TEACHER EXP 58.00 01-1100-0-1110-1000-5800-140-1128 2


JE # BT19-00033 Totals 58.00 58.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00034 Status Posted Type BudXFer Transaction Date 09/18/2018


MINDYM20, 9/18/2018 MINDYM20, 9/18/2018 Department BUSN


Fiscal Year 2019


BTWN OBJECT SITE BUDGETSComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJECT SITE BUDGETS 1,500.00 01-0000-0-1110-1000-4310-120-1001 1


BTWN OBJECT SITE BUDGETS 1,500.00 01-0000-0-1110-1000-4310-120-1004 2


JE # BT19-00034 Totals 1,500.00 1,500.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00035 Status Posted Type BudXFer Transaction Date 09/19/2018


MINDYM20, 9/19/2018 MINDYM20, 9/19/2018 Department BUSN


Fiscal Year 2019


BTWN OBJ TEACHER ACCOUNTComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJ TEACHER ACCOUNT 66.00 01-6500-0-5770-1120-4310-950-3106 1


BTWN OBJ TEACHER ACCOUNT 66.00 01-6500-0-5770-1120-5800-950-3106 2


JE # BT19-00035 Totals 66.00 66.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudXFer'), Unposted JE? = N, Page Break? = N) Page 4 of 7
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Journal Entry Detail by JELedger01a


Journal Entry # BT19-00024 through BT19-00042 Effective 9/1/2018 through 9/30/2018


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00036 Status Posted Type BudXFer Transaction Date 09/19/2018


MINDYM20, 9/19/2018 MINDYM20, 9/19/2018 Department BUSN


Fiscal Year 2019


BTWN OBJ MTSS TRAININGComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


BTWN OBJ MTSS TRAINING 6,863.00 01-9002-0-1110-1000-5220-925-0000 1


BTWN OBJ MTSS TRAINING 3,000.00 01-9002-0-1110-1000-1105-925-0000 2


BTWN OBJ MTSS TRAINING 2,500.00 01-9002-0-1110-1000-2101-925-0000 3


BTWN OBJ MTSS TRAINING 44.00 01-9002-0-1110-1000-3321-925-0000 4


BTWN OBJ MTSS TRAINING 489.00 01-9002-0-1110-1000-3101-925-0000 5


BTWN OBJ MTSS TRAINING 2.00 01-9002-0-1110-1000-3501-925-0000 6


BTWN OBJ MTSS TRAINING 136.00 01-9002-0-1110-1000-3601-925-0000 7


BTWN OBJ MTSS TRAINING 155.00 01-9002-0-1110-1000-3312-925-0000 8


BTWN OBJ MTSS TRAINING 37.00 01-9002-0-1110-1000-3322-925-0000 9


BTWN OBJ MTSS TRAINING 452.00 01-9002-0-1110-1000-3202-925-0000 10


BTWN OBJ MTSS TRAINING 1.00 01-9002-0-1110-1000-3502-925-0000 11


BTWN OBJ MTSS TRAINING 47.00 01-9002-0-1110-1000-3602-925-0000 12


JE # BT19-00036 Totals 6,863.00 6,863.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00037 Status Posted Type BudXFer Transaction Date 09/19/2018


KELLIEM20, 9/19/2018 KELLIEM20, 9/19/2018 Department BUSN


Fiscal Year 2019


Hawkins EBook Tax/S&H AdjustmentComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Hawkins EBook Tax/S&H Adjustment 13.00 01-6500-0-5770-1120-4310-950-3106 1


Hawkins EBook Tax/S&H Adjustment 13.00 01-6500-0-5770-1120-5800-950-3106 2


JE # BT19-00037 Totals 13.00 13.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00038 Status Posted Type BudXFer Transaction Date 09/21/2018


KELLIEM20, 9/21/2018 MINDYM20, 9/24/2018 Department BUSN


Fiscal Year 2019


Traina 1 Gr. Field Trip Trans. Gallo TheaterComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 


JE Type IN ('BudXFer'), Unposted JE? = N, Page Break? = N) Page 5 of 7
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Journal Entry Detail by JELedger01a


Journal Entry # BT19-00024 through BT19-00042 Effective 9/1/2018 through 9/30/2018


Traina 1 Gr. Field Trip Trans. Gallo Theater 312.00 01-1100-0-1110-1000-5800-140-1001 1


Traina 1 Gr. Field Trip Trans. Gallo Theater 312.00 01-1100-0-1110-1000-5725-140-1001 2


JE # BT19-00038 Totals 312.00 312.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00039 Status Posted Type BudXFer Transaction Date 09/25/2018


KELLIEM20, 9/25/2018 KELLIEM20, 9/25/2018 Department BUSN


Fiscal Year 2019


Jefferson Instrument RepairComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Jefferson Instrument Repair 400.00 01-0000-0-1705-4100-4310-110-1057 1


Jefferson Instrument Repair 400.00 01-0000-0-1705-4100-5800-110-1057 2


JE # BT19-00039 Totals 400.00 400.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00040 Status Posted Type BudXFer Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Hawkins - Pay Quality Sounds InvoicesComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Hawkins - Pay Quality Sounds Invoices 720.00 01-0000-0-1110-1000-4310-130-1001 1


Hawkins - Pay Quality Sounds Invoices 720.00 01-0000-0-1110-1000-5800-130-1001 2


JE # BT19-00040 Totals 720.00 720.00 


Created Posted


Requisition # Purchase Order # Batch #


Journal Entry # BT19-00041 Status Posted Type BudXFer Transaction Date 09/26/2018


KELLIEM20, 9/26/2018 KELLIEM20, 9/26/2018 Department BUSN


Fiscal Year 2019


Cover ExpensesComment  


CreditsDebitsCommentsAccount #
Line 
Seq 


Cover Expenses 500.00 01-6500-0-5001-2700-4310-950-3000 1


Cover Expenses 500.00 01-6500-0-5001-2700-5800-950-3000 2


JE # BT19-00041 Totals 500.00 500.00 


Selection Grouped by Journal Entry Number, (Org = 20, Fiscal Year IN ('2019'), Starting Transaction Date = 9/1/2018, Ending Transaction Date = 9/30/2018, 
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Information Sheet –10/9/18 - Board of Trustees Meeting  


 


 


TO:  Board of Trustees         Item 7.2 


FROM: Celli Coeville  


DATE: October 5, 2018 


RE: Tracy Little League  


  


 


To consider continuing the contract for the Monticello fields, Tracy Little League was given the 


following conditions after the September 11, 2018 board meeting:  


 


1.       Little League will need to accept multiple quotes from licensed professional landscape 
companies to repair the sprinkler heads, sprinkler lines, and sprinkler pump and provide these 
to the District for review. If the Board finds one of these acceptable, Little League will be given 
the opportunity to execute the contract and pay for the necessary repairs. 


 
2.       Little League will need to accept multiple quotes from licensed professional landscape 


companies to mow, provide weed abatement, and provide general landscape maintenance to 
the fields bi-weekly for the entire year. If the Board finds one of these acceptable, Little League 
will be required to pay the cost of the service up front for the year to the District and the District 
will enter into a contract with the landscape company for the service. 


 
3.       Little League will need to ensure that the press boxes, supply cabinets, and snack shack 


are kept closed, in good repair and free of trash for the term of the contract. 
 
4.       Little League Board Members should attend the October 9, 2018 Board Meeting to address 


the Board and provide assurances.  
  


The Board provided Little League until October 5th to respond and provide the necessary quotes if 


Little League found these terms acceptable.  


The Board will review this topic on the October 9, 2018 Board agenda and will take action on the 


contract. 


Attached please see the quote provided by Tracy Little League. 


 


 







Salco 


Garden Services 
155Edward ct. Tracy Ca 95376  
 


Date10/1/2017   


    


Quote 
 


 


Month Description Monthly Fee Total 


      Monticello fields 


Mow ,edge, weed control  


700 700 


     


    


    


    


    


    


    


                                 


Thank you for your business!Tel (209)834-0594Cell (510)760-38-77 


Email salserna@gmail.com 
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TO:  Board of Trustees        Item: 8.1 


FR:  Celli Coeville  


DATE: October 4, 2018 


RE: Revised Administrative Regulation, AR 4161.8/ 4261.8/ 4361.8, Family Care and 


Medical Leave, Consider Adoption as Presented 


Family Care and Medical Leave, Revised AR 4161.8/ 4261.8/ 4361.8: 


(AR revised) Regulation updated to reflect NEW LAW (AB 1556) which deletes gender-specific 
references with regard to pregnancy disability leave and clarifies that all employees are 
protected against pregnancy discrimination regardless of their gender identity. Regulation also 
reflects NEW LAW (SB 63) which extends the requirement to grant parental leave to any district 
that employs 20-49 employees within 75 miles of the worksite where the employee requesting 
the leave is employed. 


Attached please find the CSBA sample administrative regulation followed by the current District 


administrative regulation.  


 


Recommendation Action:  Approve the revised Administrative Regulation.  


 







CSBA Sample 


Administrative Regulation 


Family Care And Medical Leave 
 


AR 4161.8 4261.8,4361.8 


Personnel 
 


 


***Note: The following optional administrative regulation addresses mandatory subjects of 


bargaining. The laws referenced in this regulation provide minimum amounts of leave which the 


district must grant its employees if more generous benefits are not provided as part of its 


collective bargaining agreement. Any covered subject that is already addressed in the district's 


collective bargaining agreements should be deleted from this administrative regulation.*** 


 


***Note: Both federal and state law provide for family care and medical leave (29 USC 


2601-2654, the Family and Medical Leave Act of 1993 (FMLA), and Government Code 


12945.1-12945.2, the California Family Rights Act (CFRA)). However, these laws do not always 


provide identical rights or operate in the same manner.  For example, pregnancy as a "serious 


health condition" is covered under FMLA but not under CFRA. Instead, under California law, an 


employee who is disabled due to pregnancy, childbirth, or a related medical condition is entitled 


to pregnancy disability leave (PDL) pursuant to Government Code 12945. Where there is a 


difference between state and federal law, the law that grants the greatest benefits generally 


controls. In those situations, legal counsel should be consulted as needed.*** 


 


***Note: As amended by AB 1556 (Ch. 799, Statutes of 2017), Government Code 12945 and 


12945.2 delete references to females with regard to pregnancy disability leave and clarify that all 


employees are protected against pregnancy discrimination regardless of their gender identity.*** 


 


The district shall not deny any eligible employee the right to family care, medical, or pregnancy 


disability leave (PDL) pursuant to the Family and Medical Leave Act (FMLA), the California 


Family Rights Act (CFRA), or the Fair Employment and Housing Act (FEHA) nor restrain or 


interfere with the employee's exercise of such right. In addition, the district shall not discharge an 


employee or discriminate or retaliate against him/her for taking such leave or for his/her 


opposition to or challenge of any unlawful district practice in relation to any of these laws or for 


his/her involvement in any related inquiry or proceeding.  (Government Code 12945, 12945.2; 2 


CCR 11094; 29 USC 2615) 


 


(cf. 4030 - Nondiscrimination in Employment) 


(cf. 4032 - Reasonable Accommodation) 


(cf. 4033 - Lactation Accommodation) 


 


Definitions 


 


The words and phrases defined below shall have the same meaning throughout this 


administrative regulation except where a different meaning is otherwise specified. 







 


Child (son or daughter) means a biological, adopted, or foster child; a stepchild; a legal ward; or 


a child to whom the employee stands in loco parentis, as long as the child is under 18 years of 


age or an adult dependent child.  (Government Code 12945.2; 2 CCR 11087; 29 USC 2611) 


 


Eligible employee for FMLA and CFRA purposes means an employee who has been employed 


with the district for at least 12 months and who has at least 1,250 hours of service with the 


district during the previous 12-month period. However, these requirements shall not apply when 


an employee applies for PDL.  (Government Code 12945.2; 2 CCR 11087; 29 USC 2611; 29 


CFR 825.110) 


 


Employee disabled by pregnancy means an employee whose health care provider states that the 


employee is:  (2 CCR 11035) 


 


1. Unable because of pregnancy to perform any one or more of the essential functions of the 


job or to perform any of them without undue risk to the employee or other persons or to the 


pregnancy's successful completion 


 


2. Suffering from severe "morning sickness" or needs to take time off for prenatal or 


postnatal care, bed rest, gestational diabetes, pregnancy-induced hypertension, preeclampsia, 


postpartum depression, childbirth, loss or end of pregnancy, recovery from childbirth or loss or 


end of pregnancy, or any other pregnancy-related condition 


 


Parent means a biological, foster, or adoptive parent; a stepparent; a legal guardian; or another 


person who stood in loco parentis to the employee when the employee was a child. Parent does 


not include a spouse's parents.  (Government Code 12945.2; 2 CCR 11087; 29 USC 2611; 29 


CFR 825.122) 


 


Serious health condition means an illness, injury (including, but not limited to, on-the-job 


injuries), impairment, or physical or mental condition of the employee or his/her child, parent, or 


spouse, including, but not limited to, treatment for substance abuse, that involves either of the 


following:  (Government Code 12945.2; 2 CCR 11087, 11097; 29 USC 2611; 29 CFR 


825.113-825.115) 


 


1. Inpatient care in a hospital, hospice, or residential health care facility, any subsequent 


treatment in connection with such inpatient care, or any period of incapacity 


 


A person is considered an inpatient when a health care facility formally admits him/her to the 


facility with the expectation that he/she will remain overnight and occupy a bed, even if it later 


develops that the person can be discharged or transferred to another facility and does not actually 


remain overnight. 


 


Incapacity means the inability to work, attend school, or perform other regular daily activities 


due to a serious health condition, its treatment, or the recovery that it requires. 


 


2. Continuing treatment or continuing supervision by a health care provider, including one 







or more of the following: 


 


a. A period of incapacity of more than three consecutive full days 


 


b. Any period of incapacity or treatment for such incapacity due to a chronic serious health 


condition 


 


c. Any period of incapacity due to pregnancy or for prenatal care under FMLA 


 


d. Any period of incapacity which is permanent or long term due to a condition for which 


treatment may not be effective 


 


e. Any period of absence to receive multiple treatments, including recovery, by a health 


care provider 


 


Spouse means a partner in marriage as defined in Family Code 300, including same sex partners 


in marriage, or a registered domestic partner within the meaning of Family Code 297-297.5.  


(Family Code 297, 297.5, 300; 2 CCR 11087; 29 CFR 825.122) 


 


Eligibility 


 


***Note: Pursuant to Government Code 12945.2 and 29 USC 2611, a district is required to grant 


family care and medical leave to an eligible employee for any of the reasons stated below. These 


requirements generally apply to circumstances where the district employs 50 or more employees 


within 75 miles of the worksite where the employee requesting the leave is employed.*** 


 


***Note: Government Code 12945.6, as added by SB 63 (Ch. 686, Statutes of 2017), extends the 


right to parental leave to an eligible employee who is not covered by FMLA or CFRA when the 


district employs 20-49 employees within 75 miles of the worksite where the employee requesting 


the leave is employed.*** 


 


The district shall grant FMLA or CFRA leave to eligible employees for any of the following 


reasons:  (Government Code 12945.2, 12945.6; 29 USC 2612; 29 CFR 825.112) 


 


1. The birth of a child of the employee or placement of a child with the employee in 


connection with the employee's adoption or foster care of the child (parental leave) 


 


2. To care for the employee's child, parent, or spouse with a serious health condition 


 


3. The employee's own serious health condition that makes him/her unable to perform one 


or more essential functions of his/her position 


 


***Note: Pursuant to 29 CFR 825.126, FMLA military family leave is available to any eligible 


employee for a qualifying exigency while the employee's spouse, son, daughter, or parent who is 


a military member is on covered active duty during deployment to a foreign country. For 


requirements related to qualifying exigency leave, see the section "Military Family Leave 







Resulting from Qualifying Exigencies" below.*** 


 


4. Any qualifying exigency arising out of the fact that the employee's spouse, child, or 


parent is a military member on covered active duty or call to covered active duty (or has been 


notified of an impending call or order to covered active duty) 


 


***Note: Pursuant to 29 CFR 825.127, military caregiver leave is available to any eligible 


employee who is a family member of a covered servicemember with a serious injury or illness. 


For requirements related to military caregiver leave, see the section on "Military Caregiver 


Leave" below.*** 


 


5. To care for a covered servicemember with a serious injury or illness if the covered 


servicemember is the employee's spouse, child, parent, or next of kin, as defined 


 


***Note: Under federal law, pregnancy as a "serious health condition" is covered as part of 


FMLA leave.  However, disability due to pregnancy is explicitly excluded from coverage under 


CFRA (2 CCR 11093). Instead, pursuant to Government Code 12926 and 12945, any California 


employee who is "disabled because of pregnancy, childbirth, or related medical conditions" is 


entitled to unpaid PDL of up to four months if the employer has five or more employees. 


Therefore, such an employee is entitled to up to four months of PDL and an additional 12 weeks 


of CFRA leave following the birth of the child.*** 


 


***Note: Additionally, pursuant to 2 CCR 11037, PDL is not subject to eligibility requirements 


for other FMLA and CFRA leaves, such as minimum hours worked or length of service.*** 


 


In addition, the district shall grant PDL to any employee who is disabled by pregnancy, 


childbirth, or other related medical condition.  (Government Code 12945; 2 CCR 11037) 


 


Terms of Leave 


 


***Note:  Leaves common to CFRA and FMLA run concurrently so that total leave to which an 


employee is entitled would be 12 work weeks.*** 


 


An eligible employee shall be entitled to a total of 12 work weeks of FMLA or CFRA leave 


during any 12-month period, except in the case of leave to care for a covered servicemember as 


provided under "Military Caregiver Leave" below. To the extent allowed by law, CFRA and 


FMLA leaves shall run concurrently.  (Government Code 12945.2; 29 USC 2612) 


 


***Note: To determine the 12-month period in which the leave entitlement occurs, the district 


may use any of the methods identified in 29 CFR 825.200 and specified in options #1-4 below. 


However, a district may choose not to use any of these options and may instead choose some 


other fixed 12-month period. Whichever option is selected, it must be applied uniformly to all 


employees. If the district fails to select a method for calculating the 12-month period, the method 


that provides the most beneficial outcome for the employee will be used. Pursuant to 2 CCR 


11090, if the district decides to change the calculation method, it must provide at least 60 days' 


notice to all employees.*** 







 


OPTION 1:  This 12-month period shall coincide with the calendar year.  (29 CFR 825.200) 


 


***Note:  2 CCR 11042 clarifies that the four months of PDL to which an employee is entitled 


means the number of days or hours that the employee would normally work within the four 


calendar months.*** 


 


In addition, any employee who is disabled by pregnancy, childbirth, or other related condition 


shall be entitled to PDL for the period of the disability not to exceed four months. For a part-time 


employee, the four months shall be calculated on a proportional basis.  (Government Code 


12945; 2 CCR 11042) 


 


***Note: While leaves common to CFRA and FMLA run concurrently, PDL is separate and 


distinct from CFRA leave. Consequently, pursuant to 2 CCR 11046, an employee who is 


"disabled by pregnancy" may be entitled to up to four months of PDL, followed by 12 work 


weeks of CFRA leave for the birth of the child (baby bonding). Determining which leaves run 


concurrently is a complex endeavor and districts should consult legal counsel as needed.*** 


 


PDL shall run concurrently with FMLA leave for disability caused by an employee's pregnancy. 


At the end of the employee's FMLA leave for disability caused by pregnancy, or at the end of 


four months of PDL, whichever occurs first, a CFRA-eligible employee may request to take 


CFRA leave of up to 12 work weeks, for the reason of the birth of a child or to bond with or care 


for the child.  (Government Code 12945, 12945.2; 2 CCR 11046, 11093) 


 


Leave taken for the birth or placement of a child must be concluded within the 12-month period 


beginning on the date of the birth or placement of the child. Such leave does not need to be taken 


in one continuous period of time.  (2 CCR 11090; 29 USC 2612) 


 


***Note: The following optional paragraph is for use by districts that choose to limit family care 


and medical leave related to the birth or placement of a child to a total of 12 work weeks when 


both parents work for the district, as authorized by Government Code 12945.2 and 12945.6. 


However, pursuant to 2 CCR 11088, such limit on employees' entitlement to family care and 


medical leave for any other qualifying purpose is prohibited.*** 


 


If both parents of a child work for the district, their family care and medical leave related to the 


birth or placement of the child shall be limited to a combined total of 12 work weeks. This 


restriction shall apply regardless of the legal status of both parents' relationship.  (Government 


Code 12945.2, 12945.6; 2 CCR 11088; 29 USC 2612) 


 


Use/Substitution of Paid Leave 


 


***Note: The district may require employees to use paid leave during an otherwise unpaid 


portion of CFRA or FMLA leave. Pursuant to 2 CCR 11044 and 11092, the district may only 


require an employee to use sick leave if the leave is for the employee's own serious health 


condition or for PDL, unless mutually agreed to by the district and the employee. The district and 


employee may also negotiate for the employee's use of any paid or unpaid time off instead of 







using the employee's CFRA leave.*** 


 


OPTION 1:  An employee shall use his/her accrued vacation leave, other accrued time off, and 


any other paid time off negotiated with the district for any otherwise unpaid FMLA or CFRA 


leave not involving his/her own serious health condition. For PDL, CFRA, or FMLA leave due 


to an employee's own serious health condition, the employee shall use accrued sick leave and 


may use accrued vacation leave and other paid time off at his/her option.  (Government Code 


12945, 12945.2, 12945.6; 2 CCR 11044; 29 USC 2612) 


 


***Note:  The following paragraph is for use with either option above.*** 


 


The district and employee may also negotiate for the employee's use of any additional paid or 


unpaid time off instead of using the employee's CFRA leave.  (2 CCR 11092) 


 


(cf. 4141/4241 - Collective Bargaining Agreement) 


(cf. 4161/4261/4361 - Leaves) 


(cf. 4161.1/4361.1 - Personal Illness/Injury Leave) 


(cf. 4261.1 - Personal Illness/Injury Leave) 


 


Intermittent Leave/Reduced Work or Leave Schedule 


 


PDL and family care and medical leave for the serious health condition of an employee or his/her 


child, parent, or spouse may be taken intermittently or on a reduced work or leave schedule when 


medically necessary, as determined by the health care provider of the person with the serious 


health condition. However, the district shall limit leave increments to the shortest period of time 


that the district's payroll system uses to account for absences or use of leave provided it is not to 


be greater than one hour.  (2 CCR 11042, 11090; 29 USC 2612) 


 


(cf. 4113.4/4213.4/4313.4 - Temporary Modified/Light-Duty Assignment) 


 


***Note: Pursuant to 2 CCR 11090, the minimum duration of CFRA parental leave for the birth, 


adoption, or foster care placement of a child is generally two weeks.  However, the district must 


grant a request for CFRA leave of less than two weeks duration on any two occasions and may 


grant additional requests.*** 


 


The basic minimum duration of leave for the birth, adoption, or foster care placement of a child 


shall be two weeks.  However, the district shall grant a request for such leave of less than two 


weeks on any two occasions.  (2 CCR 11090; 29 USC 2612) 


 


The district may require an employee to transfer temporarily to an available alternative position 


under any of the following circumstances:  (2 CCR 11041, 11090; 29 USC 2612) 


 


1. The employee needs intermittent leave or leave on a reduced work schedule that is 


foreseeable based on a planned medical treatment for the employee or family member. 


 


***Note: Pursuant to 2 CCR 11041, the district must accommodate the transfer request of a 







pregnant employee to the same extent that it accommodates transfer requests for other 


temporarily disabled employees.*** 


 


2. A medical certification is provided by the employee's health care provider that, because 


of pregnancy, the employee has a medical need to take intermittent leave or leave on a reduced 


work schedule. 


 


3. The district agrees to permit intermittent leave or leave on a reduced work schedule due 


to the birth, adoption, or foster care placement of the employee's child. 


 


The alternative position must have equivalent pay and benefits and must better accommodate 


recurring periods of leave than the employee's regular job, and the employee must be qualified 


for the position. Transfer to an alternative position may include altering an existing job to better 


accommodate the employee's need for intermittent leave or a reduced work or leave schedule.  


(2 CCR 11041, 11090; 29 USC 2612) 


 


Request for Leave 


 


***Note: Pursuant to 2 CCR 11050 and 11091, an employee is required to notify the district of 


the need to take PDL or family care and medical leave. The employee must provide at least 


verbal notice sufficient to make the district aware that the employee needs qualifying leave, and 


the anticipated timing and duration of the leave. However, the employee does not need to assert 


rights under CFRA or FMLA or even mention CFRA or FMLA to meet the notice requirement, 


but must state the reason the leave is needed. If there is a question about whether leave is 


FMLA/CFRA qualifying or if the district is considering denying CFRA leave based on an 


employee's refusal to provide further information, legal counsel should be consulted.*** 


 


The district shall consider an employee's request for PDL or family care and medical leave only 


if the employee provides at least verbal notice sufficient to make the district aware of the need to 


take the leave and the anticipated timing and duration of the leave.  (2 CCR 11050, 11091) 


 


For family care and medical leave, the employee need not expressly assert or mention 


FMLA/CFRA to satisfy this requirement. However, he/she must state the reason the leave is 


needed (e.g., birth of child, medical treatment).  If more information is necessary to determine 


whether the employee is eligible for family care and medical leave, the Superintendent or 


designee shall inquire further and obtain the necessary details of the leave to be taken.  (2 CCR 


11091) 


 


The district shall respond to requests for leave as soon as practicable, but no later than five 


business days after receiving the employee's request.  (2 CCR 11091) 


 


***Note: Both 29 CFR 825.300 and 2 CCR 11091 require the district to provide an employee 


with notice of the designation of leave as either qualifying for CFRA or FMLA protection. See 


section entitled "Notifications" below for further requirements of this "designation notice" as 


well as other required notifications.*** 


 







***Note: Pursuant to 2 CCR 11091, an employee has the obligation to respond to questions 


designed to determine whether an absence is potentially CFRA qualifying. If the district is 


unable to determine whether requested leave is CFRA qualifying because of employee's refusal 


to respond to its inquiries, the employee may be denied CFRA protection.*** 


 


Based on the information provided by the employee, the Superintendent or designee shall 


designate the leave, paid or unpaid, as FMLA/CFRA qualifying leave and shall give notice of 


such designation to the employee. Failure of an employee to respond to permissible inquiries 


regarding the leave request may result in denial of CFRA protection if the district is unable to 


determine whether the leave is CFRA qualifying.  (2 CCR 11091; 29 CFR 825.300) 


 


***Note: Pursuant to 2 CCR 11091, the district may require an employee to provide at least 30 


days advance notice of the need for family care and medical leave, if the need is foreseeable. If 


the district requires such advance notice from employees, then the district's notification of 


FMLA/CFRA rights must so specify; see section below entitled "Notifications."*** 


 


***Note: Pursuant to 2 CCR 11050, an employee requesting PDL is required to provide the 


district at least 30 days advance notice if the need for PDL is foreseeable.*** 


 


When an employee is able to foresee the need for PDL or family care and medical leave at least 


30 days in advance of the leave, the employee shall provide the district with at least 30 days 


advance notice before the leave. When the 30 days notice is not practicable because of a lack of 


knowledge of when leave will be required to begin, a change in circumstances, a medical 


emergency, or other good cause, the employee shall provide the district with notice as soon as 


practicable. Failure of an employee to provide required notice may result in a denial of leave.  (2 


CCR 11050, 11091) 


 


In all instances, the employee shall consult with the Superintendent or designee and make a 


reasonable effort to schedule, subject to the health care provider's approval, any planned 


appointment or medical treatment or supervision so as to minimize disruption to district 


operations.  (Government Code 12945.2; 2 CCR 11050, 11091) 


 


Certification of Health Condition 


 


***Note: The following optional section is for use by districts that require an employee to 


submit a medical certification of the need for leave along with the request for PDL or family care 


and medical leave for his/her own serious health condition or to care for a child, parent, or 


spouse with a serious health condition. In order to help avoid claims of discrimination, the 


district should generally treat all employees uniformly; thus, districts using this section should 


request a medical certification from all employees.*** 


 


***Note: Districts requiring written medical certification from employees who request 


reasonable accommodation, transfer, or disability leave because of pregnancy may develop their 


own form, utilize one provided by the employee's health care provider, or use the form provided 


in 2 CCR 11050 or 11097, as applicable.*** 


 







Within five business days of an employee's request for family care and medical leave for his/her 


own or his/her child's, parent's, or spouse's serious health condition, the Superintendent or 


designee shall request that the employee provide certification by a health care provider of the 


need for leave. Upon receiving the district's request, the employee shall provide the certification 


within 15 days, unless either the Superintendent or designee provides additional time or it is not 


practicable under the particular circumstances, despite the employee's diligent, good faith efforts.  


(2 CCR 11091; 29 CFR 825.305) 


 


The certification shall include the following:  (Government Code 12945.2; 2 CCR 11087; 29 


USC 2613) 


 


1. The date on which the serious health condition began 


 


2. The probable duration of the condition 


 


***Note: Item #3 below addresses an eligible employee's request for leave to care for his/her 


child, parent, or spouse. In such a case, 2 CCR 11087 provides that the health care provider's 


certification need not identify the serious health condition involved.*** 


 


3. If the employee is requesting leave to care for a child, parent, or spouse with a serious 


health condition, both of the following: 


 


a. Statement that the serious health condition warrants the participation of the employee to 


provide care, such as by providing psychological comfort, arranging for third party care, or 


directly providing or participating in the medical care of the child, parent, or spouse during a 


period of the treatment or supervision 


 


b. Estimated amount of time the health care provider believes the employee needs to care 


for the child, parent, or spouse 


 


4. If the employee is requesting leave because of his/her own serious health condition, a 


statement that due to the serious health condition, he/she is unable to work at all or is unable to 


perform one or more essential functions of his/her job 


 


5. If the employee is requesting leave for intermittent treatment or on a reduced work or 


leave schedule for planned medical treatment, a statement of the medical necessity for the leave, 


the dates on which treatment is expected to be given, the duration of such treatment, and the 


expected duration of the leave 


 


When an employee has provided sufficient medical certification to enable the district to 


determine whether the employee's leave request is FMLA/CFRA-eligible, the Superintendent or 


designee shall notify the employee within five business days whether the leave is 


FMLA/CFRA-eligible.  The Superintendent or designee may also retroactively designate leave 


as FMLA/CFRA leave as long as appropriate notice is given to the employee and there is no 


harm or injury to the employee.  (2 CCR 11091; 29 CFR 825.301) 


 







If the Superintendent or designee doubts the validity of a certification that accompanies a request 


for leave for the employee's own serious health condition, he/she may require the employee to 


obtain a second opinion from a district-approved health care provider, at district expense. If the 


second opinion is contrary to the first, the Superintendent or designee may require the employee 


to obtain a third medical opinion from a third health care provider approved by both the 


employee and the district, again at district expense. The opinion of the third health care provider 


shall be final and binding.  (Government Code 12945.2; 2 CCR 11091; 29 USC 2613) 


 


For PDL, the Superintendent or designee shall request that the employee provide certification by 


a health care provider of the need for leave at the time the employee gives notice of the need for 


PDL, or within two business days of giving the notice. If the need for PDL is unforeseen, the 


Superintendent or designee shall request the medical certification within two business days after 


the leave commences. The Superintendent or designee may request certification at some later 


date if he/she has reason to question the appropriateness of the leave or its duration.  (2 CCR 


11050) 


 


For PDL that is foreseeable and for which at least 30 days notice has been given, the employee 


shall provide the medical certification before the leave begins. When this is not practicable, the 


employee shall provide the certification within the time frame specified by the Superintendent or 


designee which must be at least 15 days after the request, unless it is not practicable under the 


particular circumstances despite the employee's diligent, good faith efforts.  (2 CCR 11050) 


 


Medical certification for PDL purposes shall include a statement that the employee needs to take 


the leave because the employee is disabled by pregnancy, childbirth, or a related medical 


condition, the date on which the employee became disabled because of pregnancy, and the 


estimated duration of the leave.  (2 CCR 11050) 


 


If additional PDL or family care and medical leave is needed when the time estimated by the 


health care provider expires, the district may require the employee to provide recertification in 


the manner specified for the leave.  (Government Code 12945.2; 2 CCR 11050; 29 USC 2613) 


 


***Note:  Government Code 12940 and other provisions of the California Genetic Information 


Nondiscrimination Act of 2011 prohibit employers from requesting or requiring genetic 


information of employees or family members of employees unless specifically authorized by 


law. A district which believes that an employee's leave may require obtaining this information 


should consult with legal counsel.*** 


 


The Superintendent or designee shall not request any genetic information related to an employee 


except as authorized by law in accordance with the California Genetic Information 


Nondiscrimination Act of 2011. 


 


Release to Return to Work 


 


***Note: The following optional section is for use by districts that choose to require a 


return-to-work certification and may be modified to list the specific positions for which 


certification is required. Pursuant to 2 CCR 11091, the district may require an employee to 







submit a return-to-work certification from his/her health provider, stating that he/she is able to 


return to work. However, this requirement may only be made if the district has a uniformly 


applied practice of requiring such releases when employees return to work after illness, injury, or 


disability, the fitness-for-duty examination is job related and consistent with business necessity, 


and the practice is not forbidden by its collective bargaining agreement. 2 CCR 11050 has 


similar requirements when an employee is returning to work after PDL.*** 


 


***Note: Pursuant to 29 CFR 825.312, when the health care provider certifies that the employee 


is able to resume work, the district may also require the health care provider to address the 


employee's ability to perform the essential functions of the job. If such a requirement is imposed, 


then the district must provide the employee with a list of the essential functions of his/her job 


with the "designation notice"; see section entitled "Notifications" below.*** 


 


Upon expiration of an employee's PDL or family care and medical leave taken for his/her own 


serious health condition, the employee shall present certification from the health care provider 


that he/she is able to resume work. The certification shall address the employee's ability to 


perform the essential functions of his/her job. 


 


(cf. 4112.4/4212.4/4312.4 - Health Examinations) 


 


Rights to Reinstatement 


 


***Note: Pursuant to Government Code 12945.2, 2 CCR 11043 and 11089, and 29 USC 2614, 


an employee on PDL or family care and medical leave has the right to be reinstated to the same 


or a comparable position when he/she returns from such leave. However, such an employee has 


no greater right to reinstatement or other benefits than he/she would have if he/she had been 


continuously employed. In addition, in certain situations described below, the district may be 


relieved of the obligation to reinstate an employee.*** 


 


***Note: The process for determining whether an employee is a "key employee" to whom the 


guarantee of reinstatement would not apply requires a detailed analysis and specific notifications 


to the employee. Legal counsel should be consulted if the district intends to deny leave or 


reinstatement.*** 


 


Upon granting an employee's request for PDL or FMLA/CFRA leave, the Superintendent or 


designee shall guarantee to reinstate the employee in the same or a comparable position when the 


leave ends.  (Government Code 12945.2; 2 CCR 11043, 11089; 29 USC 2614) 


 


However, the district may refuse to reinstate an employee returning from FMLA or CFRA leave 


to the same or a comparable position if all of the following apply:  (Government Code 12945.2; 


2 CCR 11089; 29 USC 2614) 


 


1. The employee is a salaried "key employee" who is among the highest paid 10 percent of 


district employees who are employed within 75 miles of the employee's worksite. 


 


2. The refusal is necessary to prevent substantial and grievous economic injury to district 







operations. 


 


3. The district informs the employee of its intent to refuse reinstatement at the time it 


determines that the refusal is necessary, and the employee fails to immediately return to service. 


 


(cf. 4117.3 - Personnel Reduction) 


(cf. 4217.3 - Layoff/Rehire) 


 


The district may also refuse to reinstate an employee to the same or a comparable position if the 


FMLA/CFRA leave was fraudulently obtained by the employee.  (2 CCR 11089; 29 CFR 


825.216) 


 


The district may refuse to reinstate an employee to the same position after taking PDL if, at the 


time the reinstatement is requested, the employee would not otherwise have been employed in 


that position for legitimate business reasons unrelated to the employee's PDL.  (2 CCR 11043) 


 


Maintenance of Benefits/Failure to Return from Leave 


 


During the period when an employee is on PDL or family care and medical leave, he/she shall 


maintain his/her status with the district and the leave shall not constitute a break in service for 


purposes of longevity, seniority under any collective bargaining agreement, or any employee 


benefit plan.  (Government Code 12945.2; 2 CCR 11092; 29 USC 2614) 


 


***Note: Pursuant to 2 CCR 11044 and 11092, the time that the district maintains and pays for 


group health coverage during PDL shall not be used to meet its obligation to pay for 12 weeks of 


group health coverage during leave taken under CFRA, even where the district designates the 


PDL as FMLA or CFRA leave. The entitlements to employer-paid group health coverage during 


PDL and during CFRA are two separate and distinct entitlements.*** 


 


For up to a maximum of four months for PDL and 12 work weeks for other family care and 


medical leave, the district shall continue to provide an eligible employee the group health plan 


coverage that was in place before he/she took the leave. The employee shall reimburse the 


district for premiums paid during the leave if he/she fails to return to district employment after 


the expiration of all available leaves and the failure is for a reason other than the continuation, 


recurrence, or onset of a serious health condition or other circumstances beyond his/her control.  


(Government Code 12945.2; 2 CCR 11044, 11092; 29 USC 2614; 29 CFR 825.213) 


 


(cf. 4154/4254/4354 - Health and Welfare Benefits) 


 


In addition, during the period when an employee is on PDL or family care and medical leave, the 


employee shall be entitled to continue to participate in other employee benefit plans including 


life insurance, short-term or long-term disability insurance, accident insurance, pension and 


retirement plans, and supplemental unemployment benefit plans to the same extent and under the 


same conditions as would apply to an unpaid leave taken for any other purpose.  However, for 


purposes of pension and retirement plans, the district shall not make plan payments for an 


employee during any unpaid portion of the leave period and the leave period shall not be counted 







for purposes of time accrued under the plan.  (Government Code 12945.2; 2 CCR 11044, 


11092) 


 


Military Family Leave Resulting from Qualifying Exigencies 


 


***Note: The following optional section reflects 29 USC 2611 and 2612 which authorize an 


eligible employee to take up to 12 work weeks of unpaid FMLA leave to attend to an "exigency" 


arising out of the fact that the employee's spouse, child, or parent is on active duty or on call to 


active duty status in the National Guard or Reserves, or is a member of the regular Armed Forces 


on deployment to a foreign country.*** 


 


***Note: Pursuant to 29 CFR 825.200, an employee is entitled to 12 work weeks of qualifying 


exigency leave during each 12-month period established by the district; see section entitled 


"Terms of Leave" above. According to the U.S. Department of Labor's (DOL) Military Family 


Leave Provisions of the FMLA Frequently Asked Questions and Answers, an employee may 


take all 12 weeks of his/her FMLA leave entitlement as a qualifying exigency leave or take a 


combination of the 12 weeks of leave for both qualifying exigency leave and other FMLA leave, 


such as leave for a serious health condition.*** 


 


***Note: Because CFRA does not cover similar leave, CFRA leave is not exhausted when 


utilizing military family leave.*** 


 


An eligible employee may take up to 12 work weeks of unpaid FMLA leave, during each 


12-month period established by the district in the section entitled "Terms of Leave" above, for 


one or more qualifying exigencies while his/her child, parent, or spouse who is a military 


member is on covered active duty or on call to covered active duty status.  (29 USC 2612; 29 


CFR 825.126) 


 


Covered active duty means duty during the deployment of a member of the regular Armed 


Forces to a foreign country or duty during the deployment of a member of the National Guard or 


Reserves to a foreign country under a call or an order to active duty in support of a contingency 


operation pursuant to law.  (29 USC 2611; 29 CFR 825.126) 


 


***Note: Pursuant to 29 CFR 825.126, a "qualifying exigency" may include "any other event" 


agreed to by the district and the employee. As an example of such other event, the DOL's 


Military Family Leave Provisions of the FMLA Frequently Asked Questions and Answers lists 


leave to spend time with the military member either prior to or post deployment or to attend to 


household emergencies that would normally have been handled by the military member.*** 


 


Qualifying exigencies include time needed to:  (29 CFR 825.126) 


 


1. Address issues arising from short notice deployment of up to seven calendar days from 


the date of receipt of call or order of short notice deployment 


 


2. Attend military events and related activities, such as any official ceremony or family 


assistance program related to the covered active duty or call to covered active duty status 







 


3. Arrange child care or attend school activities arising from the covered active duty or call 


to covered active duty, such as arranging for alternative child care, enrolling or transferring a 


child to a new school, or attending meetings 


 


4. Make or update financial and legal arrangements to address a military member's absence 


 


5. Attend counseling provided by someone other than a health care provider 


 


6. Spend time (up to 15 days of leave per instance) with a military member who is on 


short-term, temporary, rest and recuperation leave during deployment 


 


7. Attend to certain post-deployment activities, such as arrival ceremonies or reintegration 


briefings 


 


8. Care for a military member's parent who is incapable of self-care when the care is 


necessitated by the military member's covered active duty 


 


9. Address any other event that the employee and district agree is a qualifying exigency 


 


The employee shall provide the Superintendent or designee with notice of the need for the 


qualifying exigency leave as soon as practicable, regardless of how far in advance such leave is 


foreseeable.  (29 CFR 825.302) 


 


***Note: The district may require the employee to provide certification of the qualifying 


exigency containing the information specified in 29 CFR 825.309. A form has been developed 


by DOL for this purpose and is available on its web site.*** 


 


***Note: The following paragraph is optional and should be deleted by those districts that do not 


require such documentation. In order to help avoid claims of discrimination, the district should 


generally treat all employees uniformly; thus, districts using this paragraph should request 


certification from all employees requesting such leave.*** 


 


An employee who is requesting leave for qualifying exigencies shall provide the Superintendent 


or designee with a copy of the military member's active duty orders, or other documentation 


issued by the military, and the dates of the service. In addition, the employee shall provide the 


Superintendent or designee with certification of the qualifying exigency necessitating the leave. 


The certification shall contain the information specified in 29 CFR 825.309. 


 


The employee's qualifying exigency leave may be taken on an intermittent or reduced work or 


leave schedule basis.  (29 CFR 825.302) 


 


***Note: Pursuant to 29 USC 2612 and 29 CFR 825.207, the district has the option to require or 


give employees discretion to use paid leave when taking FMLA/CFRA leave; see Options 1 and 


2 in the section entitled "Use/Substitution of Paid Leave" above. Whichever option is selected by 


the district with regards to FMLA/CFRA leave is also applicable to qualified exigency leave.*** 







 


During the period of qualified exigency leave, the district's rule regarding an employee's use of 


his/her accrued vacation leave and any other accrued paid or unpaid time off, as specified in the 


section "Use/Substitution of Paid Leave" above, shall apply. 


 


Military Caregiver Leave 


 


***Note: 29 USC 2612 and 29 CFR 825.127 authorize an eligible employee to take up to 26 


work weeks of unpaid military caregiver leave, as defined below, during a single 12-month 


period.  As is the case with other FMLA leaves, only districts that employ at least 50 employees 


within 75 miles of the worksite where the employee requesting the leave is employed are 


required to grant the military caregiver leave; see the section entitled "Eligibility" above.*** 


 


***Note: According to the DOL's Military Family Leave Provisions of the FMLA Frequently 


Asked Questions and Answers, if an employee does not use the entire 26-week entitlement in a 


single 12-month period, unused weeks cannot be carried over into another 12-month period. 


However, the employee may qualify for nonmilitary FMLA leave.*** 


 


The district shall grant an eligible employee up to a total of 26 work weeks of leave during a 


single 12-month period, measured forward from the first date the leave is taken, to care for a 


covered servicemember with a serious illness or injury.  In order to be eligible for such military 


caregiver leave, the employee must be the spouse, son, daughter, parent, or next of kin of the 


covered servicemember. This 26-week period is not in addition to, but rather is inclusive of, the 


12 work weeks of leave that may be taken for other FMLA qualifying reasons.  (29 USC 2611, 


2612; 29 CFR 825.127) 


 


Covered servicemember may be:  (29 CFR 825.127) 


 


1. A current member of the Armed Forces, including a member of the National Guard or 


Reserves, who is undergoing medical treatment, recuperation, or therapy; is otherwise in 


outpatient status; or is otherwise on the temporary disability retired list for a serious injury or 


illness 


 


2. A veteran who was discharged or released under conditions other than dishonorable at 


any time during the five-year period prior to the first date the eligible employee takes FMLA 


leave to care for the covered veteran 


 


***Note: Unlike the provisions for other FMLA/CFRA leave, 29 CFR 825.127 places no age 


limit on the definition of "son or daughter," as detailed below. In addition, 29 CFR 825.127 


defines "next of kin" of a covered servicemember in relation to military caregiver leave.*** 


 


Son or daughter of a covered servicemember means the biological, adopted, or foster child, 


stepchild, legal ward, or a child of any age for whom the covered servicemember stood in loco 


parentis.  (29 CFR 825.127) 


 


Parent of a covered servicemember means the covered servicemember's biological, adopted, step, 







or foster parent, or any other individual who stood in loco parentis to the covered servicemember 


(except "parents in law").  (29 CFR 825.127) 


 


Next of kin means the nearest blood relative to the covered servicemember, or as designated in 


writing by the covered servicemember.  (29 USC 2611, 2612) 


 


Outpatient status means the status of a member of the Armed Forces assigned to a military 


medical treatment facility as an outpatient or a unit established for the purpose of providing 


command and control of members of the Armed Forces receiving medical care as outpatients.  


(29 USC 2611; 29 CFR 825.127) 


 


***Note: 29 USC 2611 defines "serious injury or illness" for active members of the Armed 


Forces and for veterans, as provided below. Pursuant to 29 CFR 825.127, one of the four 


conditions listed in item #2 below must be present for a veteran's injury or illness to qualify as a 


"serious injury or illness" for the purpose of this leave.*** 


 


Serious injury or illness means:  (29 USC 2611; 29 CFR 825.127) 


 


1. For a current member of the Armed Forces, an injury or illness incurred by the member 


in the line of duty on active duty, or that existed before the beginning of the member's active 


duty and was aggravated by the member's service in the line of duty while on active duty in the 


Armed Forces, and that may render the member medically unfit to perform the duties of the 


member's office, grade, rank, or rating. 


 


2. For a veteran, an injury or illness incurred or aggravated by the member's service in the 


line of duty on active duty in the Armed Forces, including the National Guard or Reserves, that 


manifested itself before or after the member became a veteran and that is at least one of the 


following: 


 


a. A continuation of a serious injury or illness incurred or aggravated while the veteran was 


a member of the Armed Forces and rendered him/her unable to perform the duties of his/her 


office, grade, rank, or rating 


 


b. A physical or mental condition for which the veteran has received a U.S. Department of 


Veterans Affairs (VA) Service-Related Disability Rating of 50 percent or greater, based wholly 


or partly on that physical or mental condition 


 


c. A physical or mental condition that substantially impairs the veteran's ability to secure or 


follow a substantially gainful occupation by reason of one or more disabilities related to his/her 


military service or that would do so but for treatment received by the veteran 


 


d. An injury, including a psychological injury, on the basis of which the veteran has been 


enrolled in the VA's Program of Comprehensive Assistance for Family Caregivers 


 


***Note: As is the case for other types of FMLA/CFRA leave, 29 CFR 825.302 and 825.303 


require the employee, when the need for the leave is foreseeable, to provide 30 days advance 







notice to the district before the leave is to begin.*** 


 


The employee shall provide reasonable and practicable notice of the need for the leave in 


accordance with the procedures in the section entitled "Request for Leave" above. 


 


***Note: 29 CFR 825.310 authorizes the district to require employees to provide certification of 


the need for the leave, which is to be completed by an authorized health care provider of the 


covered servicemember.*** 


 


***Note: The following paragraph is optional. In order to help avoid claims of discrimination, 


the district should generally treat all employees uniformly; thus, districts using this paragraph 


should request a medical certification from all employees requesting such leave.*** 


 


An employee requesting leave to care for a covered servicemember with a serious injury or 


illness shall provide the Superintendent or designee with certification from an authorized health 


care provider of the servicemember that contains the information specified in 29 CFR 825.310. 


 


***Note: Pursuant to 29 CFR 825.127, an employee may take up to a total of 26 work weeks of 


leave for both regular FMLA and military caregiver leave during the 12-month leave entitlement 


period. However, the employee may not take more than 12 weeks for regular FMLA leave. For 


example, according to the DOL's Military Family Leave Provisions of the FMLA Frequently 


Asked Questions and Answers, an employee could take 12 weeks of FMLA leave to care for a 


newborn child and 14 weeks of military caregiver leave, but could not take 16 weeks to care for 


a newborn and 10 weeks of military caregiver leave. If the leave qualifies as both military 


caregiver leave and leave to care for a family member with a serious health condition, 29 CFR 


825.127 specifies that the district must first designate the leave as military caregiver leave.*** 


 


The leave may be taken intermittently or on a reduced work or leave schedule when medically 


necessary. An employee taking military caregiver leave in combination with other leaves 


pursuant to this administrative regulation shall be entitled to a combined total of 26 work weeks 


of leave during a single 12-month period. When both spouses work for the district and both wish 


to take such leave, the spouses are limited to a maximum combined total of 26 work weeks 


during a single 12-month period.  (29 USC 2612) 


 


***Note:  Pursuant to 29 USC 2612 and 29 CFR 825.207, the district has the option to require 


or give employees discretion to substitute paid leave when taking FMLA/CFRA leave; see 


Options 1 and 2 in section entitled "Use/Substitution of Paid Leave" above. Whichever option is 


selected by the district with regard to FMLA/CFRA leave is also applicable to military caregiver 


leave.*** 


 


During the period of military caregiver leave, the district's rule regarding an employee's use of 


his/her accrued vacation leave and other accrued paid or unpaid time off, as specified in the 


section "Use/Substitution of Paid Leave" above, shall apply. 


 


Notifications 


 







***Note:  Both 29 CFR 825.300 and 2 CCR 11095 require employers to provide general 


notification to employees of their rights under the FMLA/CFRA as well as specific notifications 


when an employee has requested leave, as detailed below. 2 CCR 11049 contains similar notice 


requirements for PDL purposes. Samples of notices which describe an employee's rights are 


available on the web sites of the California Department of Fair Employment and Housing and the 


DOL.*** 


 


***Note: Pursuant to 2 CCR 11095, the district must translate the notice into every language that 


is spoken by at least 10 percent of the district's employees at any facility.*** 


 


The Superintendent or designee shall provide the following notifications regarding state and 


federal law related to PDL or FMLA/CFRA leave: 


 


1. General Notice: Information explaining the provisions of the FEHA/PDL and 


FMLA/CFRA and employee rights and obligations shall be posted in a conspicuous place on 


district premises, or electronically, and shall be included in employee handbooks.  (2 CCR 


11049, 11095; 29 USC 2619) 


 


***Note: Pursuant to 2 CCR 11050 and 11091, a district may require an employee, when the 


need for the leave is foreseeable, to provide at least 30 days advance notice before the leave is to 


begin; see the section entitled "Request for Leave" above. 2 CCR 11049 and 11091 specify that 


districts requiring such notice from employees must give them "reasonable advance notice" of 


their obligation and that incorporation of the requirement into the general notice satisfies the 


"advance notice" requirement.*** 


 


***Note: The following optional paragraph is for use by districts that require employees to 


provide advance notice.*** 


 


The general notice shall also explain an employee's obligation to provide the Superintendent or 


designee with at least 30 days notice of the need for the requested leave, when the need is 


reasonably foreseeable at least 30 days prior to the start of the leave.  (2 CCR 11050, 11091) 


 


(cf. 4112.9/4212.9/4312.9 - Employee Notifications) 


 


2. Eligibility Notice: When an employee requests leave, including PDL, or when the 


Superintendent or designee acquires knowledge that an employee's leave may be for an 


FMLA/CFRA qualifying reason, the Superintendent or designee shall, within five business days, 


provide notification to the employee of his/her eligibility to take such leave.  (2 CCR 11049, 


11091; 29 CFR 825.300) 


 


3. Rights and Responsibilities Notice:  Each time the eligibility notice is provided to an 


employee, the Superintendent or designee shall provide written notification explaining the 


specific expectations and obligations of the employee, including any consequences for a failure 


to meet those obligations. Such notice shall include, as applicable:  (29 CFR 825.300) 


 


a. A statement that the leave may be designated and counted against the employee's annual 







FMLA/CFRA leave entitlement and the appropriate 12-month entitlement period, if qualifying 


 


***Note: Item #3b below is for use by districts that require medical certification to the effect that 


the employee is able to resume work. See the section entitled "Release to Return to Work" 


above.*** 


 


b. Any requirements for the employee to furnish medical certification of a serious health 


condition, serious injury or illness, or qualifying exigency arising out of active duty or call to 


active duty status and the consequences of failing to provide the certification 


 


c. The employee's right to use paid leave, whether the district will require use of paid leave, 


conditions related to any use of paid leave, and the employee's entitlement to take unpaid leave if 


the employee does not meet the conditions for paid leave 


 


d. Any requirements for the employee to make premium payments necessary to maintain 


health benefits, the arrangement for making such payments, and the possible consequences of 


failure to make payments on a timely basis 


 


e. The employee's status as a "key employee" if applicable, potential consequence that 


restoration may be denied following the FMLA leave, and explanation of the conditions required 


for such denial 


 


f. The employee's right to maintenance of benefits during the leave and restoration to the 


same or an equivalent job upon return from leave 


 


g. The employee's potential liability for health insurance premiums paid by the district 


during the employee's unpaid FMLA leave should the employee not return to service after the 


leave 


 


Any time the information provided in the above notice changes, the Superintendent or designee 


shall, within five business days of his/her receipt of an employee's first notice of need for leave, 


provide the employee with a written notice referencing the prior notice and describing any 


changes to the notice.  (29 CFR 825.300) 


 


4. Designation Notice: When the Superintendent or designee has information (e.g., 


sufficient medical certification) to determine whether the leave qualifies as FMLA/CFRA leave, 


he/she shall, within five business days, provide written notification designating the leave as 


FMLA/CFRA qualifying or, if the leave will not be so designated, the reason for that 


determination.  (2 CCR 11091; 29 CFR 825.300) 


 


If the amount of leave needed is known, the notice shall include the number of hours, days, or 


weeks that will be counted against the employee's FMLA/CFRA entitlement. If it is not possible 


to provide that number at the time of the designation notice, notification shall be provided of the 


amount of leave counted against the employee's entitlement upon request by the employee and at 


least once in every 30-day period if leave was taken in that period.  (29 CFR 825.300) 


 







***Note: 29 CFR 825.300 requires the designation notice to specify whether the district requires 


paid leave to be used during an otherwise unpaid family care and medical leave, whether the 


district requires an employee to present release to return to work certification, and whether that 


certification must address the employee's ability to perform the essential functions of the job.  


See the sections entitled "Use/Substitution of Paid Leave" and "Release to Return to Work" 


above.  The following paragraph should be revised to reflect district practice.*** 


 


If the district requires paid leave to be used during an otherwise unpaid family care and medical 


leave, the notice shall so specify.  If the district requires an employee to present a release to 


return to work certification that addresses the employee's ability to perform the essential 


functions of the job, the notice shall also specify that requirement.  (2 CCR 11091, 11097; 29 


CFR 825.300) 


 


Any time the information provided in the designation notice changes, the Superintendent or 


designee shall, within five business days, provide the employee with written notice referencing 


the prior notice and describing any changes to the notice.  (29 CFR 825.300) 


 


Records 


 


***Note: Government Code 12946, 29 USC 2616, and 29 CFR 825.500 require districts to 


maintain records of, among other things, applications, dates, and personnel and employment 


action related to family care and medical leave. Pursuant to 42 USC 2000ff-1, any individually 


identifiable genetic information possessed by the district must be treated as a confidential 


medical record of the employee involved.*** 


 


The Superintendent or designee shall maintain records pertaining to an individual employee's use 


of family care and medical leave in accordance with law.  (Government Code 12946; 29 USC 


2616; 42 USC 2000ff-1; 29 CFR 825.500) 
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Personnel            AR 4161.8(a) 
 
FAMILY CARE AND MEDICAL LEAVE 
 
 
Definitions  


Child means a biological, adopted, or foster child; a stepchild; a legal ward; or a child of a 
person standing in loco parentis as long as the child is under 18 years of age or an adult 
dependent child. (29 USC 2611; Government Code 12945.2)  


Eligible employee means an employee who has at least 12 months of service with the district 
and who has at least 1,250 hours of service with the district during the previous 12-month 
period. Full-time teachers are deemed to meet the 1,250 hours of service requirement. (29 
USC 2611; 29 CFR 825.110; Government Code 12945.2)  


Full-time teacher means an employee whose principal function is to teach and instruct 
students in a class, a small group, or individual setting and includes athletic coaches, driving 
instructors, and special education assistants such as signers for the hearing impaired. (29 CFR 
825.800)  


Parent means a biological, foster, or adoptive parent; a stepparent; a legal guardian; or another 
person who stood in loco parentis to the employee when the employee was a child. Parent 
does not include a spouse's parents. (29 USC 2611; 29 CFR 825.122; Government Code 
12945.2; 2 CCR 7297.0)  


Serious health condition means an illness, injury, impairment, or physical or mental condition 
that involves either of the following: (29 USC 2611; 29 CFR 825.113, 825.114, 825.115; 
Government Code 12945.2)  


1. Inpatient care in a hospital, hospice, or residential health care facility  


2. Continuing treatment or continuing supervision by a health care provider, including one or 
more of the following:  


a. A period of incapacity of more than three consecutive full days  


b. Any period of incapacity or treatment for such incapacity due to a chronic serious health 
condition  


c. For purposes of leave under the Family and Medical Leave Act (FMLA), any period of 
incapacity due to pregnancy or for prenatal care  


d. Any period of incapacity which is permanent or long term due to a condition for which 
treatment may not be effective  


e. Any period of absence to receive multiple treatments, including recovery, by a health care 
provider  
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             AR 4161.8(b) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 
 
Spouse means a partner in marriage as defined in Family Code 300 or 1 USC 7. In addition, 
for purposes of rights under the California Family Rights Act (CFRA), a registered domestic 
partner shall have the same rights, protections, and benefits as a spouse and protections 
provided to a spouse’s child shall also apply to a child of a registered domestic partner. (29 
CFR 825.122; Family Code 297.5; 2 CCR 7297.0)  
 
 
Eligibility  


The district shall grant family care and medical leave to eligible employees for the following 
reasons: (29 USC 2612; 29 CFR 825.112; Family Code 297.5; Government Code 12945.2)  


1. Because of the birth of a child of the employee or placement of a child with the employee 
in connection with the adoption or foster care of the child by the employee.  


2. To care for the employee's child, parent, or spouse with a serious health condition.  


3. Because of the employee's own serious health condition that makes him/her unable to 
perform one or more essential functions of his/her position. However, for purposes of leave 
under the CFRA, this does not include leave taken for disability on account of pregnancy, 
childbirth, or related medical conditions.  


4. To care for a covered servicemember with a serious injury or illness if the employee is the 
spouse, child, parent, or designated next of kin of the servicemember.  


5. Because of any qualifying exigency arising out of the fact that the employee's spouse, child, 
or parent is a covered military member on active duty (or has been notified of an impending 
call or order to active duty) in support of a contingency operation.  


The district shall not interfere with, restrain, or deny the exercise of any right provided to an 
eligible employee under the law. Also, the district shall not discharge or discriminate against 
any employee for opposing any practice made unlawful by, or because of, his/her involvement 
in any inquiry or proceeding related to the family care and medical leave. (29 USC 2615; 
Government Code 12945.2)  
(cf. 4030 - Nondiscrimination in Employment)  
 
 
Terms of Leave  
 
Except in the case of leave to care for a covered servicemember, an eligible employee shall be 
entitled to a total of 12 work weeks of family care and medical leave during any 12-month 
period. (29 USC 2612; Government Code 12945.2)  


This 12-month period shall coincide with the calendar year. (29 CFR 825.200)  
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             AR 4161.8(c) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 


In the case of leave taken pursuant to the FMLA for the purpose of caring for a covered 
servicemember with a serious injury or illness, an eligible employee shall be entitled to a total 
of 26 work weeks of family care and medical leave during a single 12-month period measured 
forward from the date an employee's first FMLA leave to care for the covered servicemember 
begins.  


Leave taken pursuant to the CFRA shall run concurrently with leave taken pursuant to the 
FMLA, except in the following circumstances:  


1. Leave taken to care for a registered domestic partner or a child of a domestic partner. Such 
leave shall count as leave under the CFRA only. (Family Code 297.5)  


2. Leave taken under the FMLA for disability on account of pregnancy, childbirth, or related 
medical conditions. In addition to federal family care and medical leave, an employee may be 
entitled to take California pregnancy disability leave of up to four months. During the 
otherwise unpaid portion of pregnancy disability leave, the employee may use any accrued 
vacation, sick time, or other paid leave.  Such FMLA leave shall run concurrently with any 
pregnancy disability leave taken by the employee, except that CFRA leave shall not 
commence until the expiration of the pregnancy disability leave. (Government Code 12945, 
12945.2; 2 CCR 7297.6)  
 
(cf. 4161.1/4361.1 - Personal Illness/Injury Leave)  
(cf. 4261.1 - Personal Illness/Injury Leave)  
 


Leave taken for the birth or placement of a child must be concluded within the 12-month 
period beginning on the date of the birth or placement of the child. Such leave does not need 
to be taken in one continuous period of time. The basic minimum duration of the leave for 
birth or placement of a child shall be two weeks. However, the district shall grant a request for 
leave of less than two weeks' duration on any two occasions. (29 USC 2612; 2 CCR 7297.3)  


If both parents of a child work for the district, their family care and medical leave related to 
the birth or placement of the child shall be limited to a combined total of 12 weeks. This 
restriction shall apply whether the parents are married, registered domestic partners, or not 
married. (29 USC 2612; Government Code 12945.2)  


Except for pregnancy disability leave, during the period of family care and medical leave, the 
district shall require the employee to use his/her accrued vacation leave, other accrued time 
off, and any other paid or unpaid time off negotiated with the district.  During pregnancy 
disability leave, the employee may elect to use her accrued vacation leave or other accrued 
time off.  If the leave is because of the employee's own serious health condition, the employee 
shall use accrued sick leave pursuant to the collective bargaining agreement and/or Board 
policy. (29 USC 2612; Government Code 12945.2)  


 (cf. 4141/4241 - Collective Bargaining Agreement)  
(cf. 4161/4261/4361 - Leaves)  
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             AR 4161.8(d) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 
 
Intermittent Leave/Reduced Leave Schedule  


Leave related to the serious health condition of the employee or his/her child, parent, or 
spouse may be taken intermittently or on a reduced leave schedule when medically necessary, 
as determined by the health care provider of the person with the serious health condition.  
However, the district may limit leave increments to the shortest period of time that the 
district's payroll system uses to account for absences or use of leave. (29 USC 2612; 2 CCR 
7297.3)  


If an employee needs intermittent leave or leave on a reduced work schedule that is 
foreseeable based on planned medical treatment for the employee or a family member, the 
district may require the employee to transfer temporarily to an available alternative position.  
This alternative position must have equivalent pay and benefits, the employee must be 
qualified for the position, and that could the position must better accommodate recurring 
periods of leave than the employee's regular job.  Transfer to an alternative position may 
include altering an existing job to better accommodate the employee's need for intermittent 
leave or a reduced leave schedule. (29 USC 2612; 2 CCR 7297.3)  
(cf. 4113.4/4213.4/4313.4 - Temporary Modified/Light-Duty Assignment)  
 
 
Request for Family Care and Medical Leave  
 


An employee shall provide at least verbal notice sufficient to make the district aware that 
he/she needs family care and medical leave and the anticipated timing and duration of the 
leave. The employee need not expressly assert or mention FMLA/CFRA to satisfy this 
requirement; however, he/she must state the reason the leave is needed (e.g., birth of child, 
medical treatment). If more information is necessary to determine whether the employee is 
eligible for family care and medical leave, the Superintendent or designee shall inquire further 
and obtain the necessary details of the leave to be taken. (2 CCR 7297.4)  


Based on the information provided by the employee or his/her spokesperson, the 
Superintendent or designee shall designate the leave, paid or unpaid, as FMLA/CFRA 
qualifying leave and shall give notice of such designation to the employee. (2 CCR 7297.4)  


When the need for the leave is foreseeable based on an expected birth, placement for adoption 
or foster care, or planned medical treatment for a serious health condition of the employee or 
a family member, the employee shall provide the district with at least 30 days advance notice 
before the leave. The employee shall consult with the district and make a reasonable effort to 
schedule, subject to the health care provider’s approval, any planned medical treatment or 
supervision so as to minimize disruption to district operations. (Government Code 12945.2; 2 
CCR 7297.4)  


When the 30 days notice is not practicable because of a lack of knowledge of approximately 
when leave will be required to begin, a change in circumstances, or a medical emergency, the 
employee shall provide the district with notice as soon as practicable. (2 CCR 7297.4)  
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             AR 4161.8(e) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 


Certification of Health Condition  


A request by an employee for family care and medical leave for his/her serious health 
condition, or to care for a child, parent, or spouse with a serious health condition, shall be 
supported by a certification from the health care provider of the employee or such other 
person as applicable. The certification shall include the following: (29 USC 2613; 
Government Code 12945.2; 2 CCR 7297.0)  


1. The date on which the serious health condition began  


2. The probable duration of the condition  


3. If the employee is requesting leave to care for a child, parent, or spouse with a serious 
health condition, both of the following:  


a. Statement that the serious health condition warrants the participation of a family member to 
provide care during a period of the treatment or supervision of the child, parent, or spouse  


b. Estimated amount of time the health care provider believes the employee needs to care for 
the child, parent, or spouse  


4. If the employee is requesting leave because of his/her own serious health condition, a 
statement that due to the serious health condition, he/she is unable to work at all or is unable 
to perform one or more essential functions of his/her job  


5. If the employee is requesting leave for intermittent treatment or is requesting leave on a 
reduced leave schedule for planned medical treatment, a statement of the medical necessity 
for the leave, the dates on which treatment is expected to be given, the duration of such 
treatment, and the expected duration of the leave  


At the time of the employee’s request for leave or within five business days, the 
Superintendent or designee shall request that the employee provide certification of the need 
for leave. Upon receiving the district’s request, the employee shall provide the certification 
within 15 days, unless either the Superintendent or designee provides additional time or it is 
not practicable under the particular circumstances, despite the employee’s diligent, good faith 
efforts. (29 CFR 825.305; 2 CCR 7297.4)  


When the employee has provided sufficient medical certification to enable the district to 
determine whether the employee’s leave request is FMLA-eligible, the district shall notify the 
employee within five business days whether the leave is FMLA-eligible. The district may also 
retroactively designate leave as FMLA/CFRA as long as there is no individualized harm to 
the employee. (29 CFR 825.301)  
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             AR 4161.8(f) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 
 
If the Superintendent or designee doubts the validity of a certification that accompanies a 
request for leave for the employee’s own serious health condition, he/she may require the 
employee to obtain a second opinion from a district-approved health care provider, at district 
expense. If the second opinion is contrary to the first, the Superintendent or designee may 
require the employee to obtain a third medical opinion from a third health care provider 
approved by both the employee and the district, again at district expense. The opinion of the 
third health care provider shall be final and binding. (29 USC 2613; Government Code 
12945.2)  
 
If additional leave is needed when the time estimated by the health care provider expires, the 
district may require the employee to provide recertification in the manner specified in items 
#1-5 above. (29 USC 2613; Government Code 12945.2)  


Fitness for Duty Upon Return to Work  


Upon expiration of leave taken for his/her own serious health condition, an employee shall 
present certification from his/her health care provider that he/she is able to resume work.  


(cf. 4112.4/4212.4/4312.4 – Health Examinations)  


The certification from the employee’s health care provider shall address the employee’s 
ability to perform the essential functions of his/her job.  
 
 
Rights to Reinstatement and Maintenance of Benefits  


Upon granting an employee’s request for family care and medical leave, the Superintendent or 
designee shall guarantee to reinstate the employee in the same or a comparable position when 
the leave ends. (29 USC 2614; Government Code 12945.2)  


However, the district may refuse to reinstate an employee returning from leave to the same or 
a comparable position if all of the following apply: (29 USC 2614; Government Code 
12945.2)  


1. The employee is a salaried “key employee” who is among the highest paid 10 percent of 
those district employees who are employed within 75 miles of the employee’s worksite.  


2. The refusal is necessary to prevent substantial and grievous economic injury to district 
operations.  


3. The district informs the employee of its intent to refuse reinstatement at the time it 
determines that the refusal is necessary, and the employee fails to immediately return to 
service.  
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             AR 4161.8(g) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 
 
An employee who takes leave has no greater right to reinstatement or to other benefits and 
conditions of employment than if he/she had been continuously employed during the leave 
period. If an employee is laid off or was hired for a specific term or to perform work on a 
discrete project during the leave period, he/she is not entitled to reinstatement or maintenance 
of group health plan benefits, provided the district has no continuing obligations under a 
collective bargaining agreement or otherwise. (29 CFR 825.216; 2 CCR 7297.2)  
 
(cf. 4117.3 – Personnel Reduction)  
(cf. 4217.3 – Layoff/Rehire)  


During the period when an employee is on family care and medical leave, he/she shall 
maintain his/her status with the district and the leave shall not constitute a break in service for 
purposes of longevity, seniority under any collective bargaining agreement, or any employee 
benefit plan. (29 USC 2614; Government Code 12945.2)  


For a period of 12 weeks, the district shall continue to provide an eligible employee on family 
care and medical leave the group health plan coverage that was in place before he/she took the 
leave. The employee shall reimburse the district for premiums paid during the family care and 
medical leave if he/she fails to return to district employment after the expiration of the leave 
and the failure is for any reason other than the continuation, recurrence, or onset of a serious 
health condition, or other circumstances beyond his/her control. (29 USC 2614; 29 CFR 
825.213; Government Code 12945.2)  
 
(cf. 4154/4254/4354 – Health and Welfare Benefits)  
 
In addition, during the period when an employee is on family care and medical leave, he/she 
shall be entitled to continue to participate in other employee benefit plans including life 
insurance, short-term or long-term disability insurance, accident insurance, pension and 
retirement plans, and supplemental unemployment benefit plans to the same extent and under 
the same conditions as apply to an unpaid leave taken for any other purpose. However, for 
purposes of pension and retirement plans, the district shall not be required to make plan 
payments for an employee during the leave period and the leave period shall not be counted 
for purposes of time accrued under the plan. (Government Code 12945.2)  
 
 
Military Caregiver Leave  


The district shall grant up to a total of 26 work weeks of leave during a single 12-month 
period, measured forward from the first date of leave taken, to an eligible employee to care 
for a covered servicemember with a serious illness or injury. In order to be eligible for such 
military caregiver leave, an employee must be the spouse, son, daughter, parent, or next of kin 
of the covered servicemember. This 26-week period is not in addition to the up to 12-weeks of 
leave that may be taken for other FMLA qualifying reasons, but rather is inclusive of such 12 
weeks. (29 USC 2611, 2612; 29 CFR 825.127)  
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             AR 4161.8(h) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 


Covered servicemember means a current member, or member who is on the temporary 
disability retired list, of the Armed Forces, including a member of the National Guard or 
Reserves, who has a serious injury or illness incurred in the line of duty while on active duty 
for which he/she is undergoing medical treatment, recuperation, or therapy; is otherwise in 
outpatient status; or is otherwise on the temporary disability retired list for that injury or 
illness. (29 USC 2611, 2612; 29 CFR 825.127)  


Son or daughter of a covered servicemember means the biological, adopted, or foster child, 
stepchild, legal ward, or a child for whom the covered servicemember stood in loco parentis, 
and who is of any age. (29 CFR 825.127)  


Parent of a covered servicemember means the covered servicemember’s biological, adopted, 
step or foster parent, or any other individual who stood in loco parentis to the covered 
servicemember (except “parents in law”). (29 CFR 825.127)  


Next of kin means the nearest blood relative to that individual, or as designated in writing by 
the covered servicemember. (29 USC 2611, 2612)  


Outpatient status means the status of a member of the Armed Forces assigned to a military 
medical treatment facility as an outpatient or a unit established for the purpose of providing 
command and control of members of the Armed Forces receiving medical care as outpatients. 
(29 USC 2611; 29 CFR 825.127)  


Serious injury or illness means an injury or illness incurred by the member in the line of duty 
while on active duty in the Armed Forces that may render the member medically unfit to 
perform the duties of the member’s office, grade, rank, or rating. (29 USC 2611; 29 CFR 
825.127)  


The employee shall provide reasonable and practicable notice of the need for the leave in 
accordance with the procedures in the section entitled “Request for Leave” above.  


An employee requesting leave to care for a covered servicemember with a serious injury or 
illness shall provide the Superintendent or designee with certification from an authorized 
health care provider of the servicemember that contains the information specified in 29 CFR 
825.310.  


The leave may be taken intermittently or on a reduced schedule when medically necessary. 
An employee taking military caregiver leave in combination with other leaves pursuant to this 
administrative regulation shall be entitled to a combined total of 26 work weeks of leave 
during a single 12-month period. When both spouses work for the district and both wish to 
take such leave, the spouses are limited to a maximum combined total of 26 work weeks 
during a single 12-month period. (29 USC 2612)  
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             AR 4161.8(i) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 
 
During the period of military caregiver leave, the district’s rule specified in “Terms of Leave” 
above, regarding an employee’s use of his/her accrued vacation leave and other accrued paid 
or unpaid time off, shall apply.  
 
 
Military Family Leave Resulting from Qualifying Exigencies  
 
An eligible employee may take up to 12 work weeks of unpaid leave during the 12-month 
period established by the district while a covered military member is on active duty or call to 
active duty status for one or more qualifying exigencies. (29 CFR 825.126)  


Covered military member means the employee’s spouse, son, daughter, or parent on active 
duty or call to active duty status. Active duty or call to active duty status means a member of 
the National Guard or Reserves who is under a call or order to active duty, or has been 
notified of an impending call or order to active duty, in support of a contingency operation. 
(29 CFR 825.126)  


Qualifying exigencies include time needed to (1) address issues arising from short notice 
deployment (up to seven calendar days from the date of receipt of call or order of short notice 
deployment); (2) attend military events and related activities, such as any official ceremony or 
family assistance program related to the active duty or call to active duty status; (3) arrange 
childcare or attend school activities arising from the active duty or call to active duty, such as 
arranging for alternative childcare, enrolling or transferring a child to a new school, or 
attending meetings; (4) make or update financial and legal arrangements to address a covered 
military member’s absence; (5) attend counseling provided by someone other than a health 
care provider; (6) spend time (up to five days of leave per instance) with a covered military 
member who is on short-term temporary rest and recuperation leave during deployment; (7) 
attend to certain post-deployment activities, such as arrival ceremonies or reintegration 
briefings; and (8) address any other event that the employee and district agree is a qualifying 
exigency. (29 CFR 825.126)  


The employee shall provide the Superintendent or designee with notice of the need for the 
qualifying exigency leave as soon as practicable, regardless of how far in advance such leave 
is foreseeable. (29 CFR 825.302)  
 
An employee who is requesting such leave for the first time shall provide the Superintendent 
or designee with a copy of the covered military member’s active duty orders, or other 
documentation issued by the military, and the dates of the service. In addition, the employee 
shall provide the Superintendent or designee with certification of the qualifying exigency 
necessitating the leave which contains the information specified in 29 CFR 825.309.  
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             AR 4161.8(j) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 


During the period of qualified exigency leave, the district’s rule specified in “Terms of 
Leave” above, regarding an employee’s use of his/her accrued vacation leave and any other 
accrued paid or unpaid time off, shall apply.  


Notifications  


The Superintendent or designee shall provide the following notifications about state and 
federal law related to FMLA/CFRA:  


4. General Notice: Information shall be posted in a conspicuous place on district 
premises or electronically explaining the provisions of the FMLA/CFRA and 
information about employee rights and obligations shall be included in employee 
handbooks. (29 USC 2619; 2 CCR 7297.9)  


The general notice shall also explain an employee’s obligation to provide the Superintendent 
or designee with at least 30 days notice of the need for the leave, when the need for the leave 
is reasonably foreseeable. (2 CCR 7297.4)  
 
2. Eligibility Notice: When an employee requests leave or when the Superintendent or 
designee acquires knowledge that an employee’s leave may be for an FMLA/CFRA 
qualifying reason, the Superintendent or designee shall provide notification, within five 
business days, to the employee of his/her eligibility to take such leave (i.e., whether the 
employee has met the months of employment, hours of service, and worksite requirements). 
(29 CFR 825.300)  


3. Rights and Responsibilities Notice: Each time the eligibility notice is provided to an 
employee, the Superintendent or designee shall provide written notification explaining the 
specific expectations and obligations of the employee, including any consequences for a 
failure to meet those obligations. Such notice shall include, as appropriate: (29 CFR 825.300)  


a. A statement that the leave may be designated and counted against the employee’s annual 
FMLA/CFRA leave entitlement, if qualifying  


b. Any requirements for the employee to furnish medical certification of a serious health 
condition, serious injury or illness, or qualifying exigency arising out of active duty or call to 
active duty status and the consequences of failing to provide the certification  


c. The employee’s right to substitute paid leave, whether the district will require substitution 
of paid leave, and conditions related to any substitution, and the employee’s entitlement to 
take unpaid leave if the employee does not meet the conditions for paid leave  


d. Any requirements for the employee to make any premium payments to maintain health 
benefits, the arrangement for making such payments, and the possible consequences of failure 
to make payments on a timely basis  
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             AR 4161.8(k) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 


e. If applicable, the employee’s status as a “key employee” and information related to 
restoration of that status  


f. The employee’s right to maintenance of benefits during the leave and restoration to the 
same or an equivalent job upon return from leave  


g. The employee’s potential liability for health benefits should the employee not return to 
service  


Any time the information provided in the above notice changes, the Superintendent or 
designee shall, within five business days, provide the employee with a Rights and 
Responsibilities Notice referencing the prior notice and describing any changes to the notice. 
(29 CFR 825.300)  


4. Designation Notice: When the Superintendent or designee has information (e.g., sufficient 
medical certification) to determine whether the leave qualifies as FMLA/CFRA leave, he/she 
shall provide written notification, within five business days, designating the leave as 
FMLA/CFRA qualifying or, if the leave will not be so designated, the reason for that 
determination. (29 CFR 825.300)  


If the amount of leave needed is known, the notice shall include the number of hours, days, or 
weeks that will be counted against the employee’s FMLA/CFRA entitlement. If it is not 
possible to provide that number at the time of the designation notice, notification shall be 
provided of the amount of leave counted against the employee’s entitlement upon request by 
the employee and at least once in every 30-day period if leave was taken in that period. (29 
CFR 825.300)  


If the district requires paid leave to be substituted for unpaid family care and medical leave, 
the notice shall so specify. If the district requires an employee to present a fitness-for-duty 
certification that addresses the employee’s ability to perform the essential functions of the job, 
the notice shall also specify.  


Any time the information provided in the Designation Notice changes, the Superintendent or 
designee shall, within five business days, provide the employee with written notice 
referencing the prior notice and describing any changes to the notice. (29 CFR 825.300)  
 
 
Records  
 
The Superintendent or designee shall maintain records pertaining to an individual employee's 
use of family care and medical leave in accordance with law. (29 USC 2616; 29 CFR 
825.500; Government Code 12946)  
 
 
Legal Reference: See next page 
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             AR 4161.8(l) 
 
FAMILY CARE AND MEDICAL LEAVE (continued) 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  
FAMILY CODE  
297-297.5 Rights, protections and benefits under law; registered domestic partners  
300 Validity of marriage  
GOVERNMENT CODE  
12940 Unlawful employment practices  
12945 Pregnancy; childbirth or related medical condition; unlawful practice  
12945.1-12945.2 California Family Rights Act  
CODE OF REGULATIONS, TITLE 2  
7291.2-7291.16 Sex discrimination: pregnancy and related medical conditions  
7297.0-7297.11 Family care leave  
UNITED STATES CODE, TITLE 1  
7 Definition of marriage, spouse  
UNITED STATES CODE, TITLE 29  
2601-2654 Family and Medical Leave Act of 1993, as amended  
CODE OF FEDERAL REGULATIONS, TITLE 29  
825.100-825.800 Family and Medical Leave Act of 1993  
COURT DECISIONS  
Faust v. California Portland Cement Company, (2007) 150 Cal.App. 4th 864  
Tellis v. Alaska Airlines, (9th Cir., 2005) 414 F.3d 1045  
Management Resources:  
FEDERAL REGISTER  
Final Rule and Supplementary Information, November 17, 2008. Vol. 73, No. 222, pages 67934-68133  
U.S. DEPARTMENT OF LABOR PUBLICATIONS  
Military Family Leave Provisions of the FMLA Frequently Asked Questions and Answers  
WEB SITES  
California Department of Fair Employment and Housing: http://www.dfeh.ca.gov  
U.S. Department of Labor, FMLA: http://www.dol.gov/esa/whd/fmla  
 
 
 
 
 
 
 
 
 
Regulation        JEFFERSON SCHOOL DISTRICT 
adopted:  December 8, 2009       Tracy, California 
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JEFFERSON SCHOOL DISTRICT 
Regular Meeting of the Board of Trustees 


Tuesday, October 9, 2018 
 


 


BOARD ROOM    1219 WHISPERING WIND DRIVE                             5:30 P.M. 


AGENDA 
 
5:30 p.m. – Open Session (For Purposes of Opening Meeting ONLY) - District Office Conference 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 # 11769, 11770, 11771 


 Classified # 11772, 11773, 11774, 11775, 11776, 11777, 11778 
             


STUDENT HEARING 


 #2018-10-01  
 


 


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  
  


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 September 11, 2018  
4.2 Warrants – September 2018 
4.3 Financials – September 2018 
4.4 Surplus 
 


5.  EDUCATIONAL SERVICES (Board may or may not take action on any items listed below) 


5.1 Student Body Reports        • Information 
5.2 Site Specific Emergency Operation Plans      • Action 
5.3 Student Enrollment        • Information 
5.4 Jefferson School Proposed Band Trip to Disneyland    • Action 
 


6.  PERSONNEL SERVICES (Board may or may not take action on any items listed below)  
 6.1 Agreement Between Nova Southeastern University, Inc. and    • Action 
  Jefferson School District        
 6.2 California State University, Stanislaus Memorandum of Understanding  • Action 


(MOU) for Student Placements in Applied Settings 


    
7.  BUSINESS AND FACILITIES (Board may or may not take action on any items listed below) 


7.1 September 2018 Budget Adjustments      • Action 
7.2  Tracy Little League Contract       • Action 


  
8.  BOARD DISCUSSION AND REPORTS (Board may or may not take action on any items listed below)    


8.1 Policy Revision, AR 4161.8/4261.8/4361.8, Family Care and Medical Leave,  • Action 


Adopt as Presented   


8.2 Policy Revision, AR 5141, Heathcare and Emergencies,    • Action 


 Adopt as Presented 
8.3 Items for Next Board Meeting       • Information 


    
9.  CALENDAR OF UPCOMING EVENTS  
 November 1, 2018   County School Boards Dinner, 5:30 p.m. 
 November 2, 2018   End of First Trimester 
 November 12, 2018  No School – Veteran’s Day 
 November 13, 2018  Regularly Scheduled Board Meeting 


 November 19- 23, 2018  No School - Thanksgiving Holiday Break 
  


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. 








Information Sheet – 10/09/18 - Board of Trustees Meeting  


 


 


TO:  Board of Trustees        Item: 8.2 


FR:  Celli Coeville  


DATE: October 4, 2018 


RE: Revised Administrative Regulation, AR 5141, Healthcare and Emergencies, Consider 


Adoption as Presented 


Nondiscrimination/Harassment, Revised AR 5141: 


(AR revised) Minor revisions made in regulation regarding gathering and handling student family 


information. Allows the student to update emergency contact information throughout the school 


year and to provide an alternative if no parent/guardian is available. 


Recommendation Action:  Approve the revised Administrative Regulation.  







Students  
            AR 5141 (a) 


HEALTH CARE AND EMERGENCIES  
  


Emergency Contact Information  
 


***Note: The following section may be revised to reflect district practice. *** 


  


In order to facilitate contact in case of an emergency or accident, the principal or designee shall 


annually request that parents/guardians shall furnish the schools with the current provide the 


following information specified below:  


  


1. Home address and telephone number  


  


2. Parent/guardian's business address and telephone number  


 


3. Parent/guardian's cell phone number and email address, if applicable 


  


3 4. Name, address and telephone number of a relative or friend an alternative contact person to 


whom the student may be released and who is authorized by the parent/guardian to care 


for the student in cases of emergency when the parent/guardian cannot be reached  


  


4 5. Local physician to call in case of emergency  


 


(cf. 5021 - Noncustodial Parents) 


(cf. 5142 - Safety) 


 


In addition, parents/guardians shall be encouraged to notify the school whenever their emergency 


contact information changes. 


 


Notification/Consent for Medical Treatment 


 


Whenever a student requires emergency or urgent medical treatment while at school or a 


school-sponsored activity, the principal or designee shall contact the parent/guardian or other 


person identified on the emergency contact form in order to obtain consent for the medical 


treatment. 


 


***Note:  Pursuant to Education Code 49407, the district may not be held liable for the 


reasonable treatment of a student during regular school hours if the parent/guardian cannot be 


reached, unless the parent/guardian has previously filed a written objection to any medical 


treatment other than first aid. *** 


 


Under Education Code 49407, no school district shall be held liable for the reasonable treatment 


of a student without the consent of the parent/ guardian when the student requires medical 


treatment and the parent/guardian cannot be reached, unless a written objection to medical 


treatment has been filed with the school district.  


 


 







AR 5141 (b) 


HEALTH CARE AND EMERGENCIES  
 


If the student's parent/guardian or other contact person cannot be reached to provide consent, the 


principal may seek reasonable medical treatment for the student as needed, unless the 


parent/guardian has previously filed with the district a written objection to any medical treatment 


other than first aid. 


 


(cf. 5141.21 - Administering Medication and Monitoring Health Conditions) 


 


***Note:  Family Code 6550 provides authorization for a caregiver 18 years of age or older who 


has signed a caregiver's affidavit to enroll a minor in school and to consent to school-related 


medical care on behalf of the minor when the minor is residing with the caregiver. A sample 


caregiver's affidavit can be found in Family Code 6552.  See also AR 5111.1 - District 


Residency. *** 


 


***Note: Pursuant to Family Code 6550, any person who provides medical care in good-faith 


reliance on a caregiver's affidavit is not subject to criminal or civil liability or professional 


disciplinary action for such reliance unless he/she has actual knowledge of facts contrary to those 


stated on the affidavit. *** 


 


Consent by Caregiver  
  


Persons 18 years of age and older who file A person who has filed with the district a completed 


caregiver's authorization affidavit pursuant to Family Code 6550-6552 shall have the right to 


consent to or refuse school-related medical care for a district student on behalf of the minor 


student.  The caregiver's authorization shall be valid for one year after the date on which it is 


executed.  The caregiver's decision shall be superseded by any contravening decision of the 


parent or other person having legal custody of the student, provided that this contravening 


decision does not jeopardize the student's life, health or safety.  invalid if the district receives 


notice that the minor student is no longer living with the caregiver or if the Superintendent or 


designee has actual knowledge of facts contrary to those stated on the affidavit. (Family Code 


6550)  


 


(cf. 5111.1 - District Residency) 


 


The caregiver's consent to medical care shall be superseded by any contravening decision of the 


parent or other person having legal custody of the student, provided that this contravening 


decision does not jeopardize the student's life, health, or safety.  (Family Code 6550) 


 


School-related medical care is medical care that is required by state or local governmental 


authority as a condition for school enrollment, including immunizations, physical examinations, 


and medical examinations conducted in schools for students.  (Family Code 6550)  


  


(cf. 5111.11 - Residency of Students with Caregiver)  


  


Automated External Defibrillators 


  







AR 5141 (c) 


HEALTH CARE AND EMERGENCIES  
 


***Note: The following optional section is for use by districts that choose to place automated 


external defibrillators (AEDs) in school facilities. *** 


 


***Note: SB 658 (Ch. 264, Statutes of 2015) amended Health and Safety Code 1797.196 to 


require notification of the local emergency medical services agency regarding the existence, 


location, and type of AED acquired.  Pursuant to Health and Safety Code 1797.200, the local 


emergency medical services agency is designated by each county and may be the county health 


department, another agency that the county has established or contracted with, or a joint powers 


agency.  *** 


 


***Note: Education Code 49417 and Health and Safety Code 1797.196 clarify that the district or 


district employee will not be liable for civil damages resulting from any act or omission in the 


rendering of emergency care or treatment provided the employee complies with the requirements 


of Health and Safety Code 1797.196 and does not act with gross negligence or willful or wanton 


misconduct by using, attempting to use, or maliciously failing to use an AED to render 


emergency care or treatment. *** 


  


When an automated external defibrillator (AED) is placed in a district school, the Superintendent 


or designee shall notify an agent of the local emergency medical services agency of the 


existence, location, and type of AED acquired. (Health and Safety Code 1797.196, 1797.200) 


 


The Superintendent or designee shall ensure that any AED placed at a district school is 


maintained and tested according to the operation and maintenance guidelines set forth by the 


manufacturer.  (Health and Safety Code 1797.196) 


 


The Superintendent or designee shall develop a written plan which describes the procedures to be 


followed in the event of a medical emergency, including an emergency that may involve the use 


of an AED.  These procedures should include, but not be limited to, requirements for immediate 


notification of the 911 emergency telephone number in the event of an emergency that may 


involve the use of an AED. 


 


(cf. 0450 - Comprehensive Safety Plan) 


  


***Note: Health and Safety Code 1797.196, as amended by SB 658 (Ch. 264, Statutes of 2015), 


requires that the principal annually provide school employees the information specified below.  


It also requires that instructions on how to use the AED be in no less than 14-point type and 


posted next to every AED.*** 


 


***Note: As amended, Health and Safety Code 1797.196 repeals a requirement for completion 


of a training course and no longer requires principals to designate the trained employees who are 


available to respond to an emergency that may involve the use of an AED. *** 


  


The principal of any district school with an AED shall annually provide information to school 


employees that describes:  (Health and Safety Code 1797.196) 


 







AR 5141 (d) 


HEALTH CARE AND EMERGENCIES  
 


1. Sudden cardiac arrest 


 


2. The school's emergency response plan 


 


3. The proper use of an AED 


 


Instructions on how to use the AED, in no less than 14-point type, shall be posted next to every 


AED.  In addition, school employees shall be notified annually of the location of all AED units 


on campus.  (Health and Safety Code 1797.196) 


 


(cf. 4112.9/4212.9/4312.9 - Employee Notifications) 


 


***Note: SB 658 (Ch. 264, Statutes of 2015) amended Health and Safety Code 1797.196 to 


reduce the inspection requirements from once every 30 days to once every 90 days. *** 


 


Each AED shall be checked for readiness at least biannually and after each use. In addition, the 


Superintendent or designee shall ensure that an inspection is made of all AEDs at least every 90 


days for potential issues related to operability of the device, including a blinking light or other 


obvious defect that may suggest tampering or that another problem has arisen with the 


functionality of the AED. The Superintendent or designee shall maintain records of these checks.  


(Health and Safety Code 1797.196) 


 


 


(cf. 3580 - District Records) 


 


  


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Regulation             JEFFERSON SCHOOL DISTRICT  


approved: October 9, 2001                   Tracy, California  







Salco 


Garden Services 
155Edward ct. Tracy Ca 95376  
 


Date10/1/2017   


    


Quote 
 


 


Month Description Monthly Fee Total 


      Monticello fields 


Mow ,edge, weed control  


700 700 


     


    


    


    


    


    


    


                                 


Thank you for your business!Tel (209)834-0594Cell (510)760-38-77 


Email salserna@gmail.com 


 









