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f NTRODUCTION 

SCHOOL PROFILE 

Monson-Sultana Elementary is in a rural community in the northern area of Tulare County. We are a single school 
district with a TK-8 program serving approximately 435 students. The school has been at its current location for more 
than 50 years maintaining a co-terminus relationship with the Dinuba Unified School District. We provide our students 
with a fully-equipped technology lab, science lab, library, K-8 music program, a·nd a licensed vocational nurse. Our 
student population is comprised of 93.5% Hispanic students and 6% white students. The school and all facilities are 
located on a 16 acre parcel with permanent structures ranging from 1 to 46 years of age. 

Monson-Sultana School has maintained a high profile in the areas of technology, performing arts, and student 
achievement. We currently enjoy a ratio of one computer for every two students and there are two mobne laptop labs 
that can be set up  in any area of the school to allow student access to the Internet Our performing arts program has 
won numerous awards and has been designated as a model program for grades l<-6. 

Monson-Sultana School envisions a system in which all students perform at their maximum potential, where differences 
of language, culture, economics, and abilities are celebrated and become sources of strength for our students. It is a 
system that has a defined goal with students, parents, staff, administration, and a community that works together to 
implement high-quality educational programs. Our school district accomplishes what the public demands and deserves; 
students who have mastered a basic and expanded curriculum and who are actively pursuing the development patterns 
that will allow them to become productive citizens. 

PERSONAL CHARACTERISTICS OF STUDENTS AND STAFF 
Monson-Sultana School has an enrollment of 435 pupils in grades I< through 8. Monson-Sultana School is a 
School-wide Title I school resulting in 100% of students to be eligible for free/reduced cost lunches. The ethnic 
makeup of the student population is 93.5% Hispanic, 6% White/Caucasian, and 0.4% Other. Our pupils have a 
variety of life experiences. Some students have recently arrived from foreign countries and speak little or no 
English while others have never left their neighborhood. 

The school staff is comprised of 23 certificated {21 teachers, 2 administrators) and 25 classified. There are two 
full time County employees (1 Special Education t eacher, 1 Instructional Assistant) and 2 itinerant County 
employees who service students as needed. 

PHYSICAL ENVIRONMENT 

The Schools' location and Physical Environment 
Monson-Sultana School is located in the town of Sultana in northern Tulare County. The immediate area 
around the school includes single family dwellings, farm land, and a large fruit packi11� �arehouse which is 

· ciifrently unoccupied. bne area of concern with regard to safety is heavy, high-·speed traffic on a 4-lane road
that borders the school campus.

Description of School Grounds
The school site encompasses 16 acres. Classroom wings are divided into 4 separate wings which house
Kindergarten, 1st through 3rd grade, 4th and 5th grade, and 6th through 8th grade. Each wings has male and
female restrooms. The playground ls grass, concrete and asphalt and includes basketball and volleyball courts,
baseball diamonds and several play structures which are inspected annually by the District's property and
�ability insurance provider. Monson-Sultana School is completely enclosed by a fence with gates which are 

·-... ·iept locked during school hours. During the school day, staff members and administrators provides campus
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supervision. Identified problem areas receive increased supervision to reduce discipline, crime, or other school 
safety concerns. The Board of Trustees recently authorized the upgrade of the school's security camera system 
which now has a total of 16 high-resolution cameras that cover all high traffic areas on campus. 

It is the practice of Monson-Sultana School to remove all graffiti from school property before pupils arrive to 
begin their school day. Other acts of vandalism are promptly addressed and corrected/repaired as quickly as 
possible. 

The school has an on-site food preparation facility and cafeteria which provides breakfast and lunch to the 
students and staff daily. There is a full-service maintenance facility that houses school buses and maintenance 
vehicles. 

Maintenance of School Buildings/Classrooms 
The school's physical facility is wen maintained and generally looks neat and clean. District personnel 
periodically examine the school's physical facility and help eliminate obstacles to school safety. Additionally, 
health and fire department inspectors contribute to school safety. The classrooms are monitored for safety 
and appearance by the administration and individual classroom teachers. The pupils take pride in the 
appearance of the school. 

In the past year playground equipment which had been found to have safety issues has been removed. All 
play structure areas have had cushioning material added to meet safety standards. Concrete 
basketball/volleyball courts which were cracking have been repaired. 

Internal Security Procedures 
Monson-Sultana School has established procedures in the following areas: California Safe School Assessment 
(CSSA) reporting procedures, suspension and expulsion procedures, and an inventory system. Keeping Ed 
Code violations at a minimum requires constant vigilance. The following strategies will be utilized in achieving 
this goal: 

e Students are not allowed in unsupervised areas of the campus before school or during lunch and recess 
periods. 

e Students are constantly supervised by teachers, instructional assistants, and the principal during times 
when students are outside of the classroom. 

e Students are confined to grade-level areas during recess and lunch periods. 
e Student access to the school is restricted until 7:45 in the morning when site administration opens the 

main gates for student entry. All other entry points to the campus ar� closed until the start of the 
school day. Gates are closed daily at 8:30 a.m. and remain closed during the school day. 

e All classrooms and other student areas will remain locked during the time that students are inside. 
e Monson-Sultana School maintains a copy of the district's sexual harassment policy in the main office 

and the policy is available on request Sexual harassment policy. The District's Sexual Harassment Policy 
contains dissemination plans, applicable definitions, reporting requirements, investigation procedures, 
enforcement regulations, and information related to suspension and/or expulsion for sexual 
harassment of or by pupils. Additionally, a notice summarizing this sexual harassment policy appears in 
the Parent & Student Handbook, The parent student handbook is distributed at the beginning of each 
school year to all parents and pupils. It is available in Spanish. 

e To ensure the safety of pupils and staff, all visitors to the campus, except pupils of the school and staff 
members, shall register immediately upon entering any school building or grounds when school is in 
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the Crisis Prevention Institute. This training provides the skills necessary to intervene more safely when 
an individual's behavior becomes dangerous. 

Mental Health Programs 
Assigned to Monson-Sultana School is an itinerant school psychologist. District programs contributing to 
mental health goals include the Character Counts {!rogram. In addition, the district has added social workers 
and counselors to the itinerant staff to serve students and families in need of SUQQOrt. The staff of Monson
Sultana School shall identify students in need and bring to the attention of the school psychologist. The staff 
of Monson-Sultana School shall implement the EMERGENCY RESPONSE in the Incident Crisis Response Plan 
for "suicide" in cases where a student exhibits specific characteristics or makes comments regarding suicide. 
In incidences of possible suicide, school/district psychologist or police crisis response 1;1nits shall be contacted. 

Student Recognition Programs 
Monson-Sultana School offers several recognition and award programs such as the annual Academic Awards 
Night, Studen� of the Trimester, Character Counts, and athletic awards. 

Nondiscrimination and Fair Treatment of Pupils 
Procedures, programs and strategies used to help eliminate problems of bias or unfair treatment of pupils by 
staff and by peers because of ethnic group, gender, race, national origin, social class, religion, disability, sexual 
orientation, physical appearance, color, ancestry, parental status, or other relevant characteristics. The school 
provides a way for each pupil to safely report and, be protected after reporting, troubling behaviors that the 
pupil thinks may lead to dangerous situations, such as potential school violence. 

A major source of conflict in many schools is the perceived or real problem of bias and unfair treatment of 
students because of ethnicity, gender, race, social class, religion, disability, nationality, sexual orientation, 
physical appearance, or some other factor. Effective schools convey the attitude that all children can achieve 
academically and behave appropriately, while at the same time appreciating individual differences. 

Monson-Sultana School prohibits discrimination, harassment, and intimidation. The school investigates 
complaints to include complaints of discrimination, harassment, intimidation, and bullying based on actual or 
perceived characteristics. School personnel who witness such acts take immediate steps to intervene when 
safe to do so and report the incident immediately to administration. Assembly Bill 9 (AB 9) requires the 
Superintendent of Public Instruction to post, and annually update, on his or her Internet web site, and to 
provide to each school district, a list of statewide resources, including community-based organizations, that 
provide support to youth who have been subjected to school-based discrimination, harassment, intimidation, 
_<:>r �_ullying

! 
and their families. 

Effective schools communicate to students and the greater community that all children are valued and 
respected. In order to maximize the successful education of all students and help students become 
productive citizens and lifelong learners in a diverse society, all individuals including student, parents, staff 
and community members: 

c Shall be treated with dignity, respect and fairness; 
o Shall encourage and maintain high expectations;
e Shall model an appreciation for socio-economic, cultural, ethnic, gender and religious diversity; and 
o Shall contribute to an environment of mutual respect, caring and cooperation.
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Students, parents, staff and community members shall join together to share a sense of belonging and take 

pride in our schools, facilities and programs through participation and cooperation in support of the education 

of all students. A copy of the 11Parent Student Handbook" is provided to each parent/student annually or upon 
enrollment. This handbook includes information pertaining to student rights to physical safety, to the 

protection of personal property, to respect from adults, and to be free of discrimination on the basis of 
gender, race, color, religion, ancestry, national origin, ethnic group, marital or parental status, physical or 

mental disability, sexual orientation or the perception of one or more of such characteristics. The District's 
policies on nondiscrimination and sexual harassment support these protections and serve to promote the fair 

treatment of all children 

Bullying 
Assembly Bill (AB) 1156 defines bullying as ."any severe or pervas;ve physical or verbal act or conduct, 

including communications made in writing or by means of an electronic act, as defined, including, but not 
limited to, sexual harassment, hate violence, or harassment, threats, or intimidation, that has the effect or can 
reasonably be predicted to have the effect of placing a reasonable pupil, as defined, in fear of harm to that 
pupils or those pupils_ person or property, causing a reasonable pupil to experience a substantially detrimental 
effect on his or her physical or mental health, causing a reasonable pupil to experience substantial interference 

with his or her academic performance, or 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." 

All reports of bullying at Monson-Sultana School will be investigated and students who are found to be in 
violation of Ed Code regulations will be subject to disciplinary action. The victims of bullying and their parents 
will have priority when requesting interdistrict attendance agreements. 

Students and staff will receive ongoing training in the recognition and prevention of bullying. 

Disruptions Threatening Pupil's Immediate Physical Safety 
Existing law provides that a person who comes into any school building or upon any school ground, or 
adjacent street, sidewalk, or public way, whose presence or acts interfere with or disrupt a school activity, 
without lawful business, or who remains after having been asked to leave, as specified, is guilty of a 
misdemeanor." 

Assembly Bill (AB) 123 expands this provision to also apply to any person who comes into any school building 
or upon any school ground, or adjacent street, sidewalk, or public way, and willfully or knowingly creates a 
disruption with the intent to threaten the immediate physical safety of any pupil in preschool, kindergarten, 
or any of grades 1 to 8, inclusive, arriving at, attending, or leaving from school. When situations of this nature 
arise, Emergency Action Procedures are initiated to protect students and staff. When necessary, law 
enforcement will be notified and all appropriate measures will be put into effect. 

Discipline Policy and Code 
Education cannot take place and learning cannot flourish in an undisciplined setting. Discipline issues make 
the process of teaching much more difficult and result in lost instructional time for all students. Effective and 
safe schools, develop, and consistently enforce, school-wide rules that are clear, broad-based, and fair. School 
safety can be enhanced by the development of a school-wide disciplinary policy that indudes a code of 

conduct, specific rules and consequences that can accommodate student differences on a case-by-case basis 
when necessary. Discipline consequences should be commensurate with the offense, should be 

written, and applied in a nondiscriminatory manner. 
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Monson-Sultana School uses both classroom and school-wide discipline codes that clearly communicate 
the behavioral expectancies and consequences for pupils. Monson-Sultana School has developed plans to 
promote positive behaviors in the playground, lunchroom, hallways, and assembly areas. 

Monson-Sultana School's administrators, teachers, families, pupils, support staff, and community members 
recognize and make appropriate use of the early warning signs related to violence, substance abuse, and other 
at-risk concerns. 

Crisis Intervention and Disaster Planning 
The staff of Monson-Sultana School shall increase school safety by evaluating and addressing serious behavioral 
and academic concerns. Weapons (on campus and in the community), bomb threats, explosives,natural 
disasters, accidents, and suicides call for immediate, planned action, and long-term, post-crisis intervention. 
planning for such contingencies reduces chaos and trauma.Monson-Sultana School benefits from the District's 
Emergency Response Plan. The plan includes information on how to respond to a crisis. Risk factors, response 
and contingency plans, quick response designs, parent contacts, debriefing, suicide/threat response, violence/ 
aggression response and training/drills to become aware of warning signs are among the areas addressed. 

California Safe Schools Assessment 
Monson-Sultana School actively participates in the California Safe Schools Assessment. Data is collected, 
reported, and reviewed on all crimes committed on the school campus. Monson-Sultana School recognizes 
that a safe school continually assesses its progress by identifying problems, collecting information regarding 
progress toward solutions, and by sharing this information with students, families, and the community at large. 

Teacher Notice of Disciplinary History 
The Monson-Sultana Joint Union Elementary School District shall provide to the staff of Monson-Sultana <:;chool 
information on each pupil who has: (1) during the previous three school years, engaged in any .,uspendable or 
expellable act {except E.C. 48900 (h}) or (b) committed a crime reported to the District by a family member, 
local law enforcement, Probation Department or social services. This information is used to develop 
awareness, assigning appropriate discipline consequences, help in allocating resources, and is a factor in 
determining which services are provided to the pupil or recommended to the parent/guardian. 

Gang Affiliation 
Gang affiliation and gang activity will not be tolerated at Monson-Sultana School. The staff at Monson-Sultana 
School shall work closely with local law enforcement regarding all issues and matters that are gang related. 
Information from the school and the community shall be communicated to the student's parents, if the pupil 
begins to exhibit gang-related behaviors; Appropriate prevention and intervention strategies and programs 
shall be offered to the families. 

Gangs and Graffiti 
Monson-Sultana School uses its links with the Tulare County Sheriff's Office to enhance its effort to curb gang 
influence. Within the community, an increase in graffiti, damage to property, and other inappropriate 
activities after hours have led the site administration to pursue methods of surveillance of the school site 24 
hours per day. 
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Alternative Programs 
Research has shown that effective alternative programs can have long-term positive results by reducing 
expulsions and court referrals. Monson-Sultana School may make a referral to the Office of Child Welfare and 
Attendance for placement in one of the programs offered through the Tulare County Department of Education. 
These alternative programs, when matched to a pupil's needs, can produce positive outcomes. 

Drug and Violence Prevention Programs 
The goals of the district's Drug Alcohol and Tobacco Education Program and other related community 
programs include providing all K-12 pupils with a comprehensive drug and violence prevention program and 
providing all pupils in grades four through eight with a comprehensive tobacco use prevention education. 

Truancy 
Monson-Sultana School recognizes the importance of punctuality and regular attendance. The staff of the 
school shall accurately record the attendance record for all students. Parents of students with poor 
attendance will be contacted. Students with poor attendance due to medical issues will be referred to the 
school nurse. Should attendance problems continue, official action is to be taken, which could result in a 
referral to the Tulare County District Attorney's Office with a request for prosecution of the parent and/or the 
student. 

Megan's Law Notification 
;'Megan's Law" provides the public with photographs and descriptive information on serious or high risk sex 
offenders residing in California who have been convicted of committing sex crimes and are required to 
register. School staff shall assist parents in locating such information via the Internet when requested. 

Parent/Guardian Involvement 
Plan(s) and method(s) are available to identify isolated and troubled children, help foster positive relationships 
between school staff and pupils, and promote meaningful parental and community involvement. Staff 
members in effective and safe schools make persistent efforts to involve parents/guardian by: Informing them 
about discipline policies, procedures, and rules, and about their children's behavior, both desirable and 
•undesirable; involving them in making decisions concerning school-wide disciplinary policies and

procedures; and encouraging them to participate in prevention programs, intervention programs and crisis
planning. Monson-Sultana School:

" Notifies parents about, and encourages participation in parenting programs. 
o Has established a school visitation procedure.
• Provides a newsletter to parents.
c Uses the School Accountability Report Card to communicate to parents . 
., Provides multiple opportunities for Teacher-Parent Conferences . 
., Provides opportunities for parents to volunteer on short-term projects, field trips, and fund raising 

activities to the extent that they enhance the school. 
Problem Solving Teams 
School communities can enhance their effectiveness by identifying factors that result in violence and other 
problem behaviors. In-building, collaborative problem-solving teams are viewed as essential to successful 
prevention and intervention with aggressive behavior. Monson-Sultana School utilizes a student study team to 
help address issues of problem behavior. These problem-solving efforts bring together school staff, parents, 
and when appropriate, Involved community-based agencies and the pupil. The goal is to help identify, clarify, 
analyze, and resolve  issues concerning pupil, educational and familial concerns. The student study team is 
flexible enough to address individual problems and school-wide matters. 
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Community Linkages 
When working with parents and students with specific issues, the staff of Monson-Sultana School will provide 
information to the families regarding available community resources. The staff of Monson-Sultana School 
shall work closely with recognized local city, county and state agencies. 

Campus Supervisor and Administrative Positions 
Schools can enhance physical safety by monitoring the surrounding school grounds-including landscaping, 
parking lots, an� bus stops. Pupils can also be a good source of information. Peers often are the most likely 
group to know in advance about potential school violence. Monson-Sultana School employs a principal whose 
job is designed to help increase school safety, prevent prohibited offenses, and promote positive student 
relationships. The principal has developed procedures to monitor the school campus, the surrounding areas, 
and has designated the safe entrance and ex.it routes to school. Furthermore, recognizing that pupils are often 
the first to know of dangerous plans or actions, the principal makes himself available for a pupil to safely 
report troubling behaviors that may lead to dangerous situations. 

When it comes to school safety, pupils are taught not to keep secrets. Effective relationships between the 
principal and pupils help initiate appropriate investigations, help staff learn of suspects in school offenses, and 
help collect important knowledge about community conflicts that may have an impact on school safety. 

Campus Disturbances and Crimes 
Monson-Sultana School recognizes that campus disturbances and crimes may be committed by visitors and 
outsiders to the campus. Several steps have been taken to protect the school, staff, and pupils from safety 
threats by individuals visiting the campus area. In addition, disputes often occur because of parental custody 
disputes. The staff of Monson-Sultana School will maintain in the student's custody documentation provided 
by families and will request assistance from local law enforcement and the Office of Child Welfare and as 
needed. 

Visitors and Disruptions to Educational Process 
Monson-Sultana School is aware of the laws, policies and procedures, which govern the conduct of visitors 
to the school campus. Monson-Sultana School uses continuing efforts to minimize the number of campus 
entrance and exit points used daily. Access to school grounds is limited and supervised on a regular basis by 
individuals, such as the campus supervisor; staff familiar with the student body. Campus traffic, both 
pedestrian and vehicular, flows through areas that can be easily and naturally supervised. Delivery entrances 
used by vendors are also checked regularly. The campus has perimeter fencing. 

Jp e._nsu.r� th.e safety of pupils and staff and avoid potential disruptions, all visitors to the campus, except 
pupils of the school and staff members, must register immediately upon entering any school building or 
grounds when school is in session. 

Monson-Sultana School has established a visible means of identification for visitors while on school premises 
(i.e. tag). Furthermore, the principal, designee or campus supervisor may direct an individual to leave school 
grounds if he/she has a reasonable basis for concluding that the person is committing an act that is likely to 
interfere with the peaceful conduct of school activities or that the person has entered the campus with the 
purpose of committing such an act. 

Monson-Sultana School has developed a notice for disruptive individuals and, when appropriate, exercises 
the authority to remove a visitor or outsider from the campus. law enforcement is immediately contacted 
for individuals engaging in threatening conduct, including disturbing the peace. Monson-Sultana School's 
notice and removal system establishes sufficient documentation for civil law remedies as needed. For 
continuing disruptive behavior by a visitor or outsider, Monson-Sultana School may seek to file for a 
temporary restraining order and injunction. 
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endangering their employment status in order to attend a portion of their child's school day at a teacher's 

request. Besides furthering improved classroom behavior, such attendance should promote positive parent

child interactions. Whenever a student is removed from a class because he/she committed an obscene act, 

engaged in habitual profanity or vulgarity, disrupted school activities or otherwise willfully defied valid staff 

authority, the teacher of the class from which the student was removed may provide that the student's 
parent/guardian attend a portion of a school day in that class. After completing the classroom visit and 
before leaving school premises, the parent/guardian also shall meet with the principal or designee. 

(Education Code 48900.1) 

The Board encourages teachers, before requiring parental attendance, to make reasonable efforts to have 
the parent/guardian visit the class voluntarily. The teacher also may inform the parent/guardian about 
available resources and parent education opportunfties. Teachers should reserve the option of required 
parental attendance for cases in which they have determined that it is the best strategy to promote positive 
interaction between the student and the parent/guardian and to improve classroom behavior. The teacher 
shall apply this policy uniformly to all students within the classroom. This policy shall apply only to a 
parent/guardian who lives with the student (Education Code 48900.1} 

Parental attendance may be requested on the day the student returns to class or within one week thereafter. 
The principal or designee shall contact any parents/guardians who do not respond to the request to attend 

school. The Board recognizes that parental compliance with this policy may be delayed, modified or prevented 
for reasons such as serious illness/injury/disability, absence from town, or inability to get release time from 

work. District regulations and school site rules for student discipline shall include procedures for implementing 
parental attendance requirements 

On a case-by�case basis, the enforcement of an expulsion order may be suspended by the Board pursuant to 

the requirements of the law. Parents/guardians shall be notified of this policy before it is implemented and at 
the beginning of each subsequent school year. (Education Codes 48900.1, 35291, 48980) District regulations 
and school-site rules for student discipline shall include procedures for implementing parental attendance 
requirements. 

Legal Reference: 
EDUCATION CODE 
212.5 Sexual harassment 

233 Hate violence reductions 
1981 Enrollment of students 

17292.5 Program for expelled students 

32050 Hazing 

35146 Qosed sessions (re suspensions} 

35291 Rules (for government and discipline of schools} 

35291.5 Rules and procedures on school discipline 

48660-48656 Community day schools 

48900-48926 Suspension and expulsion 

48950 Speech and other communication 

49073-49079 Privacy of student records 

CIVIL CODE 
4 7 Privileged communication 

CODE OF CIVIL PROCEDURE 

1985-1997 Subpoenas; means of production 

GOVERNMENT CODE 

11455.20 Contempt 
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The Board may suspend a student for any of the acts listed in "Grounds for Suspension and Expulsion" above 
and within the limits specified in "Suspension by Superintendent, Principal or Principal's Designeen above. 
(Education Code 48912) The Board may suspend a student enrolled in a continuation school or class for a 
period not longer than the remainder of the semester if any of the acts listed in "Grounds for Suspension and 
Expulsion" occurred. The suspension shall meet the requirements of Education Code 48915. (Education Code 
48912.5) 

When the Board is considering a suspension, disciplinary action, or any other action (except expulsion) against 
any student, it shall hold closed sessions if a public hearing would lead to disclosure of information violating a 
student's right privacy under Education Code 49073-49079. (cf. 9321- Closed Session Purposes and Agendas) 
The Board shall provide the student and his/her parent/guardian with written notice of the closed session by 
or certified mail. Upon receiving this notice, the student or parent/guardian may request a public meeting, 
and this request shall be granted if made in writing within 48 hours after receipt of the Board's notice. 
However, any discussion that conflicts with any other student's right to privacy still shall be held in closed 
session. (Education Codes 35146, 48912) 

A student may be expelled only by the Board. The Board shall expel, as required by law, any student found to 
have committed certain offenses listed below under "Mandatory Recommendation and Mandatory 
Expulsion." The Board also may order a student expelled for any of the acts listed under "Grounds for 
Suspension and Expulsion" upon recommendation by the principal, Superintendent, hearing officer or 
administrative panel, based on finding either or both of the following: (Education Code 48915 (bl and (e)) 
1. That other means of correction are not feasible or have repeatedly failed to bring about proper conduct.
2. That due to the nature of the violation, the presence of the student causes a continuing danger to the
physical safety of the student or others.

Unless the principal, Superintendent or designee finds that expulsion is inappropriate due to particular 
circumstances, the principal, Superintendent or designee shall recommend a student's expulsion for any of the 
following acts: 
(Education Code 48915 (a)) 
1. Causing serious physical injury to another person, except in self-defense.
2. Possession of any knife as defined in Education Code 4891S(g), explosive or other dangerous object of no
reasonable use to the student.
3. Unlawful possession of any controlled substance, as listed in the Health and Safety Code 11053-11058,
except for the first offense for the possession of not more than one ounce of marijuana, other than
concentrated cannabis.
4. Robbery or extortion.
S. Assault or battery, as defined in Penal Code 240 and 242, upon any school employee.

MANDATORY RECOMMENDATION AND MANDATORY EXPULSION 
Note: The Attorney General has determined, in 80 Ops.Cal. Atty. Gen. 347 {1997), that a district may not adopt 
a zero tolerance policy mandating expulsion of a student for a first offense of possession of a controlled 
substance or alcohol. The principal, Superintendent or designee shall recommend that the Board expel any 
student found at school or at a school activity to be: (Education Code 48915(c)) 
1. Possessing, as verified by a district employee, or selling or otherwise furnishing a firearm, unless the student
had obtained prior written permission to possess the item from a certificated school employee, with the
principal or designee's concurrence.
2. Brandishing a knife as defined in Education Code 48915(g) at another person.
3. Unlawfully selling a controlled substance listed In Health and Safety Code 11053-11058
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4. Committing or attempting to commit a sexual assault or committing a sexual battery as defined in item #14
under "Grounds for Suspension and Expulsion" above.
5. Possessing an explosive as defined In 18 USC 921.

Upon finding that the student committed any of the above acts, the Board shall expel the student. {Education 
Code 48915) The initial recommendation for consideration of expulsion is that of the school principal or the 

Superintendent. Oesignees may not make this type of recommendation. The recommendation for 
consideration of expulsion shall be submitted to the Superintendent, who will review the material and 
recommend: 
1. Reassignment to appropriate regular education program.
2. Refer student to Alternative Program; i.e., Independent Study.

3. Refer the matter to a Discipline Review Panel for further consideration.

When a case is referred to the discipline Review Panel, the panel shall question school personnel who have 
information on the incident and the behavior record of the student charged and weigh the evidence 
presented. The panel shall, in the case of an expulsion consideration, weigh information presented to 
determine: 
a. Is the evidence sufficient to support consideration by the expulsion panel?
b. Has the district considered or utilized alternatives to expulsion when possible?
c. Have due process procedures been adhered to?

The recommendation shall be either to proceed with the expulsion or to utilize an existing practical alternative 
in lieu of expulsion. If the district (school) has not adhered to due process requirements, the student shall be 
returned to school immediately. ff the Discipline Review Panel meets to consider a matter other than an 
expulsion, it shall provide its best judgment as to an effective alternative program or plan to action.

The recommendation of the Discipline Review Panel shall be forwarded to the Superintendent, who shall then 
review the facts, concur, veto or modify the recommendation. 
4. That an expulsion panel be convened.

At the time a recommendation for expulsion is submitted, a hearing shall be scheduled by the Superintendent 
or designee to determine whether the suspension shall be extended. If the decision is to extend the 
suspension, the period of time shall be until the Board has rendered a decision or until the expulsion process is 
otherwise terminated. 

The extension of suspension shall be based upon determination by the Superintendent or designee thatthe 
presence of the student at the school or in an alternative school placement would cause a danger to persons 
or property or a threat of disrupting the instructional process. This extension shall be imposed only after the 
student and the parent/guardian have been given the opportunity to be present at a hearing conducted by the 
Superintendent or designee. At this time, the student and parent/guardian shall be given the opportunity to 
be heard and present any information that might bear upon the decision. 

STUDENT'S RIGHT TO EXPULSION HEARING 
The student is entitled to a hearing to determine whether the student should be expelled. The hearing shall 
be held within 30 school days after the principal or Superintendent or designee determines that one of the 
acts listed under 11Grounds for Suspension and Expulsion" has occurred. (Education Code 48918(a)} The 
student is entitled to one postponement of an expulsion hearing for a period of not more than 30 calendar 
days. The request for postponement shall be in writing. Any subsequent postponement may be granted at the 
Board's discretion. {Education Code 48918(a)) 
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If the Board finds it impractical during the school year to comply with these time requirements for conducting 
an expulsion hearing, the Superintendent or designee may, for good cause, extend the time period by an 
additional five school days. Reasons for the extension shall be included as a part of the record when the 
expulsion hearing is held. (Education Code 48918(a)) If the Board finds it Impractical to comply with the time 
requirements of the expulsion hearing due to summer recess of Board meetings of more than two weeks, the 
days during the recess shall not be counted as school days. The days not counted during the recess may not 
exceed 20 school days as defined in Education Code 48925. Unless the student requests in writing that the · 
expulsion hearing be postponed, the hearing shall be held no later than 20 calendar days prior to the first 
day of the next school year. (Education Code 48918(a)) Once the hearing starts, all matters shall be pursued 
with reasonable diligence and concluded without unnecessary delay. (Education Code 48918(al} 

WAIVER OF HEARING {DEFAULT PROCEEDINGS) 
If the parent/guardian agrees that their son/daughter behaved essentially in the manner stated in the 
principals letter recommending expulsion and that such behavior constitutes a violation of the California 
Education Code, Section 48900, 48900.2, 48900.3, 48900.4, 48900.7 and/or 48915 a suspendable/expellable 
offense, the parent/guardian may request to waive the Administrative Hearing Panel. 

When the parent/guardian agrees to waive the Administrative Hearing Panel, they also waive all notification 
and timelines related to the expulsion hearing process, along with their rights to appeal the determination of 
the Board. The signed affidavit and findings of fact will be submitted to the Board for their approval. The 
Board has the discretionary power to accept, reject, or modify all recommendations. 

RIGHTS OF COMPLAINING WITNESS 
An  expulsion hearing involving allegations of sexual assault or sexual battery may be postponed for one 
school day in order to accommodate the special physical, mental or emotional needs of a student who is the 
complaining witness. (Education Code 48918.5) Whenever the Superintendent or designee recommends an 
expulsion hearing that addresses allegations of sexual assault or sexual battery, he/she shall give the 
complaining witness a copy of the district's suspension and expulsion policy and regulation and shall advise 
the witness of his/her right to all the following: 
(Education Code 48918.5} 
1. Receive five days' notice of his/her scheduled testimony at the hearing.
2. Have up to two adult support persons of his/her choosing present in the hearing at the time he/she
testifies.
3. Have a closed hearing during the time he/she testifies.

Whenever any allegation of sexual assault or sexual battery is made, the Superintendent or d esignee shall 
immediately advise complaining witnesses and accused students to refrain from personal or telephone 
contact with each other during the time when an expulsion process is pending. (Education Code 
48918.5) 

Written Notice of the Expulsion Hearing (Education Code 48918(b)) 
Written notice of the hearing shall be forwarded to the student and the student's parent/guardian at least 10 
calendar days before the date of the hearing. The notice shall include: (Education Code 48900.8, 48918 (b)} 
1. The date and place of the hearing.
2. A statement of the specific facts, charges and offense upon which the proposed expulsion Is based.
3. A copy of district disciplinary rules which relate to the alleged violation.
4. Notification of the student's or parent/guardian's obligation, pursuant to Education Code 48915.1, to
provide information about the student's status in the district to any other district in which the student seeks
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enrollment. This obligation applies when a student is expelled for acts other than those described in Education 
Code 48915 {a) or (c). 
5. The opportunity for the student or the student's parent/guardian to appear in person and/or be

.!presented by legal counsel or by a non-attorney advisor. Legal counsel means an attorney or lawyer who is
admitted to the practice of law in California and is an active member of the State Bar of California. Non
attorney advisor means an individual who is not an attorney or lawyer, but who is familiar with the facts of the 
case, and has been selected by the student or student's parent/guardian to provide assistance at the hearing. 
6. The right to inspect and obtain copies of all documents to be used at the hearing.
7. The opportunity to confront and question all witnesses who testify at the hearing.
8. The opportunity to question all evidence presented and to present oral and documentary evidence on the
student's behalf, including witnesses.

CONDUCT OF EXPULSION HEARING 
1. Closed Session: Notwithstanding the provisions of Government Code 54953 and Education Code 35145, the 

Board shall conduct a hearing to consider the expulsion of the student in a session closed to the public unless
the student requests in writing at least five days prior to the hearing that the hearing be a public meeting. If
such request is made, the meeting shall be public, unless another students privacy rights would be violated.
Whether the expulsion hearing is held in closed or public session, the Board may meet in closed session to
determine if the student should be expelled. If the Board admits any other person to the closed session, the
parent/guardian, the student, and the counsel of the student, shall also be allowed to attend the closed
session. (Education Code 48918(c))

If a hearing that involves a charge of sexual assault or sexual battery is to be conducted in public, a 
complaining witness shall have the right to have his/her testimony heard in closed session when testifying in 
public would threaten serious psychological harm to the witness and when there are no alternative 
procedures to avoid the threatened harm, including but not limited to videotaped deposition or 
contemporaneous examination in another place communicated to the hearing room by closed-circuit 
television. (Education Code 48918(c}) 

2. Record of Hearing: A record of the hearing shall be made and may be maintained by any means, including
electronic recording, as long as a reasonably accurate written and complete transcription of the proceedings
can be made. (Education Code 48918(g})

3. Subpoenas: Before commencing a student expulsion hearing, the Board may issue subpoenas, at the
request of eithe.r the student or the Superintendent or designee, for the personal appearance at the hearing of

.. �D.Y p_�f?QIJWOQ c,3_<;;t.u�l_ly_wit11es�.!:!.c:l theil.ctio.n that gave.rise to.therecommendation..for .expulsion. After the 
hearing has commenced, the Board or the hearing officer or administrative panel may issue such subpoenas at 
the request of the student or the County Superintendent of Schools or designee. All subpoenas shall be issued 
in accordance with the Code of Civil Procedure 1985-1985.2 and enforced in accordance with Government 
Code 11455.20, formerly 11525. (Education Code 48918(i)) 

Any objection raised by the student or the Superintendent or designee to the issuance of subpoenas may be 
considered by the Board in closed session, or.in open session if so requested by the student, before the 
meeting. The Board's decision in response to such an objection shall be final and binding. (Education Code 
48918(i)) If the Board determines, or if the hearing officer or administrative panel finds and submits to the

board, that a witness would be subject to unreasonable risk of harm by testifying at the hearing, a subpoena 
shall not be issued to compel the personal attendance of that witness at the hearing. However, that witness 
may be compelled to testify by means of a sworn declaration as described in item #4 below. (Education Code 
48918(i)) 

-24-



4. Presentation of Evidence: While technical rules of evidence do not apply to expulsion hearings, evidence

may be admitted and used as proof only if it is the kind of evidence on which reasonable persons can rely in

the conduct of serious affairs. The decision of the Board to expel must be supported by substantial evidence
that the student committed any of the acts listed In "Grounds for Suspension and Expulsion" above. Findings of

fact shall be based solely on the evidence at the hearing. While no evidence shall be based solely on hearsay,

sworn declarations may be admitted as testimony from witnesses whose disclosure of their identity or
testimony at the hearing may subject them to an unreasonable risk of physical or psychological harm.

(Education Code 48918 (f) and (h)) In cases where a search of a student's person or property has occurred,

evidence describing the reasonableness of the search shall be included in the hearing record.

5. Testimony by Complaining Witnesses: The following procedures shall be observed when hearings involve
allegations of sexual assault or sexual battery by a student: (Education Code 48918}
a.  Any complaining witness shall be given five days' notice before being called to testify.
b. Any complaining witness shall be entitled to have up to two adult support persons, Including but not limited
to a parent/guardian or legal counsel, present during his/her testimony.

c. Before a complaining witness testifies, support persons shall be admonished that the hearing is confidential.
d. The person presiding over the hearing may remove a support person whom he/she finds is disrupting the
hearing.
e. If one or both support persons are also witnesses, the hearing shall be conducted according to Penal Code
868.S.
f. Evidence of specific instances of prior sexual conduct of a complaining witness shall be presumed
inadmissible and shall not be heard unless the person conducting the hearing determines that extraordinary
circumstances require the evidence to be heard. Before such a determination is made, the complaining
·witness shall be given notice and an opportunity to oppose the introduction of this evidence. In the hearing on
the admissibility of this evidence, the complaining witness shall be entitled to be represented by a
parent/guardian, legal counsel or other support person. Reputation or opinion evidence regarding the sexual
behavior of a complaining witness shall not be admissible for any purpose.
g. In order to facilitate a free and accurate statement of the experiences of the complaining witness and to
prevent discouragement of complaints, the district shall provide a nonthreatening environment.
(1} The district shall provide a room separate from the hearing room for the use of the complaining witness
before and during breaks in testimony.

(2) At the discretion of the person conducting the hearing, the complaining witness shall be allowed
reasonable periods of relief from examination and cross examination during which he/she may leave the
hearing room.

(3) The person conducting the hearing may:
{a) Arrange the seating within the hearing room so as to facilitate a less intimidating environment for the
complaining witness.

(b} limit the time for taking the testimony of a complaining witness to the hours he/she is normally in school,
if there is no good cause to take the testimony during other hours.

{c) Permit one of the support persons to accompany the complaining witness to the witness stand.

6. Decision Within 10 Days: The Board's decision on whether to expel a student shall be made within 10 school
days after the conclusion of the hearing, unless the student requests in writing that the decision be
postponed. (Education Code48918(a)}

7. Decision Within 40 Days: If the Board does not meet on a weekly basis, its decision on whether to expel a

student shall be made within 40 school days after the student is removed from his/her school of attendance,
unless the student requests in writing that the decision be postponed. (Education Code 48918(a)}
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Al TERNA TIVE EXPULSION HEARING: HEARING OFFICER ORAOMINISTRATIVE PANEL 

Instead of conducting an expulsion hearing itself, the Board may contract with the county hearing officer, or 
with the Office of Administrative Hear:ings of the State of California for a hearing officer. Alternatively, the 

board may appoint an Impartial administrative panel composed of three or more certificated personnel, none 
of whom shall be members of the Board or on the staff of the school In which the student is enrolled. 
(Education Code 48918(d)) 

A hearing conducted by the hearing officer or administrative panel shall conform to the same procedures as 
apply to a hearing conducted by the Board as specified in "Conduct of Expulsion Hearing." The hearing officer 
o r  administrative panel shall, within three school days after the hearing, determine whether to recommend
expulsion of the student to the Board. If expulsion is not recommended, the student shall be immediately
reinstated. (See "Reinstatement.") The Superintendent or designee shall place the student in a classroom
instructional program, any other instructional program or any combination of these programs after consulting
with district staff, including the student's teachers, and with the student's parent/guardian. (Education Code
48918(e)}

If expulsion is recommended, f indings of fact in support of the recommendation shall be prepared and 
submitted to the Board. All findings of fact and recommendations shall be based solely on the evidence 
presented at the hearing. The Board may accept the recommendation based either upon a review of the 
findings of fact and recommendations submitted or upon the results of any supplementary hearing the Board 
may order. {Education Code 48918(f}) In accordance with Board policy, the hearing officer or administrative 
panel may recommend that the Board suspend the enforcement of the expulsion for a period of one year. 
(See "Decision Not to Enforce Expulsion Order" below.) The Board shall make its decision about the student's 
expulsion within 40 school days after the date of the student's removal from school unless the student 
requests in writing that the decision be postponed. (Education Code 48918(a)) 

THE DISCIPLINE REVIEW PANEL 
The Discipline Review Panel will consist of elementary educators when a review is being made of an 
elementary student and of secondary educators when a review is being made of secondary student. 
1. The Discipline Review Panel shall hear the following types of disciplinary cases:
a. Requests for expulsion from site principals or the Superintendent.
b. School site administrative requests for assistance (non-expulsion situations).

2. Each discipline review panel shall consist of three certificated persons plus a chairperson and shall consist of
elementary educators when a review is being made of an elementary student and of secondary educators

_ when_a_review is being made of a secondary student. A panelist may-not serve on any panel involving a 
student who is currently attending the school in which he/she is assigned. A representative from Student 
Services shall be a nonvoting member of each panel. 

A chairperson and assistant chairperson, to serve when the chairperson is unable to serve, shall be appointed 
by the Superintendent or designee and shall serve at his/her pleasure. A pool of panelists shall be established 
which shall be composed of personnel who have served or are currently serving as members of administrative 
expulsion panels. The committee chairman shall select members to serve on individual panels. The meetings 
of the discipline review panel are open to school district personnel only. 

FINAL ACTION BY THE BOARD 
Whether the expulsion hearing is conducted in closed or public session by the Board, a hearing officer, or an 
administrative panel, the final action to expel shall be taken by the Board at a public meeting. (Education Code 
489180)} (cf. 9321.1- Closed Session Actions and r · s) If the Board conducts the hearing and reaches a 
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decision not to expel, this decision shall be final and the student shall be reinstated immediately. Upon 

ordering an expulsion, the Board shall set a date when the student shall be reviewed fOr readmission to a 
school within the district. For a student expelled for an act listed under "Mandatory Recommendation and 
Mandatory Expulsion" above, this date shall be one year from the date the expulsion occurred, except that the 

Board may set an earlier date on a case-by-case basis. For a student expelled for other acts, this date shall be 
no later than the last day of the semester following the semester in which the expulsion occurred. (Education 

Code 48916) At the time of the expulsion order, the Board shall recommend a plan for the students 
rehabilitation, which may include: {Education Code 48916) 

1. Periodic review as well as assessment of the student at the time of review for readmission.
2. Recommendations for improved academic performance, tutoring, special education assessments, job
training, counseling, employment, community service and other rehabilitative programs. With parental
consent, students who have been expelled for reasons relating to controlled substances or alcohol may be
required to enroll in a county-sponsored drug rehabilitation program before returning to school. {Education
Code 48916.5)

Written Notice to Expel 
The Superintendent or designee shall send written notice of the decision to expel the student or 
parent/guardian. This notice shall include the following: 

1. The specific offense committed by the student for any of the causes for suspension or expulsion listed In
Education Code 48900 (a)-(o), Education Code 48900.2-48900.4, Education Code 48915 (c) and (Education
Code 48900.8).

2. The fact that a description of readmission procedures will be made available to the student and his/her
parent/guardian. (Education Code 48916)

3 Notice of the right to appeal the expulsion to the County Governing Board. (Education Code 48918}
4. Notice of the alternative educational placements to be provided to the student during the time of
expulsion. (Education Code 48918}

S. Notice of the student's or parent/guardian's obligation to inform any new district in which the student
seeks to enroll of the student's status with the ··expelling district, pursuant to Education Code 48915.1
(Education Code 48918).

DECISION NOT TO ENFORCE EXPULSION ORDER 
In accordance with Board policy, when deciding whether to suspend the enforcement of an expulsion, the 
Board shall take into account the following criteria: 
1. The student's pattern of behavior.
2. The seriousness of the misconduct. . 
3. The student's attitude toward the misconduct and his/her willingness to follow a rehabilitation program.

The suspension of the enforcement of an expulsion shall be governed by the following: (Education Code 
48917) 

l. The Board may, as a condition of the suspension of enforcement, assign the student to a school, class or
program appropriate for the student's rehabilitation. This rehabilitation program may provide for the
involvement of the student's parent/guardian in the student's education. However, a parent/guardian's
refusal to participate in the rehabilitation program shall not be considered in the Board's determination as to
whether the student has satisfactorily completed the rehabilitation program.
2. During the period when enforcement of the expulsion order is suspended, the student shall be on
probationary status.
3. The suspension of the enforcement of an expulsion order may be revoked by the Board if the student
commits any of the acts listed under ''Grounds for Suspension and Expulsion" above or violates any of the
district's rules and regulations governing student conduct.
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4. When the suspension of the enforcement of an expulsion order is revoked, a student may be expelled under
the terms of the original expulsion order.
5. Upon satisfactory completion of the rehabilitation assignment, the Board shall reinstate the student in a
district school. Upon reinstatement, the Board may order the expunging of any or all records of the expulsion
proceedings.
6. Suspension of the enforcement of an expulsion order shall not affect the time period and requirements for
the filing of an appeal of the expulsion order with County Board of Education.
7. The Superintendent or designee shall send written notice of any decision to suspend the enforcement of an
expulsion order during a period of probation to the student or parent/guardian. The notice shall also inform
the parent/guardian of the right to appeal the expulsion to the County Board of Education. {Education
Code 48918 0))

RIGHT TO APPEAL 
The student or parent/guardian is entitled to file an appeal of the Board's decision to the County Board of 
Education. The appeal must be filed within 30 days of the Board's decision to expel, even if the expulsion 
action is suspended and the student is placed on probation . {Education Code 48919) 

READMISSION AFTER EXPULSION 
Readmission procedures shall be as follows: 
1. On the date set by the Board when it ordered the expulsion, the district shall consider readmission of the
student. (Education Code 48916)
2. The Superintendent or designee shall hold a conference with the parent/guardian and the student. At the
conference the student's rehabilitation plan shall be reviewed and the Superintendent or designee shall verify
that the provisions of this plan have been met. School regulations shall be reviewed and the student and
_parent/guardian sha_ll be asked to indicate in writing their willingness to comply with these regulations.
3. The Superintendent or designee shall transmit to the Board his/her recommendation regarding
readmission. The Board shall consider this recommendation in closed session if information would be
disclosed in violation of Education Code 49073-49079. If a written request for open session is received
from the parent/guardian or adult student, it shall be honored.
4. If the readmission is granted, the Superintendent or designee shall notify the student and parent/guardian,
by registered mail, of the Board's decision regarding readmission.
5. The Board may deny readmission only if it finds that the student has not satisfied the conditions of the
· rehabilitation plan or that the student continues to pose a danger to campus safety or to other district
students or employees. (Education Code 48916)
6. If the .Board denies the readmission of a student, the Board shall determine either to continue the student's

. placement in the alternative educational program initially selected orto place-the student in another program
that serves expelled students, including placement in a county community school. (Education Code 48916)
7. The Board shall provide written notice to the expelled student and parent/guardian describing the reasons
for denying re-admittance into the regular program. This notice shall indicate the Board's determination of the
educational program which the Board has chosen.

NOTIFICATIONS TO LAW ENFORCEMENT AUTHORITIES 
Prior to the suspension or expulsion of any student, the principal or designee shall notify appropriate city or 
county law enforcement authorities of any student acts of assault which may have violated Penal Code 245. 
{Education Code 48902) The principal or designee also shall notify appropriate city or county law enforcement 
authorities of any student acts which may involve the possession or sale of narcotics or of a controlled 
substance or possession of weapons or firearms in violation of Penal Code 626.9 and 626.10. (Education Code 
48902) Within one school day after a student's suspension or expulsion, the principal or designee shall notify 
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appropriate city or county law enforcement authorities, by telephone or other appropriate means, of any 

student acts which may violate Education Code 48900(c) or (d), relating to the possession, use, offering or sale 
of controlled substances, alcohol, or intoxicants of any kind. (Education Code 48902) 

PROCEDURES FOR NOTIFYING TEACHERS ABOUT DANGEROUS PUPILS 

Each September and February, all teachers are provided with a list of enrolled students who have one or 

more suspensions of a serious or violent nature. This list includes student suspensions for the current year 

plus the previous three years. The following procedure Is used in notif ying teachers of the suspension history: 

1. Suspension lists are provided to each teacher using a routing sheet. All teachers sign the routing slip
indicating their review of the data.
2. Teachers are advised about the confidential nature of the data.
3. All routing sheets and suspension reports are to be returned and filed in the school office.

To notify teachers of suspensions as they occur during the school year, the following process is used: 
1. Teachers are provided with a copy of the student suspension form.
2. Teachers are advised about the confidential nature of the data.

When the district receives information from the juvenile court system that a student has been convicted of 
the serious or violent crime requiring teacher notification, the teachers are provided with written notice from 
the principal. Copies of this notice are maintained in the school office. 

SEXUAL HARASSMENT POLICY 
Any student who feels that he/she is being or has been subjected to sexual harassment shall immediately 
contact his/her teacher or any other employee. A school employee to whom a complaint is made shall, 
within 24 hours of receiving the complaint, report it to the principal or designee. Any school employee who 
observes any incident of sexual harassment involving a student shall report this observation to the principal or 
designee, whether or not the victim files a complaint. 

In any case of sexual harassment involving the principal or any other district employee to whom the complaint 
would ordinarily be made, the employee who receives the student's report or who observes the incident shall 
report to the Superintendent or designee. 
(cf. 4119.11/4219.11/4319.11- Sexual Harassment) 
(cf. 5141.4 - Child Abuse Reporting Procedures) 
(cf. 5145.3 - Nondiscrimination/Harassment} 

The principal or designee to whom a complaint of sexual harassment is reported shall immediately investigate 
the complaint in accordance with administrative regulation. Where the principal or designee finds that sexual 
harassment occurred, he/she shall take prompt, appropriate action to end the harassment and address its 
effects on the victim. The principal or designee shall also advise the victim of any other remedies that may be 
available. The principal or designee shall file a report with the Superintendent or designee and refer the 
matter to law enforcement authorities, where required. (cf. 1312.1 - Complaints Concerning District 
Employees} 

Disciplinary Measures 
Any student who engages in sexual harassment of anyone at school or at a school-sponsored or school
related activity Is in violation of this policy and shall be subject to disciplinary action. For students in grades 4 
through 8, disciplinary action may include suspension and/or expulsion, provided that in imposing such 
discipline the entire circumstances of the incident(s} shall be taken into account. 
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Record-Keeping 

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 its schools. 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) 

Legal Reference: 

EDUCATION CODE 

200-262.4 Prohibition of discrimination on the basis of sex

48900.2 Additional grounds for suspension or expulsion; sexual harassment

48904 Liability of parent/guardian for willful student misconduct

48980 Notice at beginning of term
CIVIL CODE

51.9 Liability for sexual harassment; business, service and professional
relationships

1714.1 liability of parents/guardians for wiUful misconduct of minor
CODE OF REGULATIONS, TITLE 5

4900-4965 Nondiscrimination in elementary and secondary education programs
receiving state financial assistance

UNITED STATES CODE, TITLE 20
1681-1688 Title IX, Discrimination
UNITED STATES CODE, TITLE 42
2000d-2000d-7 Title VI, Civil Rights Act of 1964
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
CODE OF FEDERAL REGULATIONS, TITLE 34
106.1-106.71 Nondiscrimination on the basis of sex in education programs
COURT DECISIONS

Reese v. Jefferson School District, {2001) 208 F.3d 736
Davis v. Monroe County Board of Education, (1999) 526 U.S. 629

Gebser v. Lago Vista Independent School District, (1998) 118 S.Ct. 1989
Nabozny v. Podlesny, (1996, 7th Cir.) 92 F.3d 446

Doe v. Petaluma City School District, (1995, 9th Cir.} 54 F.3d 1447
Oona R.-S. etc. v. Santa Rosa City Schools et al, (1995) 890 F.Supp. 1452
Rosa H. v. San Elizario Ind. School District, (W.D. Tex. 1995} 887 F. Supp.
140,143 Cf\iae K. v. Puyallup School District #3, (1994} 35 F.3d 1396

· -- Patricia H. v:Betkeley Unified Sdiool District, {f993} ·s:g(
f

F.Si.ipp� Izss
Franklin v. Gwinnet County Schools, (1992} 112 S. Ct. 1028 
Kelson v. City of Springfield, Oregon, (1985, 9th Cir.) 767 F.2d 651 Management 
Resources: 

OFFICE OF CIVIL RIGHTS AND NATIONAL ASSOCIATION OF ATTORNEYS 
GENERAL Protecting Students from Harassment and Hate Crime: A Guide for 
Schools, January 1999 
OFFICE OF CIVIL RIGHTS' PUBLICATIONS 
Revised Sexual Harassment Guidance, January 2001 
Sexual Harassment Guidance, March 1997 
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It is the right and responsibility of all school staff and the administration to report any infractions of the school 
wardrobe policy and to take appropriate actions necessary to remediate the infraction. Parents will be notified 
of infractions. 

Any article ·of clothing, jewelry, and manner of hairstyle or makeup which is determined by the principal or 
designee to materially and substantially interfere with the educational process is prohibited. This includes but 
is not limited to: AR 5132 
(a)(1): Shoes must be worn at all times. Sandals must have heel straps. Thongs or backless shoes or sandals 
are not acceptable. Shoes must be worn at all times. No heels or beach style shoes are allowed. No flip flops. 
Heels higher than two inches are not allowed due to safety reasons. 

AR 5132 (a)(2): Clothing, jewelry and personal items (backpacks, fanny packs, gym bags, water bottles etc.) shall 
be free of writing, pictures or any other Insignia which are crude, vulgar, profane or sexually suggestive, which 
bear drug, alcohol or tobacco company advertising, promotions and likenesses, or which advocate racial, 
ethnic or religious prejudice. 

Any clothing or any article that has expressions which are obscene, profane, pornographic, representative of a 
clear and present danger of illegal behavior, disparaging or demeaning to others such as racial, religious, sexist 
or ethnic epithets or advocating pain, death, suicide, gang affiliations, violence, or use of drugs, alcohol, or 
tobacco are not appropriate for school. 

Potentially dangerous jewelry or fashion accessories that are sharp, brittle, or fragile that could cause injury or 
be used as a weapon. No spiked or studded leather chokers, bracelets, or belts. No safety pins. Excessive and 
distracting jewelry is not permitted. This includes but is not limited to large earrings, chains, watches and 
rings. 

Makeup and nail polish needs to be minimal and in good taste. Nails cannot be distracting. AR 5132 (a)(3) 

Hats, caps and other head coverings shall not be worn indoors, except for documented religious reasons. Hats 
must be worn cap lid forward only. No hairnets, hoods or bandanas allowed. Hats are not worn in 
schoolrooms or in the front office. 

Glasses other than prescription shat! not be worn inside school buildings AR 5132 (a)(4): Clothes shall be 
sufficient to conceal undergarments at all times. See-through or fish-net fabrics, halter tops, off-the-shoulder or 
low-cut tops, bare midriffs and skirts or shorts shorter than mid-thigh are prohibited. Apparel with bare 
midriffs, strapless shoulders and low cut necklines are not allowed. Tank tops, half tee shirts, halter tops, tube 
tops and fish net shirts are not allowed. 

Un-hemmed shorts, short shorts, and bicycle shorts are not acceptable or appropriate for school. Hair shall be 
clean and neatly groomed. Hairstyles that utilize bright, glowing, unnatural colors or extreme, distracting style 
or form are not permitted. 

Gang-Related Apparel 
At individual schools that have a dress code prohibiting gang-related apparel at school or school activities, the 

. principal, staff and parents/guardians participating in the development of the school safety plan shall define 
gang-related apparel11 and shall limit this definition to apparel that reasonably could be determined to threaten 
the health and safety of the school environment if it were worn or displayed on a school campus. (Education 
Code 35294.1} Because gang-related symbols are constantly changing, definitions of gang-related 

apparel shall be reviewed at least once each semes· d updated whenever related information is received. 
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Objectives 

The health and welfare of students and school staff in crisis situations is dependent Upon sound 
emergency preparedness. School personnel are obligated to prepare themselves to tender 
competent service through afl phases of an emergency to include familiarizing themsefveswith 
local po lief es and plans on how to respond to a variety of potenµal situations which ma11arise 
during the normal cours.e of business. The objective of this plan is to provide a[{ staff with clear 
and concise step-by-step instructions of how to react in crisis situations. 

Genera[ 
In addition to the Emergency Team assignments1 every staff member has general 
responsibilfties durin� an emergency. 

PRtl\lCfPAt/OESl<iNA'fED StrE ADMCN[StRA.iOR 

o Assume overall direction of aU emergency responses based on actions outlined in this P�n.
Good judgment, based upon the facts available, is of paramount importance.

a Identify the type of ctisis. Obtain as much information about it as possibfe, and determfnelhe 
appropriate response. 

a Identify key staff who should be involved in planning the response. 

a Activate the Incident Command System and, if appropriate, the Incident Command Post. 
ci Establish contact with the district Emergency Operations Center (EOC}. 
o Ascertain what action needs to be implemented. Secure the school building, if necessaty.
a Maintain communication among all relevant staff at officially designated locations.
a Establish what information needs to be communicated to staff, students, families, ahd the

community. How wi!C they be infonned? Who wit! do what? 
a Ascertain medical needs. Monitor how emergency first aid is being administered to the injured: 
a Decide if tnore equipment and supplies are needed. 

a Identify what community resources need to be involved. Who needs to be contacted for 

additional assistance/support:? 
ci Identify provisiorifiequired for special needs population. 
a Determine whether special transportation arrangements are needed. 
o Prepare informational lettetforparents/guardians tosquelch rumors.

a Arrange for post-disaster trauma counseling for students and staff.

OFFICE STAFF 

o .... Provide assistance to principal, as needed.

a .... Handle tefephones: 

a .... Monitor radio emergency broadcasts and communications. 
a -· Assist with health emergencies, as needed , 
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EMERGENCY RESPONSE AGC(DENT AT SCHOOL 

Whether an accident is unintentional and results in minor injury or is the result of aggre.ssr.e 
behavior on campus, it is important to complete a written report of the incident. Acciden!Report 
and Behavioral lncident Report forms are available at the.school office. 

STAFF ACT(ONS: 

o Report accident to principal and school office.
o Provide for immediate medical attention, including performing necessary life-sustaining

measures (CPR, etc.), unOI trained Emergency Medical Services technicians arrive.
o For relatively minor events, talce students to school office or school nurse for assistance.
a Complete an Accident Report or Behavioral Incident Report to document what occuned.

PRINCIPAL/SITE ADMINISTRATOR ACTlONS: 
o Provide appropriate medical attention. Call 911, if needed.
o Contact parents, guardians as appropriate to seek appropriate follow-up services, If needed.

OTHER PREVENTATlVEfSUPPORT(VE ACTIONS: 
a Post general procedures In the clinic explaining when parents are to be notified of minor 

mishaps. 
a Provide staff with a one-page list of emergency procedures in case of an accident orinpry 

on the playground or in the building (e.g., First Aid Manual, �loodbome Pathogen Program). 
o Provide each teacher with information about students in hfsfuer classroom having spedal

medical or physical needs; such conditions might include allergies, fainting, seizures, or
diabetes; include procedures that the teacher. may follow fn.ihese specific emergenGieS:.

-40-



f". 
'-·. 

EMERGENCY RESPONSE ALL Cl.EAR 

Au_ CLEAR is used to concfude other immediate actions taken upon an emergency to 
notify staff and students that normal school operations can resume. ALL CLEAR signilis 
that the emergency is over. This is the final ACTf ON used to conclude the following 
actions: 

" DUCK, COVER and HOLD ON

" EVACUATION and REVERSE EVACUATION

" LOCKDOWN 

ANNOUNCEMENT: 

• SHELTER IN PLACE
• STANDBY

TAKE COVER

1. Make the fOllowing announcement in person directly or over the public address srs!em:
��c:ifirp!e:� ':::}'Your atfenfian please. {Pause) ALL CLTiAR. (Pause) AU. ;
· ·· :- :· ·:·:t ·:···�LEAR. {Pause} ALL CLEAR. {Pause). ltis now OK to � .
) • · :: : .. : ·. :�· =:_}esume nonmit schoo( activities. T"hank you for your •. · ·: : 
.:�· ·· ·:. · ·., .. ;:-::,. :lcooP.eration.h' · .. :� · · ··� •. ?' .�:- :i:�-·: .. \>'��"'-.}··.: .. :":. ": ·..:' ·, 

'•• '"" •• •' • I • • • • • • • • 
• ... : • • • • ._ • • • I I • - • • • *• • 

2. re a;i·� �lh<!;."' f\\!pSGlf;j'I! l;; «;1iven, assume that the ALL CLEAR is not valid and remain In
whatever condition you are in {i.e., stay in LOCKDOWN) until ALL CLEAR is given 3
times as in #1 above.

3. Use messengers with oral or written word as an a[ternate means of staff notificarron.
3. Use Parent Telephone Notification System, if appropriata

PRINCIPAlfSlTE ADMINlSTRATOR ACTIONS: 

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

o Make the ALL CLEAR announcemenl
a Send home with students for their parents/guardians a brief wriUen description oflhe

emergency, how it was handled and, if appropriate, what steps are being taken !nils 
aftermath. • 

S'f AFF ACTlONS: 

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

o Use Parent Telephone A!ert System, if appropriate.
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EMERGENCY RESP.ONS.E ..... ALLERGIC REACTION 

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

STAFF ACTIONS: 
a If imminent risk, cart 911. 
a Send for immediate help (First Aid, CPR, medicaO and medication kit (for known allergies). 
a Notify principal. 
a Assist in getting •Epi" (Epinephrine) pen for individuals who carry them {usually in 

backpack), and prescription !lledications (kept by school nurse). 
a ff an insect sting, remove stinger immediately. 
a Assess situation and help student/staff member to be comfortable. 
a Move student or adulf only for safety reasons. 

PRINCf PAUSITE ADMINISTRATOR ACilONS: 
o ff imminent risl<, call 911 (always call 911 if using "Epf' pen).
a Notify parent or guardian.
a Administer medicafion, by order of a doctor, If appropriate; apply ice pack. to affected area,

keep victim warm or take other actions as indicated. 
a Observe for respiratory difficulty. 
o Attach a label to the person's clothing indicating: time & site of insect sting or food ingested,

name of medicine, dosage and time administered.

OTHER PREVENTATlVE/SUPPORTIVE ACTIONS: 
o Keep an PEpi" pen in the ·school office and notify staff as to location.
o Emergency health card should be completed by parents for each child and should be easily

accessibf e by  schoof personnel.
o J'rovicle f:>tr!'> d.riv�rs with information ,sheet$Jor all known acute aflergic reactors.
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EMERGENCY RESPONSE BOMB THREAT 

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

PERSON RECEIVING THREAT BY TELEPHONE: 
" Listen. Do not interrupt caller. 

11 Keep the caller on the line with statements such as ".f 
am somJ, I did not understand you. What did you 
say?" 

" Alert someone else by prearranged signal to notify 
the telephone company to trace the call while the 
caller is on the line. 

• Notify site administrator immediately after completing
the call.

" Complete the Bomb Threat Checklist 

"' PERSON RECEIVING THREAT BY MA(L: . 

" Note the manner in which the threat was delivered, where it was found and whofound il 
" Limit handling of item by immediately placing if in an envelope so that fingerprinls may 

be detected. Written threats should be turned over to law enforcement. 
" Caution students against picking up or touching any strange objects or packages. 
"' Notify principal or site administrator. 

" PRINCIPALfSITE ADMINISTATOR ACTIONS: 

D Call 911. 

D If the caller Is still on the phone, contact the phone company to trace the call. TeUthe 
telephone operator the name of school, name of ca!ler, phone number on which the 
bomb threat came in. This must be done quickly since the call cannot be traced once 
the caller has hun� up. 

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

radio frequencies.

D Determine whether to evacuate the threatened building and adjoining buildings. If the 
suspected bomb is in a corridor, modify evacuation routes to bypass the corridor. 

D Use the intercom, personal notification by designated persons, or the PA system to 
evacuate the threatened rooms. 

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

D Direct a search team to look for suspicious packages, boxes or foreign objects. 
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D Do not return to the school building until it has been inspected and def ermined sie by 
proper authorities. 

D Avoid publicizing the threat any more than necessary. 

" SEARCH TEAM ACTIONS: 

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

D Check c lassrooms and work areas, public areas {foyers, offices, bathrooms and 
stairwells), unlocked closets, exterior areas (shrubbery, trash cans, debris boxesJand 
power sources (computer rooms, gas valves, etecfric panels, telephone panels}. 

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

" STAFF ACT!ONS: 

D Evacuate students as quickly as possible, using primary or alternate routes. 
D Upon arrival at the designated safe site, take attendance. Notify the principal/si!e 

administrator of any missing students. 
D Do not return to the building until emergency response officials determine it is sare.
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EMERGENCY RESPONSE BOMB THREAT CHECKLIST 

To be completed by person receiving the ca(( 

CALL RECElVED BY: DATE ____ TIME __ _ 

REMAIN CALM! Notify other staff by prearranged signal whffe caller is on the line. Lisfe1.

Do not fnterrupt the caller except to ask: 

Words used by caller: 

Description of caller: -Male - Female - Adult-Juvenile
Estimate age of caller: Other notes: 
Voice characteristics: -Loud -Soft -Deep ... Hfgh Pitched

-Raspy -Pleasant ... Intoxicated -Nasal 
Other

Speech: -Rapid - Slow -Disguised ... Normal
-Laughing -slurred .... Lisp .... Stutter 
Other

Manner: -Calm -Angry - Irrational ... E>ed!ed
-Coherent -Incoherent ...Oeliberate ... Ctying
-Emotional -Righteous -Laughing -Fout

Language: -Excellent -Good ... Fair -Poor
Use of certain phrases:

Accent: -Local -Foreign .., Regional 
Other

Background Noises: -Airplane ... Animals -Industrial Machins
..., Static -Motors .... Office Machines 
-Quiet -Music ... Party Scene 
.... Street Traffic -Trains -PA System
-TV -Voices -Other
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EMERGENCY. RESPONSE BUS ACCIDENT 

Each schoo( should maintain a folder for each bus serving the school. This folder should 
contain rosters, including an emergency telephone number for each student assigned to ride the 
bus. The teacher in charge of a specia( activity trip should prepare trip bus folders; onecopyof 
the student emergency contact infonnation should be pf aced in the trip folder and a sec:nnd 
copy should accompany the teacher on the trip. Bus drivers may need to make spontaneous, 
independe!1t decisions, based on the nature of the emergency, age of children, location of bus 
and other unique circumstances. 

BUS DRIVER: 

a Turn off power, ignition and headlights. Use safety lights, as appropriate. 

a Evaluate the need for evacuation. 

a Remain with the vehicle. Notify Cafifomia Highway Patrol. 

STAFF ACifONSATTHESCENE: 

a Cafl 911
1 
if warranted. 

a Notify principal. 

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

a Move all uninjured students to a safe distance from the accident. 

o Document the names of all injured students and their first aid needs.

PRlNCIPALIS!TE ADMINISTRATOR ACTIONS: 

a Notify law enforcement. 

o Notify parents(guardians of all students on the bus as soon as accurate irtormation is
available.

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

a Notify school community about the incident and status of injured students and/or staff. 
Prepare news release for media, if appropriate. 
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EMERGENCY RESPONSE CRIMINAL ACT 

Criminal acts on campus may vary from theft to rape. Sexuar assault and threats are covered 
separately, later in this section. 

PRINC(PALfS[TE ADMlNISTRATORACTIONS: 

D Notify poliqe (diaf 911). 

D Identify afl parties involved (if possible). Identify witnesses, If any. 

D Preserve the crime scene. With the exception of rescue personnel, deny accessb the 
immediate area untn police arrive. Pofice officials will coordinate actMties Wl1hin 81e 
crime scene and release the area to the school admtntstratorwhen finfshed. 

D If an individual is armed with a weapon. USE EXTREME CAUTION. Do not attempt 
to remove the weapon from his/her possession. Atlow pofice to do so. 

D If the incident involves a student, notify the parents or guardians. 

D Question the victim with another staff member present Focus on the information 
necessary to pursue disciplinary action against the perpetrators. 

D Let trained police obtain speci1ic details about the crime, following student interview 
protocols. 

STAFF ACTIONS: 

D Care for the victim. Provide any medical attention needed. 

0 Preserve the crime scene. With the exception of rescue personnel, deny accessto the 
immediate area until potice arrive 
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EMERGENCY RESPONSE DEA TH of a STAFF MEMBffi. 

A reported death or serious illness among the school communny may have a profound effect on
students 

·
and staff alike. 

PRINCIPAUSITE ADMINISTRATOR ACTIONS: 

D Verify the death and obfain as much information about it as possible. 

D Protect the privacy of the family; fhe school neither gives nor confirms 
information to the media or others without consent. 

D ff the death occurred in the evening or weekend, implement the staff phqielree 
so that teachers and staff members are informed about the occurrence. Notify 
teachers prior to notification of students. 

D Contact the decedent's famlly to offer condolence and support. Obtain Woanafion 
about the funeral/memorial service. Respect the wishes of the family. 

D Meet with front line staff/crisis team as soon as possible so that everyone 
understands the response plan. 

D Determine whether additional resources are needed and make appropriale 
requests. 

D Develop a plan for notifying students and sharing information about availaoffity of 
support services. Do not use the public address system. 

D Schedule a staff meeting as soon as possible to share the details that arelnown, 
review procedures for the day and discuss the notification of students, avaiabnily 
of support services and the referral process for staff who want or need support 
and assistance. 

D �actlitate ctassroom and small group discussions for students. 

D Prepare a parent/guardian information letter and distnbute it to students althe 
end of the day. 

D Determine who from the decedent's family will secure the personal belongs. 
Make arrangements to remove the personal belongings from the school aller 
school hours. Do not dean out personal befonglngs in the presence of students 
or staff. 

D Meet with your stafffcrisis team to debrief at the end of the day and deternine 
what additional resources might be needed. 

".'.·:-�:�-- .... :·"".�·:······-::-···.-·-.· -�::�··--- · ·B-:-Thank all thoserwho-assisted:-·-:-: .. ··. ·-----.-······�- ·······-�····-�:--··· �-- ··-·:-··:-·:·-···--�·-··--: · · ···-···-·· ·····- ..... ··· 

D Continue to monitor staff and students for additional supportive needs. 
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EMERGENCY RESPONSE OFF .. SITE EVACUATION 

OFF-S(TE EVACUATION is implemented when it is unsafe to remain on the school camp11s, 
and evacuation to an off-site assembly area is required. This ACTION provides for the �y 
movement of students and staff along prescnoed routes from inside school buHdings to a 
designated area of safety. OFF-SITE EVACUATION fs considered appropriate for, but�not 
limited to, the following types of emergencies: 

• Fire • Explosion or threat of explosion
• Bomb threat Post earthquake
• Chemical accident

OFF-SITE EVACUATION may require DIRECTED TRANSPORTATION. 
See also EVACUATION and REV�SE EVACUATION, implemented when It ls unsafe� 
remain outside. 

PR.INCi PALIS(TE ADMINISTRATOR ACTIONS: 

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

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

a When clearance is received from appropriate agencies, give the ALL CLEAR ins!ruction 
and authorize students and staff to return to the classrooms. 

a Send home with students for their parentsfguardians a brief written description oflhe 
emergency I how it was handled and, if appropriate, what steps are being taken inlls 
aftermath. 

" STAl=F ACTIONS: 

a Take attendance.before leaving.campus._ fnslrucl.studen� to.evacuatathe.buUd"�, ..................... -- ·-·- ....... . 
following designated routes, and assemble in·theirassigned offsiteAssemblyAlea. 
Bring along the emergency classroom backpack. 

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

o Take the student roster when leaving the building. Take attendance when the dass is
reassembled in a safe off site location. Report attendance to Principalf designee.

a Remain in place until further instructions are given. 
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EMERGENCY RESPONSE FlRE (onsile) 

Should any fire endanger the students or staff. if is important lo act quickly and decisive�b 
prevent injuries and contain the spread of the fire. All doors leacfmg to the fire should be 
closed. Do not re-enter the area for belongings. ff the area is full of smoke, students and 
employees should be fnsfructed to crawl along the floor1 close to walls, which wm make 
breathing easier and provide direclion. Before opening any door, place a hand an inch fom 
the door near the top to see if it is hol Be prepared to close the door quickly at the firs[sbn 
offire. All fires, regardless of their sfze, Which are extinguished by school personnel, require 
a can to the Fire Department to fndicafe that the "fire is out". 

Wifhin School Building 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

D So':fnd the fire.alarm to implement EVACUATION of the building. 

D Immediately EVACUATE the school using the primary or alternate fire routes. 

D Notify the Fire Department (call 91-1). 

D Direct search and rescue team to be sure all sfuden{s and personnel have left the 
building. 

D Ensure that access roads are kept open for emergency vehicles. 

D Notify appropriate utffity company of suspected breaks in uUlily lines or pipes. 

0 If needed, notify bus dispatch for OFF-SITE EVACUATION by DIREC'fED 
TRANSPORTATION. 

D Do not ailow staff and students to return to the building unti1 the Fire Department 
declares that If: Is safe to do so. 

STAFF ACTIONS: 

D EVACUATE students from the building using primaiy ora!temate fire routes 
Take emergency backpack and student kits. Maintain control of the studerus a 
safe distance from the fire and fire fighting equipment. 

D Take attendance. Report missing students to the Principal/designee and 
emetgency response personnel. 

D Maintain superviston of students until the Fire Department detemilnes it ls safe to 
return to the school building. 

Near the School 

PRINCIPAUSlTE AOM(NISTRATOR ACTIONS: 
D NobTy the Fire Department (call 911). The Fire Marshall wtll direct operations 

once on site. 

D Determine·the need to implement an EVACUATION. If the fire threatens the 
school, execute the actions above. If not, continue with school routine. 
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EMERGENCY RESPONSE INTRUDER 

Afl pubfic schools are required to post signs al points of enfry to their campuses or builcfll9S 
from streets and parking lots. The following statement should be used on sfgnage: 

PRINCIPAUSITE ADMINISTRATOR ACTIONS: 
a (nitiafe LOCKOOWN. 

a Request intruder to leave campus. Remain calm. Be courteous and confident Keep 
distance from the intruder. Speak in soft, non�threa{ening manner. Avoid hostile-type 
actions, except in cases when necessary to safeguard person or property. listenb the 
intruder. Give him or her an opportunity to venl Attempt to be helpful. When talking to 
the intruder, use phrases such as: 

• "What can we do to make this better?'
• "I understand the problem, and I am concerned. 11 

• "We need to work together on this problem. 11 

o As soon as the conversation or actions of the individual become threatening or vblent,
can 911 immediately. Provide description and location of intruder.

a l<eep subject in view until police or law enforcement arrives. 

o Take measures to keep subject away from students and building.

o Designate an administrator or staff member to coordinate with public safety a t  their
command post; provide a site map and keys to pubfic safety persomer.

o When scheduling a meeting with an individual known to be aggressive, arrange for
another staff member or student resource officer to be present.

o Be available to deal wi1h the media and bystanders and keep site clear of visitors.

STAFF ACTIONS: 
o Notify the principaVsite administrator. Provide descripUon and location of the

i11tryct�r. Vi�Y.�IIY Inspect the intruder for indications of a weapon. -

a Keep intruder in view until police or law enforcement arrives. Stay calm. Do not 
indicate any threat to the intruder. 

a Isolate intruder from students. Lock classroom and office doors. Close blinds and 
stay clear of windows and panes of glass. Remain inside rooms until the ALL 
CLEAR instruction is announced. 
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EMERGENCY RESPONSE LOCKDOV\fN 

LOCKDOWN is inifiafed to isolate students and school staff from danger when there is aclisfs 
inside the building and movement within the school might put students and staff in Jeopa10y. 
LOCKOOWN is used to prevent intruders from entering occupied areas of the butlding. The 
concept of LOCKDOWN is a "no one in, no one out" scenario. During LOCKDOWN, an externr 
doors are locked, and students and staff are to remain in the classrooms or designated 
locations at all fimes. Teachers and other school staff are responsfble for accounting for 
students and ensuring that no one leaves the safe area. LOCKDOWN Is not nonnally 
proceeded with any warning. This ACTION is considered appropriate for, but is not limi[ed to, 
the fol!owing types of emergencies: 

Gunfire 
Rabid animal al large 
Extreme viofence outside the classroom 

LOCKDOWN differs from SHELTER-IN-PLA.CE because it does not involve shutting down the 
HVAC systems to provide protection from outside air and does not alfow for the free movement 
of staff and students within the building. 

ANNOUNCEMENT: 

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

I-. . 
.. 

PRINCIPAUSlTE ADMINISTRATOR ACTIONS: 

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

a Cati 911. Provide location, status of campus, all available details of situation. 
a When clearance is received from appropriate agencies, give the ALL CLEAR instruction 

to indicate that it is safe to unlock the doors and return to the nonnal class routine. 
o Send home with students for their parentsfguardians a brief written description of the

emergency, how it was handled and, if appropriate, what steps are being taken in is
aftermath.

STAFF ACTIONS: 

o Immediately lock doors and instruct students to lie down on the floor or sit against a wall
where they are not visible through windows.

a Close any shades andfor blinds lfit appears safe to do so. 
o Remain in the classroom or secured area until further instructions are provided by(he

principal or law enforcement. DO NOT open doors or windows until ALL CLEAR is given
correctly (See All CLEAR on Pageq ).

o If ALL CLEAR has not been given correcfly, you are to consider the l.DCKDOWN lo still
be in effecfl
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EMERGENCY RESPONSE MEDICAUINJURY EMERGENCY 

Should an injury or medical situation that appears lo be or an emergency nafure occur, (he following 
procedure should be followed. 

Slaff" Actions: 
o If fmtninent risk exisls, call 911 immediatefy.
o (nrtial radfo message sent declaring, "I have a medical emergency Involving _____ _

(describe nature of si(uaUon). Please send Wurse and emergency medication (i.e., epipen, AEO,
etc.} and Admin(sfrafion. Location is • Involved parties please switch
lo channel 3." Repeat message two limes or unm confirma!ion Is received.

o Check A- Nrway, B- Brealhlng, C.. CPR
o If no head or spinal inJUIY suspected rol! patient onto left side.
o Once nurse and/or adminis!raUon are on scene,, you may need to assist with crowd confrol (keep

uninvolved parties away from the immediate scene.
o IC possible. record or assign another staff member lo record vilal signs, lime oflajury, names of 

witnesses, sympfoms, etc.

Office Actions: 
o Upon nofiticalion from staff of an Immediate if'!iu1y. do the following=

o Confinn lo sta!f member initialing emergency lhat you have received !heir
communicafion.

o lmmediatety.insure.lhat nurse.has been notified and Is invol1tedln.situation.
o Insure lhat admin(stralion Is Informed of the emergency.
o If necessary, call 911 to provide location information.
o If medical or emergency personnel are called, immediately prinl s!udent information shell

from AERIES. Take inrormalion lo (he emergency localion or send wilh a (rusted runner
(preferably a staff member).

o Text message phone number of parents to adminislra!ion. 559-859-3772 and
559-280-9690

Administration Actions: 
o Report lo scene immediately to assess situation. If needed, make s11 ·can.
o If 911 has been catred, insure access lo the emergency area (V"icki W. f.1}
o Insure necessary personnel are on scene.
• Assume coordination of emergency.
.. Coordinate contact of paren(s/guardians. Detennine hospital of choice when appropriate. 
o In the absence of parents, accompany student/patient to the hospital.
.. When parent arrives on scene. assume primary responsibility for'diafogue wilh parents/fami1y. 

Things to remember: 
• Remain calm. Your demeanor impacls the reaction of others involved In lhe situation.
o Attempt to keep radio communication about emergency away from patient to the extent possible.
• Emotions run high during an emergency situation. Be understanding .••
o AED's localed in Office and Room 12.
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EMERGENCY RESPONSE MISSING STUDENT 

ff a student is missing, a search of the school should be organized Immediately. If at� poinf 
the child is found, inform everyone who was notified of the incident that the student ls no!onger 
missing. 

PRtNC(PAUS[TE ADM[NISTRATOR ACTIONS: 

a Call 911 and explain the situation. 

a Appoint staff to surveillance points; ask staff to note license plate numbers and �o!c for 
any unusual activity. 

a Conduct an Immediate search of the school campus/bus, as appropriate. 

a Gather information about student lo provide to law enforcement authorities: 
" photo 
" home address 
" parent contact numbers 
"' class schedule 
" special activities 
.. bus route {walking infonnation 

a Notify parents/guardians if the student is nQl found promptly. 

a If case involves abduction, begin gathering witness infonnation for the police. lnlervieW 
friends, last person to see student 

a Double-check circumstances: 
"' Did someone pick up the student? 
" Could the student have walked home? 
• ls he or she at a medical appointment or another activity?

a Assist police with investigation. Provide a photo and complete infonnafion on themissing 
child: name. Assure that all parties who know the student or have participated In the 
search are available to speak with pofice when they arrive. 

a Designate a staff member as a key contact and personally answer the phone line (no 
voice maU) to  receive and provide updated status as it becomes ava!lable. 

o Advise law enforcement dispatcher of the staff member key contact's name and number.

a If missing during bus transportation, provide law enforcement with child's bus slop
location and nearest other bus stops. 

a Have driver keep in communication with the transportation dispatcher. Have 
transportation dispatcher coordinate efforts and information with the law enforcement 
dispatcher 

a Exchange phone numbers (household, ceU phone, schoof key contact) with 
parentsfguardian. 

a When the child is found, contact all appropriate parties as soon as possible. 

a Arrange for counseling of students, as needed. 

STAFF ACllONS: 
a Confinn that student attended school that day. Notify Principal. 

a Provide description of the student, including height, weight, clothing worn that day, 
backpack, where last seen and when. 
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EMERGENCY RESPONSE STORM I SEVERE WEATHER 

Severe weather can be accompanied by hfgh winds, downed frees, and swollen creeks. An 
emergency response is required when this type of weather poses any risk to the staff ard 
students. Assure that each student's method of retumfng home is safe and reliable. 

Severe Storm 

PRINCIPAUSITE ADMINISTRATOR ACTIONS: 

a Monitor weather forecasts and weather-related communications to determine onseter storm 
conditions that may affect school operations. 

a Report to site by 6 a.m. to check for power outages, flooding, etc. 

a Def ermine whether school will be closed or remain open. 

o Notify superintendent of school status.

o Assign staff to activate staff and parent phone trees

o Post school status on school website.

a Notify utility companies of any break or suspected break fn utility lines.

a Take appropriate action to safeguard school property.

a Upon passage of the storm, return to normal routine.

Windstorm 

PRINClPAUSITE ADlVl(NlSTRATOR ACTIONS: 
a Monitor weather forecasts to determine onset of storm conditions that may affect sc!iool 

operations 

a Notify utility companies of any break or suspected break in ulility lines. 

a Keep staff and students in sheltered areas of the building until winds have subsided and it is 
safe to return to the classroom. 

a Take appropriate action to safeguard school property. 

o Upon passage of the storm, return to normal routine.

STAFF ACTIONS: 

o Evacuate any classrooms bearing full force of wind. Evacuate to lower floor of school
building near Inside wans.

o Initiate TAKE COVER with students in the shielded areas within the building. Stay away
from windows.

a Take attendance. Report any missing students to principal/site administrator. 

o Close all bfinds and curtains.
o Avoid auditoriums, gymnasiums and other structures wtth large roof spans.
a Remain with students near an inside wall or on lower floors of the building. Make

arrangements for special needs, snacks and quiet recreational activities. 
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