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Comprehensive School Safety Plan Purpose 
 
Effective January 1, 2019, Assembly Bill 1747 (Rodriguez), School Safety Plans, became law. This bill requires that during the writing 
and development of the comprehensive school safety plan (CSSP), the school site council or safety committee consult with a fire 
department and other first responder entities in addition to currently required entities. It requires the CSSP and any updates made 
to the plan to be shared with the law enforcement agency, the fire department, and the other first responder entities. 
 
The California Education Code (sections 32280-32288) outlines the requirements of all schools operating any kindergarten and any 
grades 1 to 12, inclusive, to write and develop a school safety plan relevant to the needs and resources of that particular school. 
 
In 2004, the Legislature and Governor recast and renumbered the Comprehensive School Safety Plan provisions in SB 719 and AB 
115. It is the intent ofthe Legislature in enacting the provisions to support California public schools as they develop their mandated 
comprehensive safety plans that are the result of a systematic planning process, that include strategies aimed at the prevention of, 
and education about, potential incidents involving crime and violence on school campuses. 
 
The historical requirement of the Comprehensive School Safety Plan was presented in Senate Bill 187, which was approved by the 
Governor and chaptered in 1997. This legislation contained a sunset clause that stated that this legislation would remain in effect 
only until January I, 2000. Senate Bill 334 was approved and chaptered in 1999 and perpetuated this legislation under the 
requirement of the initial legislation. 
 
Comprehensive School Safety Plans are required under SB 719 & AB 115 and contains the following elements: 
 
Assessment of school crime committed on school campuses and at school-related functions 

• Child abuse reporting procedures 
• Disaster procedures 
• Suspension and expulsion policies 
• Procedures to notify teachers of dangerous pupils 
• Discrimination and harassment policies 
• School wide dress code policies 
• Procedures for safe ingress and egress 
• Policies enacted to maintain a safe and orderly environment 
• Rules and procedures on school discipline 
• Hate crime reporting procedures 

 
The Comprehensive School Safety Plan will be reviewed and updated by March 1st every year. In July of every year, the school will 
report on the status of its school safety plan including a description of its key elements in the annual school accountability report 
card. 
 
A copy of the Comprehensive School Safety Plan is available for review at Vista San Gabriel Elementary School. 
 
Safety Plan Vision 
INTRODUCTION  
 
In the event of an emergency, the principal or designee will activate appropriate emergency procedures through the organizational 
system outlined in this Emergency Plan. The principal or designee, as the Incident Commander, is notified and will decide on an 
appropriate course of action. There are four basic safety procedures, which can be utilized in response to emergencies:  
 

• Take Cover (enemy attack, natural disaster) 
• Duck, Cover and Hold (earthquake, explosion) 
• Evacuation (fire, explosion, hazardous material release, post-earthquake) 
• Lock Down/Shelter-in-Place (hazardous material release, gunfire, sniper, storms) 

 
 Directed Transportation (when a bus is required to move students/staff) 
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There is no way of knowing in advance exactly how to respond to every emergency, however, this organizational system utilizes a 
design that can be applied in any emergency. It’s based on the Incident Command System, a proven emergency management tool to 
organize emergency response. It conforms to the Standardized Emergency Management System (SEMS). As a result, the school and 
the school district will be linked to other agencies in an integrated fashion. School sites report to the school district. The school 
district will report to the city of Palmdale. The city of Palmdale will report to their designated Operational Area, which in turn reports 
to the State.  
 
PURPOSE  
 
This plan is designed to provide a framework for protecting students, staff, and school facilities, and to describe the responsibilities 
of staff members, for a wide range of emergency and disaster situations. It has been prepared in compliance with the legal 
requirements of Education Code 35294.2 which requires all schools to develop and implement a comprehensive school site safety 
plan.  
 
In the event of a widespread emergency, such as an earthquake, it is recognized that usually available government resources may be 
overtaxed and unable to respond to all requests for assistance.  
 
This plan assumes that the school must be self-sufficient for a time and may be required to provide shelter to the immediate 
community. The primary purpose of this plan is to provide for the welfare and safety of the students during school hours. 
Government Code Section 3100 specifies that whenever there is a “State Emergency” declared by the Governor, public employees 
can be declared “disaster service workers” and school districts have a responsibility to be as prepared as possible and ready to 
respond to emergencies.  
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Components of the Comprehensive School Safety Plan (EC 32281) 
 
Vista San Gabriel Elementary School Safety Committee 
 
 
Assessment of School Safety 
 
 
Strategies and Programs to Provide and Maintain a High Level of Safety (EC 32281(a)1, items A-J) 
PROCEDURES TO ENSURE A SAFE AND ORDERLY ENVIRONMENT INSTRUCTIONS 
 
Create a plan, using the below format to make the school safer and more effective. The plan will address two factors, The Social 
Climate and The Physical Environment to identify your school’s strengths, areas of desired change, and future plans. 
 
FACTORS 
1. The Social Climate-People and Programs (Component 1): 
Refer to page 80, Safe Schools –A Planning Guide for Action Create a caring and connected school climate - How do you make 
Students and Staff believe that the school is a caring community? 
a. Involve parents 
b. Recognize and build on the cultural richness of your school community 
c. Provide training so staff can meet the unique needs of the student body 
d. Set high academic and behavior goals 
e. Improve curriculum and teaching practices 
f. Include health and resiliency curriculum 
g. Address multiple learning styles 
h. Promote caring, supportive relationships with students 
i. Provide opportunities for students to have meaningful participation in school and community service 
j. Emphasize critical thinking and respect 
k. Communicate clear discipline standards 
l. Communicate procedures to report and deal with threats 
m. Empower students to take responsibility for safety 
n. Train staff on bullying prevention and tolerance 
o. Provide training for students and staff on the dangers of drugs and alcohol 
p. Plans encouraged to include guidelines for roles and responsibilities of mental health/intervention professionals, school 
counselors, and law enforcement if the school uses these people. EC 32281.1 effective January 1, 2104 

 Include strategies to create and maintain a positive school climate, promote school safety, and increase pupil 
achievement and prioritize mental health and intervention services, restorative and transformative justice programs, 
and positive behavior interventions and support. Address mental health care of pupils who have witnessed a violent act 
at any time, related to school activity. Addendum to EC 32281.1 effective January 1, 2015 
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q. Collaborate with outside consultants, including law enforcement, with expertise in sexual abuse and sex trafficking prevention 
education in order to create a plan to address the threat of sexual abuse and sex trafficking. EC 49380 effective January 1, 2015 
 
Create a physical environment that communicates respect for learning and for individuals and safety. 
 
How does your school site: 
a. Maintain classrooms and grounds as pleasant places to meet and learn 
b. Make sure the school is an important part of the community 
c. Share information about student crime and truancy with law enforcement 
d. Make your campus secure from outside criminal activity 
e. Limit loitering 
f. Monitor and supervise all areas 
g. Provide a pleasant eating area and healthy food 
h. Maintain clean and safe restrooms 
i. Provide adequate lighting in all areas 
j. Provide students with current textbooks and materials 
k. Maintain a variety of sports facilities and equipment 
l. Provide a well-stocked library 
m. Communicate procedures for security including NIMS Plan 
n. Deal with vandalism before students return to school 
o. Inventory, Identify, and store valuable property 
p. Provide training for security personnel and staff 
q. Engage students and the community in campus beautification projects 
r. Promote school and neighborhood watch programs 
s. Promote policy that weapons and drugs are not on campus 
t. Plans encouraged to include guidelines for roles and responsibilities of mental health/intervention professionals, school 
counselors, and law enforcement if the school uses these people. EC 32281.1 effective January 1, 2014 

 Include strategies to create and maintain a positive school climate, promote school safety, and increase pupil 
achievement and prioritize mental health and intervention services, restorative and transformative justice programs, 
and positive behavior interventions and support. Address mental health care of pupils who have witnessed a violent act 
at any time, related to school activity. Addendum to EC 32281.1 effective January 1, 2015 

 
Vista San Gabriel elementary has developed strategies and procedures to ensure a safe and orderly environment conducive to 
learning that includes: 
 
Staff Handbook: 
All staff is provided a Vista San Gabriel Elementary School Staff Handbook that includes the school policies, procedures, schedules 
and calendars. The handbooks are updated annually and are reviewed in an in-service prior to the first day of instruction. The 
handbook includes the following areas: 
 

 School’s Mission Statement, goals and objectives 
 Teacher’s responsibilities 
 Bell schedule including recess and lunch times 
 School Rules 
 Discipline plan 
 Homework guidelines 

 
Emergency Procedures Classroom Handbook: 
All staff is provided a Vista San Gabriel Elementary School Emergency Procedures Classroom Handbook. It is required that the 
handbook be posted and easily accessible in each classroom. Each classroom is also required to have an emergency backpack and 
supplies bin that is to be kept easily accessible at all times. 
 
Weekly Staff Bulletin: 
A weekly staff bulletin is sent through email each week to all staff. It includes: 

 Important dates and events 
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 Required and optional meetings and assemblies 
 Schedule and information changes and notifications 

 
Outdoor Supervision: 
Adequate outdoor supervision includes: 

 Teacher supervision during times before the start of instruction and after school dismissal 
 Nutrition and lunch duty supervisors 

 
Dress Code: 
A school-wide dress code is implemented and consistently enforced by all staff. 
 
Discipline: 
District policies and procedures for discipline are communicated in a variety of formats including: 

 Written notices including Parent/Student Handbook 
 Email 
 Automated voicemail messages 
 Meetings 
 Website 

 
A school-wide positive behavior plan is implemented and consistently enforced by all staff. 
 
School Safety Report: 
The following are tracked and reported annually. For the 2019-2020 school year Vista San Gabriel elementary reported the 
following: 

 Crime Reports 
 Suspensions 
 In-House Suspensions 
 Expulsions 
 Vandalism 
 Truancy Rate 
 Student Officer Referrals 

 
School Action Plan:  
The School Action Plan is outlined in Section 2. The plan is reviewed annually and amended as needed to ensure the safety of all 
students and staff in the event of an emergency.  
 
Parent/Guardian Provided Information:  
Parents/Guardians are required to provide the school with information that is used to contact them in case of an emergency. This 
information is contained on an Emergency Card and is kept on file in the office. A Disaster Card is also required. It contains the same 
information as the Emergency Card but is retained by the classroom teacher as part of their emergency preparedness procedure.  
 
If a change of address, telephone number, or medical condition of a student changes during the course of a school year, 
parents/guardians are required to notify the office of the new information. Any person who requests the early release of a student 
during the school day must be listed on the student’s emergency card and show valid identification. The student is required to be 
signed out of school by the authorized person, and the following information is required:  
 

 Name of Student 
 Date 
 Time 
 Reason for release from school 
 Signature of authorized person 
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Smoke-Free Policy:  
Vista San Gabriel Elementary School is a smoke-free environment. Smoking is not allowed in the building or anywhere on the 
campus at any time.  
 
Telephone Communications:  
All school telephones are business phones and are provided to teachers and staff for their use in the performance of their duties and 
for school business purposes. Students are not allowed access to telephones without the permission of their teacher or office staff.  
 
Messages for students and staff can be left with the office and will be placed in staff mailboxes, or delivered to students and/or staff 
at designated times during the school day.  
 
The school district provides Vista San Gabriel Elementary School access to an automated voicemail service that allows quick 
dissemination of information to students, staff, parents, and/or the community. This service will be utilized in the event of an 
emergency to quickly communicate information and instructions in the event of an emergency.  
 
Radio Communications: 
Two-way radios are provided to all teachers and supervisory staff to facilitate quick and efficient communication with each other 
and the school office when away from telephone communication, and in the event of a communications facility failure, or in an 
emergency. 
 
Visitors: 
Parents, volunteers, and visitors are welcome and encouraged to visit the school. In order to monitor and ensure the ongoing safety 
of students and staff at all times, the following is required of all visitors: 

 Visitors must enter the campus through the front door only and report to the office before proceeding to any other 
campus location or room. 

 Visitors must sign in at the school office and provide the following information: 
 Name 
 Date 
 Time in. 
 Time out 
 Location/destination information. 
 Visitors will be issued a visitor badge. It must be visible to staff at all times. 
 Visitors must return to the school office when leaving campus to sign out. 
 Visitors are not allowed to interfere or interrupt classroom instruction or school operations in any way. 
 Visitors’ children are not allowed on campus during the instructional day. An adult must accompany children visiting the 

school at all other times. 
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All staff are required to stop any unknown person without a visible school-issued identification or visitor badge and advise them to 
return to the office immediately. Staff will also notify the office of the unidentified person on campus as soon as possible. 
 
LEVELS OF EMERGENCIES  
 
Emergencies are classified as one of the following three levels:  
 
Level One Emergency: A localized emergency that school district personnel can handle by following the procedures in their own 
emergency plan. (i.e. power outage, minor earthquake with no injuries or damage, etc.)  
 
Level Two Emergency: A moderate to severe emergency, somewhat beyond the school district response capability, which may 
require mutual aid assistance from the fire department, police, etc. (i.e. fire, earthquake with injuries and/or structural damage.)  
 
Level Three Emergency: A major disaster, clearly beyond the response capability of school district personnel, where large amounts 
of mutual aid assistance will be required, recovery time will be extensive, and the response time from major supportive agencies 
may be seriously delayed and/or impaired.  
 
PLAN IMPLEMENTATION  
 
The Plan will be: 

 Initiated by the principal or designee when conditions exist which warrant its execution. 
 Implemented by all staff and perform those duties as assigned until released by the principal. 
 Reviewed at least annually. 
 Updated to reflect the emergency teams and disaster functions that have been identified and pre-assigned. 

 
PLANNING  
 
Hazard Assessment:  
Each school year, prior to the arrival of the teaching staff, the principal and/or designee will undertake a physical survey of all 
hazards likely to be encountered in the evacuation routes from classrooms and other activity rooms to safe, open-space areas.  
 
During the first month of the school year, each teacher will conduct a classroom hazard checklist to be submitted to the principal or 
designee.  
 
Staff Orientation and Training:  
All school staff will be oriented to this Plan by the principal and/or designee at the beginning of each school year. Staff will be 
provided a staff handbook, a parent/student handbook, and updates to the safety plan.  
 
Staff members designated for medical responsibilities shall have first aid and CPR certification and training in triage.  
 
Drills: 
 
In accordance with state law: 

 Fire drills will be conducted monthly. 
 An earthquake "Drop, Cover, and Hold" drill will be held at least once each trimester. 
 All students and staff will participate in these drills. 
 A district-wide drill/simulation is recommended yearly as well as an intruder drill. 
 All drills will be recorded on the Fire and Earthquake Drill Record form. 
 Students should be aware in advance that there will be consequences for failure to cooperate with administration or staff 

during an emergency or drill. 
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Evacuation Routes: 
The principal or designee is responsible for establishing safe evacuation routes from all school facilities. Evacuation routes must be 
posted in all classrooms, multi-purpose rooms, and the school office. 
 
Parent Communication and Responsibility: 
 
Pertinent components of this plan will be included in the Parent/Student Handbook and other means of regularly communicating 
with parents. The plan in its entirety will be posted on the school website and available for review in the school office. 
 
All parents are required to complete an Emergency Card and a Disaster Card for their child and designate other persons who are 
authorized to pick-up their child in the event of an emergency. 
 
Supplies And Equipment: 
Emergency supplies and equipment are supplied and maintained as follows: 

 Emergency backpacks in each classroom that includes basic first aid items and other supplies which may be needed 
during the first few hours following an emergency. 

 Tools for shutting off the utilities at each shut-off location. 
 Emergency supplies held in an outside storage container with water, food, tools, and other supplies need to sustain the 

health and safety of students and staff for an extended period of time. 
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Emergency Cards: 
A file containing the Emergency Cards of all students will be maintained in the school office and will be taken by the school Health 
Clerk whenever the school building is evacuated. 
 
Classroom teachers have Disaster Cards in their emergency backpacks and will take the backpack containing the Disaster Cards with 
them whenever the school building is evacuated. 
 
Communications: 
In an emergency, telephones and cell phones will be used to report conditions and provide status updates to the district office, and 
to request emergency assistance. 
 
If telephone service is unavailable, other means must be relied upon to relay information. Two-way radios, bullhorns and/or runners 
will be utilized to facilitate communication within the school building and on school grounds.  
 
The principal or designee will communicate to the district office the status and needs of the school. The district office will notify 
LACOE of the status of all district schools.  
 
Emergency Actions:  
 
The following are the 8 Emergency Actions described in detail in Section 3 Emergency Actions:  
 
Emergency Action 1: STAND BY  
Emergency Action 2: ALL CLEAR  
Emergency Action 3: TAKE COVER  
Emergency Action 4: DUCK, COVER, AND HOLD ON  
Emergency Action 5: SHELTER IN PLACE  
Emergency Action 6: LOCKDOWN  
Emergency Action 7: EVACUATE  
Emergency Action 8: DIRECTED TRANSPORTATION  
 
When an emergency occurs, it is critical that every staff member take immediate steps to protect themselves and others. Every staff 
member must become familiar with each Emergency Action and be prepared to perform their assigned duties effectively.  
 
All students will be taught what actions to take when an Emergency Action is implemented.  
 
Emergency Procedures:  
The following are the 14 Emergency Procedures described in detail in Section 4 Emergency Procedures:  
Loss Of Utilities  
Fire  
Earthquake  
Intruder On Campus  
Dangerous Animal  
Irrational Behavior  
Weapons Or Shots Fired  
Hazardous Material Or Chemical Spill  
Bomb Threat Or Threat Of Explosion  
Explosion  
Fallen Aircraft  
Civil Disobedience Or Student Disorder  
Medical Or Health Epidemic  
Personal Emergency  
 
The purpose of the procedures is to nullify or minimize the effects of the emergencies listed. The procedures are intended to provide 
guidance and reference so staff can be practiced and prepared prior to the occurrence of an emergency.  
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STAFF RESPONSIBILITIES 
 
Principal/Designee: 
The principal or designee shall assume the following responsibilities: 

 Assume the overall direction of emergency operations based on the procedures and actions outlined in this plan. 
 Establish and maintain contact with the district office. 

 
Good judgment, based upon the situation and facts available in an emergency situation, is of paramount importance. It is not the 
intent of this plan to serve as a restriction to the judgmental prerogatives of the principal. 
 
Office Staff: 
The office staff shall provide assistance to the principal by handling telephone communication needs, monitoring and relaying radio 
broadcast information, assisting with health emergencies, acting as messengers, and performing duties as assigned by the principal 
or designee. 
 
Health Clerk: 
The health clerk shall assume the following responsibilities: 

 Administer first aid. 
 Direct and assist others in the administration of first aid 
 Organize and perform triage. 
 Dispense medical supplies. 
 Perform duties as assigned by the principal or designee. 

 
Teachers: 
Teachers shall assume the following responsibilities: 

 Calm students. 
 Assist injured students if possible. 
 Take attendance and communicate any missing students. 
 Keep track and know the location of all their students at all times. 
 Be alert for latent signs of injury or shock in all students. 
 Perform duties as assigned by the principal or designee. 

 
Instructional Assistants: 
Instructional assistants shall assume the following responsibilities: 

 Assist teachers in the performance of their duties. 
 Perform duties as assigned by the principal or designee. 

 
Custodians and Maintenance: 
Custodial and maintenance staff shall assume the following responsibilities: 

 Inspect buildings and plant facilities for damage. 
 Provide damage control. 
 Inform principal and others as needed of hazardous conditions. 
 Perform duties as assigned by the principal or designee. 

 
Other Employees: 

 Report to supervisor or Command Post for directions. 
 Perform duties as assigned by the principal or designee. 
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EMERGENCY TEAMS 
 
Team Membership: 
The Emergency Teams shall be comprised of personnel selected by the principal or designee. Each team will consist of individual 
team members, a team leader, and an alternate team leader. These persons shall receive training and be required to participate in a 
number of "emergency readiness" activities in order to be fully prepared to respond both during and after an emergency. 
 
Chain Of Command: 
Principal 
Vice Principal 
Command Post 
Communications Emergency Teams Student Care 
Campus Safety 
Triage 
First Aid 
Morgue/Latrine 
Search and Rescue 
Emergency Vehicle Gate 
 
Responsibilities: 
Principal or Designee 

 Assume the overall direction of all emergency procedures based on procedures and actions outlined in the 
Comprehensive School Site Safety Plan. 

 Direct evacuation of buildings as needed. 
 Arrange for the transfer of students when their safety is threatened. 
 Direct teachers regarding the safety and assembly of students. 
 Assign tasks to staff, as needed. 
 Maintain communications with District Office. 

 
Vice Principal 

 Provide assistance to the Principal in implementing emergency procedures and actions outlined in the Comprehensive 
School Site Safety Plan. 

 Supervise staff that have pre-defined roles (including substitute teachers, food service workers, volunteers, and others.) 
 Supervise immediate care of injuries or hysterical persons. 

 
Command Post 

 Direct and coordinate all emergency teams and their actions. The Principal is the leader of the Command Post. 
 Communicate with the emergency response personnel and the District Office. 
 Direct the activities of, provide support to, and receive status reports from the emergency teams. 
 Direct the dispersal and monitoring of communication equipment. 

 
Communications 

 Communicate with the Command Post, teachers, and parents regarding students’ release to authorized persons. School 
Secretary is the leader of this team. 

 Set up Release Area. 
 Control the ingress and egress of parents and students through the release gate. 

a. Parent/Guardian sign-out sheets. 
b. Verification of Emergency Card information to parent/guardian’s identification. 
c. Provide passes to parents as needed. 

 Coordinate with the teachers the orderly release of students. 
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Emergency Teams 
These teams are made up of teachers and support staff. Each team is assigned specific duties and responsibilities. Each team reports 
to the Command Post. 
 
Campus Safety 
Secure the campus and create a safe environment. 

 Lock exterior gates to secure campus. 
 Shut off utilities and check for leaks. 
 Report and abate any dangerous situations or conditions if safely possible. 
 Perform initial damage assessment. 
 Assist search and rescue team if needed. 

 
Emergency Vehicle Gate 
Direct emergency vehicles and traffic to areas of need. 
 
Triage 
Evaluate the severity of any injuries and prioritize the order of treatment. 

 Establish a triage injury sorting area. 
 Sort injured into three categories: immediate, minor, delayed. 
 Direct injured to the appropriate treatment area. 
 Communicate with Search & Rescue regarding injured persons and their movement to the triage or first aid area. 
 Communicate with teachers regarding any medical attention. 
 Coordinate and assist first aid. 

 
First Aid 
Establish a first aid treatment area and provide first aid. 

 Establish the first aid treatment area and move necessary supplies to the area. 
 Work with the Triage team to treat the injured in the prioritized order. 
 Coordinate with school district nurse if available. 

 
Search & Rescue 
Methodically sweep the school to identify the location of trapped or injured persons. 

 Quickly move through all school buildings and in teams of three or more to visually, physically, and vocally find injured or 
trapped persons. 

 Rescue any injured or trapped persons from dangerous conditions. 
 Communicate with Triage regarding injured persons. 
 Check for gas, water, and electrical problems and tag the door or area as hazardous appropriately. 
 Document all locations searched and note hazards. 
 Distribute emergency supplies to teachers as directed by Command Post. 

 
Morgue/Latrines 
Setup and monitor the morgue and latrines. 

 Establish a latrine area that is generally accessible to all. 
 Establish a morgue away and out of sight of the general population. 
 Setup latrine tents if weather permits. 
 Monitor latrine use and disposal of waste. 
 Identify the dead and cover. 
 Document and maintain a list of victims and communicate this only to the Command Post. 

 
Staff/Teachers 
Evacuate students from the classroom or other areas, escort students to designated emergency area, and perform duties: 

 Take attendance and report all missing students to Command Post. 
 Report to pre-assigned duty area. 
 Teachers assigned to classes will: 
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1.Calm, direct and give aid to the students. 
2.Remain with students at all times. 
3.Prepare materials to identify persons who have permission to pick up students. 
4.Retain all students until someone who has permission to get the students arrives. 
5.Check the identification of those picking up students. Keep records of the students who were released and who picked them up. 
 
Personal Preparedness 
The time and energy an individual commit to being personally prepared will provide the best assurance that students and family are 
capable of dealing with emergency situations. When a major emergency occurs, every employee should be prepared and committed 
to serving their students. To do this, each employee must: 

 know and complete those assignments for which they are assigned. 
 have the confidence that they have prepared their families to deal effectively with emergencies. 
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(A) Child Abuse Reporting Procedures (EC 35294.2 [a] [2]; PC 11166) 
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BP 5141.4 
Students 
 
The Governing Board is committed to supporting the safety and well-being of district students and desires to facilitate the 
prevention of and response to child abuse and neglect. The Superintendent or designee shall develop and implement strategies for 
preventing, recognizing, and promptly reporting known or suspected child abuse and neglect.  
 
The Superintendent or designee may provide a student who is a victim of abuse with school-based mental health services or other 
support services and/or may refer the student to resources available within the community as needed.  
 
(cf. 1020 - Youth Services)  
(cf. 5141.6 - School Health Services)  
(cf. 6164.2 - Guidance/Counseling Services)  
 
Child Abuse Reporting  
The Superintendent or designee shall establish procedures for the identification and reporting of known and suspected child abuse 
and neglect in accordance with the law.  
(cf. 4119.21/4219.21/4319.21 - Professional Standards)  
(cf. 5145.7 - Sexual Harassment)  
 
Procedures for reporting child abuse shall be included in the district and/or school comprehensive safety plan. (Education Code 
32282)  
(cf. 0450 - Comprehensive Safety Plan)  
 
District employees who are mandated reporters, as defined by law and administrative regulation, are obligated to report all known 
or suspected incidents of child abuse and neglect.  
 
The Superintendent or designee shall provide training regarding the duties of mandated reporters.  
 
Legal Reference: 
EDUCATION CODE 
32280-32288 Comprehensive school safety plans 
33195 Heritage schools, mandated reporters 
33308.1 Guidelines on the procedure for filing child abuse complaints 
44252 Teacher credentialing 
44691 Staff development in the detection of child abuse and neglect 
44807 Duty concerning the conduct of students 
48906 Notification when student released to a peace officer 
48987 Dissemination of reporting guidelines to parents 
49001 Prohibition of corporal punishment 
51220.5 Parenting skills education 
51900.6 Sexual abuse and sexual assault awareness and prevention 
PENAL CODE 
152.3 Duty to report murder, rape, or lewd or lascivious act 
273a Willful cruelty or unjustifiable punishment of child; endangering life or health 
288 Definition of lewd or lascivious act requiring reporting 
11164-11174.3 Child Abuse and Neglect Reporting Act 
WELFARE AND INSTITUTIONS CODE 
 
15630-15637 Dependent adult abuse reporting 
CODE OF REGULATIONS, TITLE 5 
4650 Filing complaints with CDE, special education students 
UNITED STATES CODE, TITLE 42 
11434a McKinney-Vento Homeless Assistance Act; definitions 
COURT DECISIONS 
Camreta v. Greene (2011) 131 S.Ct. 2020 
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Management Resources: 
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS 
Health Education Content Standards for California Public Schools, Kindergarten Through Grade Twelve 
Health Framework for California Public Schools, Kindergarten Through Grade Twelve 
WEBSITES 
California Attorney General's Office, Suspected Child Abuse Report Form: http://www.ag.ca.gov/childabuse/pdf/ss_8572.pdf 
California Department of Education, Safe Schools: http://www.cde.ca.gov/ls/ss/ap 
California Department of Social Services, Children and Family Services Division: http://www.childsworld.ca.gov 
U.S. Department of Health and Human Services, Child Welfare Information Gateway: https://www.childwelfare.gov/can 
(11/96) 4/2015 
 
(B) Disaster Procedures (EC 35295-35297; GC 8607 and 3100) 
 
Disaster Plan (See Appendix C-F) 
EMERGENCY PROCEDURE: PERSONAL EMERGENCIES 
Student, Staff or Visitor 

 Call 911 if necessary 
 Provide appropriate first aid 
 Notify principal 
 Provide privacy for the person 

 
EMERGENCY ACTION 1: STAND-BY 
 
Announcement 
 
An announcement in person directly or over the public address system. 
 
YOUR ATTENTION PLEASE 
ALERT 
RETURN TO YOUR CLASSROOMS AND 
STAND BY 
STAND BY 
THANK YOU 
 
Use messengers with oral or written word as an alternate means of staff notification. 
Use Parent Telephone Alert System if appropriate. 
 
Description 

 If outside, teachers are to return students to their classrooms. 
 If inside, teachers will hold students in classrooms and wait for further instructions. 
 This announcement must be followed by another ACTION announcement or an ALL CLEAR announcement to return to 

normal school activities. 

http://www.ag.ca.gov/childabuse/pdf/ss_8572.pdf
http://www.cde.ca.gov/ls/ss/ap
http://www.childsworld.ca.gov/
https://www.childwelfare.gov/can
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When Used 
A STAND-BY announcement is appropriate for all disasters or emergencies, except those that occur without warning. 
 
EMERGENCY ACTION 2: ALL CLEAR ANNOUNCEMENT 
 
Announcement 
An announcement in person directly or over the public address system. 
 
YOUR ATTENTION PLEASE 
ALL CLEAR 
COYOTES 
THANK YOU 
 
Use messengers with oral or written word as an alternate means of staff notification. 
 
Description 

 An ALL CLEAR announcement signifies the end of an ALERT that had been initiated. 
 Teachers should immediately begin discussions, activities, etc., to assist students in managing fear, anxiety, etc. 
 Use Parent Telephone Alert System if appropriate. 

 
When used 
 
An ALL CLEAR announcement is used as the final action to conclude: 

 Duck, Cover and Hold On 
 Evacuation 
 Lock Down/Shelter in Place 
 Stand-By 
 Take Cover 
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EMERGENCY ACTION 3: TAKE COVER 
 
Announcements 
 
For An Enemy Attack 
 
An announcement in person directly or over the school public address system for schools not near an Attack Warning Siren. 
 
YOUR ATTENTION PLEASE, 
TAKE COVER 
TAKE COVER 
THANK YOU 
 
Use messengers with oral or written word as an alternate means of staff notification. 
 
For A Natural Disaster 
 
An announcement in person directly or over the public address system. 
 
YOUR ATTENTION PLEASE 
TAKE COVER 
TAKE COVER 
SEVERE WINDSTORM IMMINENT 
(or identify other natural disaster) 
 
Use messengers with oral or written word as an alternate means of staff notification. 
 
EMERGENCY ACTION 5: EMERGENCY LOCKDOWN PROCEDURES 
 
Signage: 
All public schools are required by California Penal code Title 15, chapter 1.1 § 627, to post signs at points of entry to their campuses 
or buildings from streets and parking lots. The signs should direct all visitors to the office to sign in. 
 
Lockdown School Plan 
1. The signal will be given over the intercom or other warning devices, that there is now in effect a stand-by or lock-down drill. 
(Intruder on campus). If the PA system is not available, administration or counselors will act as runners to notify staff of lock-down. 
As soon as a decision is made to lock down the school, administration will notify law enforcement using 911 rather than regular 
police numbers. When you hear the lockdown announcement, please do not call the office for information. Do not allow students to 
use telephones or cell phones. 
2. If students are in class at the time of the signal. 
 
Staff will: 

 Quickly check halls and get students into classrooms – even if they aren’t in your class. 
 Explain that there is an emergency; 
 Lock the classroom doors;( pull out the magnet door lock) 
 Have students lie on the floor; 
 Close blinds, turn off lights, and take any possible precaution to protect everyone from possible broken glass; 
 Remain locked in classrooms until advised to resume movement by administration or public safety officer or an all clear 

signal. 
 
Administration will: 

 Designate a person (an administrator, if possible) to coordinate with public safety personnel at their command post; and 
 Make sure that a site map and key set are available to public safety personnel. 
 Be available to deal with the media/press and bystanders to keep site clear of visitors. 
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If students are not in class at the time of the signal -while students are outside. 
Teachers will: 

 Assist administration in moving students into the nearest safe building available; 
 Lock doors of classroom; 
 Remain with students to maintain order; 
 Follow the procedures above when all the students are safely in the building 
 Keep students in a safe area until advised personally by administration or public safety personnel to move or when you 

get the all clear signal; and 
 Avoid, if possible, large open areas such as the library, gym, lawns or parking lots. 

 
Administration and public safety personnel will: 

 Sweep for wandering students; 
 Work with staff to move students into the nearest safe building available; 
 Act with custodians to check locks on all exterior doors and classroom doors; 
 Designate a person (an administrator, if possible) to coordinate with public safety personnel at their command post; and 
 Make sure that a site map and key set are available to public safety personnel. 

 
During lockdown, no one should be in the halls except Administrators, Security, and Police. 
3. All-clear signal will (should be special or pre-arranged signal) 
a. Be given after consultation with the senior public safety officer on the scene; and/or 
b. Be a personal notification by the senior administrator. Staff is not to act upon bells or PA message without this personal 
notification. 
c. Children who were the target of the intruder or were frightened by the lockdown are referred to the counselor, or appropriate 
community resource for support. 
d. An email explanation will be sent to teachers as soon as possible. 
 
Special instructions: 

 School secretary/Clerk Typist control the phones and radios information as needed. 
 Counseling staff lock counseling door and workroom door. 
 Health Clerk locks health room door. 
 Secretary/Clerk Typist lock doors leading into the main office hallway and post no entry sign. 

 
Code Red- Administrative Procedures 
An extreme condition where there is a strong possibility of imminent danger. 

 Staff will be notified of the lockdown by intercom. 
 If classes are in session staff and students should remain in their classrooms with the doors locked. 
 If classes are not in session,(before school, nutrition, lunch, after school) teachers are to open their doors and orderly 

take students to their classrooms. 
 Staff members are to lock the doors and not allow anyone in or out until the “all clear” signal is given. 

“Attention! This is a lockdown. Code Red. Lock all doors and everyone remain inside.” 
 
CODE YELLOW 
School is notified by law enforcement that there is some kind of dangerous situation off-campus but close enough to possibly create 
danger to students. 
 

 Turn on radios 
 An all-call announcement will be made that there is a code yellow situation 
 Normal activities take place; however, no one is allowed to leave campus under any circumstances, and only students 

with picture I.D.’s will be allowed to enter the campus. 
 Code Yellow will remain in effect until the school receives an “all clear” by the site administrator or designee. 

 
CODE GREEN 

 An “all clear” announcement will be made over the intercom.- Emergency is over. 
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Plan Implementation 
The Plan will be: 

 Typically initiated by the principal or designee when conditions exist which warrant its execution. A Code Red lockdown 
drill can be made by any teacher if they feel it is needed. If you feel that you need to ask someone first, then it is 
probably not a Code Red situation or condition. 

 Implemented by all staff and will remain at school and perform those duties as assigned until released by the principal. 
 
EMERGENCY ACTION 6: EVACUATION 
 
Announcement 
 
Activate fire alarm bell or horn signal. 
Provided time is available, make an announcement in person directly or over the public address system which will indicate the 
nature of the emergency event. 
 
YOUR ATTENTION PLEASE 
PLEASE EVACUATE THE BUILDING 
PLEASE EVACUATE THE BUILDING 
THANK YOU 
 
Use messengers with oral or written word to deliver additional instructions to staff in designated evacuation areas. 
 
Description 

 Evacuation is the orderly movement of students and staff along prescribed routes from inside school buildings to an 
outside area of safety. 

 In the case of fire, close doors when leaving. In an earthquake, leave doors open. Do not touch light switches in either 
case. 

 An Evacuation announcement should be followed by another announcement such as a Directed Transportation or All 
Clear announcement. 

 Use Parent Telephone Alert System when appropriate. 
 
When Used 
An EVACUATION announcement is appropriate for, but is not limited to, the following: 

 Fire 
 Bomb threat 
 Chemical accident 
 Explosion or threat of explosion 
 Post-earthquake 
 Other similar occurrences that might make the school buildings unsafe 
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EMERGENCY ACTION 7: DIRECTED TRANSPORTATION 
 
Announcement 
 
An announcement in person directly or over the public address system. 
 
YOUR ATTENTION PLEASE 
DIRECTED TRANSPORTATION when load spots are announced 
DIRECTED TRANSPORTATION 
THANK YOU 
 
Use messengers with oral or written word as an alternate means of staff notification. 
 
Description 
Students and staff will be loaded into school buses, cars and any other available means of transportation, and moved from an area 
of greater danger to an area of lesser danger. 
 
When Used 
A DIRECTED TRANSPORTATION announcement is appropriate for, but is not limited to, the following: 

 Flood 
 Fire 
 Chemical accident 

 
 
Public Agency Use of School Buildings for Emergency Shelters 
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(C) School Suspension, Expulsion and Mandatory Expulsion Guidelines 
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SUSPENSION AND EXPULSION/DUE PROCESS 
BP 5144.1 
Students 
 
The Governing Board desires to provide district students access to educational opportunities in an orderly school environment that 
protects their safety and security, ensures their welfare and well-being, and promotes their learning and development. The Board 
shall develop rules and regulations that set the standards of behavior expected of district students and the disciplinary processes 
and procedures for addressing violations of those standards, including suspension and/or expulsion.  
(cf. 5131 - Conduct)  
(cf. 5131.1 - Bus Conduct)  
(cf. 5131.2 - Bullying)  
 
The grounds for suspension and expulsion and the procedures for considering, recommending, and/or implementing suspension and 
expulsion shall be only those specified in the law, in this policy, and in the accompanying administrative regulation.  
 
Except when otherwise permitted by law, a student may be suspended or expelled only when his/her behavior is related to a school 
activity or school attendance occurring within any district school or another school district, regardless of when it occurs, including, 
but not limited to, the following: (Education Code 48900(s))  
 
1. While on school grounds  
2. While going to or coming from school  
3. During the lunch period, whether on or off the school campus  
(cf. 5112.5 - Open/Closed Campus)  
4. During, going to, or coming from a school-sponsored activity  
 
District staff shall enforce the rules concerning suspension and expulsion of students fairly, consistently, equally, and in accordance 
with the district's nondiscrimination policies. (cf. 0410 - Nondiscrimination in District Programs and Activities)  
 
Appropriate Use of Suspension Authority  
 
Except when a student's act violates Education Code 48900(a)-(e), as listed in items #1-5 under "Grounds for Suspension and 
Expulsion: Grades K-8" of the accompanying administrative regulation, or when his/her presence causes a danger to others, the 
suspension shall be used only when other means of correction have failed to bring about proper conduct. (Education Code 48900.5, 
48900.6)  
 
(cf. 1020 - Youth Services)  
(cf. 5138 - Conflict Resolution/Peer Mediation) 
(cf. 5144 - Discipline) 
(cf. 6142.4 - Service Learning/Community Service Classes) 
(cf. 6164.2 - Guidance/Counseling Services) 
(cf. 6164.5 - Student Success Teams) 
 
A student's parents/guardians shall be notified as soon as possible when there is an escalating pattern of misbehavior that could 
lead to on-campus or off-campus suspension. 
 
No student in grades K-3 may be suspended for disruption or willful defiance, except by a teacher pursuant to Education Code 
48910. (Education Code 48900) 
 
Students shall not be suspended or expelled for truancy, tardiness, or absenteeism from assigned school activities. 
 
(cf. 5113 - Absences and Excuses) 
(cf. 5113.1 - Chronic Absence and Truancy) 
 
On-Campus Suspension 
 
To ensure the proper supervision and ongoing learning of students who are suspended for any of the reasons enumerated in 
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Education Code 48900 and 48900.2, but who pose no imminent danger or threat to anyone at school and for whom expulsion 
proceedings have not been initiated, the Superintendent or designee shall establish a supervised suspension classroom program 
which meets the requirements of law.  
 
Except where a supervised suspension is permitted by law for a student's first offense, the supervised suspension shall be imposed 
only when other means of correction have failed to bring about proper conduct. (Education Code 48900.5)  
 
Authority to Expel  
 
A student may be expelled only by the Board. (Education Code 48918(j))  
 
As required by law, the Superintendent or principal shall recommend expulsion and the Board shall expel any student found to have 
committed any of the following "mandatory recommendation and mandatory expulsion" acts at school or at a school activity off 
school grounds: (Education Code 48915)  
 
1. Possessing a firearm which is not an imitation firearm, as verified by a certificated employee, unless the student had obtained 
prior written permission to possess the item from a certificated school employee, with the principal or designee's concurrence  
(cf. 5131.7 - Weapons and Dangerous Instruments)  
 
2. Selling or otherwise furnishing a firearm  
 
3. Brandishing a knife at another person  
 
4. Unlawfully selling a controlled substance listed in Health and Safety Code 11053-11058  
 
5. Committing or attempting to commit a sexual assault as defined in Penal Code 261, 266c, 286, 288, 288a, or 289, or committing a 
sexual battery as defined in Penal Code 243.4  
 
6. Possessing an explosive as defined in 18 USC 921  
 
For all other violations listed in the accompanying administrative regulation under "Grounds for Suspension and Expulsion: Grades K-
8" and "Additional Grounds for Suspension and Expulsion: Grades 4-8," the Superintendent or principal shall have the discretion to 
recommend expulsion of a student. If expulsion is recommended, the Board shall order the student expelled only if it makes a 
finding of either or both of the following: (Education Code 48915(b) 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  
 
A vote to expel a student shall be taken in a public session.  
 
The Board may vote to suspend the enforcement of the expulsion order pursuant to the requirements of law and the accompanying 
administrative regulation. (Education Code 48917)  
 
No student shall be expelled for disruption or willful defiance. (Education Code 48900)  
 
Due Process  
 
The Board shall provide for the fair and equitable treatment of students facing suspension and/or expulsion by affording them their 
due process rights under the law. The Superintendent or designee shall comply with procedures for notices, hearings, and appeals as 
specified in law and administrative regulation. (Education Code 48911, 48915, 48915.5, 48918)  
 
(cf. 5119 - Students Expelled from Other Districts)  
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities))  
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Maintenance and Monitoring of Outcome Data  
 
The Superintendent or designee shall annually present to the Board a report of the outcome data which the district is required to 
collect pursuant to Education Code 48900.8 and 48916.1, including the number of students recommended for expulsion, the 
grounds for each recommended expulsion, the actions taken by the Board, the types of referral made after each expulsion, and the 
disposition of the students after the expulsion period. The report shall be disaggregated by school and by numerically significant 
student subgroups, including, but not limited to, ethnic subgroups, socioeconomically disadvantaged students, English learners, 
foster youth, and students with disabilities. The report also shall include information about whether and how the district is meeting 
its goals for improving school climate as specified in its local control and accountability plan.  
 
(cf. 0460 - Local Control and Accountability Plan)  
 
Legal Reference: 
EDUCATION CODE 
212.5 Sexual harassment 
233 Hate violence 
1981-1981.5 Enrollment of students in community school 
17292.5 Program for expelled students 
32261 Interagency School Safety Demonstration Act of 1985 
35145 Open board meetings 
35146 Closed sessions (regarding suspensions) 
35291 Rules (for government and discipline of schools) 
35291.5 Rules and procedures on school discipline 
48645.5 Readmission; contact with juvenile justice system 
48660-48666 Community day schools 
48853.5 Foster youth 
48900-48927 Suspension and expulsion 
48950 Speech and other communication 
48980 Parental notifications 
49073-49079 Privacy of student records 
52060-52077 Local control and accountability plan 
CIVIL CODE 
47 Privileged communication 
48.8 Defamation liability 
CODE OF CIVIL PROCEDURE 
1985-1997 Subpoenas; means of production 
GOVERNMENT CODE 
11455.20 Contempt 
54950-54963 Ralph M. Brown Act 
HEALTH AND SAFETY CODE 
11014.5 Drug paraphernalia 
11053-11058 Standards and schedules 
LABOR CODE 
230.7 Discharge or discrimination against an employee for taking time off to appear in school on behalf of a child 
PENAL CODE 
31 Principal of a crime, defined 
240 Assault defined 
241.2 Assault fines 
242 Battery defined 
243.2 Battery on school property 
243.4 Sexual battery 
245 Assault with a deadly weapon 
245.6 Hazing 
261 Rape defined 
266c Unlawful sexual intercourse 
286 Sodomy defined 
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288 Lewd or lascivious acts with a child under age 14 
288a Oral copulation 
289 Penetration of genital or anal openings 
417.27 Laser pointers 
422.55 Hate crime defined 
422.6 Interference with the exercise of civil rights 
422.7 Aggravating factors for punishment 
422.75 Enhanced penalties for hate crimes 
626.2 Entry upon campus after written notice of suspension or dismissal without permission 
626.9 Gun-Free School Zone Act of 1995 
626.10 Dirks, daggers, knives, razors, or stun guns 
868.5 Supporting person; attendance during the testimony of witnesses 
WELFARE AND INSTITUTIONS CODE 
729.6 Counseling 
UNITED STATES CODE, TITLE 18 
921 Definitions, firearm 
UNITED STATES CODE, TITLE 20 
1415(K) Placement in an alternative educational setting 
7151 Gun-free schools 
UNITED STATES CODE, TITLE 42 
11432-11435 Education of homeless children and youths 
COURT DECISIONS 
T.H. v. San Diego Unified School District (2004) 122 Cal. App. 4th 1267 
Woodbury v. Dempsey (2003) 108 Cal. App. 4th 421 
Board of Education of Sacramento City Unified School District v. Sacramento County Board of 
Education and Kenneth H. (2001) 85 Cal.App.4th 1321 
Garcia v. Los Angeles Board of Education (1991) 123 Cal. App. 3d 807 
Fremont Union High School District v. Santa Clara County Board (1991) 235 Cal. App. 3d 1182 
John A. v. San Bernardino School District (1982) 33 Cal. 3d 301 
ATTORNEY GENERAL OPINIONS 
84 Ops.Cal.Atty.Gen. 146 (2001) 
80 Ops.Cal.Atty.Gen. 348 (1997) 
80 Ops.Cal.Atty.Gen. 91 (1997) 
80 Ops.Cal.Atty.Gen. 85 (1997) 
 
Management Resources: 
CSBA PUBLICATIONS 
Safe Schools: Strategies for Governing Boards to Ensure Student Success, 2011 
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS 
 
Dear Colleague Letter on the Nondiscriminatory Administration of School Discipline, January 2014 
WEBSITES 
CSBA: http://www.csba.org 
California Attorney General's Office: http://www.oag.ca.gov 
California Department of Education: http://www.cde.ca.gov 
U.S. Department of Education, Office for Civil Rights: 
http://www.ed.gov/about/offices/list/ocr/docs/crdc-2012-data-summary.pdf 
U.S. Department of Education, Office of Safe and Drug-Free Schools: 
http://www.ed.gov/about/offices/list/osdfs 
 
Policy WILSONA SCHOOL DISTRICT 
adopted: April 16, 2015 Palmdale, California 
 

http://www.csba.org/
http://www.oag.ca.gov/
http://www.cde.ca.gov/
http://www.ed.gov/about/offices/list/ocr/docs/crdc-2012-data-summary.pdf
http://www.ed.gov/about/offices/list/osdfs
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(D) Procedures to Notify Teachers of Dangerous Pupils (EC 49079) 
In order to fulfill the requirements made by Education Code 49079 and Welfare and Institutions Code 827 that state teachers must 
be notified of the reason(s) a student has been suspended. The Wilsona School District has incorporated this notification into the 
existing “Attendance Reporting screen”. On the daily attendance report, when a student is suspended, will show an “*” next to the 
student’s name. The teacher can access the suspension by looking at the student’s discipline screen. The information provided is for 
the student’s current teachers only. All information regarding suspension and expulsion is CONFIDENTIAL, is not to be shared with 
any student(s) or parent(s). Teachers are asked to secure the list so students and others may not view it. 
 
Pursuant to Welfare & Institution Code 827(b) and Education Code 48267, the Court notifies the Superintendent of the Wilsona 
School District regarding students who have engaged in certain criminal conduct. This information is forwarded to the site Principal. 
The site Principal is responsible for prompt notification of the student’s teachers. Per Education Code 49079, this information must 
be kept confidential. This information is also forwarded to all administrators and the student’s counselor. 
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(E) Sexual Harassment Policies (EC 212.6 [b]) 
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SEXUAL HARASSMENT 
BP 5145.7 
Students 
 
The Governing Board is committed to maintaining a safe school environment that is free from harassment and discrimination. The 
Board prohibits, at school or at school-sponsored or school-related activities, sexual harassment targeted at any student by anyone. 
The Board also prohibits retaliatory behavior or action against any person who reports, files a complaint, or testifies about, or 
otherwise supports a complainant in alleging sexual harassment.  
 
The district strongly encourages any student who feels that he/she is being or has been sexually harassed on school grounds or at a 
school-sponsored or school-related activity by another student or an adult who has experienced off-campus sexual harassment that 
has a continuing effect on campus to immediately contact his/her teacher, the principal, or any other available school employee. 
Any employee who receives a report or observes an incident of sexual harassment shall notify the principal or a district compliance 
officer. Once notified, the principal or compliance officer shall take the steps to investigate and address the allegation, as specified in 
the accompanying administrative regulation.  
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 1312.1 - Complaints Concerning District Employees) 
(cf. 5131 - Conduct) 
(cf. 5131.2 - Bullying) 
(cf. 5137 - Positive School Climate) 
(cf. 5141.4 - Child Abuse Prevention and Reporting) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction) 
The Superintendent or designee shall take appropriate actions to reinforce the district's sexual harassment policy. 
 
Instruction/Information 
 
The Superintendent or designee shall ensure that all district students receive age-appropriate information on sexual harassment. 
Such instruction and information shall include:  
 
1. What acts and behavior constitute sexual harassment, including the fact that sexual harassment could occur between people of 
the same sex and could involve sexual violence  
 
2. A clear message that students do not have to endure sexual harassment under any circumstance  
 
3. Encouragement to report observed incidents of sexual harassment even where the alleged victim of the harassment has not 
complained  
 
4. A clear message that student safety is the district's primary concern, and that any separate rule violation involving an alleged 
victim or any other person reporting a sexual harassment incident will be addressed separately and will not affect the manner in 
which the sexual harassment complaint will be received, investigated, or resolved  
 
5. A clear message that, regardless of a complainant's noncompliance with the writing, timeline, or other formal filing requirements, 
every sexual harassment allegation that involves a student, whether as the complainant, respondent, or victim of the harassment, 
shall be investigated and prompt action shall be taken to stop any harassment, prevent a recurrence, and address any continuing 
effect on students  
 
6. Information about the district's procedure for investigating complaints and the person(s) to whom a report of sexual harassment 
should be made  
 
7. Information about the rights of students and parents/guardians to file a civil or criminal complaint, as applicable, including the 
right to file a civil or criminal complaint while the district investigation of a sexual harassment complaint continues  
 
8. A clear message that, when needed, the district will take interim measures to ensure a safe school environment for a student who 
is the complainant or victim of sexual harassment and/or other students during an investigation and that, to the extent possible, 
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when such interim measures are taken, they shall not disadvantage the complainant or victim of the alleged harassment  
 
Complaint Process and Disciplinary Actions  
 
Sexual harassment complaints by and against students shall be investigated and resolved in accordance with law and district 
procedures specified in AR 1312.3 - Uniform Complaint Procedures. Principals are responsible for notifying students and 
parents/guardians that complaints of sexual harassment can be filed under AR 1312.3 and where to obtain a copy of the procedures.  
 
(cf. 1312.3 - Uniform Complaint Procedures)  
 
Upon investigation of a sexual harassment complaint, any student found to have engaged in sexual harassment or sexual violence in 
violation of this policy shall be subject to disciplinary action. For students in grades 4-12, 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. 
 
(cf. 5144 - Discipline) 
(cf. 5144.1 - Suspension and Expulsion/Due Process) 
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities)) 
 
Upon investigation of a sexual harassment complaint, any employee found to have engaged in sexual harassment or sexual violence 
toward any student shall have his/her employment terminated in accordance with law and the applicable collective bargaining 
agreement. 
 
(cf. 4117.7 - Employment Status Report) 
(cf. 4118 - Dismissal/Suspension/Disciplinary Action) 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
 
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 district schools. 
 
(cf. 3580 - District Records) 
 
Legal Reference: 
EDUCATION CODE 
200-262.4 Prohibition of discrimination on the basis of sex 
48900 Grounds for suspension or expulsion 
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 willful misconduct of minor 
GOVERNMENT CODE 
12950.1 Sexual harassment training 
CODE OF REGULATIONS, TITLE 5 
4600-4687 Uniform complaint procedures 
4900-4965 Nondiscrimination in elementary and secondary education programs 
UNITED STATES CODE, TITLE 20 
1221 Application of laws 
1232g Family Educational Rights and Privacy Act 
 
1681-1688 Title IX, discrimination 
UNITED STATES CODE, TITLE 42 
1983 Civil action for deprivation of rights 
2000d-2000d-7 Title VI, Civil Rights Act of 1964 
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2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended 
CODE OF FEDERAL REGULATIONS, TITLE 34 
99.1-99.67 Family Educational Rights and Privacy 
106.1-106.71 Nondiscrimination on the basis of sex in education programs 
COURT DECISIONS 
Donovan v. Poway Unified School District, (2008) 167 Cal.App.4th 567 
Flores v. Morgan Hill Unified School District, (2003, 9th Cir.) 324 F.3d 1130 
Reese v. Jefferson School District, (2001, 9th Cir.) 208 F.3d 736 
Davis v. Monroe County Board of Education, (1999) 526 U.S. 629 
Gebser v. Lago Vista Independent School District, (1998) 524 U.S. 274 
Oona by Kate S. v. McCaffrey, (1998, 9th Cir.) 143 F.3d 473 
Doe v. Petaluma City School District, (1995, 9th Cir.) 54 F.3d 1447 
 
Management Resources: 
CSBA PUBLICATIONS 
Providing a Safe, Nondiscriminatory School Environment for Transgender and Gender 
Nonconforming Students, Policy Brief, February 2014 
Safe Schools: Strategies for Governing Boards to Ensure Student Success, 2011 
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS 
Dear Colleague Letter: Transgender Students, May 2016 
Examples of Policies and Emerging Practices for Supporting Transgender Students, May 2016 
Dear Colleague Letter: Title IX Coordinators, April 2015 
Questions and Answers on Title IX and Sexual Violence, April 2014 
Dear Colleague Letter: Sexual Violence, April 4, 2011 
Sexual Harassment: It's Not Academic, September 2008 
Revised Sexual Harassment Guidance: Harassment of Students by School Employees, Other 
Students, or Third Parties, January 2001 
WEBSITES 
CSBA: http://www.csba.org 
California Department of Education: http://www.cde.ca.gov 
U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr 
 
Policy WILSONA SCHOOL DISTRICT 
adopted: November 17, 2016 Palmdale, California 
 
(F) School-wide Dress Code Relating to Gang-Related Apparel (EC 35183) 
DRESS AND GROOMING 
BP 5132 
Students 
 
The Governing Board believes that appropriate dress and grooming contribute to a productive learning environment. The Board 
expects students to give proper attention to personal cleanliness and to wear clothes that are suitable for the school activities in 
which they participate. Students' clothing must not present a health or safety hazard or a distraction that would interfere with the 
educational process. 
(cf. 4119.22 - Dress and Grooming) 
(cf. 5145.2 - Freedom of Speech/Expression: Publications Code) 
 
Students and parents/guardians shall be informed about dress and grooming standards at the beginning of the school year and 
whenever these standards are revised. A student who violates these standards shall be subject to appropriate disciplinary action. 
(cf. 5144 - Discipline) 
 
Gang-Related Apparel 
 

http://www.csba.org/
http://www.cde.ca.gov/
http://www.ed.gov/about/offices/list/ocr
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The principal, staff, and parents/guardians at a school may establish a reasonable dress code that prohibits students from wearing 
gang-related apparel when there is evidence of a gang presence that disrupts or threatens to disrupt the school's activities. Such a 
dress code may be included as part of the school safety plan and must be presented to the Board for approval. The Board shall 
approve the plan upon determining that it is necessary to protect the health and safety of the school's students. 
 
(cf. 0450 - Comprehensive Safety Plan) 
(cf. 5136 - Gangs) 
 
Uniforms 
 
In order to promote student safety and discourage theft, peer rivalry and/or gang activity, the principal, staff, and parents/guardians 
at a school may establish a reasonable dress code requiring students to wear uniforms. Such a dress code may be included as part of 
the school safety plan and must be presented to the Board for approval. The Board shall approve the plan upon determining that it is 
necessary to protect the health and safety of the school's students. 
 
If a school's plan to require uniforms is adopted, the Superintendent or designee shall establish procedures whereby 
parents/guardians may choose to have their children exempted from the school uniform policy. Students shall not be penalized 
academically, otherwise discriminated against, or denied attendance to school if their parents/guardians so decide. (Education Code 
35183) 
 
The Superintendent or designee shall ensure that resources are identified to assist economically disadvantaged students in obtaining 
uniforms. 
 
Legal Reference: 
EDUCATION CODE 
32282 School safety plans 
35183 School dress codes; uniforms 
35183.5 Sun-protective clothing 
48907 Student exercise of free expression 
49066 Grades; effect of physical education class apparel 
CODE OF REGULATIONS, TITLE 5 
302 Pupils to be neat and clean on entering school 
Hartzell v. Connell (1984) 35 Cal. 3d 899 
Arcadia Unified School District v. California Department of Education, (1992) 2 Cal. 4th 251 
Marvin H. Jeglin et al v. San Jacinto Unified School District et al 827 F.Supp. 1459 (C.D. Cal. 1993) 
Policy WILSONA SCHOOL DISTRICT 
 
 
 
(G) Procedure for Safe Ingress and Egress of Pupils, Parents, and Staff to and from School (EC 35294.2) 
The following details the procedures and information used to ensure safe entrance and exit of students, staff, and all persons, to the 
Vista San Gabriel Elementary School campus. 
 
General Procedures: 
Students walking to school must enter Vista San Gabriel Elementary School through the sidewalk gate located along the street and 
near the bus entrance. 
 
Students brought to school by private vehicle will enter the school from the parking lot entrance gate. 
 
Students being dropped off should use the designated student drop-off area only. This area is designated by the yellow curb at the 
south end of the parking lot. This is a no-parking zone and is used only for the loading and unloading of passengers. Students are not 
allowed to exit a vehicle along a red curb. Use of the bus lanes to drop off students or to park is not allowed. Students riding the bus 
will enter the school from the bus lanes located at the south end of the campus. 
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Students may arrive at school no earlier than 7:40 a.m. to eat breakfast in the cafeteria. Upon dismissal from the cafeteria, students 
are to report to their designated area. Students not eating breakfast are to report to their designated area immediately upon arrival 
on campus. Classrooms will open at 7:40 a.m. and is signaled by a bell. The start of the instructional day is 8:10 a.m. and is signaled 
by a bell. 
 
The regular instructional school day ends at 2:30 p.m. and is signaled by a bell. Students will be dismissed from their classrooms 
when the bell rings. On minimum days, students will be dismissed from their classrooms at 1:05 p.m. All teachers monitor the safe 
exit of students. 
 
Students who walk home will exit through the sidewalk gate located along the street and near the bus entrance. 
 
Students who are picked up by private vehicle will gather along the yellow curb at the south end of the parking lot. Students who 
ride the bus will be escorted by all teachers to the bus lanes. 
 
Bus Transportation: 
Students who ride the bus are expected to follow all school rules on the bus and at the bus stop before and after school. 
Transportation is a privilege and will be revoked if school rules at the bus stop are not followed. 
 
Students must ride their assigned bus to and from school. Students will not be allowed to change their assigned stop or bus without 
a bus pass issued from the school office. Students should arrive at the bus stop no more than five minutes before the bus is 
scheduled to arrive. 
 
Upon return to the bus stop, students should not loiter at the bus stop and must go directly home after they are dropped off. 
 
Parking: 
The parking lot entrance gate is located at the north end of the lot. The exit gate is on the south end. 
 
Parking is not allowed along any curb at any time. Park in designated parking spaces only. 
 
Early Release Of Students: 
Any person who requests the early release of a student during the school day must be listed on the student’s emergency card and 
show valid identification. The student is required to be signed out of school by the authorized person. The school office staff will call 
the student to the office to be released. Early release will not be permitted after 1:50 p.m. (12:30 on minimum days).  No child is 
permitted to leave the school during the school day without being signed out in the school office. 
 
Visitors: 
All Visitors or non-staff persons must enter the campus through the front door only and report to the office before proceeding to 
any other campus location or room. 
 
Visitors must sign in at the school office and be issued a visitor badge. It must be visible to staff at all times. Visitors must return to 
the school office when leaving campus to sign out. 
 
All staff are required to stop any unknown person without a visible school-issued identification or visitor badge and advise them to 
return to the office immediately. Staff will also notify the office of the unidentified person on campus as soon as possible. 
 
 
 
(H) A Safe and Orderly School Environment Conducive to Learning (EC 35294.2) 
 
Component: 
SAFE AND ORDERLY ENVIRONMENT CONDUCIVE TO LEARNING 
 
Element: 
Vista San Gabriel Elementary School has developed strategies and procedures to ensure a safe and orderly environment conducive 
to learning that includes: 
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 All staff will be given a Vista San Gabriel Elementary Staff Handbook that includes the school policies and procedures. In 
addition, teachers will be provided a red notebook that contains schedules and calendars. These will be given out and 
reviewed in an in-service prior to the first day of instruction. The handbooks outline the following areas: 

 School Mission Statement, goals and objectives 
 Teacher responsibilities 
 Bell, recess and lunch schedules 
 Discipline plan 
 Guidelines for homework 

All staff will be provided a Crisis Response Plan and Disaster Preparedness Plan. Each room will have an emergency pack that will be 
kept easily accessible. 

 A weekly bulletin will be given out and sent through email each week of the school year. It will include: 
 Important dates and events of the week 
 Different meetings and assemblies 
 There is adequate playground supervision that includes: 
 Teacher supervision 
 Playground Supervisors 
 There are three gated self-contained kindergarten playgrounds that are located away from the other classes. 
 We shall continue to implement a school-wide dress code. 
 We shall communicate and enforce district rules and procedures on school discipline. 
 Our safety action plan will be evaluated annually and amended on an as-needed basis. 
 School rules shall be communicated to students, parents, and staff in the school handbook. 

 
 
 
Vista San Gabriel has also developed and reviews annually their Safe School Action Plan.  
 
 
 
 
 
 
Opportunity for Improvement: 
 
 

Objectives Action Steps Resources Lead Person Evaluation 

     
 
 
Component: 
Dress Code 
 
Element: 
We firmly believe that parents are responsible for properly clothing their children for school.  Clothing reflects the parents’ values 
and home standards.  Students reflect pride in themselves and in their school by wearing clothing that enhances their appearance.  
Students are further expected to maintain clean and healthy habits at all times.  If we feel that a child is unclean, improperly 
groomed, or if attire is deemed unsafe, immodest or potentially disruptive to the education process, parents will be called to bring 
appropriate clothing to the school. If the parent/guardian cannot be notified, the student will be asked to change into extra clothing 
that is kept in the school office.  A dress code violation letter will be sent home for the parent to sign and return back to the school.  
A conference will be scheduled if three (3) violation letters have been sent home. 
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Gang related attire:  We believe that any items that advertise sex, alcohol, tobacco, drugs, obscenities or gangs are not appropriate 
attire at the school.  Gang colors and clothing are not a problem at our school because we do not allow any on campus.  If there is 
any current gang attire being worn by a student, the principal will talk to the student and parent to make them aware of the current 
gang symbols.  Most often it is not an intentional dress.  The items that are closely connected with gangs other than color-coded 
outfits are jackets, bandanas, bagging pants or “sagging,” caps, belt buckles with initial or logos, belt straps that dangle or have more 
that 5” of excess length, spiked or studded belts, shoes, shoelaces, shoe tongues, and handmade jewelry items. 
 
According to the Administrative Code, Title 5, Section 302: 
A pupil who goes to school without proper attention having been given to personal cleanliness or neatness of dress, may be sent 
home to be properly prepared for school, or shall be required to prepare himself for the school room before entering. 
 
Clothing:  Principles of good taste should always rule any judgment concerning dress and grooming.  All students are expected to 
wear appropriate clothing and undergarments.  Clothing should be appropriate for the weather.  T-shirt slogans are to reflect good 
taste.  Pants must not be worn below the waist and if a belt is required to keep pants up, then the pants are too large.  Oversized or 
undersized clothing, ragged, torn and dirty cutoffs, short shorts or skirts, pants or shorts with logos or sayings on the rear end or 
other inappropriate places, dirty clothing; bare midriffs, spaghetti straps, backless or see-thru dresses or blouses, or tank tops with 
under 1” straps are not to be worn.  Underwear may not be worn as outerwear (no plain white t-shirts). 
 
Footwear:  Flip-flops, sandals, backless shoes, open toe, roller skate shoes or high heels. Over 1 “- are not to be worn for reasons of 
health and safety. Shoes must have enclosed toes and a back strap. 
 
Jewelry:  Earrings are permitted only in the ear lobe.  Ear stoppers or spiked earrings, no large, dangling or hoop earrings may not be 
worn as they tend to get hooked in others clothing during physical education classes and in other instances of close contact (lines, 
cafeteria, seating in rooms).  Only stud earrings are allowed at school.  No face jewelry, including tongue, face or body piercing; no 
pocket watch, large chain jewelry or spiked/studded jewelry may be worn. 
 
Hair:  Hair must be the natural color so that it does not cause a distraction in the classroom.  No temporary hair color (with the 
exception of “wacky hair day”), “spiked” or “Mohawk” shaped hair is allowed. 
 
Body decorations/Makeup:  No colored lipstick .  No writing on the skin, temporary or permanent tattoos, no glitter or other 
decorations on the skin that may cause a distraction.  Artificial nails and make-up are not allowed at school.  No excessive smelling 
cologne or perfume. 
 
Hats:  Ball caps and ski caps may be worn outside, during appropriate weather.  Hats must be without logos or emblems, except 
Vista San Gabriel hats.  Ball caps must have bill worn to the front 
 
 
 
 
 
 
 
Opportunity for Improvement: 
 
 

Objectives Action Steps Resources Lead Person Evaluation 

     
 
 
Component: 
 
 
Element: 
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Opportunity for Improvement: 
 
 

Objectives Action Steps Resources Lead Person Evaluation 

     
 
(I) School Discipline Rules and Consequences (EC 35291 and EC 35291.5) 
 
Vista San Gabriel Elementary School Student Conduct Code 
 
Children are recognized for their accomplishments throughout the school year with such awards as academic, citizenship, 
attendance certificates, Wall of Fame, and classroom recognition i.e. Student of the Week. 
 
Vista’s Pledge for Success is as follows: 
1. I will listen to what others have to say. 
2. I will try my best. 
3. I will treat others the way I would like to be treated. 
4. I will respect the diversity of all people. 
5. I will remember that I have people who care about me in my family, school, and community. 
. 
 
Vista San Gabriel uses positive behavior intervention and support and Capturing Kids' Hearts as an ecosystem for behavior.  
Consequences given are appropriate to the offense and viewed as a teachable moment.  Teachers are encouraged to handle minor 
problems (i.e. pushing, shoving, teasing) within the classroom discipline plan as much as possible. Lesson One strategies are 
implemented school-wide; Lesson One provides the structure and tools for students to monitor their own behavior. Serious 
problems (i.e. serious fighting, stealing, possession of tobacco and drugs, and serious disruption of the classroom) are handled in the 
office by site administrators, counselors, school psychologist, and other teachers. Teachers may set up an out of classroom "time 
out" by making a reciprocal agreement with another teacher.  Staff members do not engage in discipline practices that involve 
touching students, long periods of isolation, or humiliation tactics.  These can lead to escalation of existing conditions. 
 
Students will not be accepted as a discipline problem in the office without a "Behavior Card" in hand, which is current and up to 
date. Vista San Gabriel uses SWIS to compile discipline data. Teachers are  encouraged to document regularly and contact parents 
and family promptly in regard to concerns they have about their students.  Suspendable offenses are referred to the school site 
administrator. 
 
A teacher may suspend a student once, for one day, from their classroom.  This should only be utilized after numerous contacts with 
the parent and interventions.  Again, documentation is important.  The Principal will make the decision if the situation warrants 
suspension to home or in school.  It is the teacher’s responsibility to call and notify the parents. 
 
The Principal will initiate suspension for violations of the Education Code. 
 
 
 
 
 
Board Policy                                     BP 5144 
SCHOOL DISCIPLINE 
 
The Governing Board is committed to providing a safe, supportive, and positive school environment which is conducive to student 
learning and to preparing students for responsible citizenship by fostering self-control and personal responsibility. The Board 
believes that high expectations for student behavior, use of effective school and classroom management strategies, provision of 
appropriate intervention and support, and parent involvement can minimize the need for disciplinary measures that exclude 
students from instruction as a means for correcting student misbehavior. 
 



Comprehensive School Safety Plan 40 of 71 2/11/22 

The Superintendent or designee shall design a complement of effective, age-appropriate strategies for maintaining a positive school 
climate and correcting student misbehavior at district schools. The strategies shall focus on providing students with needed 
supports; communicating clear, appropriate, and consistent expectations and consequences for student conduct; and ensuring 
equity and continuous improvement in the implementation of district discipline policies and practices. 
In addition, the Superintendent or designee's strategies shall reflect the Board's preference for the use of positive interventions and 
alternative disciplinary measures over exclusionary discipline measures as a means for correcting student misbehavior. 
Disciplinary measures that may result in loss of instructional time or cause students to be disengaged from school, such as 
detention, suspension, and expulsion, shall be imposed only when required by law or when other means of correction have been 
documented to have failed. (Education Code 48900.5) 
 
At all times, the safety of students and staff and the maintenance of an orderly school environment shall be priorities in determining 
appropriate discipline. When misconduct occurs, staff shall attempt to identify the causes of the student's behavior and implement 
appropriate discipline. When choosing between different disciplinary strategies, staff shall consider the effect of each option on the 
student's health, well-being, and opportunity to learn. 
Staff shall enforce disciplinary rules fairly, consistently, and in accordance with the district's nondiscrimination policies. 
 
The Superintendent or designee shall provide professional development as necessary to assist staff in developing the skills needed 
to effectively implement the disciplinary strategies adopted for district schools, including, but not limited to, consistent school and 
classroom management skills, effective accountability and positive intervention techniques, and development of strong, cooperative 
relationships with parents/guardians. 
 
District goals for improving school climate, based on suspension and expulsion rates, surveys of students, staff, and 
parents/guardians regarding their sense of school safety, and other local measures, shall be included in the district's local control 
and accountability plan, as required by law. 
 
Policy WILSONA SCHOOL DISTRICT 
adopted: April 18, 2013 
Palmdale, California 
revised: August 21, 2014 
 
SUSPENSION/EXPULSION PROCEDURES                                                                          BP 5144   Suspension is defined as removal from 
ongoing instruction for adjustment purposes.  However, suspension does not mean: 
1) Reassignment to another educational program or class at the same school where the pupil will receive continuing instruction 
2) Referral to a certificated employee designated by the principal to advise the pupil 
3) Removal from the class without reassignment to another class or program, for the remainder of the class period, provided that 
such removal from a particular class occurs no more than once every five school days. 
A pupil may be suspended from school or class if the principal determines that the pupil (Ed. Code 48900): 
a. Caused, attempted to cause, or threatened to cause physical injury to another person. 
b. Possessed, sold or otherwise furnished any firearm, knife, explosive, or other dangerous objects. 
c. Possessed, used, sold or otherwise furnished, or been under the influence of any controlled substance, alcoholic beverage or 
intoxicant of any kind. 
d. Offered or arranged or negotiated to sell any controlled substance, alcoholic beverage, or intoxicant of any kind, and then sold, 
delivered, or otherwise furnished to any person another liquid, substance, or material and represented the liquid substance or 
material as a controlled substance, alcoholic beverage or intoxicant. 
e. Committed robbery or extortion. 
f. Caused or attempted to cause damage to school property or private property. 
g. Stole or attempted to steal school property or private property. 
h. Possessed or used tobacco. 
i. Committed an obscene act or engaged in habitual profanity or vulgarity. 
j. Offered arranged or negotiated to sell any drug paraphernalia. 
k. Disrupted school activities, or willfully defied the authority of school personnel. 
l. Knowingly received stolen school or personal property. 
m. Possessed an imitation/replica firearm. 
n. Committed or attempted to commit sexual assault. 
o. Harassed, threatened, or intimidated a pupil who is a complaining witness in a school  disciplinary proceeding for the purpose of 
either preventing that pupil from being a witness or retaliating against that pupil for being a witness, or both 
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Suspension by the Principal (Ed. Code 48900) 
Suspension shall be imposed only when other means of correction fail to bring about proper conduct.  However, a pupil, including an 
individual with exceptional needs, as defined in Section 56026, may be suspended for any of the reasons enumerated in Section 
48900 upon a first offense, if the Principal or Superintendent of Schools determines that the pupil violated subdivision (a), (b), (c), 
(d), or (e) of Section 48900 or that the pupil’s presence causes a danger to persons or property or threatens to disrupt the 
instructional process. 
 
Suspension by the Teacher (Ed. Code 48910) 
A teacher may suspend any pupil from the teacher’s class, for any of the acts enumerated in Section 48900, for the day of the 
suspension and the day following.  The teacher shall immediately report the suspension to the Principal of the school and send the 
pupil to the Principal or the Principal’s designee for appropriate action.  If the action requires the continued presence of the pupil at 
the school site, the pupil shall be under appropriate supervision, as defined in policies and regulations adopted by the governing 
board of the school district.  A teacher may also refer a pupil for any of the acts enumerated above to the Principal for consideration 
of a suspension from the school. 
 
Pre-Expulsion Hearing 
Effective January 1, 1994, a new state law was enacted regarding weapons on campus.  This law states that any student in 
possession of a weapon on school property must meet with a pre-expulsion or expulsion panel.  Weapons include laser pointers, 
shockers, lighters and weapon replicas.  The panel will listen to the circumstances of the case and determine a recommendation for 
expulsion that will be presented to the District Board of Directors. 
 
Expulsion 
Expulsion is defined as the removal of a pupil from: 
 
1.  The immediate supervision and control, or 
2.  The general supervision of school personnel. Any repeated offense of a suspendable nature may result in expulsion. 
 
A pupil may be expelled from school if the principal or superintendent determines that 
the pupil: 
 
1. Caused serious physical injury to another person, except in self-defense. 
2. Possessed any firearm, knife, explosive, or other dangerous objects of no reasonable use to the pupil at school or at a school 
activity off school grounds. 
3. Unlawful sale of any controlled substance, except for the sale of not more than one avoirdupois ounce of marijuana, other than 
concentrated cannabis. 
4. Robbery or extortion. 
5. Recommendation of the principal, superintendent, or hearing officer of violations listed  above under "Suspension" and either of 
the following: 
a.  Other means of correction are not feasible or have repeatedly failed to bring about proper conduct. 
b.  That due to the nature of the violation, the presence of the pupil causes a continuing danger to the physical safety of the pupil or 
others. 
 
 
 
 
 
 
Students Expelled From Other Districts                                                                                     BP 5119 
The Governing Board may grant admission to students expelled from other districts in accordance with the law and when consistent 
with the Board's goal to provide a safe and secure environment for students and staff.   If a student expelled from another district is 
granted enrollment, in accordance with the procedures specified below, he/she shall either establish legal residence in this district 
or enroll pursuant to an interdistrict attendance agreement. (Education Code 48915.1, 48915.2) 
 
Enrollment During the Term of the Expulsion 
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The district shall not enroll a student expelled by another district for any of the offenses listed in Education Code 48915(a) or (c) 
(mandatory expulsion offenses) during the term of the student's expulsion unless the enrollment is at a community day school. 
(Education Code 48915.2) 
Upon receiving a request for enrollment from a student expelled from another district for acts other than those specified in 
Education Code 48915(a) or (c), the Board shall hold a hearing to determine whether the student poses a continuing danger to 
students or staff. The hearing shall be conducted and notice shall be provided in accordance with procedures governing expulsion of 
students described in Education Code 48918. (Education Code 48915.1) 
(cf. 5144.1 - Suspension and Expulsion/Due Process) 
If the student or parent/guardian neglects to inform the district that the student was expelled from his/her previous district for an 
act other than those listed in Education Code 48915(a) or (c), the Board shall record and discuss this lack of compliance during the 
hearing. (Education Code 48915.1) 
If the Board finds that a student expelled for acts other than those specified in Education Code 48915(a) or (c) does not pose a 
continuing danger to students or staff, the student may be admitted or conditionally admitted during the term of expulsion. If the 
Board determines that the student does pose a continuing danger to students or staff, the student shall not be admitted. (Education 
Code 48915.1) 
(cf. 5145.6 - Parental Notifications) 
Enrollment After the Term of the Expulsion 
A student expelled for an act specified in Education Code 48915(a) or (c) may enroll in the district after the term of his/her expulsion 
if the Board finds, at a hearing, that the student does not pose a continuing danger to students or staff. The hearing shall be 
conducted and notice shall be provided in accordance with procedures governing expulsion of students described in Education Code 
48918. (Education Code 48915.2) 
A student expelled for any act other than those specified in Education Code 48915(a) or (c) may request enrollment after the term of 
his/her expulsion in accordance with the district's procedures for establishing residency or inter-district transfer. 
 
Policy WILSONA SCHOOL DISTRICT 
adopted: April 16, 2015 
Palmdale, California 
 
 
 
 
 
 
 
 
 
 
 
Conduct Code Procedures 
 
 



Comprehensive School Safety Plan 43 of 71 2/11/22 

(K) Hate Crime Reporting Procedures and Policies 
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BP 5145.9 
Students 
 
In order to create a safe learning environment for all students, the Governing Board desires to protect the right of every student to 
be free from hate-motivated behavior and will promote harmonious relationships among students so as to enable them to gain a 
true understanding of the civil rights and social responsibilities of people in society. The district prohibits discriminatory behavior or 
statements that degrade an individual on the basis of his/her actual or perceived race, ethnicity, culture, heritage, gender, sex, 
sexual orientation, physical/mental attributes, or religious beliefs or practices.  
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 0450 - Comprehensive Safety Plan) 
(cf. 3515.4 - Recovery for Property Loss or Damage) 
(cf. 5131.5 - Vandalism and Graffiti) 
(cf. 5136 - Gangs) 
(cf. 5137 - Positive School Climate) 
(cf. 5141.52 - Suicide Prevention) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 5147 - Dropout Prevention) 
 
The Superintendent or designee shall collaborate with regional programs and community organizations to promote safe 
environments for youth. These efforts shall be focused on providing efficient use of district and community resources. 
(cf. 1020 - Youth Services) 
(cf. 1400 - Relations Between Other Governmental Agencies and the Schools) 
(cf. 1700 - Relations Between Private Industry and the Schools) 
(cf. 5148.2 - Before/After School Programs) 
(cf. 5148.3 - Preschool/Early Childhood Education) 
(cf. 6020 - Parent Involvement) 
 
The district shall provide age-appropriate instruction to help promote an understanding of and respect for human rights, diversity, 
and tolerance in a multicultural society and to provide strategies to manage conflicts constructively. 
(cf. 5138 - Conflict Resolution/Peer Mediation) 
(cf. 6142.3 - Civic Education) 
(cf. 6142.4 - Service Learning/Community Service Classes) 
(cf. 6141.94 - History-Social Science Instruction) 
 
The Superintendent or designee shall ensure that staff receives training on recognizing hate-motivated behavior and on strategies to 
help respond appropriately to such behavior. 
(cf. 4131 - Staff Development) 
(cf. 4231 - Staff Development) 
(cf. 4331 - Staff Development) 
 
Grievance Procedures 
 
Any student who believes he/she is a victim of hate-motivated behavior shall immediately contact the Coordinator for 
Nondiscrimination/Principal. Upon receiving such a complaint, the Coordinator/Principal shall immediately investigate the complaint 
in accordance with school level complaint process/grievance procedures as described in AR 5145.7 - Sexual Harassment. A student 
who has been found to have demonstrated hate-motivated behavior shall be subject to discipline in accordance with the law, Board 
policy, and administrative regulation. 
(cf. 1312.1 - Complaints Concerning District Employees) 
(cf. 1312.3 - Uniform Complaint Procedures) 
(cf. 5131- Conduct) 
(cf. 5144 - Discipline) 
(cf. 5144.1 - Suspension and Expulsion/Due Process) 
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities)) 
(cf. 5145.7 - Sexual Harassment) 
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Staff who receive notice of hate-motivated behavior or personally observe such behavior shall notify the Coordinator/Principal, 
Superintendent or designee, and/or law enforcement, as appropriate. 
(cf. 3515.3 - District Police/Security Department) 
(cf. 4158/4258/4358 - Employee Security) 
 
As necessary, the district shall provide counseling, guidance, and support to students who are victims of hate-motivated behavior 
and to students who exhibit such behavior. 
(cf. 6164.2 - Guidance/Counseling Services) 
 
Legal Reference: 
EDUCATION CODE 
200-262.4 Prohibition of discrimination 
32282 School safety plans 
48900.3 Suspension for hate violence 
48900.4 Suspension or expulsion for threats or harassment 
PENAL CODE 
422.55 Definition of hate crime 
422.6 Crimes, harassment 
CODE OF REGULATIONS, TITLE 5 
4600-4687 Uniform Complaint Procedures 
4900-4965 Nondiscrimination in elementary and secondary education programs 
 
Management Resources: 
CALIFORNIA DEPARTMENT OF EDUCATION LEGAL ADVISORIES 
California Student Safety and Violence Prevention - Laws and Regulations, April 2004 
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS & NATIONAL 
ASSOCIATION OF ATTORNEYS GENERAL PUBLICATIONS 
Protecting Students from Harassment and Hate Crime: A Guide for Schools, 1999 
U.S. DEPARTMENT OF JUSTICE PUBLICATIONS 
Preventing Youth Hate Crimes: A Guide for Schools and Communities, 1997 
WEBSITES 
CSBA: http://www.csba.org 
California Association of Human Relations Organizations: http://www.cahro.org 
California Department of Education: http://www.cde.ca.gov 
National Youth Violence Prevention Resource Center: http://www.safeyouth.org 
U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr 
U.S. Department of Justice, Community Relations Service: http://www.usdoj.gov/crs 
 
Policy WILSONA SCHOOL DISTRICT 
adopted: April 16, 2015 Palmdale, California 
 
HATE CRIME REPORTING  
The Board of Trustees affirms the right of every student to be protected from hate-motivated behavior. It is the intent of the Board 
to promote harmonious relationships that enable students to gain a true understanding of the civil rights and social responsibilities 
of people in our society. Behavior or statements that degrade an individual on the basis of race, ethnicity, culture, heritage, gender, 
sexual orientation, physical/mental attributes, religious beliefs or practices shall not be tolerated.  
 
Any student who feels that he/she is a victim of hate-motivated behavior shall immediately contact the principal or designee. If the 
student believes that the situation has not been remedied by the principal or designee, he/she may file a complaint in accordance 
with district complaint procedures.  
 
Staff who receive notice of hate-motivated behavior or personally observe such behavior shall notify the principal, Superintendent 
or designee, and law-enforcement, as appropriate. Students demonstrating hate-motivated behavior shall be subject to discipline in 
accordance with Board policy and administrative regulation.  
 
In addition, the district shall provide counseling and appropriate sensitivity training, and diversity education for students exhibiting 

http://www.csba.org/
http://www.cahro.org/
http://www.cde.ca.gov/
http://www.safeyouth.org/
http://www.ed.gov/about/offices/list/ocr
http://www.usdoj.gov/crs
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hate-motivated behavior. The district shall also provide counseling, guidance and support, as necessary, to those students who are 
the victims of hate-motivated behavior.  
 
The Superintendent or designee shall ensure that staff receives appropriate training to recognize hate-motivated behavior and 
methods for handling such behavior in an appropriate way.  
 
The district shall provide age-appropriate instruction to help promote understanding of and respect for human rights.  
 
At the beginning of each school year, students and staff shall receive a copy of the district's policy on hate-motivated behavior.  
 
 
(J) Procedures to Prepare for Active Shooters 
EMERGENCY PROCEDURE - WEAPONS FIRED 
 
Report of Weapons Fired on Campus or Near School 
 
If there is a report of shots fired at, or near, a school: 
 
1. Call for Lock Down and notify police department using 911. 
 
2. Safety is the main concern. Keep everyone in an area under cover and concealed if possible. Stay behind solid walls and doors. 
Keep away from windows. 
 
3. If the suspect is seen, do not engage the suspect. This could generate a hostage situation. 
 
4. If the suspect is outside, try to keep him/her outside. If it is safe, lock the entry doors. 
 
5. A suspect should be considered armed, unstable and extremely dangerous. 
 
6. Have a special/pre-arranged all-clear signal when situation/school is safe/secure. 
 
 
 
 
Procedures for Preventing Acts of Bullying and Cyber-bullying 
EMERGENCY PROCEDURE - WEAPONS FIRED 
 
Report of Weapons Fired on Campus or Near School 
 
If there is a report of shots fired at, or near, a school: 
 
1. Call for Lock Down and notify police department using 911. 
 
2. Safety is the main concern. Keep everyone in an area under cover and concealed if possible. Stay behind solid walls and doors. 
Keep away from windows. 
 
3. If the suspect is seen, do not engage the suspect. This could generate a hostage situation. 
 
4. If the suspect is outside, try to keep him/her outside. If it is safe, lock the entry doors. 
 
5. A suspect should be considered armed, unstable and extremely dangerous. 
 
6. Have a special/pre-arranged all-clear signal when situation/school is safe/secure. 
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Safety Plan Review, Evaluation and Amendment Procedures 
 
The VSG Safety Plan was reviewed by the School Safety committee on February 1, 2022. The School Safety committee is comprised 
of teachers and administrators from VSG.  The VSG School Site Council is scheduled to review the school safety plan on March 8, 
2022 and was previously viewed in a meeting on 2/3/2022.  The VSG School Site Council is composed of VSG Teacher, Counselor, 
Classified Employees, and Family Members. The Council agreed to continue reviewing the plan at subsequent meetings. The VSG 
Safety Plan was reviewed both by the VSG Leadership Team and VSG Faculty. The VSG Leadership Team is composed of Grade Level 
Leads, SPED Lead, Curriculum Facilitator, EL Coordinator, School Counselor, and School Psychologist. Per California Ed. Code,Article 
5. School Safety Plans. EDUCATION CODE. SECTION 32280-32289. 32280. It is the intent of the Legislature that all California public 
schools, in kindergarten, and grades 1 to 12, inclusive, operated by school districts, in cooperation with local law enforcement 
agencies, community leaders, parents, pupils, teachers, administrators, and other persons who may be interested in the prevention 
of campus crime and violence, develop a comprehensive school safety plan. 
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Safety Plan Appendices 
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Emergency Contact Numbers 
 
Utilities, Responders and Communication Resources 
 

Type Vendor Number Comments 

Law 
Enforcement/Fire/Paramed
ic 

Sheriff 940-3826  

Law 
Enforcement/Fire/Paramed
ic 

Fire Department 264-4583  

Public Utilities Southern California Edison 800-611-1911  

Public Utilities Southern California Gas 800-427-2000  

City Services Animal Control 940-4195  

Public Utilities LA County Waterworks 942-1157  

Local Hospitals Antelope Valley Hospitals 949-5000  

Local Hospitals Palmdale Regional Hospital 382-5000  

American National Red 
Cross  267-0650  

Other Edwards AFB Disaster 
Preparedness 277-4433  
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Safety Plan Review, Evaluation and Amendment Procedures 
 

Activity Description 
(i.e. review steps, meetings conducted, approvals, etc) Date and Time Attached Document 

(description and location) 
VSG School Site Council Meeting 2/3/2022 3:00 Zoom meeting (agenda attached) 

VSG School safety committee 2/1/2022  

Law Enforcement review 2/11/2022  
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Vista San Gabriel Elementary School Incident Command System 
 

--------     Incident Commander     

--------     Shawnda Trent--------     

--------           

--------   Safety Officer   Public Information Officer   

--------   Stephanie Hall--------   Tracie Bennett--------   

--------           

--------   Scribe       

--------   --------       

--------           

--------           

Operations ------- Planning/ 
Intelligence  Logistics  Finance/Administration 

Jeremy Conti-------- ------- --------  --------  Darrin Davis-------- 

--------           

--------           

--------  First Aid & Search 
Teacher A        

--------  Rebecca Zeckzer--------        

--------           

--------  
Student Release & 

Accountability 
TeacherB 

       

--------  --------        
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Incident Command Team Responsibilities 
 
 
 
TEACHER RESPONSIBILITIES 
All Teachers And Substitute Teachers Have The Following Responsibilities: 
• Assess situation and remain calm. 
• If ground is shaking, lead Duck, Cover and Hold On. 
• Remain calm, direct and give aid to the students. 
• Assist seriously injured students if possible. 
 
During Lockdown Or Shelter In Place: 
• If gunfire or explosions are heard, get everyone to lie flat on the floor. 
• If Shelter in Place is activated, follow procedures. 
 
In Case Of Evacuation: 
• Check with Buddy Teacher and assist if necessary. 
• WAA – Check with Buddy Teacher – District Nurse 
• Take Emergency Backpacks with roll book. 
• Evacuate to emergency assembly area. 

o Use safest route staying alert for hazards. Move quickly and quietly. 
o Doors opened/unlock for Search and Rescue access or closed if a fire. 
o If a person must be left in the room, tie a red sash to door handle. 

 
In The Assembly Area: 
• Instruct students to sit on grass or blacktop. 
• Take attendance and hold up a green or red sheet indicating all here or missing. Report missing students and send their emergency cards to 

Command Post. 
• Take care of Buddy Teacher class if one must report to another assignment. 
 
Remaining Supervising Teacher: 
• Supervise and reassure students. 
• Administer first aid as necessary or send student to first aid area. 
• Locate Emergency Class List. 
• Keep a record of location of all students at all times. 
• Be alert for latent signs of injury/shock in all students. 
 
Student Release: 
• Ask parents for ID and check emergency cards for student release. 
• Note which emergency contact student was released to. 
• If parent demands child in violation of release procedure, make appropriate notations, describing incident on back of emergency card. 
• Avoid confrontation. 
 
SUPPORT STAFF RESPONSIBILITIES 
• Follow standard safety procedures. 
• If with students, follow Classroom Teacher Responsibilities Guidelines. 
• Check in at Command Post for assignment.  
• Report any known injuries or damage. 
• Use safety equipment and follow directions. 
 
STUDENT SUPPORT TEAMS 
Students will assist to serve a support capacity. Students should never be placed in hazardous or 
potentially traumatic situations or unsupervised positions of responsibility for the safety of others. 
Responsibilities 
• Report to classroom location for roll call. 
• After roll is taken, check in at Command Post for assignment. Possible assignments may include: 
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o Runners for student release or delivery of written information to and from Command Post. 
o Assist in set up of student release and other response locations. 
o Assist in delivering or assembling equipment (portable toilets and enclosures), distributing water, or acting as information runners. 
o Assist in recreational activities for students. 

 
TEAMS: DETAILED DESCRIPTION OF DUTIES 
Responsibilities and actions are described below for the following teams: 
• Command Post 
• Communications 
• Emergency Teams (ET) 

o Campus Safety 
o Emergency Vehicle Gate 
o Search & Rescue 
o First Aide/Triage 
o Morgue/Latrines 

• Staff/Teachers 
 
COMMAND POST: INCIDENT COMMANDER 
 
Responsibilities 
The Principal is the Incident Commander (IC) and is solely responsible for emergency/disaster 
operations and shall remain at the Command Post (CP) to observe and direct all operations. 
• Ensure the safety of students, staff and others on campus. 
• Lead by example: your behavior sets tone for staff and students. 
 
Start-Up Actions  
• Obtain your personal safety equipment; hard hat, vest, clipboard (with job description sheet). 
• Assess type and scope of emergency. 
• Determine threat to human life and structures. 
• Implement Emergency/Disaster Plan and hazard specific procedures. 
• Develop and communicate an incident action plan with objectives and a time frame to meet those objectives. 
• Activate functions (assign positions) as needed. 
• Appoint a backup. 
 
Ongoing Operational 
• Continue to monitor and assess total school situations. 
• View site map periodically for Search & Rescue progress and damage assessment information. 
• Check with Teams for periodic updates. 
• Reassign personnel as needed. 
• Report (through communications) to school district on status of students, staff, and campus as needed. 
• Develop and communicate revised incident action plans as needed. 
• Begin student release when appropriate. NOTE: No student should be released until student accounting is complete. Never send students 

home before the end of the regular school day unless directed by the Superintendent of Schools, except individuals on request of 
parent/guardian. 

• Authorize release of information. 
• Utilize your back-up plan and take regular breaks (5-10 minutes/hour) away from the CP. 
• Plan regular breaks for all staff and volunteers. Take care of your caregivers! 
• Release teachers as appropriate per district guidelines. By law, during a disaster, teachers become “disaster workers”. 
• Remain on and in charge of your campus until redirected or released by the Superintendent of Schools. 
 
Closing Down 
• Authorize deactivation of team members when they are no longer required. 
• At the direction of the Superintendent, deactivate the entire emergency response. If the Fire Department or other outside agency calls an “All 

Clear”, contact the district before taking any further action. 
• Ensure that any open actions not yet completed will be taken care of after deactivation. 
• Ensure the return of all equipment and reusable supplies. 
• Close out all logs. Ensure that all logs, reports, and other relevant documents are completed and provided to the Documentation Unit.  
• Proclaim termination of the emergency and proceed with recovery operations if necessary. 
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COMMAND POST: SAFETY OFFICER 
 
Responsibilities 
The safety officer is the maintenance lead who ensures that all activities are conducted in as safe a manner as possible under the circumstances 
that exist. 
 
Start-up actions 
• Check in with Incident Commander for situation briefing. 
• Obtain necessary equipment and supplies. 
• Open and maintain an activity log. Maintain all required records and documentation to support the history of the emergency or disaster. 

Document: 
o Messages received 
o Actions taken 
o Decision justification and documentation 
o Requests filled 

 
Ongoing Operational 
• Monitor emergency response activities for safety. 
• Identify and mitigate safety hazards and situations. 
• Stop or modify all unsafe operations. 
• Ensure that responders use appropriate safety equipment. 
• Think ahead and anticipate situations and problems before they occur. 
• Anticipate situation changes, such as severe aftershocks, in all planning. 
• Keep the Incident Commander (IC) advised of your status and activity and on any problem areas that need attention or require solutions. 
 
Closing Down 
• When authorized by IC, deactivate the unit and close out all logs. Provide logs and other relevant documents to the IC. 
• Return equipment and reusable supplies to CP. 
 
COMMUNICATIONS: SCHOOL SECRETARY 
 
These personnel should be any school staff member with a campus two-way radio, supported by 
student or disaster volunteer runners, and disaster volunteers who have experience as radio 
operators.  
 
Responsibilities 
This unit is responsible for establishing, coordinating, and directing verbal and written communications within the school disaster site and with the 
District Office. If the school district cannot be contacted, communications may be made with outside agencies when necessary. 
 
Start-up Actions 
• Set up communications in a quiet location with access to the Command Post (CP) and the Release Gate. 
• Turn on radios and advise CP when ready to accept traffic. 
 
Ongoing Operational 
• Communicate with the District Office per district procedure. At the direction of the Incident Commander (IC), report status of students, staff, 

and campus. 
• Receive and write down all communications from the District Office. 
• Use runners to deliver messages (Responsible, older students, i.e. Student Council, staff member’s children). 
• Maintain a Communications Log: Date/ Time/ Originator/ Receipt. 
• Follow communications protocol. Direct the media or the public to the District Office. 
• Monitor AM/FM radio for local emergency news. 
 
Closing Down 
• Close out all logs, message forms, etc. and turn them over to CI. 
• Return all equipment and unused supplies to CP. 
 
COMMUNICATIONS: STUDENT RELEASE 
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School secretary and assigned staff and volunteers are responsible for release of students. Student 
Release process may be supported by student runners. 
 
Responsibilities 
Assure the reunification of students with their parents or authorized adult through the Release Gate. 
 
Start-up Actions 
• Obtain necessary equipment and forms from CP. 
• Secure area against unauthorized access. Mark gates with signs. 
• Set up Release Gate. 
• Control the ingress of parents and community through the Release Gate. Apply a sticker to each person who enters, to identify those who will 

not need a release slip to exit.  
 
Ongoing Operational 
• Follow procedures outlined below to ensure the safe reunification of students with their parents or guardians. 
• Refer all requests for information to the Public Information Officer. Do not spread rumors. 
• If volunteers arrive to help, send those with Disaster Volunteer badges with photo ID to CP. If they are not registered, check their identity with 

valid photo ID and give them a volunteer pass. Send them to CP. 
 
Procedures 
• The requesting adult will be directed to the teacher/student group(s) to collect student. 
• Staff verifies identification via the emergency card and verifies that the requester is listed on the card. The requestor initials the card next to 

name. 
• Staff provides requestor with a release card with student’s name on it. 
• Staff instructs the requester to proceed to the Release Gate. 
• At the Release Gate, release cards are collected as the student leaves. The cards are sorted by grade level. 
• In the case that an adult cannot be verified, the adult will be redirected to the Communication Table at the Release Gate. The Communication 

Staff will attempt to verify adult. If verified, a note is sent back to the teacher/staff in charge of student. 
 
NOTE: If parent refuses to wait in line, do not argue. Note time with appropriate comments 
on Emergency card and turn into CP at the end of the emergency. 
 
If Student Is Not With The Class 
• Teacher makes appropriate notation on Emergency Card: 

o “Absent” if student was never in school that day. Teacher keeps the card. 
o “First Aid” if student is in the Medical Treatment Area. CP will collect. 
o “Missing” if student was in school but now cannot be located. CP will collect. 

• Runner takes Student Release Form to CP. 
• CP verifies student location if known. 
• Parent should be notified of missing/absent student status and escorted to appropriate area. 
 
Closing Down 
• At the direction of the CP, return equipment and unused supplies to CP. 
• Complete all paperwork and turn in to the CP. 
 
VICE PRINCIPAL 
 
Responsibilities 
 
The Vice Principal (VP) manages the direct response to the disaster, which can include the following: 
• Site Facility Check/Security  
• Search and Rescue 
• Medical 
• Student Care 
• Student Release 
 
Start-Up 
• Check in with Incident Commander for situation briefing. 
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• Obtain necessary equipment and supplies from CP. 
 
Ongoing Operational 
• Assume the duties of all operation positions until staff is available and assigned. 
• As staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklist. 
• If additional staff arrives, brief them on the situation, and assign them as needed. 
• Coordinate Search and Rescue operations. Appoint S&R team Leader to direct their operations if necessary. 
• As information is received pass it on to the Incident Commander. 
• Inform the IC regarding tasks and priorities. 
• Make sure that the ET staff is following standard procedures, utilizing appropriate safety gear, and documenting their activities. 
• Schedule breaks and reassign ET staff within the section as needed. 
 
Closing Down 
• At the IC’s direction, release ET staff no longer needed. Direct staff members to sign out through CP. 
• Return equipment and reusable supplies to CP. 
• When authorized by IC, deactivate the ET and close out all paperwork. 
 
CAMPUS SAFETY: MAINTENANCE 
 
Responsibilities 
To secure the gates and campus and to take care of utilities. Take no action that will place you in danger. Staff as assigned. 
 
Start-up Actions 
• Wear hard hat and orange identification vest if available. 
• Take appropriate tools, job description clipboard, and radio 
• Put batteries in flashlight if necessary. 
 
Ongoing Operational 
• As you do the following, observe the campus and report any damage by radio to the Command Post. Remember that if you are not 

acknowledged, you have not been heard. Repeat your transmission, being aware of other simultaneous transmissions.  
 
• Lock gates and major external doors. 
• Locate/control/extinguish small fires as necessary. 
• Check gas meter and, if gas is leaking, shut down gas supply. 
• Shut down electricity only if building has clear structural damage or advised to do so by Command Post. 
• Post yellow caution tape around damaged or hazardous areas. 
• Verify that the campus is “locked down” and report it to CP. 
• Advise CP of all actions taken for information and proper logging. 
• Be sure that the entire campus has been checked for safety hazards and damage. 
• No damage should be repaired prior to full documentation, such as photographs and video evidence, unless the repairs are essential to 

immediate life-safety. 
• Route fire, rescue, police, etc. as appropriate. 
• Direct all requests for information to the District Office. 
 
Closing Down 
• Return equipment and reusable supplies to CP. 
• When authorized by IC, deactivate the section and close out all paperwork. 
 
EMERGENCY VEHICLE GATE 
 
Responsibilities 
Direct emergency vehicles and traffic in and out of campus. This ET serves as the point of contact for Agency Representatives from assisting 
organizations such as police, fire and Red Cross and agencies outside the school district and assists in coordinating the efforts of these outside 
agencies by ensuring the proper flow of information. 
 
Start-up Action 
• Check in with Incident Commander (IC) for situation briefing. 
• Determine your personal operating location and set up as necessary. 
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• Obtain necessary equipment and supplies from CP. 
• Put on position identifier, such as a vest, if available. 
 
Ongoing Operational 
• Brief Agency Representatives on current situation, priorities and incident action plan. 
• Ensure coordination of efforts by keeping IC informed of agencies’ action plans. 
• Provide periodic update briefings to Agency Representatives as necessary. 
 
Closing Down 
• At the Incident Commander’s direction, deactivate the Team and release staff no longer needed. Direct staff members to sign out through 

Command Post. 
• Return equipment and reusable supplies to CP. 
• Close out all paperwork and return to the CP. 
 
SEARCH AND RESCUE: TEAM LEADER 
 
Direct the team. Take no action that might endanger you. Do not work beyond your expertise. Use appropriate safety gear. Size up the situation 
first. Follow all operational and safety procedures. 
 
Start-up Actions 
• Obtain all necessary equipment from container. (see list below) 
• Obtain briefing from Administrative Assistant (AA), noting known fires, injuries, or other situations requiring response. 
• Re-assign teams based on available manpower. 
 
Ongoing Operational 
• Perform visual check of outfitted team leaving CP; include radio check. Teams must wear sturdy shoes and safety equipment. 
• Record names and assignments before deploying team. 
• Dispatch teams to known hazards or situations first, then to search the campus using specific planned routes. Send a specific map assignment 

with each team. 
• Remain at Command Post in radio contact with S&R team. 
• Record all team’s progress and reports on site map, keeping others at CP informed of problems. When a room is reported clear, mark a “C” on 

the map. 
• If injured students are located, consult AA for response. Have team transport if the move will not cause harm to victim or send a First Aid 

Team. Otherwise utilize triage or first aid teams, depending on need. 
• Record exact location of damage and triage of all victims (I = immediate, M= minor, RIP = dead) on map. 
• Place toe tags on the deceased. 
• Keep radio communications brief and simple. No codes. Remember, if you are not acknowledged, you have not been heard. Repeat your 

transmission being aware of other simultaneous transmissions. 
 
Closing Down 
• Record the return of each S&R team. Direct them to return equipment and report for additional assignment to CP. 
• Provide maps & logs to the CP. 
 
SEARCH AND RESCUE: TEAM 
 
Work in teams. Take no action that might endanger you. Do not work beyond your expertise. Use appropriate safety gear. Size up the situation 
first. Follow all operational and safety procedures. 
 
Start-up Actions 
• Obtain all necessary equipment from container. See list below. You must be wearing sturdy shoes and long sleeves. Put batteries in flashlight. 
• Check at Command Post for assignments. 
 
Ongoing Operational 
• Report gas leaks, fires, or structural damage to CP immediately upon discovery. Shut off gas or extinguish fires if possible. 
• Before entering a building, inspect complete exterior of building. Report structural damage to team leader. Use yellow caution tape to 

barricade hazardous areas. Do not enter severely damaged buildings. 
• Proceed to rooms with a red sash tied to the door first. This indicates a person was left in the room while the others evacuated. 
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• If building is safe to enter, search assigned area (following map) using orderly pattern. Check all rooms. Check under desks and tables. Search 
visually and vocally. Listen. When leaving each room, mark the room. Report by radio to Command Post that room has been cleared (ex.: 
“room L-27 is clear”). Remember that if you are not acknowledged you have not been heard. Repeat your transmission, being aware of other 
simultaneous transmissions. 

• Use appropriate sticker on door to indemnify the room “all clear,” “gas leak,” or “water leak.”. Notify CP of any immediate problems. 
• When injured victim is located, pin emergency card on student, team transmits location, number, and condition of injured to CP. Do not use 

names of students or staff. Follow directions from CP. 
• Record exact location of damage and triage toll (I= immediate, M= minor, RIP= dead) on map and report information to CP. 
• Keep radio communication brief and simple. No codes. 
 
Closing Down 
• Return equipment to CP. Provide maps and logs to the CP. 
 
FIRST AID/ TRIAGE: TEAM LEADER 
 
Responsibilities 
 
The Medical Team Leader is responsible for the provision of emergency medical response, first aid, triage and counseling. Informs the Operations 
Chief or Incident Commander when the situation requires health or medical services that staff cannot provide. Ensures that appropriate actions are 
taken in the event of deaths. 
 
Start-up Actions 
• Establish scope of disaster with IC and determine probability of outside emergency medical support and transport needs. 
• Make personnel assignments. 
• Set up first aid area in a safe place, away from students and parents, with access to emergency vehicles, Obtain equipment/supplies from 

container. 
• Assess available inventory of supplies and equipment. 
• Review safety procedures and assignments with personnel. 
• Establish point of entry (“triage”) into treatment area. 
• Set up a separate Psychological First Aid area if staff levels are available. 
 
On-going Operational 
• Oversee care, treatment and assessment of patients. 
• Ensure caregiver and rescuer safety. 

o Latex gloves for protection from body fluids; replace with new gloves for each new patient. 
• Make sure that accurate records are kept. 
• Provide personnel response for injuries in remote locations or request Transport Team from CP. 
• If needed, request additional personnel from CP. 
• Brief newly assigned personnel. 
• Report deaths immediately to IC. 
• Keep IC informed of overall status. 
• Set up morgue, if necessary, in cool, isolated, secure area; follow guidelines. 
• Consult with the school nurse or health clerk regarding health care, medications, and meals for students with known medical conditions 

(diabetes, asthma, etc.) 
 
Closing Down 
• At the Incident Commander’s direction, release medical staff no longer needed. Direct staff members to sign out through CP. 
• Return equipment and reusable supplies to CP. 
• When authorized by IC, deactivate the ET and close out all logs. Provide logs and other relevant documents to the Documentation Unit. 
 
Equipment/Supplies 
First Aid supplies (see list below) 
Job description clipboards 
Stretcher 
Vests if available 
Tables and chairs 
Staff and student medication from health office. 
Forms: Notice of First Aid Care and Medical Treatment Victim Log 
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Marking pens 
Blankets 
Quick reference medical guides 
Ground cover/tarps 
 
Recommended First Aid Supplies 
4 X 4’’ compress: 1000 per 500 students 
8’’x10’’ compress: 150 per 500 students 
Kerlix bandaging: 1 per student 
Ace wrap: 

2-inch: 12 per campus 
4-inch: 12 per campus 

Triangular bandage: 24 per campus 
Cardboard splints: 24 each. Sm. Med. Lg. 
Steri-strips or butterfly bandages: 50 per campus 
Aqua-Blox (water) cases: 0.016 x students + teachers = # cases (for flushing wounds, etc.) 
Neosporin: 144 squeeze packs per campus 
Hydrogen peroxide: 10 pints per campus 
1 small bottle of bleach 
Plastic basket or wire basket stretchers or backboards: 3 per 200 students 
Scissors, paramedic: 4 per campus 
Tweezers: 3 assorted per campus 
Triage tags: 50 per 500 students 
Latex gloves: 100 per 500 students 
Oval eye patch: 50 per campus 
Tapes: 

1’’ cloth: 50 rolls per campus 
2’’ cloth: 24 per campus 

Dust masks: 25 per 100 students 
Disposable blankets: 10 per 100 students 
First Aid books: 2 standard and 2 advanced per campus 
Spare blankets: 1 per student and staff 
Heavy-duty rubber gloves, 4 pairs 
 
FIRST AID/TRIAGE: TEAM 
 
First aid-trained staff and volunteers will staff the First Aid/Triage Team. 
 
Responsibilities 
Use approved safety equipment and techniques. 
 
Start-up Actions 
• Obtain and wear personal safety equipment including latex gloves. 
• Check with medical team leader for assignment. 
 
On-going Operational 
• Administer appropriate first aid 
• Keep accurate records of care given. 
• Report deaths immediately to Medical Team Leader. 
• If and when transport is available, do final assessment and document on triage tag. Keep and file records for reference —do not send with 

victim. 
• Student’s Emergency Card must accompany student removed from campus to receive advanced medical attention. Send emergency out-of-

area phone number if available. 
 
Triage Entry Area 
• Staffed with minimum of 2 trained team members, if possible. One member confirms triage tag and directs to proper treatment area. Should 

take 30 seconds to assess – no treatment takes place here. Assess if not tagged. Second team member logs victims’ names on form and sends 
forms to CP as completed. 
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Treatment areas (Immediate and Delayed) 
• Staff with minimum of two members per area. 
• One member completes secondary head-to-toe assessment. 
• Second member records information on triage tag and on-site treatment records. 
• Follow categories (Immediate, minor, dead). Teachers should be able to take care of minor injuries. 
• When using two-way radio, do not use names of injured or dead. 
 
Closing Down 
• Return equipment and unused supplies to CP. 
• Clean up first aid area. Dispose of hazardous waste safely. 
• Complete all paperwork and turn into the CP. 
 
Equipment/Supplies 
First Aid supplies (see list below) 
Job description clipboards 
Stretcher 
Vests if available 
Tables and chairs 
Staff and student medication from health office. 
Forms: Notice of First Aid Care and Medical Treatment Victim Log 
Marking pens 
Blankets 
Quick reference medical guides 
Ground cover/tarps 
 
Recommended First Aid Supplies 
4 X 4’’ compress: 1000 per 500 students 
8’’x10’’ compress: 150 per 500 students 
Kerlix bandaging: 1 per student 
Ace wrap: 

2-inch: 12 per campus 
4-inch: 12 per campus 

Triangular bandage: 24 per campus 
Cardboard splints: 24 each. Sm. Med. Lg. 
Steri-strips or butterfly bandages: 50 per campus 
Aqua-Blox (water) cases: 0.016 x students + teachers = # cases (for flushing wounds, etc.) 
Neosporin: 144 squeeze packs per campus 
Hydrogen peroxide: 10 pints per campus 
1 small bottle of bleach 
Plastic basket or wire basket stretchers or backboards: 3 per 200 students 
Scissors, paramedic: 4 per campus 
Tweezers: 3 assorted per campus 
Triage tags: 50 per 500 students 
Latex gloves: 100 per 500 students 
Oval eye patch: 50 per campus 
Tapes: 

1’’ cloth: 50 rolls per campus 
2’’ cloth: 24 per campus 

Dust masks: 25 per 100 students 
Disposable blankets: 10 per 100 students 
First Aid books: 2 standard and 2 advanced per campus 
Spare blankets: 1 per student and staff 
Heavy-duty rubber gloves, 4 pairs 
 
MORGUE/LATRINE 
 
Personnel to be assigned by the Incident Commander. 
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Start-up Actions for Latrine 

• Check with AA for directions. 
• Determine if any of the building facilities are usable. 
• If directed, set up Latrine area. Verify: 

- Easy access to majority of students, yet private. 
- Identify a disposal area. 
- Maintain order and privacy. 
- Set up tents around buckets. Line buckets with hazardous waste bags. 
- Set up water area for hand washing. 
- Notify CP when the facility is usable. 

 
Ongoing Operational 

• Wear rubber gloves 
• After set up: 

- Make arrangements for student use. 
 

- Ensure students wash hands after use. 
• Cover buckets and move to a remote predetermined area for sanitation. 
• Restock toilet paper as necessary. 
 
Closing Down 
• After students have left or facilities are usable, dispose of any waste safely and in a contained area. 
• Keep persons away from waste area until it can be picked up. 
 
Start-up Actions for Morgue 
• Check with Administrative Assistant for directions. 
• If directed, set up Morgue area. Verify: 

- Tile, concrete or other cool floor surface. 
- Accessible to Coroner’s vehicle. 
- Remote from Assembly area. 
- Security: keep unauthorized persons out of morgue. 
- Maintain respectful attitude. 

 
Ongoing Operational 
• After pronouncement or determination of death: 

- Confirm that the person is actually dead. 
- Do not move the body until directed by Command Post. 
- Do not remove any personal effects from the body. Personal effects must remain with the body at all times. 

• As soon as possible notify AA, who will notify the CP who will attempt to notify law enforcement authorities of the location and, if known, the 
identity of the body. The authorities should notify the Coroner. 

• Keep accurate records and make available to law enforcement or the Coroner when requested. 
• Write the following information on two tags: 

- Date and time found 
- Exact location where found 
- Name of decedent if known 
- If identify, how, when, by whom. 
- Name of person filling out tag. 

• Attach one tag and emergency card to the body. 
• If the Coroner’s office will not be able to pick up the body soon, place body in plastic bag/s and tape securely to prevent unwrapping. Securely 

attach the second tag to the outside of the bag. Move body to morgue. 
• Place any additional personal belongings found in a separate container and label as above. Do not attach to the body – store separately near 

the body. 
 
Closing Down 
• After all bodies have been picked up, close down the Morgue. 
• Return equipment and unused supplies to CP. 
• Clean up area. Dispose of hazardous waste safely. 
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• Complete all paperwork and turn in to the Documentation Unit. 
 
STAFF: STUDENT CARE 
 
Classroom teachers, substitute teachers, and staff as assigned. 
 
Responsibilities 
Ensure the care and safety of all students on campus except those who are in the Medical Treatment Area. 
 
Start-up Actions 
• Wear identification if available. 
• Take emergency backpacks. 
• Check in with AA for situation briefing. 
• Take attendance. Either take responsibility for own class and another or hand class over to another teacher. Report to duty area. 
 
Ongoing Operational for Staff with Classes 
• Monitor the safety and well-being of the students and staff in the Assembly Area. 
• Administer minor first aid as needed. 
• Support the Student Release procedures by releasing student with appropriate paperwork. 
• When necessary, provide water and food to students and staff. 
• Arrange activities and keep students reassured. 
• Update records of the number of students and where they are or if they have left. 
• Direct all requests for information to the AA. 
 
Closing Down 
• Return equipment and reusable supplies to CP. 
• When authorized by IC, close out logs. Provide logs and other relevant documents to the CP. 
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Emergency Response Guidelines 
 
Step One: Identify the Type of Emergency 
 
 
 
Step Two: Identify the Level of Emergency 
 
 
 
Step Three: Determine the Immediate Response Action 
 
 
 
Step Four: Communicate the Appropriate Response Action 
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Types of Emergencies & Specific Procedures 
 
Aircraft Crash 
 

 The Principal will determine which action, if any, should be implemented. 
 If the crash has occurred within the school campus or close enough to endanger the campus, implement Emergency 

Action EVACUATION. 
 Notify the Fire Department. 
 Notify the Police Department. 
 Teachers report missing students to the Command Post. Those not found will be reported to fire and police officials. 
 Notify the District Office. 
 Do not allow the return of students or staff members to school buildings. 
 Initiate any other Emergency Actions deemed necessary because of the condition of the school, or return to the normal 

routine. 
 
 
Animal Disturbance 
Staff will: 

 Isolate all students from the animal or the animal from all students. 
If the animal is outside, keep the students inside. 
If the animal is inside, keep students outside, or in some other protected area. 

 Evaluate the safety of students and staff and if deemed necessary, call for a Code Gray LOCK-DOWN. 
 Call Animal Control, Law Enforcement or Fire Department. 

 
If the animal injures someone, call the school nurse and the parent, or 911 if necessary. 
If the animal is a poisonous snake, call 911 immediately. 
 
 
Armed Assault on Campus 
Weapons Fired on Campus or Near School 
 

 Call for Code RED LockDown and notify the police department using 911. 
 Safety is the main concern. Keep everyone in an area under cover and concealed if possible. Stay behind solid walls and 

doors. Keep away from windows. 
 If the suspect is seen, do not engage the suspect. This could generate a hostage situation. 
 If the suspect is outside, try to keep him/her outside. If it is safe, lock the entry doors. 
 A suspect should be considered armed, unstable, and extremely dangerous. 
 Have a special, pre-arranged “all-clear” signal for when the situation is safe and the school is secure. 

 
 
Biological or Chemical Release 
 

 If necessary, call 911. 
 Determine which Emergency Actions, if any, should be implemented. The nature of the material and the nearness of the 

accident will probably be the deciding factor. Police, Fire, Public Health or Environmental Health Departments may order 
Evacuation of the school. 

 If there is a threat of airborne toxicity, shut-off ventilation system in affected area and or cover the vents with paper and 
tape. 

 If necessary, implement Emergency Action EVACUATION. 
 Any toxic cloud that can affect students in their classrooms would very likely affect them outside on the school grounds 

as well. If time is of prime importance, it may be necessary to evacuate the school by foot. If this occurs, move crosswind 
to avoid fumes, never upwind or downwind. Cover mouth with wet towel and breathe in short shallow breaths. 

 Any persons that are suspected of being contaminated with a substance that could be transferred to others should be 
isolated until public safety personnel carry out decontamination procedures. 
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 If time is available, implement Emergency Action DIRECTED TRANSPORTATION. Move students and staff away from the 
path of the chemical. 

 Notify the District Office. 
 Teachers report names of missing students to Command Post. Those not found will be reported to fire or police officials, 

if forced by conditions to evacuate the school grounds. 
 Do not allow the return of students to the school grounds or buildings until public safety officials declare the area safe. 
 Upon return to school, ensure that all classrooms are adequately aired. 

 
 
Bomb Threat/ Threat Of violence 
All office Business will cease except for incoming calls. 
 
ANNOUNCEMENT: 
"Attention all teachers, we are on lock down. Please check email." 
 
Teachers: 
1. Follow Shelter in place guidelines. 
2. Keep your class together and quiet. 
3. Email will tell you that it is a bomb threat. 
4. Visually inspect classroom and report anything out of place or out of the ordinary to the office. 
5. Wait for directions. 
 
Threat By Telephone or In Person 

 Person receiving threat should attempt to keep the caller on the telephone as long as possible and alert someone else by 
prearranged signal so they can get on an extension and notify telephone company to trace the call. 

 Dial "911" and tell the operator, "This is (name of caller) from Vista San Gabriel Elementary School in Lancaster. We are 
receiving a bomb threat on another line. The number of that line is _____________. Please trace the call." This must be 
done quickly. The call cannot be traced once the caller has hung up. 

 Give any additional information needed by the operator. 
 Try to determine if the caller is a student or an adult. If it is a student, it may be easier to discover identity. 
 The principal shall determine whether to EVACUATE the building(s) threatened. 
 Upon a decision to evacuate, if one specific building has been threatened, it should be evacuated, along with adjoining 

buildings, and a search should be instituted. 
 Use the intercom, personal notification by designated persons, or the PA system to evacuate the threatened rooms. 
 If it is necessary to evacuate the entire school, use the fire alarm. 
 The principal may also decide to call the fire department or police if warranted. 
 Notify the District Office. 
 Resume school after the building(s) have been inspected and determined safe by proper authorities. 
 Do not publicize the threat any more than necessary. 
 Individual receiving call should complete a police report as soon as possible. 

 
 
Bus Disaster 
SCHOOL BUS ACCIDENT PROCEDURES (Students on Board) 
 
A school bus accident is defined as an unplanned event, or series of events, involving a Wilsona school bus, on private or public 
(including District) property, that results in any of the following:  1) A traffic collision with another vehicle, 2)  a collision with a fixed 
object, 3)  a collision with a pedestrian , bicycle or animal, 4)  undercarriage collision with a driveway, inclined entrance, roadway, 
etc., 5)  a non-collision accident such as overturning the vehicle, or running off the road, 6)  a roll-away collision from a parked 
position, 7)  an injury to a passenger inside the vehicle due to acceleration, deceleration, stopping, turning, other vehicle movement, 
or faulty operation, or 8)  a collision between any vehicle and any pupil (or the school bus driver) while the pupil (or the school bus 
driver) is crossing the road when the school bus flashing red cross over lights are required to operate. 
 



Comprehensive School Safety Plan 66 of 71 2/11/22 

a. Drivers shall stop to investigate all accidents involving their bus, no matter how minor. Every school bus accident must be 
reported immediately to the Director or Dispatcher by radio or telephone.  The driver shall follow the instructions given by the 
Director or Dispatcher.  Pupils shall remain on the bus unless there is danger of fire or other hazard. 
 
1. Use the radio to report accidents immediately, include report of injuries.  If the radio is not operable, and there is no other source 
of reporting, send two (2) of the most reliable pupils together to a telephone with a message which includes:  the location, possible 
injuries and need of another bus.  The students should have a list of all telephone numbers to which these calls should be made.  If 
the bus is out of the immediate area, call the CHP and designated persons in the Department.  Use a cell phone to report to the 
Department if available. 
 
2. The Director will try to be available by radio or phone every work day and any time a bus is scheduled to be in operation.  If during 
week day working hours the Director is unable to be reached by two-way radio, the dispatcher will contact the Director.  The 
Director can be contacted by cell phone at 661-916-7199 (emergency only). 
 
b. Take steps to prevent further accidents at the scene by setting reflectors as required by law. 
 
c. Drivers shall not admit fault and shall not accuse the other party of being at fault.  Be careful of what is said at the scene of the 
accident and talk freely only to appropriate District supervisory personnel or appropriate law enforcement officers. 
 
d. Have ready to present to law enforcement officers, when requested, the vehicle registration and insurance identification card 
located in the brown envelope in the First Aid Kit and all driver documents. 
 
e. Following an accident, do not move the bus from the scene of the accident until approved by the CHP or other law enforcement 
agency.  If possible, the driver shall mark the location of the bus on the street.  The driver shall list the names of all passengers 
including a seating chart. 
 
f. In accidents involving personal injury, follow all appropriate laws and first-aid procedures. 
 
g. If no police report is being prepared, obtain the names of all witnesses. 
 
h. Obtain the name and address of the registered owner of the other vehicle, including licenses and operator’s license numbers, as 
well as the name and address of the person actually operating the vehicle. 
 
i. On the day the accident occurred, complete the accident report. 
 
j. Consult the Director before completing the accident report. 
 
k. After all emergency measures have been taken, make notes at the scene of the accident. 
 
 
 
 
Disorderly Conduct 
By Student or Staff: 

 Notify principal 
 Notify nurse and/or psychologist 
 Isolate person from students 
 Notify family (attempt to get direction as to how they want the situation handled) 
 Protect the individual from injury 
 Make arrangements for necessary care of individual 
 Notify the police if the individual is violent or endangering 

 
By A Campus Visitor: 

 Notify principal 
 Isolate person from students 
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 Request person to leave campus. Remain calm, talk in a soft non-threatening manner 
 Notify the police if necessary 
 Notify District Office 

 
Civil disobedience is defined as any assemblage on the school premises by unauthorized persons whose purpose and conduct is 
antagonistic with the orderly conduct of the school, and the laws relating to the conduct of schools, and the welfare of students. 
 
Implement Emergency Action LOCKDOWN. The purpose is to keep school personnel and students from undue exposure to danger. 
Therefore, every effort will be made to keep classes within their rooms. 

 Call 911 and request assistance. 
 Upon the receipt of an alert, the custodians will proceed to lock and secure all exterior doors, including restrooms, and 

remove trash containers and other burnable items from public access. 
 Teachers and custodians will be directed to lock and close their classroom doors. 
 Notify District Office of situation. 
 All faculty members will keep their students within their locked classrooms until further notice regardless of the bells and 

schedule. 
 The teacher must remain in charge utilizing the best judgment in occupying the student within the classroom. 
 Darkening drapes and blinds should be closed in rooms so equipped. 
 Any other precautions should be taken to protect personnel from flying glass should the windows be broken. 
 When there is any evidence of a potential problem, classes outside will immediately return to classrooms. 
 Should a disturbance enter the building itself, the secretarial staff should be prepared to move into either the principal's 

or the vice-principal's office. When possible, phones should be adjusted to feed into those areas. 
 Accurate record of events, conversations and actions, should be kept. 
 Assign staff members to assist nurse as necessary. 
 Authority in charge should proceed in good judgment on basis of police or other legal advice, in taking action to eliminate 

the situation. 
 
 
Earthquake 
When Inside School Buildings 

 Initiate Emergency Action DUCK, COVER AND HOLD ON upon the first indication of an earthquake. 
 Avoid glass and falling objects. Move away from windows with large panes of glass, and out from under any suspended 

light fixtures or other objects. 
 When the earthquake is over, initiate Emergency Action EVACUATION. 
 Post guards a safe distance away from building entrances to see that no one re-enters the buildings. 
 Warn all personnel to avoid touching electrical wires which may have fallen to the ground. 
 Notify the District Office of status and needs. 
 Notify the appropriate utility company of breaks or suspected breaks in utility lines or pipes. 
 Inspect school buildings. When damage is apparent, contact the superintendent and determine the advisability of closing 

the school. 
 Initiate any other Emergency Action deemed necessary, or return to normal routine. 

 
When Outside on School Grounds 

 Initiate Emergency Action DUCK, COVER AND HOLD ON upon the first indication of an earthquake. 
 Avoid glass and falling objects. Move away from windows with large panes of glass, and out from under any suspended 

objects. 
 Proceed to the designated evacuation area. 
 Initiate any other Emergency Action deemed necessary, or return to normal routine. 

 
At Times Other Than School Hours 

 Inspect school buildings. When damage is apparent, contact the superintendent and determine the advisability of closing 
the school. 

 If school must be closed, notify staff and students. 
 Notify the District Office who will inform public information and media outlets as appropriate. 
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Explosion or Risk Of Explosion 
Explosion 
 

 Personally execute Emergency Action DUCK, COVER AND HOLD ON upon the first indication of the explosion. 
 If the explosion occurred within the school buildings, immediately upon passage of the blast wave, initiate Emergency 

Action EVACUATION of building. 
 Notify the appropriate Fire Department. 
 Notify the Police Department. 
 Teachers report missing students to the Command Post. Those not found will be reported to fire and police officials. 
 Notify the appropriate utility company of breaks or suspected breaks in utility lines or pipes. 
 Notify the District Office. 
 Do not allow the return of students or staff members to school buildings. 
 Initiate any other Emergency Action deemed necessary because of the condition of the school, or return to the normal 

routine. 
 
Threat of Explosion 

 Initiate Emergency Action EVACUATION. 
 Execute those actions listed above as required. 

 
 
Fire in Surrounding Area 
 

 Determine the need to implement any Action. If no action is implemented, continue with usual school routine. 
 Notify Fire Department to be sure fire has been reported. 
 If the fire threatens the school, execute the FIRE Procedure under "Within School Buildings" above. 

 
 
Fire on School Grounds 
 

 Immediately initiate Fire Drill Procedures of leaving the building and escorting students to the designated evacuation 
area. 

 Notify the Fire Department. 
 Notify the Police Department. 
 Ensure access roads are kept open for emergency vehicles. 
 Teachers shall report missing students to the Command Post. Those not accounted for will be reported to fire and police 

personnel. 
 Notify the appropriate utility company of breaks or suspected breaks in utility lines or pipes. 
 Notify the District Office. 
 Do not allow the return of students or staff members to school buildings until fire department personnel declare them 

safe. 
 
 
Flooding 
 
 
Loss or Failure Of Utilities 
During School Hours 

 Advance notice may be received from utility companies regarding the loss of service. In many cases, these losses of 
service will be of short duration and require no special action other than notifying staff of the pending interruption of 
service. 

 Make an announcement in person directly or over public address system. 
 Use messengers with oral or written word as an alternate means of staff notification. 
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Other than School Hours 

 If disruption in service will severely hamper school operation, students and staff should be notified by appropriate 
means. 

 District Office will also assist in notification process by other means. 
 
 
Motor Vehicle Crash 
 
 
Pandemic 
 

 If the epidemic is found at the school site, those infected need to be separated from those who are not. 
 Call 911 if life is in danger. 
 If necessary, implement Emergency Action EVACUATION. 
 Notify the Health Department. 
 Notify the District Office. 

 
Whether an epidemic is discovered at school or in the community, parents should be notified immediately so all safety precautions 
can be taken at home as well as at school. 
 
 
 
 
Psychological Trauma 
EMERGENCY PROCEDURE - IRRATIONAL BEHAVIOR 
 
1.  Student or Staff 
 
Notify principal 
Notify nurse and/or psychologist 
Isolate person from students 
Notify family (attempt to get direction as to how they want the situation handled) 
Protect individual from injury 
Make arrangements for necessary care of individual 
Notify Law Enforcement people if individual is endangering others(If violent, notify appropriate Law Enforcement Agency 
immediately.) 
Notify PETA if individual is endangering self or is a danger to self. 
 
2.  Campus Visitor 
 
Notify principal 
Isolate person from students 
Request person to leave campus.  Remain calm, talk in soft non-threatening manner, avoid hostile-type actions, except in cases 
when necessary to safeguard person or property 
Notify appropriate Law Enforcement Agency, if necessary 
Notify District Office. 
 
 
 
Suspected Contamination of Food or Water 
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Tactical Responses to Criminal Incidents 
Required Signage 
All public schools are required by California Penal Code Title 15, Chapter 1.1 § 627, to post signs at points of entry to their campuses 
or buildings from streets and parking lots. The signs should direct all visitors to the office to sign in. 
 
Lock Down Plan 
An announcement will be given over the intercom, or other warning device, that there is a STAND-BY or LOCK-DOWN emergency. 
 
If the PA system is not available, administration or counselors will act as runners to notify staff of the LOCK-DOWN emergency. 
 
As soon as the decision is made to lock-down the school, administration will notify law enforcement using 911 rather than usual 
police numbers. 
 
If Students Are In Class At The Time Of The Signal 
 
Staff will: 

 explain that there is an emergency. 
 lock the classroom doors. 
 have students lie on the floor 
 close blinds and take any precautions to protect others from possible broken glass. 
 remain locked in offices and classrooms until advised to move in person by administration or public safety officer, or an 

ALL CLEAR announcement is given. 
 
Administration will: 

 designate a person (an administrator, if possible) to coordinate with public safety personnel at their command post. 
 provide a site map and key set to public safety personnel. 
 be available to speak with the media. 
 keep site clear of bystanders or visitors. 

 
If Students Are Not In Class At The Time Of The Signal 
Staff will: 

 assist administration in moving students into the nearest safe building available. 
 lock doors of rooms if possible. 
 remain with students to maintain order. 
 avoid large open areas such as the cafeteria, lawns, and parking lots. 
 remain locked in offices and classrooms until advised to move by administration or public safety officer, or an ALL CLEAR 

announcement is given. 
 
Administration will: 

 assist staff in moving students into the nearest safe building available. 
 act with custodians to lock all exterior doors and classroom doors. 
 designate a person (an administrator, if possible) to coordinate with public safety personnel at their command post. 
 provide a site map and key set to public safety personnel. 
 issue an ALL CLEAR announcement only after consultation with public safety personnel or superintendent. Staff is not to 

act upon bells or other announcement messages without the ALL CLEAR announcement. 
 
 
Unlawful Demonstration or Walkout 
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Emergency Evacuation Map 
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