
                                           

- 1 - 
 

 

Challenger Middle School 
 
 
 
 

  
 
 
 

 
 

      
 

 
 
 
 

Comprehensive School Site Safety 
Plan 

 
 
 
 
 

 
Principal             Vice Principal  
Janice Stowers                            Raymond Strasser-King 

  



                                           

- 2 - 
 

Comprehensive School Safety Plan 
 
 

Challenger Middle School 
Wilsona School District 

 
 

Janice Stowers, Principal 
41725 North 170th Street East, Lancaster, CA 93535 

(661)264-1790 
http://www.wilsonasd.net/ 

 
 

Committee members 
 

Name: Raymond Strasser-King Principal/designee 
Name: Julie Briggs, David Johnson, Tina Escue, Jeff Ellis, and  

    Bruce Galler 
Name: Parent of attending student 
Name: Samantha Garcia-Cook (Classified staff) 
Name: Student, community member or other member desired 
 

This document is available for public inspection at -CMS----- and on website at 
http://www.wilsonasd.net/ 

 
 
 
 
 

 
 

 
 



                                           

- 3 - 
 

TABLE OF CONTENTS 
 
SECTION 1—INTRODUCTION ......................................................................................... 5 

Introduction ................................................................................................................ 6 
Purpose ....................................................................................................................... 6 
Required Elements ..................................................................................................... 7 
Safe and Orderly Environment .................................................................................. 8 
Safe Ingress and Egress .............................................................................................12 
Dress Code .................................................................................................................15 
PBIS ...........................................................................................................................17 
Suspension/Expulsion Procedures .............................................................................18 
Sexual Harassment Policy..........................................................................................23 
Dangerous Student Notification .................................................................................27 
Child Abuse Reporting Procedures ............................................................................29 
Hate Crime Reporting ................................................................................................31 

 
 
SECTION 2—ACTION PLAN .............................................................................................34 

Levels of Emergencies ...............................................................................................35 
Plan Implementation ..................................................................................................35 
Planning .....................................................................................................................35 
Staff Responsibilities .................................................................................................38 
Emergency Teams ......................................................................................................39 
 

 
SECTION 3—EMERGENCY ACTIONS ............................................................................43 

Stand By .....................................................................................................................44 
All Clear Announcements ..........................................................................................44 
Take Cover .................................................................................................................45 
Duck, Cover and Hold On .........................................................................................46 
Lockdown/Shelter in Place ........................................................................................47 
Evacuation..................................................................................................................49 
Directed Transportation .............................................................................................50 
 

 
SECTION 4—EMERGENCY PROCEDURES ....................................................................51 

Loss of Utilities ..........................................................................................................52 
Fire .............................................................................................................................52 
Earthquake .................................................................................................................53 
Stranger or Intruder on Campus .................................................................................54 
Rabid or Dangerous Animal Disturbance ..................................................................55 
Irrational Behavior .....................................................................................................55 
Weapons Fired ...........................................................................................................56 
Hazardous Material/Chemical Accident ....................................................................56 
Bomb Threat ..............................................................................................................57 
Explosion/Threat of Explosion ..................................................................................58 



                                           

- 4 - 
 

Fallen Aircraft ............................................................................................................58 
Civil Disobedience/Student Disorder ........................................................................59 
Medical Epidemic ......................................................................................................59 
Personal Emergency...................................................................................................60 
 

 
SECTION 5—JOB DESCRIPTION AND CHECKLISTS ...................................................61 

Teacher .......................................................................................................................62 
Support Staff ..............................................................................................................63 
Student Support Teams ..............................................................................................63 

            Teams .........................................................................................................................63 
 Command Post 
             Incident Commander .................................................................................................63 
             Safety Officer ............................................................................................................65 
 Communications 
             School Secretary .......................................................................................................65 
             Student Release .........................................................................................................66 
             Emergency Teams (ET) 
             Vice Principal............................................................................................................67 
             Campus Safety ..........................................................................................................68 
             Emergency Vehicle Gate ..........................................................................................69 
Search & Rescue  
             Leader .......................................................................................................................70 
             Team .........................................................................................................................70 
First Aid/Triage  
             Leader .......................................................................................................................71 
             Team .........................................................................................................................73 
             Morgue/Latrines ........................................................................................................75 
             Staff: Student Care  ...................................................................................................77 

 
 

SECTION 6—ANNUAL ITEMS ..........................................................................................78 
Crisis Response Team ................................................................................................79 
Emergency Assignments ............................................................................................80 
School Maps...............................................................................................................82 
Emergency Evacuation Routes.................................................................................. 83 
Staging Areas .............................................................................................................84 
Communication Systems ...........................................................................................85 
Site Emergency and Supply Inventory ......................................................................86 
Classroom Emergency Backpack Contents ...............................................................86 
Emergency Phone Numbers .......................................................................................87 

 
 
 
 
 
 



                                           

- 5 - 
 

 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

MIDDLE SCHOOL 



                                           

- 6 - 
 

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) 

 
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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REQUIRED ELEMENTS OF A COMPREHENSIVE SCHOOL SAFETY 
PLAN: 
 
 

• Safe and Orderly Environment 
 

• Safe Ingress and Egress 
 

• Dress Code 
 

• School Discipline and Rules 
 

• Suspension/Expulsion Procedures 
 

• Sexual Harassment Policy 
 

• Dangerous Student Notification 
 

• Child Abuse Reporting Procedures 
 

• Hate Crime Reporting 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                           

- 8 - 
 

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 student 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 student and staff on 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 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 

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 
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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 student 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 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 

 
 
Challenger Middle School has developed strategies and procedures to ensure a safe and orderly 
environment conducive to learning that includes: 
 
Staff Handbook:  
All staff is provided a Challenger Middle 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: 
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• 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 Challenger Middle 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 
- 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 2011-2012 school year Challenger 
Middle School reported the following: 
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• 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 to 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 

 
Smoke-Free Policy: 
Challenger Middle 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 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 Challenger Middle 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. 
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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. 
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. 
 
 
SAFE  INGRESS AND EGRESS 
 
The following details the procedures and information used to ensure safe entrance and exit of 
students, staff, and all persons, to the Challenger Middle School campus. 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                           

- 13 - 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

506 
Galler 

507 
Ellis 

 RR 

508 
Bauder 

509 
Molik 

505 
Murray 

504 
JoBriggs 

503 
Smith 

502 
Galvan 

500 
Band 

501 
McCormack 

2017-2018 
Challenger Middle School 
41725 N. 170th St. East 
Lancaster, CA  93535 
661-264-1790 
FAX 661-264-1793 

 RR 105 
Ind. Arts 

100 
Robotics
 

Office 

110 
Science 

115 
Hanna 

120 
McGuire 

Cust 
Room

125 
Robison 

200 
Comp L 

202 
Vacant 

205 
Sheils 

 RR 

220 
Hansen 

215 
Glassma

 

210 
Escue 

 
 
     LIBRARY 

400  Tap/ 
444 Jacob 

  Bleachers 

Multi-Purpose   
Room 

STAGE 

Kitchen 
 

Staff BRR
 

330 
Vacant 

335  
Johnson 

GRR 

325 
Rath 

320 
Bertram 

315 
Cardoza 

 RR 

300 
Robinson 

305 
JuBriggs 

310 
Prieto 

Emerg. 
Conex 

T-9 
Jones 

T-8 

T-7 

T-6 

T-1 T-2 
Nelsenn 

T-3 

T-5 T-4 

BASKETBALL 
COURTS 

STAFF 
 

PARKING 

Covered Shade 
Area 

Baseball 
Diamond 

Baseball 
Diamond 

SCHOOL MAP 

170th St. East 

 
 

STAFF/PUBLIC     PARKING 



                                           

- 14 - 
 

General Procedures: 
Students walking to school must enter Challenger Middle School through the sidewalk gate 
located along the street and near the bus entrance. 
Students brought to school by private vehicle will enter 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. 
Students may arrive at school no earlier than 7:10 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 7:25 a.m. and is signaled by a bell.  The start of the instructional day is 7:30 a.m. and 
is signaled by a bell. 
The regular instructional school day ends at 1:45 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 12:15 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 
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. 
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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 1:15 p.m.  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. 
 
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 which 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 
 
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) 
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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 
adopted:  November 21, 1996  Palmdale, California 
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PBIS 
Challenger Middle School School-wide 

Expectations 
 

 Restroom Bus line Classroom Hallway/ 
Walkway 

Cafe Library Yard 

Respectful -Flush toilets 
-Respect 
privacy 
-Use positive 
language 
-Dispense not 
more than 
two paper 
towels 

-Respect 
personal space 
- Use positive 
language 

-Listen to 
teacher 
-Pay attention 
-Follow 
teacher’s 
directions 
-Treat others 
kindly 
-Use 
appropriate 
language 

-Respect 
personal space 
-Hands and feet 
to self 
-Be quiet 
-Use positive 
language 

-Enter double 
doors quietly in 
a single file line 
Keep hands, 
feet, and 
personal items 
to self 
-Use table 
manners 
-Respect adults 
and follow 
directions the 
first time 
-Take only what 
you can eat 

-Be silent 
-Keep clean 
-Return books 
on time 
-Follow the 
directions of the 
Librarian 

-Play by game 
rules 
-Talk it out 
-Spread 
positivity 
-Resolve issues 
by telling an 
adult, or walk 
away 
-Avoid 
spreading 
rumors or 
instigating a 
fight 
-Respect 
personal space 

On Time -In and out 
quickly 

-Go directly to 
line 

-In your seat 
when bell 
rings 

-Go directly to 
destination 

-Go directly to 
destination 

-Go directly to 
destination 

-Line up at 
whistle or bell 

Accountable 
For 

Actions 

-Use facility 
correctly 
-Wash hands 
-Be quiet 
-Trash in 
trash cans 

-Hands and 
feet to self 
-Water and 
food must 
remain in 
backpack 
-Accept 
consequences 
for your 
actions 

-Follow 
directions the 
first time 
-Do all 
assigned work 
-Follow class 
rules 

-Be quiet 
-Walk 
- Remove head 
covering when 
entering a 
building (except 
for medical or 
religious 
reasons. 

-Clean up after 
self 
-Take 3-5 items 
and 1 from 
salad bar 
-Don't waste or 
throw food 

-Put books back -Follow yard 
rules 
-Safety first 
-Report bullying 
-Return 
equipment 

Ready to 
Learn 

-Use quickly 
and return to 
class 
-Clean up 
after self 

-Pay attention 
when getting 
on and off the 
bus 
-Follow bus 
driver’s 
instructions 

-Use quiet 
language 
-Have 
supplies ready 
to use when 
the tardy bell 
rings 
-In seat 
-Ask scholarly 
questions 
-Use 
academic 
language 
-Write down 
all 
assignments 

-Be silent 
-Walk in single 
file line 
-Keep hands and 
feet to self 

-Use quiet 
voices 
-Walk on white 
line 
-Choose 3-5 
food items 

-Be quiet 
-Have ID 

-Follow school 
rules 
-Follow 
directions of 
adults 
-Use equipment 
correctly 
-Keep hands 
and feet to self 
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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 setting 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 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, 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) 
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(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 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, 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 
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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)) 
 
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. 
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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 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 
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242  Battery defined 
243.2  Battery on school property 
243.4  Sexual battery 
245  Assault with deadly weapon 
245.6  Hazing 
261  Rape defined 
266c  Unlawful sexual intercourse 
286  Sodomy defined 
288  Lewd or lascivious acts with 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 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 testimony of witness 
WELFARE AND INSTITUTIONS CODE 
729.6  Counseling 
UNITED STATES CODE, TITLE 18 
921  Definitions, firearm 
UNITED STATES CODE, TITLE 20 
1415(K)  Placement in 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 
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U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS 
Dear Colleague Letter on the Nondiscriminatory Administration of School Discipline, January 
2014 
WEB SITES 
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 
 
 
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. 
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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 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, 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. 
 



                                           

- 25 - 
 

(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 
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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 
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 
WEB SITES 
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 
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DANGEROUS STUDENT NOTIFICATION (ED CODE 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. 
 
 

Exemplar of Notification 
Insert your school letterhead 

 
 

To: ALL CERTIFICATED STAFF 
From: Principal / Designee 
Re: Student Suspension Information 
 
Education Code 49079 and Welfare and Institutions Code 827 require that teachers 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. 
The following are examples of Ed. Code 48900 and 48915 violations that may appear on your 
report. 
E.C. 48900  (a)(1) Mutual fight (a)(2) Assault/Battery  

(b) Possessed, sold or furnished dangerous object 
  (c) Controlled substance/alcohol 

(d) Imitation controlled substance 
(e)  Robbery/extortion 

  (f) Vandalism 
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  (g) Theft 
  (h) Tobacco/nicotine products 
  (i) Obscene act, habitual profanity/vulgarity 

(j) Drug paraphernalia 
  (k) Disruptive/willfully defiant behavior (grades 4-12) 
  (l) Received stolen property 

(m) Imitation firearm 
  (n) Sexual assault or battery 

(o) Harassed/threatened witness 
(p) Sale of soma 
(q) Hazing 
(r) Bullying/cyberbullying 
(t) Aiding and abetting 

E.C.  48900.2 Sexual harassment (gr 4-12) 
E.C.  48900.3 Hate violence(gr 4-12) 
E.C.  48900.4 Severe or pervasive harassment, threats and intimidation (grades 4-12) 
E.C.  48900.7 Terrorist threats against school officials or property 
E.C. 48915 (a)(1)(A)Serious physical injury 

(a)(1)(B)Possession: knife or dangerous object 
(a)(1)(C)  Controlled substance 
(a)(1)(D)  Robbery or extortion 
(a)(1)(E)  Assault/battery of school employee 

E.C. 48915 (c)(1)  Possessing, selling, furnishing firearm 
(c)(2)  Brandishing a knife at another person 
(c)(3)  Selling a controlled substance 
(c)(4)  Committing or attempting to commit sexual assault or battery 
(c)(5)  Possession of an explosive 
 

If you have any questions or want more information, please see me. 
 
 
 
 
 
 
 
 
 
 
 



                                           

- 29 - 
 

Exemplar of Notification 

Confidential 

Memorandum 
To:   _______________, Teacher 
From:    _______________, Principal 
Date:    
 
Re:  Students having committed specified crime 
 
 
 
The student named below has been convicted of a penal code violation. 
 
Welfare and Institutions Code 827 requires teachers to be informed when a student has engaged 
in certain criminal conduct. 
 
NOTE:  SUCH INFORMATION IS CONFIDENTIAL AND CANNOT BE FURTHER 
DISSEMINATED BY THE TEACHER OR OTHERS.  UNLAWFUL DISSEMINATION 
OF THIS INFORMATION IS PUNISHABLE BY A SIGNIFICANT FINE. (EC 49079) 
 
PLEASE DISTROY THIS NOTE IMMEDIATELY AFTER READING. 

 
________________ was found to have committed the following criminal activity: 

 
If you have any questions, please see me. 
Principal 
 
Child Abuse Prevention And Reporting 
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) 
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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 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 procedure for filing child abuse complaints 
44252  Teacher credentialing 
44691  Staff development in the detection of child abuse and neglect 
44807  Duty concerning conduct of students 
48906  Notification when student released to 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 
 
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 
WEB SITES 
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 
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Hate-Motivated Behavior 
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 an 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 receive 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) 
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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 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) 
 
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 
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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 
WEB SITES 
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 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 appropriate ways. 
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. 
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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. 
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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. 
 
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. 

 
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. 
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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 
This 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 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 off 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 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 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 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 principal or designee. 

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



                                           

- 39 - 
 

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

 
Other Employees: 

• Report to supervisor or Command Post for directions. 
• Perform duties as assigned by principal or designee. 

 
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 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 safety and assembly of students. 
• Assign tasks to staff, as needed. 
• Maintain communications with District Office. 
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Vice Principal 

• Provide assistance to 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. 
 

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. 
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• Direct injured to 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 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 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 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 site 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: 

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 ID of those picking up students.  Keep records of the students who 

were released and who picked them up. 
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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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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 
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. 
 
 

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 
WILDCATS 
THANK YOU 

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

 
 

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 
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 
TAKE COVER 

SEVERE WINDSTORM IMMINENT 
(or identify other natural disaster) 

 
Use messengers with oral or written word as an alternate means of staff notification. 
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Description 

• Move to, and take refuge in the best shielded areas within the school buildings. 
• Use Parent Telephone Alert System as soon as possible. 

 
When Used 

A TAKE COVER announcement is appropriate for, but is not limited to, the following: 
• An enemy attack or imminent threat of attack. 
• Severe windstorm or other weather related danger, or natural disaster, with little 

or no warning. 
 

 
EMERGENCY ACTION 4: DUCK, COVER AND HOLD ON 

 
Announcement 

An oral command given by the teacher or other staff member who realizes that an earthquake is 
occurring. 

In a drill, an announcement in person directly or over the public address system. 
 

YOUR ATTENTION PLEASE 
DUCK, COVER AND HOLD ON 
DUCK, COVER AND HOLD ON 
DUCK, COVER AND HOLD ON 

THANK YOU 
 
 

Description 
When inside: 

Upon the command, students and staff should immediately drop to the floor, get under 
their desk and hold on. Desks should be arranged so that they do not face windows. 

 
When outside: 

Upon the command, students and staff should immediately move away from buildings 
and other objects which might topple over, Drop to the ground and Cover their head in 

the same way as the Civil Defense Protective Position. 
 

Use Parent Telephone Alert System if appropriate. 
 

When Used 
A DUCK, COVER AND HOLD announcement is appropriate for, but is not limited to, 
the following: 

• Earthquake 
• Explosion 
• Surprise Attack 



                                           

- 47 - 
 

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. 
Lock down School Plan 

1.  The signal will be given over the intercom, or other warning device, 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; 
• Place the green card from your emergency backpack underneath your door or the inside 

of your exterior window if everyone is safe.  
• Place the red card if something is wrong. 
• 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. 

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 
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• 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 lock down. Code Red. Lock all doors and everyone remain 
inside.” 
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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. 

 
Plan Implementation 

The Plan will be: 
• Typically initiated by the principal or designee when conditions exist which warrant 

its execution.   A Code Red lock down 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 
EVACUATION 
EVACUATION 
EVACUATION 
THANK YOU 

 
Use messengers with oral or written word to deliver additional instructions to staff in designated 

evacuation areas. 
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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 which might make the school buildings unsafe 

 
 

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 
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 
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EMERGENCY PROCEDURE 1:  LOSS OF UTILITIES 
 

During School Hours 

• Advance notice may be received from utility companies regarding 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 announcement in person directly or over public address system. 

• Use messengers with oral or written word as an alternate means of staff notification. 
 

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. 
 

EMERGENCY PROCEDURE 2: FIRE 
 

Within School Buildings 

• 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. 

 
Fire Near School 

• 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. 
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EMERGENCY PROCEDURE 3: 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 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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EMERGENCY PROCEDURE 4: STRANGER OR INTRUDER ON CAMPUS 
 

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. 
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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. 

 
 

EMERGENCY PROCEDURE 5: RABID OR DANGEROUS ANIMAL 
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. 

 
 
EMERGENCY PROCEDURE 6:  IRRATIONAL BEHAVIOR 
 

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 individual from injury 
• Make arrangements for necessary care of individual 
• Notify police if individual is violent or endangering  
• Notify PETA if individual is endangering self or is a danger to self 

 
By A Campus Visitor: 

• Notify principal 
• Isolate person from students 
• Request person to leave campus.  Remain calm, talk in soft non-threatening manner 
• Notify police if necessary 
• Notify District Office 
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EMERGENCY PROCEDURE 7:  WEAPONS FIRED 
 

Weapons Fired on Campus or Near School 

• Call for Code RED Lock Down and notify 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. 
 
 

EMERGENCY PROCEDURE 8: HAZARDOUS MATERIALS/CHEMICAL ACCIDENT 
 

• 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. 

• 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. 
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EMERGENCY PROCEDURE 9: BOMB THREAT 
 
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 Challenger Middle 
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. 
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EMERGENCY PROCEDURE 10:  EXPLOSION OR THREAT 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 normal routine. 

 
Threat of Explosion 

• Initiate Emergency Action EVACUATION. 

• Execute those actions listed above as required. 
 

EMERGENCY PROCEDURE 11: FALLEN AIRCRAFT 
 

• 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 normal routine. 
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EMERGENCY PROCEDURE 12: CIVIL DISOBEDIENCE/STUDENT DISORDER 
 

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 LOCK DOWN.   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 students 
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. 

 
EMERGENCY PROCEDURE 13: MEDICAL EPIDEMIC 

 
• 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. 
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• 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. 

 
 

EMERGENCY PROCEDURE 14: PERSONAL EMERGENCIES 
 

Student, Staff or Visitor 
 

• Call 911 if necessary 
• Provide appropriate first aid 
• Notify principal 
• Provide privacy for the person 
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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. 
• 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 that the student has left and with whom on the emergency card. 
• If parent demands child in violation of release procedure, make appropriate notations, 

describing incident on back of emergency card.  
• Avoid confrontation. 
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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: 
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. 
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• 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. 
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• Proclaim termination of the emergency and proceed with recovery operations if necessary. 
 
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. 
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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 
 
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. 
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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 
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• Search and Rescue 
• Medical 
• Student Care 
• Student Release 

 
Start-Up 

• Check in with Incident Commander for situation briefing. 
• 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. 
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• 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. 
• 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. 
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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. 



                                           

- 71 - 
 

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.   

• 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. 
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• 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. 

 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 
Marking pens 
Blankets 
Quick reference medical guides 
Ground cover/tarps 
 
 
 
 



                                           

- 73 - 
 

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. 
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• 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. 

 
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 
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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.  
 
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. 
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 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. 
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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. 
• 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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CRISIS RESPONSE TEAM 
INCIDENT COMMAND SYSTEM (ICS) 

Command Post – Janice Stowers 
 
Safety Officer – Rebeca Molik 
 
Communications – Raymond Strasser-King 
 
Emergency Teams – Bruce Galler 
 

Emergency Team 
Coordinator 

Raymond. Strasser-
King 

Triage/First Aid 
Pat Crook 

Search & Rescue 
Bruce Galler 

Challenger Middle School 
Janice Stowers 

Incident Commander 
Raymond Strasser-King 

Alternate 
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Challenger Middle School 
Emergency Team Assignment Sheet 

2017- 2018 
 

Certificated Staff 
STUDENT CARE     SEE ASSIGNMENT SHEET 
     Remain with classes (Student Staging Area) Report to assigned area 

                               Janice Stowers 
  Rosemarie Prieto     Raymond Strasser-King 
  Cynthia Cardoza     Josh Briggs 
  Richard Tolentino     Pam Robinson 
  Diana Bertram      Brian Robison 
  Tina Escue      Mary Hanna 
  Linda Sheils      Julie Briggs 
  Holly Hansen      David Johnson 
  Michael Rath      Tiffany Glassman 
  Audrey Bauder     Rebecca Molik 
  Susan Smith      Bruce Galler 
  Arlene Galvan      Ken Nelsen 
  Jackson Jacob      Pat McGuire 
  Elizabeth McCormack    Jeff Ellis   
  Mark Murray     
          
 
 

Classified Staff 
STUDENT CARE     SEE ASSIGNMENT SHEET 
     Remain with classes (Student Staging Area) Report to assigned area 

     
                        Irma Garcia 
  Patricia Parker      Gale Nicholas 
  Donna Earp      Cindy Fajardo 
  Zarifeh Kiabi      Rodney Woodbury 
  Janet Backe      Ruben Perez 
  Jennifer Barchiesi     Pat Crook 
  Samantha Garcia-Cook    Doris Marquez   
  Margarita Toxqui                                      Tammy Johnson               
  Noon Duty Staff 
                      
 Kitchen Staff – Report to Command Post first for possible reassignment if needed. 
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Challenger Middle School 
Emergency Team Assignment Sheet 

2017 - 2018 
 

Command Post      Emergency Vehicle Gate 
Meet at student staging area     Meet at bus gate 

Janice Stowers      Mary Hanna (TL) 
Raymond Strasser-King    +Arthur Stringer 

                                             Ruben Perez 
 

Student Release Gate     Campus Safety 
Meet at release gate      Meet at connex box 

Doris Marquez(TL)     Lock gates, turn off gas, etc. 
  Rebecca Molik     Ruben Perez (TL) 
  (Clerk/Typist)      
                         Pat McGuire 
  Bruce Galler 

 
First Aid / Triage      Morgue / Latrine 
Meet at connex box      Meet behind connex box 

April Holmes/Pat Crook (TL)    Pam Robinson (TL) 
  Tammy Johnson                Tiffany Glassman 
  Gale Nicholas      Noon Duty(assigned) 
  Diana Bertram                                                             Nan Bull 
  Patricia Parker       
  Cindy Fajardo 

 
 

Search & Rescue 
Meet at Command Post 

Ken Nelsen (TL) 

Main Building    500 Building 
Josh Briggs     Jeff Ellis 
Brian Robison     Rodney Woodbury 

   Julie Briggs     Mario Martinez 
                                    David Johnson 
 
 

TL = Team Leader 
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506 
Galler 

507 
Ellis 

 RR 
508 
Bauder 

509 
Molik 

505 
Murray 

504 
JoBrigg
503 
Smith 

502 
Galvan 

500 
Woodbury/Band Rm. 

 

501 
McCormac
 

2017-2018 
Challenger Middle School 
41725 N. 170th St. East 
Lancaster, CA  93535 
661-264-1790 

  

 RR 105 
Ind. Arts 

100 
Robotics

Office 

110 
Science 

115 
Hanna 

120 
McGuire Cust 

125 
Robison 

200 
Comp L 

202 
Child Nut 

205 
Sheils 

 RR 

220 
Hansen 

215 
Glassman
 

210 
Escue 

 
     LIBRARY 

400  Tap/ 
444 Jacob 

  Bleachers 

Multi-Purpose   
Room 

STAGE 

Kitchen 
 

Staff BRR 

330 
Vacant 

335  
Johnson 

GRR 

325 
Rath 

320 
Bertram 

315 
Cardoza 

 RR 

300 
Robinson 

305 
JuBriggs 

310 
Prieto 

Emerg. 
Conex 

T-9  
Speech 

T-8 
T-7 
T-6 

T-1 T-2 
Nelsen 

T-3 

T-5 T-4 

BASKETBALL 
COURTS 

STAFF 
 

PARKING 

Covered Shade 
Area 

Baseball 
Diamond 

Baseball 
Diamond 

STAGING AREAS ON CAMPUS 
 

STAFF/PUBLIC     PARKING 

170th St. East 
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EMERGENCY EVACUATION ROUTES 
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STAGING AREAS ON CAMPUS 
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Telefax Machine  (661) 264-1793  FOR SCHOOL USE ONLY – Do not give out to the public. 
 
 
 

 
 
 
 
 
 
 
 
 

COMMUNICATION 
DEVICE 

QTY LOCATION 

Telephone  

6 in main office 
1 in all classrooms 

1 in library, computer lab, kitchen, 
psychologist's office 

Radios  

1 in principal & Vice Principal’s 
office 

1 in almost every classroom 
6 in the main office 

Computers  

32 in computer lab. Rm. 200 
at least 1 per class 
5 in main office 

1 in library 

Intercom 1 
system 

Access in the office 
1 speaker per classroom 

Student Runners  1 per classroom identified by the 
teacher 

FAX Machine 1 Office 

COMMUNICATION SYSTEMS 
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EMERGENCY SUPPLIES 
 

Each classroom has an Emergency Backpack stocked with minor first aid supplies, 
flashlight, current class lists by period, and a crow bar.  See Classroom Emergency 
Backpack Contents for a complete listing of emergency backpack supplies. 
Each classroom has a fire extinguisher. 

 
The emergency connex box contains complete first aid supplies and triage supplies, 
search and rescue supplies, water, keys, checklists, blankets, and earthquake kits for each 
student.  These were bought in 2006-2007 and have a five-year shelf life. 

 
CLASSROOM EMERGENCY BACKPACK CONTENTS 
 
 
___ Disaster Binder   Disaster Procedures Binder 
___ Release Cards   To be given to a student who is released to a   

  parent or guardian in an emergency situation. 
___Student Emergency Cards  To identify who is allowed to take student and to  

provide any needed medical information. 
___ Pencils    For writing 
___ Marking Pen   For labeling items and/or children 
___ 3x5 Index Cards   For sending messages to Command Post and others 
___Current Class Roster  To be updated periodically by the teacher for taking 

attendance. 
___Flashlight and batteries  In case of power outage 
___ Heavy Duty Gloves  For hand protection 
___Masking tape   For tagging   
___Safety Pins   To attach information 
___ Red/Green Card To notify Command Post if all students are accounted for 

(green) or missing (red) 
___ Red Signal Flag   To tie to classroom door handle if a person is left in the 

room 
___ Large Plastic Bags  To sit on 
___ 3 Emergency Blankets  For warmth 
___ Band-Aids   Small cuts 
___ 1 Cold Pack   For injuries 
___ 2 Gauze Sponges   For bleeding 
___ 3 Gauze Rolls   For wrapping 
___ 2 Wet Naps   Cleaning 
___ 2 Triangular Bandages  First aid 
___ 1 2” Elastic Wrap   Sprains 
___ 1 Petrolatum Packet  For dry or cracked skin  
___ 1 Adhesive Tape   Taping bandages 
___ 1 Scissor    Cutting bandages 
___ 4 Tongue Depressors  Splints 
___ 1 Pair of Vinyl Gloves  Teacher safety 
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___ First Aid Booklet   For minor aid by the teacher or instructional assistant 
___ Hazardous Waste Bag  For the collection of Hazard Waste and or as liner for body 

waste 
___ Crowbar    To be kept in classroom in case of being trapped 

 
Optional Teacher-Supplied Items: 
 
___ Whistle    ___ Hard Candy 

___ Resuscitation Apparatus  ___ Pads of Paper   

___Kleenex    ___Cards or other small games 

___ Radio w/ batteries  ___Crayons, markers, pencils, pens 

___ Clean Towel or Strips    

EMERGENCY NUMBERS 
 

EMERGENCY  911 
 Sheriff 267-4300 
 Highway Patrol 948-8541 
 Fire Station 947-2111 

UTILITIES   
 Southern California Edison 800-611-1911 
 Southern California Gas 800-427-2000 
 Telephone Company Repairs 611 
 LA County Waterworks 942-1157 

RESPONSE TEAMS/INFORMATION   
 American Red Cross 267-0650 
 Heath Department 723-4526 
 Hazardous Material Control 323-890-4317 

 

National Response Center 
(NRC) 

Toxic Chemical and Oil Spill 800-424-8802 

 
Pupil Mental Response Team 

(PMRT) 800-854-7771 
 Animal Control Office 940-419 
 Poison Control Center 800-222-1222 

 
Edwards AFB Disaster 

Preparedness 277-4433 
RADIO STATIONS   

 KTPI AM 1340 
 KAVL AM 610 
 KMIX FM 106.3  
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 KTPI FM 103.1 
 KUTY AM 1470 
 OASIS FM 105.5 

HOSPITALS   
 Antelope Valley Hospital 949-5000 
 Lancaster Community 948-4781 

WILSONASCHOOL DISTRICT   
 District Office 264 1111 
 Superintendent/Central Office 264 5900 
 Transportation 264 5924 
 DO Fax 261 3259 

SCHOOLS Challenger Middle School 264 1790 
 Vista San Gabriel Elementary 264 1155 
 VSG Fax Machine 261-9348 
 Wilsona Achievement Academy 264 3788 
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