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Senate Bill 187: Comprehensive School Safety Plan Purpose

The California Education Code (sections 32280-32288) outlines the requirements of all schools operating any kindergarten and any 
grades 1 to 12, inclusive, to write and develop a school safety plan relevant to the needs and resources of that particular school.

In 2004, the Legislature and Governor recast and renumbered the Comprehensive School Safety Plan provisions in SB 719 and AB 
115. It is the intent ofthe Legislature in enacting the provisions to support California public schools as they develop their mandated 
comprehensive safety plans that are the result of a systematic planning process, that include strategies aimed at the prevention of, 
and education about, potential incidents involving crime and violence on school campuses.

The historical requirement of the Comprehensive School Safety Plan was presented in Senate Bill 187, which was approved by the 
Governor and chaptered in 1997. This legislation contained a sunset clause that stated that this legislation would remain in effect 
only until January I, 2000. Senate Bill 334 was approved and chaptered in 1999 and perpetuated this legislation under the 
requirement of the initial legislation.

Comprehensive School Safety Plans are required under SB 719 & AB 115 and contains the following elements:

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

The Comprehensive School Safety Plan will be reviewed and updated by March 1st every year. In July of every year, the school will 
report on the status of its school safety plan including a description of its key elements in the annual school accountability report 
card.

A copy of the Comprehensive School Safety Plan is available for review at  the school office. .

Safety Plan Vision
The Temecula Valley Unified School District is a pre K-12 district comprised of 29 schools and a district education office complex. The 
district encompasses approximately 148 square miles in southwest Riverside  County with an approximate enrollment of 25,000 K-12 
students. The district’s general boundaries extend north to Baxter Road in French Valley, south to the Riverside/San Diego county 
line, east to Vail Lake, and west to the Temecula city limit.

The City of Temecula is located in the southwestern area of Riverside County and forms the southwest anchor of the Inland Empire. 
The city is bordered by the City of Murrieta to the north and San Diego County to the south. The Pechanga Indian Reservation also 
borders Temecula to the south. Students living on the reservation attend TVUSD schools, so inclusion of tribal entities in the TVUSD 
emergency planning and training programs is a recommended best practice for community partnerships and enhanced parental 
communications.

Several active earthquake faults run through the area of TVUSD schools, and the Riverside County Hazard Mitigation Plan rates the 
area as “very high” for a major earthquake incident. The area is also prone to extreme heat during the spring, summer, and fall 
months. The area is prone to flash flooding at times resulting from 100 year and 500 year rainstorms. Risks associated with 
earthquake and extreme weather will be factored into this EOP and the accompanying annexes. A complete Hazard and 
Vulnerability Assessment Report addressing these and other related threats to TVUSD schools was completed in June of 2016.
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The City of Temecula has a standalone Emergency Operations Center (EOC) that is kept in a “warm” mode. TVUSD does not currently 
have a standalone EOC, but systems are in place to run a districtwide  emergency incident from a centralized location at the district 
offices utilizing the ICS concept of Area Command. Systems are also in place for TVUSD to communicate with the City of Temecula 
EOC if needed during an emergency incident. Any communications to or requests for resources from Riverside County if needed 
during an emergency incident would go through the City of Temecula EOC.

The Temecula Police Department is the main police agency having jurisdiction over police response to most TVUSD schools and 
facilities. Police services for Temecula are contracted to the Riverside County Sheriff’s Office (RCSO), so the Temecula Police 
Department is actually staffed with officers from RCSO. The Murrieta Police Department also provides police services to some 
TVUSD schools. All deputies and officers from these departments are trained and certified through the California Police Officers 
Standards of Training (POST) and have interoperability of communications during an emergency incident affecting TVUSD schools.

Fire services for TVUSD schools are provided by the Riverside County Fire Department’s branch of Cal Fire. Cal Fire operates as the 
Temecula Fire Department within the City limits of Temecula. Fire stations are located in the areas of all TVUSD schools.
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Components of the Comprehensive School Safety Plan (EC 32281)

Rancho Elementary School Safety Committee
Pam May
Joe Parla
Karen Burrow
Elva Riva
Wendy Plyer
Chris Murguia

Assessment of School Safety
The plan is comprised of five major parts:

Part I: Focuses on preventative measures, including the legal requirements of emergency planning for schools and outlines the 
District's and school's emergency management policies and procedures.

Part II: Outlines the concept of emergency operations and includes the emergency organization and disaster-related roles and 
responsibilities.

Part III: Comprised of emergency procedures for specific incidents and checklists, forms, lists of trained personnel and other 
response specific information.

Part IV: Outlines recovery planning and reporting requirements.

Part V: Includes annexes addressing specific incident responses.

Strategies and Programs to Provide and Maintain a High Level of Safety (EC 32281(a)1, items A-J)

(A) Child Abuse Reporting Procedures (EC 35294.2 [a] [2]; PC 11166)
employment, whom he or she knows or reasonably suspects has been the victim of child abuse or neglect shall report such
suspected incident of abuse or neglect to a designated agency immediately or as soon as practically possible by telephone and shall
prepare and send a written report thereof within 36 hours of receiving the information concerning the incident (PC Section
11166(a)).

TVUSD Child Abuse Reporting Statement (BP 4112.9):
The Governing Board requires all employees who are child care custodians, medical practitioners or non-medical practitioners, as
defined by Penal Code 11165, to report known or suspected instances of child abuse. Prior to employment, persons in the above
positions shall sign a statement to the effect that the employee knows of the legal requirement to report known or suspected
instances of child abuse and is prepared to comply with this provision of law. (Penal Code 11166.5) The Superintendent shall ensure
that the provisions of this policy are carried out in accordance with the law.

TVUSD CHILD ABUSE REPORTING PROCEDURES (BP 5141.4):
The Governing Board recognizes that the District has a responsibility to protect students by facilitating the prompt reporting of
known and suspected incidents of child abuse and neglect. The Superintendent or designee shall establish procedures for the
identification and reporting of such incidents in accordance with law. Employees who are mandated reporters, as defined by law and
District Administrative Regulation, are obligated to report all known or suspected incidents of child abuse and neglect. Mandated
reporters shall not investigate any suspected incidents but rather shall cooperate with agencies responsible for reporting,
investigating and prosecuting cases of child abuse and neglect. The Superintendent or designee shall provide training regarding the
reporting duties of mandated reporters. In the event that training is not provided to mandated reporters, the Superintendent or
designee shall report to the California Department of Education the reasons that such training is not provided. (Penal Code 11165.7)
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Parents/guardians may contact the Superintendent or designee to obtain procedures for filing a complaint against a District
employee or other person whom they suspect has engaged in abuse of a child at a school site.

(B) Disaster Procedures (EC 35295-35297; GC 8607 and 3100)

Disaster Plan (See Appendix C-F)
1. All District emergencies are reported to the Principal or designee, who will ensure the Superintendent's Office is immediately 
notified as soon as it is safe to do so.

2. The principles of the Incident Command System will be used when handling emergency incidents at TVUSD school sites.

3. All release of information during emergencies, including parental communications, cyber or social media communications, and 
communications with emergency response agencies, will be coordinated with the district Public Information Officer. In the 
absence of the Public Information Officer, these duties will be handled by the Superintendent’s designee. The Joint Information 
System will be utilized between TVUSD and responding emergency agencies to ensure release of factual information.

4. District sites may implement their respective Emergency Plans independent of the District plan if necessary during a site specific 
incident.

5. Depending on the severity and scope of the incident and the impact on the individual sites, the School Emergency Operations Plan 
and its Incident Command System structure may or may not be activated. This will be the decision of the Principal or designee acting 
in the position of Incident Commander.

6. The School ICS structure will be partially or fully activated if needed, and will fulfill the roles of the emergency organization, as 
deemed necessary by the school Incident Commander. 

7. Unified Command will be used to coordinate proper school response with emergency response agencies. The school Liaison 
Officer position will be activated to work with emergency response agencies if they are responding to the incident. 

8. When a local disaster is declared, the District's policies and procedures outlined in this plan immediately become effective.

Public Agency Use ofSchool Buildings for Emergency Shelters

School Sites – California Education Code, Section 32282 “requires school districts to establish a procedure to allow a public agency,
including the American Red Cross, to use school buildings, grounds, and equipment for mass care and welfare shelters during
disasters or other emergencies affecting the public health and welfare. It states that the district or county office shall cooperate with
the public agency in furnishing and maintaining the services as the district or county office may deem necessary to meet the needs
of the community.”

Riverside County Operational Area stipulates in their Mass Care Guidance for Emergency Planners document: For longer term
sheltering, use schools as public shelters only when other resources are unavailable. Also, a community needs to resume normal
activities as soon as possible after a disaster. Therefore, in short time the shelter population will need to be moved from the school,
so that students can ultimately return to classes. SAEC is considered a secondary shelter site per the guidelines set forth in the Mass
Care Guidelines document and is unlikely to be used as a primary disaster shelter in a large emergency, though it may be used as a
secondary and/or registration facility.

(C) School Suspension, Expulsion and Mandatory Expulsion Guidelines
TVUSD ADMINISTRATIVE REGULATION AR 5144.1 (a) / SUSPENSION AND EXPULSION/DUE PROCESS:
Definitions Suspension from school means removal of a student from ongoing instruction for adjustment purposes. However,
suspension does not mean any of the following: (Education Code 48925)
1. Reassignment to another education program or class at the same school where the student will receive continuing instruction for
the length of day prescribed by the Governing Board for students of the same grade level
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2. Referral to a certificated employee designated by the principal to advise students
3. Removal from the class, but without reassignment to another class or program, for the remainder of the class period without
sending the student to the principal or designee as provided in Education Code 48910. Removal from a particular class shall not
occur more than once every five school days.

Expulsion means removal of a student from the immediate supervision and control, or the general supervision, of school personnel.
(Education Code 48925)

Day means a calendar day unless otherwise specifically provided. (Education Code 48925)
School day means a day upon which the schools of the District are in session or weekdays during the summer recess. (Education
Code 48925)

Student includes a student’s parent/guardian or legal counsel. (Education Code 48925)

Principal’s designee means one or more administrators or, if there is not a second administrator at one school site, a certificated
person specifically designated by the principal, in writing, to assist with disciplinary procedures. Only one such person may be
designated at any time as the principal’s primary designee and only one such person may be designated as secondary designee for
the school year. The names of such persons shall be on file in the principal’s office. (Education Code 48911)
School property, for the purposes described in Education Code 48900, includes, but is not limited to, electronic files and databases.
(Education Code 48900(t))
Notice of Regulations:
At the beginning of each school year, the principal of each school shall ensure that all students and parents/guardians are notified in
writing of all school rules related to discipline, suspension, and expulsion. (Education Code 48900.1, 48980)

Grounds for Suspension and Expulsion:
A student may be subject to suspension or expulsion when it is determined that he/she:
1. Caused, attempted to cause, or threatened to cause physical injury to another person or willfully used force or violence upon the
person of another, except in self-defense. (Education Code 48900(a)) A student who aids or abets the infliction or attempted
infliction of physical injury on another person, as defined in Penal Code 31, may be suspended, but not expelled. However, a student
may be suspended or expelled pursuant to Education Code 48900(a) once he/she has been adjudged by a juvenile court to have
committed, as an aider or abettor, a crime of physical violence in which the victim suffered great or serious bodily injury. (Education
Code 48900(s))
2. Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other dangerous object unless, in the case of possession
of any object of this type, the student had obtained written permission to possess the item from a certificated school employee,
with the principal or designee’s concurrence. (Education Code 48900(b))
3. Unlawfully possessed, used, sold, or otherwise furnished, or was under the influence of, any controlled substance as defined in
Health and Safety Code 11053-11058, alcoholic beverage, or intoxicant of any kind. (Education Code 48900(c))
4. Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in Health and Safety Code 11053-11058,
alcoholic beverage, or intoxicant of any kind, and then sold, delivered, or otherwise furnished to any person another liquid,
substance, or material and represented same as controlled substance, alcoholic beverage, or intoxicant. (Education Code 48900(d))
5. Committed or attempted to commit robbery or extortion. (Education Code 48900(e))
6. Caused or attempted to cause damage to school property or private property. (Education Code 48900(f))
7. Stole or attempted to steal school property or private property. (Education Code 48900(g))
8. Possessed or used tobacco or any products containing tobacco or nicotine products, including, but not limited to, cigars,
cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets, and betel. This restriction shall not prohibit a
student from using or possessing his/her own prescription products. (Education Code 48900(h))
9. Committed an obscene act or engaged in habitual profanity or vulgarity. (Education Code 48900(i))
10. Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug paraphernalia, as defined in Health and
Safety Code 11014.5. (Education Code 48900(j))
11. Disrupted school activities or otherwise willfully defied the valid authority of supervisors, teachers, administrators, other school
officials, or other school personnel engaged in the performance of their duties. (Education Code 48900(k))
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12. Knowingly received stolen school property or private property. (Education Code 48900(l))
13. Possessed an imitation firearm. (Education Code 48900(m)) Imitation firearm means a replica of a firearm that is so substantially
similar in physical properties to an existing firearm as to lead a reasonable person to conclude that the replica is a firearm.
(Education Code 48900(m))
14. Committed or attempted to commit a sexual assault as defined in Penal Code 261, 266c, 286, 288, 288a, or 289, or committed a
sexual battery as defined in Penal Code 243.4. (Education Code 48900(n))
15. Harassed, threatened, or intimidated a student who is a complaining witness or witness in a school disciplinary proceeding for
the purpose of preventing that student from being a witness and/or retaliating against that student for being a witness. (Education
Code 48900(o))
16. Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma. (Education Code 48900(p))
17. Engaged in, or attempted to engage in, hazing. (Education Code 48900(q)) Hazing means a method of initiation or preinitiation
into a student organization or body, whether or not the organization or body is officially recognized by an educational institution,
which is likely to cause serious bodily injury or personal degradation or disgrace resulting in physical or mental harm to a former,
current, or prospective student. Hazing does not include athletic events or schoolsanctioned events. (Education Code 48900(q))
18. Made terrorist threats against school officials and/or school property. (Education Code 48900.7) A terrorist threat includes any
written or oral statement by a person who willfully threatens to commit a crime which will result in death or great bodily injury to
another person, or property damage in excess of $1,000, with the specific intent that the statement is to be taken as a threat, even if
there is no intent of actually carrying it out. (Education Code 48900.7) A student in grades 4-12 is also subject to suspension or
recommendation for expulsion when it is determined that he/she:
19. Committed sexual harassment as defined in Education Code 212.5. (Education Code 48900.2) Sexual harassment means that
conduct, when considered from the perspective of a reasonable person of the same gender as the victim, is sufficiently severe or
pervasive as to have a negative impact upon the victim's academic performance or to create an intimidating, hostile, or offensive
educational environment. (Education Code 212.5, 48900.2)
20. Caused, attempted to cause, threatened to cause, or participated in an act of hate violence as defined in Education Code 233.
(Education Code 48900.3)
Hate violence means any act punishable under Penal Code 422.6, 422.7, or 422.75. Such acts include injuring or intimidating another
person, interfering with the exercise of a person's civil rights, or damaging a person's property because of the person's race, color,
religion, ancestry, national origin, disability, gender, or sexual orientation. (Education Code 233)
21. Intentionally engaged in harassment, threats, or intimidation against district personnel or students that is sufficiently severe or
pervasive to have the actual and reasonably expected effect of materially disrupting class work, creating substantial disorder, and
invading the rights of school personnel or students by creating an intimidating or hostile educational environment (Education Code
48900.4)
22. Engaged in an act of bullying, including, but not limited to, bullying by means of an electronic act, directed toward a student or
school personnel. (Education Code 48900(r)) Bullying means one or more acts by a student or group of students that constitutes
sexual harassment pursuant to Education Code 48900.2, as defined in item #19 above; hate violence pursuant to Education Code
48900.3, as defined in item #20 above; or harassment, threats, or intimidation pursuant to Education Code 48900.4, as defined in
item #21 above. (Education Code 32261) Electronic act means the transmission of a communication, including, but not limited to, a
message, text, sound, or image by means of an electronic device, including, but not limited to, a telephone, wireless telephone, or
other wireless communication device, computer, or pager. (Education Code 32261)
A student may be suspended or expelled for any of the acts listed above if the act is related to school activity or school attendance
occurring at any district school under the jurisdiction of the Superintendent or principal or within any other school district, including,
but not limited to, the following circumstances: (Education Code 48900)
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
4. During, going to, or coming from a school-sponsored activity
The Superintendent or principal may use his/her discretion to provide alternatives to suspension or expulsion for a student subject
to discipline under this administrative regulation, including, but not limited to, counseling and an anger management program.
(Education Code 48900(u))
Alternatives to suspension or expulsion shall be used with students who are truant, tardy, or otherwise absent from assigned school
activities.

Removal from Class by a Teacher/Parental Attendance:
A teacher may suspend any student from his/her class for the remainder of the day and the following day for any act listed in
"Grounds for Suspension and Expulsion" above. (Education Code 48910)
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A teacher also may refer a student to the principal or designee for consideration of suspension from school. (Education Code 48910)
When removing a student from his/her class, the teacher shall immediately report this action to the principal or designee and send
the student to the principal or designee for appropriate action. The student shall be appropriately supervised during the class
periods from which he/she has been removed. (Education Code 48910)
As soon as possible, the teacher shall ask the student’s parent/guardian to attend a parent-teacher conference regarding the
removal. A counselor or psychologist may attend the conference if it is practicable, and a school administrator shall attend if either
the parent/guardian or teacher so requests. (Education Code 48910)
A student removed from class shall not be returned to class during the period of removal without the approval of the teacher of the
class and the principal. (Education Code 48910)
A student removed from class shall not be placed in another regular class during the period of removal. However, if a student is
assigned to more than one class per day, he/she may be placed in any other regular classes except those held at the same time as
the class from which the student was removed. (Education Code 48910)
The teacher of any class from which a student is removed may require the student to complete any assignments and tests missed
during the removal. (Education Code 48913)
Pursuant to Board policy, a teacher may provide that the parent/guardian of a student whom the teacher has removed attend a
portion of a school day in his/her child’s classroom. When a teacher makes this request, the principal shall send the parent/guardian
a written notice that the parent/guardian’s attendance is requested pursuant to law. (Education Code 48900.1)
This notice shall also:
1. Inform the parent/guardian when his/her presence is expected and by what means he/she may arrange an alternate date
2. State that if the parent/guardian does not have a means of transportation to school, he/she may ride the school bus with the
student
3. Ask the parent/guardian to meet with the principal after the visit and before leaving school, as required by Education Code
48900.1

Suspension by Superintendent, Principal, or Principal’s Designee

The Superintendent or principal may suspend a student from school for not more than five consecutive school days unless the
suspension is extended pending expulsion. (Education Code 48911)
The Superintendent or principal shall immediately suspend any student found at school or at a school activity to be: (Education Code
48915)
1. Possessing, as verified by a district employee, selling, or otherwise furnishing a firearm, unless the student had obtained prior
written permission to possess the item from a certificated school employee, with the principal or designee's concurrence
2. Brandishing a knife, as defined in Education Code 48915(g), at another person
3. Unlawfully selling a controlled substance listed in Health and Safety Code 11053-11058
4. Committing or attempting to commit a sexual assault or committing a sexual battery as defined in item #14 under "Grounds for
Suspension and Expulsion" above
5. Possession of an explosive as defined in 18 USC 921
Explosive means a destructive device and includes, but is not limited to, any explosive, incendiary, or poison gas bomb, grenade,
rocket having a propellant charge of more than four ounces, missile having an explosive or incendiary charge of more than 
onequarter
ounce, mine or similar device. A destructive device includes any other type of weapon (except a shotgun or shotgun shell
recognized by the United States Secretary of Army as suitable for sporting purposes) which might be converted to project an
explosive. (18 USC 921)
Suspension also may be imposed upon a first offense if the Superintendent or principal determines that the student violated items
#1-5 listed in "Grounds for Suspension and Expulsion" above or if the student’s presence causes a danger to persons or property or
threatens to disrupt the instructional process. (Education Code 48900.5)
A student may be suspended from school for not more than 20 school days in any school year unless, for purposes of adjustment,
the student enrolls in or is transferred to another regular school, an opportunity school, or continuation school or class, in which
case suspension shall not exceed 30 days in any school year. However, this restriction on the number of days of suspension does not
apply when the suspension is extended pending an expulsion. (Education Code 48903, 48911, 48912)
The District may count suspensions that occur while a student is enrolled in another school district toward the maximum number of
days for which the student may be suspended in any school year. (Education Code 48903)
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Suspensions shall be initiated according to the following procedures:
1. Informal Conference: Suspension shall be preceded by an informal conference conducted by the Superintendent, principal, or
principal's designee with the student and, whenever practicable, the teacher, supervisor, or school employee who referred the
student to the principal. At the conference, the student shall be informed of the reason for the disciplinary action, presented with
the evidence against him/her, and given the opportunity to present his/her version and evidence in support of his/her defense.
(Education Code 48911)
This conference may be omitted if the Superintendent, principal, or designee determines that an emergency situation exists. An
emergency situation involves a clear and present danger to the lives, safety, or health of students or school personnel. If a student is
suspended without this conference, both the parent/guardian and student shall be notified of the student’s right to return to school
for the purpose of the conference. The conference shall be held within two school days, unless the student waives his/her right to it
or is physically unable to attend for any reason.
In such case, the conference shall be held as soon as the student is physically able to return to school. (Education Code 48911)
2. Administrative Actions: All requests for student suspension are to be processed by the principal or designee of the school in which
the student is enrolled at the time of the misbehavior. A school employee shall report the suspension, including the name of the
student and the cause for the suspension, to the Superintendent or designee. (Education Code 48911)
3. Notice to Parents/Guardians: At the time of the suspension, a school employee shall make a reasonable effort to contact the
parent/guardian by telephone or in person. Whenever a student is suspended, the parent/guardian shall be notified in writing of the
suspension. (Education Code 48911)
This notice shall state the specific offense committed by the student. (Education Code 48900.8)
In addition, the notice may state the date and time when the student may return to school. If school officials wish to ask the
parent/guardian to confer regarding matters pertinent to the suspension, the notice may add that state law requires the
parent/guardian to respond to such requests without delay.
4. Parent/Guardian Conference: Whenever a student is suspended, school officials may meet with the parent/guardian to discuss
the causes and duration of the suspension, the school policy involved, and any other pertinent matter. (Education Code 48914)
While the parent/guardian is required to respond without delay to a request for a conference about a student’s behavior, no
penalties may be imposed on the student for the failure of the parent/guardian to attend such a conference. The student may not
be denied readmission solely because the parent/guardian failed to attend the conference. (Education Code 48911)
5. Extension of Suspension: If the Board is considering the expulsion of a suspended student from any school or the suspension of a
student for the balance of the semester from continuation school, the Superintendent or designee may, in writing, extend the
suspension until such time as the Board has made a decision. (Education Code 48911(g))
Any extension of the original period of suspension shall be preceded by notice of such extension with an offer to hold a conference
concerning the extension, giving the student an opportunity to be heard. This conference may be held in conjunction with a meeting
requested by the student or parent/guardian to challenge the original suspension. Extension of the suspension may be made only if
the Superintendent or designee determines, following a meeting in which the student and the student’s parent/guardian were
invited to participate, that the student’s presence at the school or at an alternative school would endanger persons or property or
threaten to disrupt the instructional process. (Education Code 48911)

Suspension by the Board
The Board may suspend a student for any of the acts listed in "Grounds for Suspension and Expulsion" above and within the limits
specified in "Suspension by Superintendent, Principal, or Principal’s Designee" above. (Education Code 48912)
The Board may suspend a student enrolled in a continuation school or class for a period not longer than the remainder of the
semester if any of the acts listed in "Grounds for Suspension and Expulsion" occurred. The suspension shall meet the requirements
of Education Code 48915. (Education Code 48912.5)
When the Board is considering a suspension, disciplinary action, or any other action (except expulsion) against any student, it shall
hold closed sessions if a public hearing would lead to disclosure of information violating a student’s right to privacy under Education
Code 49073-49079. (Education Code 35146, 48912)
The Board shall provide the student and his/her parent/guardian with written notice of the closed session by registered or certified
mail. Upon receiving this notice, the student or parent/guardian may request a public meeting, and this request shall be granted if
made in writing within 48 hours after receipt of the Board’s notice. However, any discussion that conflicts with any other student’s
right to privacy still shall be held in closed session. (Education Code 35146, 48912)
Supervised Suspension Classroom:
Students for whom an expulsion action has not been initiated and who pose no imminent danger or threat to the school may be
assigned to a supervised suspension classroom in a separate classroom, building, or site for the entire period of suspension. The
following conditions shall apply: (Education Code 48911.1)
1. The supervised suspension classroom shall be staffed in accordance with law.
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2. The student shall have access to appropriate counseling services.
3. The supervised suspension classroom shall promote completion of schoolwork and tests missed by the student during the
suspension.
4. Each student shall be responsible for contacting his/her teacher(s) to receive assignments to be completed in the supervised
suspension classroom. The teacher(s) shall provide all assignments and tests that the student will miss while suspended. If no such
work is assigned, the person supervising the suspension classroom shall assign schoolwork.
At the time a student is assigned to a supervised suspension classroom, the principal or designee shall notify the student’s
parent/guardian in person or by telephone. When the assignment is for longer than one class period, this notification shall be made
in writing. (Education Code 48911.1)
… Refer to TVUSD AR5144.1 for further information about Suspension, Expulsion, and Student/Parent Rights
… Refer to TVUSD AR5144.2 for further information about Suspension, Expulsion, and Student/Parent Rights with specific regard to
disabled students

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)
Maintenance and Monitoring of Outcome Data
The Superintendent or designee shall annually present to the Board a report of the outcome data which the district is required to
collect pursuant to Education Code 48900.8 and 48916.1, including the number of students recommended for expulsion, the
grounds for each recommended expulsion, the actions taken by the Board, the types of referral made after each expulsion, and the
disposition of the students after the expulsion period. The report shall be disaggregated by school and by numerically significant
student subgroups, including, but not limited to, ethnic subgroups, socioeconomically disadvantaged students, English learners,
foster youth, and students with disabilities. The report also shall include information about whether and how the district is meeting
its goals for improving school climate as specified in its local control and accountability plan.

(D) Procedures to Notify Teachers of Dangerous Pupils (EC 49079)
At the beginning of each school year, or when a new student’s cumulative file arrives, the teacher may review the cumulative file for
any disciplinary records.

(E) Sexual Harassment Policies (EC 212.6 [b])
Harassment BP 5145.3 (b)
The Board prohibits the unlawful sexual harassment, discrimination, harassment, intimidation, or bullying of students by other
students, employees, or other persons at school or at school-related or school sponsored activities. The Board also prohibits
retaliatory behavior or action against persons who complain, testify, assist, or otherwise participate in the complaint process
established pursuant to this policy and the administrative regulation. Prohibited harassment includes physical, verbal, nonverbal, or
written conduct based on one of the categories listed above that creates an intimidating, threatening, hostile, or offensive
educational environment; has the purpose or effect of substantially or unreasonably interfering with a student's academic
performance; that is so severe and pervasive that it affects a student's ability to participate in or benefit from an educational
program or activity; or otherwise adversely affects the student's educational opportunities.

What is sexual harassment:
• Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for sexual favors, and other
verbal, visual or physical conduct of a sexual nature made against another person of the same or opposite gender. Types of
conduct which are prohibited in the District by students and staff and which may constitute sexual harassment include, but are
not limited to: Unwelcome sexual flirtations or propositions, sexual slurs, leering, epithets, threats, verbal abuse, derogatory
comments or sexually degrading descriptions Graphic verbal comments about an individual’s body, or overly personal
conversation Sexual jokes, notes, stories, drawings, pictures or gestures Spreading sexual rumors Massaging, grabbing,
fondling, stroking or brushing the body Touching an individual’s body or clothes in a sexual way Purposefully cornering or
blocking normal movements Displaying sexually suggestive objects Any type of sexual conduct that interferes with school work
and/or your ability to participate in school or district activities Sexual harassment can occur verbally, physically, in person, in
writing, and/or in digital form.
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Uniform Complaint Procedures
The district follows Uniform Complaint Procedures when addressing complaints alleging unlawful discrimination based on ethnicity,
religion, age, gender, sexual orientation, color, or physical or mental disability in any program or activity that receives or benefits
from state financial assistance. The school board encourages the early, informal resolution of complaints at the site level whenever
possible. The Uniform Complaint Procedure is Board Policy 1312.3(a). If you have any questions or need more information, contact
the principal.

(F) School-wide Dress Code Relating to Gang-Related Apparel (EC 35183)
In cooperation with teachers, students and parents/guardians, the principal or designee shall regularly review the following District
regulations and may establish additional school rules governing dress and grooming. It is the intention of this regulation to establish
dress and grooming standards acceptable to the school environment. Violations of the dress and grooming regulations will result in
immediate removal of the student from the school setting to change into appropriate clothing. Parents shall be notified of dress and
grooming violations. Any subsequent dress and grooming violations will be considered for appropriate discipline. Repeated
violations will be considered defiance and referred for appropriate disciplinary action. Any absences due to dress and grooming
violations are unexcused for attendance purposes pursuant to Board Policy 5113. (Dress and Grooming AR 5152)
1. Shoes must be worn at all times. For kindergarten through eighth grade, sandals must have heel straps. Thongs or backless shoes
or sandals are not acceptable.
2. Clothing, jewelry and accessories, such as backpacks or notebooks, shall be free of writing, pictures or any other insignia which are
crude, vulgar, profane, provocative, or sexually suggestive; neither may they advocate racial, ethnic or religious prejudice or the use
of drugs or alcohol.
3. Each school site shall allow for outdoor use during the school day, articles of sun-protective clothing, including, but not limited to,
hats. (Education Code 35183.5) A school administrator shall withhold accessories if deemed to violate this section or to be a health
or safety issue.
4. Hats shall not be altered. Hats shall be removed in the classroom or inside buildings. Bandannas and/or headbands/sweatbands
worn on the head or visible from pockets for the purpose of group identification will not be permitted. Hairnets will not be allowed.
Any individualizing of apparel that designates affiliation with gang or outside organizations will not be allowed, except with prior
permission from the site administrator.
4. Clothes shall be sufficient to conceal undergarments at all times. Straps on the shoulders shall meet a minimum standard of two
inches. No spaghetti straps, tube or halter tops, strapless tops, backless
tops, backless with tie tops, off-the-shoulder or low-cut tops, or tops of see-through or fishnet fabric shall be allowed. Skirts or
shorts must cover to the mid-thigh. All tops must cover the top of the pant or skirt, with midriff covered at all times during normal
activities.
5. Personal cleanliness, including clean hair, is expected.
6. Gang activities on the school campus are a threat to campus safety and to an individual’s feelings of security. Such activities
disrupt the learning environment of the school. Any student or group of students who engage in any activity that is determined to
be gang related by the school administration will be dealt with through conferences, suspension, expulsion or transfer to alternative
study programs. Objectionable attire includes:
a. Wearing of gang clothing (hats, shirts, jackets) or insignias of gangs;
b. Wearing or displaying headbands or bandannas;
c. Any other activity or dress that indicates support or belonging to a gang. The wearing of hats, shirts, jackets or any other clothing
with gang names or an individual student’s name or nickname is not permitted. However, the uniforms and auxiliary clothing of
school sponsored groups and teams are acceptable campus dress. All students have the right to feel safe and secure and to walk the
campus without feeling threatened. This feeling of safety allows students to concentrate on their studies. With administrative
approval, coaches and teachers may impose more, but not less, stringent dress requirements to accommodate the special needs of
certain sports and/or classes. No grade of a student participating in a physical education class shall be adversely affected due to the
fact that the student does not wear standardized physical education apparel where the failure to wear
such apparel arises from circumstances beyond the student’s control. (Education Code 49066)
7. With site administrator approval, staff, students and/or parents/guardians may establish reasonable dress and grooming
regulations for times when students are engaged in extracurricular or other special school activities. School related clubs, teams, or
groups wearing attire such as uniforms or club/group identification shall meet all dress code requirements unless an administrative
waiver is attained. Evening wear worn for formal occasions at school sponsored events is an exception.
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BOARD POLICY 5132 - DRESS AND GROOMING
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.

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. 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

(G) Procedure for Safe Ingress and Egress of Pupils, Parents, and Staff to and from School (EC 35294.2)
Once students are dropped off on the campus students are to remain on campus regardless of students start time. If students leave
campus students will be considered truant. We are responsible for students from the time students leave their home and until the
time students re-enter their home from school. If students engage in anything that is illegal or against school rules students will
receive a consequence both from the school and the Sheriff’s department. Please do not loiter in the neighboring shopping area as
they do have surveillance and will let us know if any illegal or damaging activity has occurred on their property.

Visitors: The Governing Board encourages parents/guardians and interested members of the community to visit the schools and
view the educational program. To ensure minimum interruption of the instructional program, the Superintendent or designee shall
establish procedures that facilitate visits during regular school days. Visits during school hours should be first arranged with the
teacher and principal or designee. If a conference is desired, an appointment should be set with the teacher during non-instructional
time. To ensure the safety of students and staff and avoid potential disruptions, all visitors shall register immediately upon entering
any school building or grounds when school is in session. For purposes of school safety and security, the principal or designee may
design a visible means of identification for visitors while on school premises. No electronic listening or recording device may be used
by visitors in a classroom without the teacher and principal's permission. (Education Code 51512) In order to maintain a safe and
orderly learning environment, students’ friends or visitors without approval are not allowed on campus at any time during school
hours.

Closed Campus: The School Board, as authorized by Ed. Code 44808.5, has established a closed campus at all TVUSD schools. Once a
student arrives on school grounds, he/she must remain on school grounds until the end of the school day. Students may not leave
campus for lunch. Students may not have other students from other schools visit at any time. To keep our students in a supervised,
safe, and orderly environment, the Governing Board establishes a "closed campus" at all district high schools. Once students arrive
at school, they must remain on campus until the end of the school day unless they have brought written authorization from their
parents/guardians and received permission from school authorities to leave for a specific purpose. Students who leave campus
without such authorization shall be classified as truant and subject to disciplinary action. The Board finds that school facilities and
resources are adequate to serve the lunchtime needs of all of our students. The Board further perceives that a closed campus
benefits students by encouraging them to participate in school activities, rather than following other pursuits which may not be in
their best interests. The requirement to keep students on campus is part of the Board's efforts to maintain a safe school climate and
to reduce afternoon absenteeism. The administration shall provide educational, recreational, organizational, and social
opportunities for students during the lunch period. Students who have finished eating shall always have a quiet place to read or
study.

(H) A Safe and Orderly School Environment Conducive to Learning (EC 35294.2)

Component:
California Education Code 35294.2.
(a) The comprehensive school safety plan shall include, but not necessarily be limited to, the following:
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(1) Assessing the current status of school crime committed on school campuses and at school-related functions.
(2) Identifying appropriate strategies and programs that will provide or maintain a high level of school safety and address 
the school’s procedures for complying with existing laws related to school safety, which shall include the development of 
all of the following:
(A) Child abuse reporting procedures consistent with Article 2.5 (commencing with Section 11164) of Title 1 of Part 4 of 
the Penal Code. 
(B) Disaster procedures, routine and emergency. Ch. 646 —2— 94 
(C) Policies pursuant to subdivision (d) of Section 48915 for pupils who committed an act listed in subdivision (c) of 
Section 48915 and other school-designated serious acts which would lead to suspension, expulsion, or mandatory 
expulsion recommendations pursuant to Article 1 (commencing with Section 48900) of Chapter 6 of Part 27. 
(D) Procedures to notify teachers of dangerous pupils pursuant to Section 49079. 
(E) A sexual harassment policy, pursuant to subdivision (b) of Section 231.5. 
(F) The provisions of any schoolwide dress code, pursuant to Section 35183, that prohibits pupils from wearing ‘‘gang-
related apparel,’’ if the school has adopted such a dress code. For those purposes, the comprehensive school safety plan 
shall define ‘‘gang-related apparel.’’ The definition shall be limited to apparel that, if worn or displayed on a school 
campus, reasonably could be determined to threaten the health and safety of the school environment. Any schoolwide 
dress code established pursuant to this section and Section 35183 shall be enforced on the school campus and at any 
school-sponsored activity by the principal of the school or the person designated by the principal. For the purposes of this 
paragraph, ‘‘gang-related apparel’’ shall not be considered a protected form of speech pursuant to Section 48950. 
(G) Procedures for safe ingress and egress of pupils, parents, and school employees to and from school. 
(H) A safe and orderly environment conducive to learning at the school. 
(I) The rules and procedures on school discipline adopted pursuant to Sections 35291 and 35291.5. (b) It is the intent of 
the Legislature that schools develop comprehensive school safety plans using existing resources, including the materials 
and services of the School Safety Partnership, pursuant to Chapter 2.5 (commencing with Section 32260) of Part 19. It is 
also the intent of the Legislature that schools use the handbook developed and distributed by the School/Law 
Enforcement Partnership Program entitled ‘‘Safe Schools: A Planning Guide for Action’’ in conjunction with developing 
their plan for school safety. (c) Grants to assist schools in implementing their comprehensive school safety plan shall be 
made available through the School Safety Partnership as authorized by Section 32262. (d) Each schoolsite council or 
school safety planning committee in developing and updating a comprehensive school safety plan shall, where practical, 
consult, cooperate, and coordinate with other schoolsite councils or school safety planning committees.

The elements required by law are contained within this safety plan, the Site Emergency Operations Plan, the 
Parent/Student Handbook, and Board Policy. Related sections are found in the appropriate sections of this document. 

Element:

Opportunity for Improvement:

Objectives Action Steps Resources Lead Person Evaluation

Component:
Left Blank Intentionally

Element:

Opportunity for Improvement:
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Objectives Action Steps Resources Lead Person Evaluation

Component:
Left Blank Intentionally

Element:

Opportunity for Improvement:

Objectives Action Steps Resources Lead Person Evaluation

(I) School Discipline Rules and Consequences (EC 35291 and EC 35291.5)

Rancho Elementary School Student Conduct Code
Expectations for behavior are based on the Positive Behavior Intervention and Support Program

Conduct Code Procedures
Students are taught lesson with specific behavior expectations by location

(J) Hate Crime Reporting Procedures and Policies
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.
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.
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.
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.

Grievance Procedures
Any student who believes he/she is a victim of hate-motivated behavior shall immediately contact the Coordinator for
Nondiscrimination, Principal, Superintendent or designee, and law enforcement as appropriate.
The Board hereby designates the following position as Coordinator for Nondiscrimination (and Title IX) to handle complaints
regarding hate-motivated behavior and inquiries regarding the district's nondiscrimination policies:

Assistant Superintendent, Human Resources Development
31350 Rancho Vista Road, Temecula, CA 92592
(951) 506-7950

Upon receiving such a complaint, the Coordinator for Nondiscrimination 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
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found to have demonstrated hate-motivated behavior shall be subject to discipline in accordance with law, Board policy, and
administrative regulation.
Staff who receive notice of hate-motivated behavior or personally observe such behavior shall notify the Coordinator for
Nondiscrimination, Principal, Superintendent or designee, and law enforcement, as appropriate.

BP5145.9 (b)
As necessary, the District shall provide counseling, guidance, and support, to students who are victims of hate-motivated behavior.
The District will also provide training to students who exhibit such behavior.
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Safety Plan Review, Evaluation and Amendment Procedures

The Comprehensive School Safety Plan will be reviewed and updated by March of each year. In July of every year, the school will
report on the status of its school safety plan including a description of its key elements in the annual school accountability report
card.
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Safety Plan Appendices
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Emergency Contact Numbers

Utilities, Responders and Communication Resources

Type Vendor Number Comments

Reference Attachment at 
back of plan
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Safety Plan Review, Evaluation and Amendment Procedures

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

(description and location)
Draft completed TBD

Draft reviewed by Safety Team TBD

Draft finalized TBD

Draft approved by Safety Team TBD
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Rancho Elementary School Incident Command System

-------- Incident Commander

-------- Pam May--------

--------

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

-------- Stephen Miller-------- Elva Palomares-Razo--------

--------

-------- Scribe

-------- Susan Yates--------

--------

--------

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

Pat Butler-------- ------- Cindy Thomas
-------- Mario Romo-------- Karen Burrow

--------

--------

--------

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

-------- Wendy Plyler--------

--------

--------
Student Release &

Accountability
TeacherB

-------- Heather Koser--------
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Incident Command Team Responsibilities

Standardized Emergency Response Management System Overview
The California Standardized Emergency Management System (SEMS) is designed to centralize and coordinate emergency response 
through the use of standardized terminology and processes. This greatly facilitates the flow of information and resources among the 
agencies participating in response to an emergency. SEMS consists of five functions:
Management: Provides overall emergency policy and coordination. This function is directed by the Incident Commander 
(IC) who is typically the principal. The IC is assisted in carrying out this function by a Management Team which consists of 
a Public Information Officer, Safety Officer, and School Liaison.

Operations: Provides for all tactical operations of an incident including implementation of response activities according to 
the emergency procedures including care of students, first aid, crisis intervention, search and rescue, damage 
assessment, evacuations, and the release of students to parents.

Planning/Intelligence: Collects, evaluates and disseminates information needed to measure the size, scope and 
seriousness of an incident and to plan an appropriate response. Also documents information about the emergency 
response and plans for recovery operations. 

Logistics: Supports emergency operations by acquiring and providing needed personnel, equipment, facilities, resources 
and services required for the response including coordinating personnel; assembling and  deploying volunteers; and 
facilitating communications among emergency responders.

Finance/Administration: Oversees all financial activities including purchasing of necessary materials, tracking incident 
costs, arranging contracts for services, timekeeping, submitting documentation to governmental agencies for 
reimbursement and recovering school records following an emergency.

Incident Command System Organization

ICS is the standardized management tool for command, control, and coordination of the response to an emergency. ICS 
provides a means to coordinate the efforts of individual agencies as they work toward the common goal of stabilizing the 
incident and protecting life, property, and the environment. ICS uses principles that have been proven to improve 
efficiency and effectiveness and applies those principles to emergency response for any type of situation.

The five major components of ICS, Management, Operations, Planning, Logistics, and Finance, are the foundation upon 
which the ICS organization develops. They apply during a routine emergency, when preparing for a major non-emergency 
event, or when managing a response to a major disaster. In small-scale incidents, all of the components may be managed 
by one person, the Incident Commander. Large-scale incidents usually require that each component, or section, is set up 
separately. Each of the primary ICS sections may be divided into smaller functions as needed and customized for the 
needs that occur in a school environment.

An important concept of the school ICS system is the school Incident Commander must always remain in charge of the 
school related activities. Emergency Response Incident Commanders will not take over the role of directing school 
emergency activities as they relate to evacuation, reunification, or any other school related response. The Unified 
Command concept of ICS is of paramount importance during a school related disaster or emergency incident.

A similar Incident Command System structure will be present at the district level during anemergency incident, especially 
an incident affecting multiple schools. In today’s climate of social media, it is rare that only one school is affected by some 
type of fallout related to an emergency incident. The ICS concept of Area Command is utilized to support individual school 
sites from the district lever. The Superintendent or designee acts as the Incident Commander or Emergency Operations 
Center Director in the District Level Incident Command structure. The Superintendent’s role is to support the incident and 
make policy decisions affecting the
individual schools affected by the incident. The school Incident Command System structure remains in charge of running 
the incident at the individual school site. The corresponding sections of the District Incident Command System structure 
will support the individual school Incident Command Components during a large or multiple school incident.

The following are Incident Command System position descriptions color coded for standardization with those of 
emergency response agencies:
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The Management Section

Incident Commander: the person in charge at the incident and responsible for the overall response to the emergency. 
The IC may conduct all of the functions of the sections, or activate positions and units as the incident grows, and de-
activate them as the incident stabilizes.

Public Information Officer: handles all media inquiries, writes press releases and coordinates the release of information 
to the media through the Incident Commander. This position also monitors and handles social media related activities.

Safety Officer: monitors safety conditions and develops measures for ensuring the safety of all assigned staff. 
Immediately reports safety concerns to the IC.

School Liaison: is the on-scene contact for other agencies responding to the incident.

The Operations Section

This section is responsible for handling all tactical objectives and activities related to the incident. The Operations Section 
Chief may activate the following units if necessary:

Search and Rescue Unit: conducts search of every room on campus for victims that may be trapped or injured and 
evacuates them from the building to a triage or safe location. First Aid/Medical Unit: establishes a medical triage area and 
provides/oversees care given to the injured.
 
Fire Suppression/Hazmat Unit: locates and extinguishes small fires if safe to do so, and evaluates the area for release 
of any chemicals. A typical school HAZMAT response would be to evacuate and cordon off any area affected by a 
chemical spill and notify the proper agency, usually the fire department, for response. This unit is responsible for making 
sure no one reenters the affected area.

Damage Assessment Unit: performs initial assessment of damage to buildings and structures looking for structural 
damage, and shuts down utility systems if necessary. Any building sustaining damage must be evaluated by a trained 
professional prior to re-entry. 

Student Release/Reunion Unit: manages the assembly area for students and ensures proper identification procedures 
to reunite students with parents or authorized persons.

Assembly Area/Shelter Unit: establishes and sets-up shelter facilities for staff and students required to stay at the site. 
Sheltering referred to here includes moving students and staff to protected areas if necessary. This is not to be confused 
with Red Cross or emergency service sheltering procedures. If a school is used for an emergency shelter by an outside 
agency, this school unit would work with that outside agency to coordinate activities at the school site.

Crisis Intervention Unit: provides the immediate short term mental health and counselling assistance needed by staff 
and students immediately after an incident. Any long term issues should be handled by trained professionals.

The Planning Section

This section is charged with documenting the incident and creating the Incident Action Plan based on goals and objectives 
established by the Operations Section and approves by the IC.

Situation/Resource Status Unit: the collection, evaluation, dissemination, and use of information about the status of the 
incident and the resources assigned to it.

Documentation Unit: maintains a log of all emergency developments, response actions, and other necessary 
documentation. Writes and updates the Incident Action Plan.

The Logistics Section

This section is responsible for procuring any equipment, supplies, or personnel needed to support the incident.

Supplies/Distribution Unit: acquires and distributes the necessary resources, supplies, equipment and materials for the 
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response to the emergency.

Transportation Unit: provides for the transportation of students and staff to evacuation sites and for trucks/vehicles to 
deliver equipment.

Personnel Unit: coordinates the assignment of staff and volunteers to fill positions as needed and requested by the 
Incident Commander.

Facilities Unit: designates facilities for the ICS organization as necessary and ensures that the accommodations fit the 
requirements of the function.

The Finance Section

This section is responsible for tracking all costs related to the incident and any Risk Management type incidents that could 
result in possible future damage claims. 

Compensation/Claims Unit: processes worker’s compensation claims and claims for damages related to the emergency 
response.

Purchasing/Procurement Unit: arranges for purchases of needed equipment, supplies and materials with vendors or 
pre-designated contractors.

Timekeeping Unit: maintains a log of all and response actions, including financial expenditures, timekeeping, and other 
necessary documentation.

Inevitably, at some point in an emergency or large scale disaster, all of these functions will need to be conducted. Within 
the ICS, you can expand the response organization on an as needed basis, activating a functional position when needed, 
and deactivating positions that are no longer necessary. Typically, the school principal assumes the Incident 
Commander responsibilities and activates the other positions as needed. Staff may be assigned to perform more than one 
role, depending on the number of school personnel available to respond.

It should be noted that this ICS Organization has been adapted for application at a typical school site. Due to limited 
staffing issues, some of these positions, if activated, could be combined and performed by the same individual(s). (Refer 
to the sample organizational chart). An important ICS concept is the duties related to any specific section or position that 
is not filled must be performed by the Incident Commander.

At the District EOC level, all of these positions may be activated as well as additional positions designed for specific 
needs of the District. Additionally, the Operations, Planning, Logistics and Finance Sections would all have a “Section 
Chief” assigned to oversee and manage each section.

ICS Position Checklists

MANAGEMENT SECTION – INCIDENT COMMANDER

Primary Responsibilities

* Confirm Event
* Overall management of the response to the incident
* Assess the severity of the incident
* Make notification to professional/outside emergency responders of the incident
* Confirm appropriate notifications have been made (911, District Office, others)
* Establish the Incident Command Post (ICP)
* Give appropriate command e.g. (lockdown, evacuation, containment, shelter in place)
* Set up check-in procedures at the ICP
* Activate ICS organization positions as necessary
* Establish objectives for the incident action plan
* Ensure the safety of students, staff, volunteers and campus visitors
* Deactivate ICS positions as needed
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Start-up Actions

* Put on personal safety equipment
* Ensure district communication systems are in place
* Read position description
* Assess nature and scope of emergency/disaster
* Determine level of threat to people and facilities
* Implement emergency/disaster plan appropriate to situation
* Meet with activated Management Staff and Unit Leaders
* Make sure you assign an alternate Incident Commander

Operational Duties

* Assist law enforcement or fire department if the event calls for the establishment of a Unified Command Post
* Monitor overall response activities by staying in communication with assigned staff in ICS positions
* Work with assigned staff to write overall response objectives and revise as needed
* Document all incoming messages, all actions taken, all decisions made (and the justification for them), and requests 
being filled on the Position Activity Log
* Initiate Student Release when appropriate (be sure Student Release Unit is set up)
* Approve media releases for Public Information Officer (PIO) to release information to the appropriate agencies
* Supervise Section activities, schedule breaks and re-assign staff, as needed
* Remember shift changes and establish a process for briefing incoming staff

Deactivation

* Terminate all response activities after determining the incident has been resolved
* Ensure that all pending actions will be completed after deactivation
* Initiate recovery operations
* Direct the return of all equipment and reusable supplies to Logistics
* Close logs. Direct all logs, reports, and response-related documentation be completed and submitted to the 
Documentation Unit.
* Check-out at ICP and leave contact information in case you need to be reached
* Complete an After Action Report of the incident

MANAGEMENT SECTION – PUBLIC INFORMATION OFFICER (PIO)

Primary Responsibilities

* Liaison between the school, the media, other involved agency PIO’s. and the public
* Obtain information about the incident to write press releases
* Get press releases approved by the Incident Commander
* Deliver press releases to media and public

Start-Up Actions

* Check-in at ICP
* Put on personal safety equipment
* Read position description
* Meet with Incident Commander, Management Staff and Unit Leaders
* Designate a media reception area (with Incident Commander approval)
* Advise on-site media of time of first press release or press conference

Operational Duties

* Keep updated on response activities
* Schedule regular press conferences, if appropriate
* Get approval of Incident Commander for all press releases/statements
* Remind staff/volunteers to refer all questions from parents or the media to the PIO
* Document all incoming messages, all actions taken, all decisions made (and the justification for them), and requests 
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being made on the Position Activity Log
* Arrange for the translation of announcements and response-related information
* Monitor news broadcasts and correct any misinformation as soon as possible
* Make sure that the Incident Commander is aware of all media-related incidents
* Supervise activities, schedule breaks and re-assign staff, as needed
* Remember shift changes and establish a process for briefing incoming staff

Deactivation

* Release PIO staff and volunteers when directed by Incident Commander
* Return all equipment and reusable supplies to Logistics
* Close logs. Direct all logs, reports, and response-related documentation be completed and submitted to the 
Documentation Unit
* Check-out at ICP and leave contact information in case you need to be reached

Guidelines for Speaking to the Media

When speaking to the media about campus emergencies, it is extremely important to adhere to the following guidelines:

§ READ all press statements
§ Re-state the nature of the incident; its cause and time of origin
§ Describe the size and scope of the incident
§ Report on the current situation
§ Speak about the resources being utilized in response activities
§ Reassure the public that everything possible is being done
§ DO NOT release any names
§ When answering questions be truthful; but consider the emotional impact the information could have upon listeners
§ Avoid speculation; do not talk “off the record”
§ Do not use the phrase “no comment”
§ Set up press times for updates
§ Control media location

Management
During an emergency, the Incident Commander directs response actions from a designated Command Post. To effectively do this, 
the Incident Commander must constantly assess the situation, and develop and implement appropriate strategies. The Incident 
Commander must be familiar with the available resources, accurately document all response actions, and effectively communicate 
response strategies to others participating in the response. This function is typically filled by the school principal. The principal is 
assisted in carrying out this function by a Public Information & Liaison Officer and Safety Officer.

Planning & Intelligence
Planning and Intelligence involves the use of various methods to efficiently gather information, weigh and document the information 
for significance, and actively assess the status of the emergency. This understanding and knowledge about the situation at hand is 
vital to the effective management of a response. These activities are performed by a single person who reports directly to the 
Incident Commander.

Operations
All response actions are implemented under by Operations. This includes staff performing first aid, crisis intervention, search and 
rescue, site security, damage assessment, evacuations, and the release of students.

Logistics
Logistics supports the response by coordinating personnel; assembling and deploying volunteers; providing supplies, equipment, and 
services; and facilitating communications among emergency responders.
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Finance & Administration
Finance & Administration involves the purchasing of all necessary materials, tracking financial records, timekeeping for emergency 
responders, and recovering school records following an emergency. These activities are performed by a single person who reports 
directly to the Incident Commander.
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Emergency Response Guidelines

Step One: Identify the Type of Emergency
Phase I – Mitigation/Prevention addresses what schools can do to reduce exposure to risks and hazards and lessen the 
potential impact of an emergency situation. Mitigation efforts can occur both before and after emergencies or disasters.

Step Two: Identify the Level of Emergency
Phase II – Preparedness focuses on the roles and responsibilities of the school emergency response teams and the 
actions, exercises and supplies needed for various emergency scenarios. These activities develop readiness and 
response capabilities.

Levels of Emergencies

Emergencies are described in terms of the following three levels:

Level 1 - A situation in which the scope is limited to school settings and school-based personnel, and no outside 
assistance is needed.

Level 2 - A situation at the school where the scope of the emergency necessitates assistance from City emergency 
response agencies. These events require help from outside resources, but do not reach the scope and gravity of 
provincial emergencies requiring regional support.

Level 3 - These include large-scale events where coordination of services from local and regional response agencies is 
warranted. In many of these situations the school’s role is to implement protocols until appropriate community agencies 
(e.g., police, fire and rescue) respond and assume responsibility. Schools must be prepared to rely on their own 
resources until help arrives.

Step Three: Determine the Immediate Response Action
Phase III – Response presents detailed procedures for implementing appropriate actions for most types of emergencies 
that may be encountered in a school setting. In this phase, schools mobilize resources needed to address the emergency 
at hand. Emphasis is placed on minimizing the effects of the emergency or disaster.

Step Four: Communicate the Appropriate Response Action
Phase IV – Recovery focuses on general strategies to follow after the emergency and restoring affected areas to pre-
emergency conditions in order to return to the normal learning environment as quickly as possible. Recovery activities 
may be both short-term and long-term; ranging from restoration of essential utilities such as water and power, to mitigation 
measures designed to prevent future occurrences of a specific threat.
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Types of Emergencies & Specific Procedures

Aircraft Crash
Emergency response will depend on the size of the aircraft, nature of the crash, and proximity to the school. If it is safe to 
remain inside the building, all students should be kept in the school under supervision. The crash may also result in an 
explosion, chemical spill or utility interruption. 

Aircraft crashes into the school

STAFF ACTIONS:

1. Notify Principal and alert emergency responders via 911 as soon as it is safe to do so.

2. Move students away from immediate vicinity of the crash.

3. EVACUATE students from the building using primary and/or alternate fire routes to a safe assembly area away from the 
crash scene. Take class roster/nametags and emergency backpack.

4. Check school site to assure that all students have evacuated.

5. Take attendance at the assembly area. 

6. Report missing students to the Principal /designee and emergency response personnel.

7. Maintain control of the students a safe distance from the crash site.

8. Care for the injured, if any.

9. Escort students back to the to the school site when emergency response officials have determined it is safe to return to 
the building.

10. Determine if parental reunification or controlled release is needed.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Notify police and fire department (call 911).

2. Determine immediate response procedures, which may include EVACUATION, OFF-SITE EVACUATION or 
DIRECTED TRANSPORTATION. 

3. Notify District Superintendent, who will contact the Riverside County Office of Education.
4. Set up incident Command at site and initiate Unified Command with responding agencies.

5. Arrange for first aid treatment and removal of injured occupants from building.

6. Secure area to prevent unauthorized access until the Fire Department arrives. Ensure that students and staff remain at 
a safe distance from the crash.

7. Account for all building occupants and determine extent of injuries.

8. Do not re-enter building until the authorities provide clearance to do so. 

Aircraft crashes near school

STAFF ACTIONS:

1. Notify Principal.
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2. Move students away from immediate vicinity of the crash.

3. Remain inside with students unless subsequent explosions or fire endanger the building.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Notify police and fire department (call 911).

2. Set up Incident Command and initiate Unified Command with responding agencies if needed.

3. Initiate SHELTER IN PLACE, if warranted.

4. Ensure students and staff outside are directed to designated areas until further instructions are received.

5. Ensure that students and staff remain at a safe distance from the crash.

6. Notify District Superintendent.

7. Fire department officials will secure area to prevent unauthorized access. Do not enter affected areas until the 
appropriate authorities provide clearance to do. This may affect student pick up, so prepare for parental communication.

8. Determine if parental reunification or early release is needed.

Animal Disturbance
If there is a wild, dangerous, or uncontrollable animal on campus, implement this procedure if animal threatens the safety 
of the students and staff.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Isolate the students from the animal. Close doors and keep students inside as a means to isolating the animal.

2. If the animal is outside, keep students inside and institute a LOCK OUT.

3. If the animal is inside, initiate an EVACUATION outside to a protected area away from the animal.

4. Contact the local Animal Control office or law enforcement for assistance in removing the animal if this cannot be safely 
done by school staff.

5. If the animal injures anyone, seek medical assistance by calling 911.

6. Notify parent/guardian and recommended health advisor for proper protocol.

STAFF/TEACHER ACTIONS:

1. If the animal is outside, keep students inside. Lock doors and keep students away from the windows.

2. If the animal is inside, EVACUATE students to a sheltered area away from the animal.

3. Notify the principal if there are any injuries and ensure medical aid has been called if needed.

Armed Assault on Campus
Immediate response to a rapidly changing incident is critical. In most cases, initiate LOCKDOWN procedures to isolate 
students from danger or send them to a secure area. Safety must always be the foremost consideration.

ACTIVE ASSAILANT INCIDENTS:

An Active Assailant incident is described as an immediate and imminent threat to safety posed by person(s) on or near 
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the campus who are armed with weapons and intent on causing death or injury to students or staff. In these incidents, 
anyone witnessing the threat may order a lockdown by whatever means available. 911 should immediately be called, 
preferably by someone with knowledge of the incident. The caller should remain on the phone with police if possible in 
order to give updated information. 

Safely locking down students and staff to keep the threat away is the first course of action, but alternatives such as 
running away from the danger to a safe area or enhancing door and window security by any method available are options 
to be considered while waiting for the arrival of law enforcement. The obligation and primary concern for school staff in an 
Active Assailant situation is to keep as many students and staff members as possible safe during the time it takes for law 
enforcement to arrive on scene and address the problem.

Once the situation is deemed safe by law enforcement, the principal again takes control of the school in the position of 
school Incident Commander. Unified Command is established and communications are set up with the Superintendent to 
address issues such as student/parental reunification, relocation of students, school closure, and other issues related to 
the continuity of school operations.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Remain calm. Do not confront the assailant(s).

2. Assess the situation:

a) Is the assailant in the school?

b) Has assailant been identified?

c) Has the weapon been found and/or secured?

3. Depending on the situation, initiate LOCKDOWN or EVACUATION, as appropriate.

4. Call 911 or direct a staff member to do so. Provide essential details of the situation, i.e., suspect, location, weapons, 
number of persons involved, motive, injuries/casualties, actions taken by the school (e.g. LOCKDOWN). If the school is 
in lockdown, advise law enforcement where they should enter and have that entrance monitored by staff to let law 
enforcement into the school if it is safe to do so.

5. Initiate Incident Command and fill positions as needed as soon as the incident has stabilized and it is safe to do so.

6. Identify command post location for school. Law enforcement will probably set up their own command post in a separate 
location. Assist police in entering the school and provide officers with critical information.

7. Ensure injured students and staff members receive medical attention.

8. If assailant has left, secure all exterior doors to prevent re-entry.

9. If a firearm is known to exist and was left behind, do not touch it. Allow a law enforcement officer to take possession of 
the weapon.

10. Keep crime scene secure. 

11. Confer with Superintendent to organize OFF-SITE EVACUATION or school closure if necessary. (Refer to 
Student/Parental Reunification Annex).

12. Isolate and separate witnesses.
 
13. Gather information for police about the incident and everyone involved with it: 

a) Name of suspect(s)

b) Location of shooting
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c) Number and identification of casualties and injured

d) Current location of the shooter(s)

14. Prepare written statements for telephone callers and media. Refer media inquiries to designated Public Information 
Officer (District Media Contact). 

15. Prepare letter for students to take home to their families.

16. Arrange for immediate crisis counseling for students and staff.

17. Provide liaison for family members of injured students and staff members.

18. Debrief with staff and law enforcement officers.

19. Provide informational updates to staff, students and their families during the following few days.

STAFF ACTIONS:

1. Remain calm.

2. Alert the principal/site administrator.

3. Take immediate action to prevent casualties. Isolate the suspect and/or area. Move others to a safe area to protect 
them from danger. Institute LOCKDOWN or EVACUATION, as appropriate.

4. Provide first aid for victims, if needed.

5. Account for all students if possible. Maintain order in assembly area or shelter and await arrival of law enforcement. 

6. Assist police officers – provide identity, location and description of individual and weapons.

Biological or Chemical Release
The nature of the material and the proximity of the incident to the school site will determine which emergency ACTION 
should be implemented. Police, Fire or Public Health Department may order EVACUATION of the school. It may be 
determined that SHELTER IN PLACE is a better option than evacuation for the initial response. This procedure also 
applies to BIOLOGICAL AGENT RELEASE and CHEMICAL ACCIDENTS.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Call 911, if necessary.

2. If there is a threat of airborne toxicity, shut-off ventilation system in affected area when necessary. HVAC filters will 
keep out some toxins, so conferring with emergency responders for air quality information is necessary. If SHELTER IN 
PLACE is determined to be the course of action, move all students and staff indoors and await information from 
emergency responders.

3. Initiate EVACUATION if this is the determined course of action. Any toxic cloud that can affect students in their 
classrooms would very likely affect them outside on the school grounds as well. If evacuating by foot, move crosswind to 
avoid fumes, never upwind or downwind.

4. Isolate anyone suspected of being contaminated with a substance that could be transferred to others until public safety 
personnel carry out decontamination procedures.

5. If time is available, initiate DIRECTED TRANSPORTATION. Move students and staff away from the path of the 
hazardous materials.
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6. Notify District Superintendent. Initiate the Incident Command System and set up Unified Command with emergency 
responders.

7. Wait for instructions from emergency responders. The local fire department, Cal Fire, or California Highway Patrol will 
be lead agencies.

8. Do not allow the return of students to the school grounds or buildings until public safety officials declare the area safe.

9. Upon return to school, ensure that all classrooms are adequately aired.

TEACHER ACTIONS:

1. Follow standard student assembly, accounting and reporting procedures. Do not take unsafe actions such as returning 
to the building before it has been declared safe.

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

PERSON RECEIVING THREAT BY TELEPHONE:

1. Listen for distinctive wording of the threat and any possible background noise that may identify the location the call is 
coming from. Do not interrupt caller. Specific wording of the threat is important, so take notes if possible.

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

3. Alert someone else by prearranged signal to notify law enforcement while the caller is on the line if possible. Check for 
caller I.D. if available.

4. Notify site administrator immediately after completing the call.

5. Complete the Bomb Threat Checklist.

PERSON RECEIVING THREAT BY MAIL OR NOTE:

1. Note the manner in which the threat was delivered, where it was found and who found it.

2. Limit handling of item by immediately placing it in an envelope so that fingerprints may be detected. Written threats 
should be turned over to law enforcement.

3. Caution students against picking up or touching any strange objects or packages.

4. Notify principal or site administrator.

PRINCIPAL/SITE ADMINISTATOR ACTIONS:

1. Call 911.

2. If the caller is still on the phone or has just disconnected, have someone contact the District I.T. department to see if 
the number the caller used can be identified.

3. Instruct staff and students in the area to turn off cellular phones or two-way radios. Do not use those devices during this 
threat since explosive devices can be triggered by radio frequencies. Law enforcement  will want this step taken, even 
though radio and cell traffic probably wouldn’t set off a device.

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

5. Not all bomb threats result in evacuation. An unauthored threat with no specific information and no accompanying 
suspicious circumstances could be a hoax. This is especially true in cyber-threats via social media. “SWATTING” is a term 
used to get a police response or have the school closed based on an unauthored threat, usually through social media. 
The principal should examine the totality of the threat before
deciding on evacuation, and the Superintendent should examine the threat before ordering school(s) closed. If there is 
limited data, there is limited threat. Specific wording should be analyzed and a social media monitoring tool is helpful in 
making these decisions. Some actions should be taken and law enforcement should still be contacted. These threats are 
still criminal and must be reported to law enforcement.

6. Use the intercom, personal notification by designated persons, or the P.A. system to evacuate the threatened rooms if 
evacuation is decided upon. 

7. If it is necessary to evacuate the entire school, use of the fire alarm is an option.

8. Notify the District Superintendent of the situation. Only the Superintendent can order the school to be closed.

9. Set up Incident Command and establish communications with responding emergency agencies. Unified Command 
should be utilized. Set up the Incident Command Post a safe distance from the area of threat and fill I.C.S. positions as 
needed.

10. Direct a search team to look for suspicious packages, boxes or foreign objects if the situation dictates this can be 
done safely. Law enforcement typically will not search the school for a non-specific threat, but anything looking out of the 
ordinary should be treated as a suspicious package and reported to law enforcement.

11. Do not return to the school building until it has been inspected and determined safe by proper authorities.

12. Avoid publicizing the threat any more than necessary. This could trigger additional future threats.

SEARCH TEAM ACTIONS:

1. Do not enter an area unless it is safe to do so. Use a systematic, rapid and thorough approach to search the building 
and surrounding areas.

2. Check classrooms and work areas, public areas (foyers, offices, bathrooms and stairwells), unlocked closets, exterior 
areas (shrubbery, trash cans, debris boxes) and power sources (computer rooms, gas valves, electric panels, telephone 
panels). 

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

STAFF ACTIONS:

1. If evacuation is ordered, evacuate students as quickly as possible, using primary or alternate routes.

2. Upon arrival at the designated safe site, take attendance. Notify the principal/site administrator of any missing students.

3. Do not return to the building until emergency response officials determine it is safe.

4. Take whatever actions necessary to obtain 100% student accountability. Only trained emergency responders should be 
used to check the interior of buildings for missing students if it has been determined it is unsafe for staff members to re-
enter school buildings.

Bus Disaster
Bus Accident

Each school should maintain a folder for each bus serving the school. This folder should contain rosters, including an 
emergency telephone number for each student assigned to ride the bus. The teacher in charge of a special activity trip 
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should prepare trip bus folders; one copy of the student emergency contact information should be placed in the trip folder 
and a second copy should accompany the teacher on the trip. Bus drivers may need to make spontaneous, independent 
decisions, based on the nature of the emergency, age of children, location of bus and other unique circumstances.

BUS DRIVER:

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

2. Evaluate the need for evacuation.

3. Remain with the vehicle. Notify law enforcement per procedure.

STAFF ACTIONS:

1. Call 911, if warranted.

2. Notify principal.

3. Implement basic first aid until emergency medical services and/or law enforcement arrives and takes charge of the 
emergency.

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

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

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Notify law enforcement.
2. Notify parents/guardians of all students on the bus as soon as accurate information is available.

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

4. Notify school community about the incident and status of injured students and/or staff. Prepare news release for media, 
if appropriate.

Earthquake During A Bus Trip

BUS DRIVER ACTIONS:

1. Issue DUCK, COVER and HOLD ON instruction.

2. Stop bus away from power lines, bridges, overpasses, buildings, possible landslide conditions, overhanging trees or 
other dangerous situations. 

3. Set brake, turn off ignition and wait for shaking to stop.

4. Check for injuries and provide first aid, as appropriate.

5. Contact the school administrator and bus dispatch to report location and condition of students and the bus.

6. Do not attempt to cross bridges, overpasses or tunnels that may have been damaged.

7. If instructed to continue route,

8. Enroute to school, continue to pick up students.

9. Leaving school, continue dropping off students, provided there is a responsible adult at the bus stop. 
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10. If it is impossible to return to school, proceed to nearest designated shelter indicated on the bus route. Upon arriving 
at the shelter, notify the school administrator. 

11. Remain with students until further instructions are received from site administrator.

12. Account for all students and staff throughout the emergency

Flood During A Bus Trip

BUS DRIVER ACTIONS:

1. Do not drive through flooded streets and/or roads.

2. Take an alternate route or wait for public safety personnel to determine safe route.

3. If the bus is disabled, stay in place until help arrives

4. Contact the school administrator and bus dispatch to report location and condition of students and the bus.

5. Do not attempt to cross bridges, overpasses or tunnels that may have been damaged. 

6. Account for all students and staff throughout the emergency.

Disorderly Conduct
Criminal acts on campus may vary from theft to more serious felony crimes. TVUSD should practice a mandatory 
reporting procedure for reporting crimes to police immediately upon becoming aware of them. Sexual assaults should be 
immediately reported to the police, but the victim should be interviewed by trained professionals and not school staff 
members.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Notify police via 911 if emergency response is needed.

2. Identify all parties involved (if possible). Identify witnesses, if any. Suspects and witnesses should not be interviewed if 
law enforcement is responding as this may hinder their investigation. Students may have Miranda Rights in some cases 
and only law enforcement can make those types of advisements.

3. Preserve the crime scene. With the exception of rescue personnel, deny access to the immediate area until police 
arrive. Police officials will coordinate activities within the crime scene and release the area to the school administrator 
when finished.

4. If an individual is armed with a weapon and it IS NOT AN ACTIVE ASSAILANT INCIDENT, extreme caution should be 
used and law enforcement should be called via 911. Do not attempt to remove the weapon from the suspect’s possession. 
Advise law enforcement of all information regarding the weapon and allow them to determine the proper way to handle the 
situation. If a suspect is in possession of a weapon inside of a classroom and is not threatening with it, (a reported gun or 
knife in a backpack for example), it may be safer to not approach them and not move into a lockdown until law 
enforcement arrives to determine the proper response. Placing the school into lockdown could create a hostage type 
situation inside of the classroom if the school is placed into lockdown prematurely. If the suspect is unaware the 
information about the weapon is known, and is also unaware law enforcement is responding, he or she may not be a 
threat at that point. In all cases, if there is a threat being made with a weapon, the lockdown protocol should be initiated to 
isolate the suspect and ensure safety for as many student and staff members as possible.

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

6. Question the victim with another staff member present if necessary. As noted, questioning of a student suspected of a 
crime should be limited in scope if law enforcement is responding. Focus on basic information to determine if a crime 
has occurred and safety related information until law enforcement arrive.
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7. Let trained law enforcement personnel obtain specific details about the crime, following their student interview 
protocols.

8. Follow the district’s mandatory law enforcement reporting protocols immediately or as soon as possible after a crime 
has been discovered.

STAFF ACTIONS FOR CRIME VICTIMS:

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

2. Preserve the crime scene. With the exception of rescue personnel, deny access to the immediate area until police 
arrive. 

3. If a suspect is in custody, do not interview until police arrive unless there is a threat to life safety.

4. Make sure the incident is documented.

Earthquake
Emergency Action – Earthquake

Earthquakes strike without warning. Fire alarms or sprinkler systems may be activated by the shaking. The effect of an 
earthquake from one building to another will vary. Elevators and stairways will need to be inspected for damage before 
they can be used. The major shock is usually followed by numerous aftershocks, which may last for weeks. The major 
threat of injury during an earthquake is from falling objects, glass shards and debris. Many injuries are sustained while 
entering or leaving buildings. Therefore, it is important to quickly move away from windows, free-standing partitions and 
shelves and take the best available cover under a sturdy desk or table, in a doorway or against an inside wall. All 
other actions must wait until the shaking stops. If persons are protected from falling objects, the rolling motion of the earth 
may be frightening but not necessarily dangerous.

Inside Building

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Direct inspection and assessment of school buildings. Report building damage and suspected breaks in utility lines or 
pipes to fire department responders. 

2. Evacuation may not be necessary in a minor earthquake. If evacuation is ordered, follow procedure and check 
accountability of students and staff. 

3. Send search and rescue team to look for missing or trapped students and staff.

4. Post guards a safe distance away from building entrances to assure no one re-enters. 

5. Notify District Office of school and personnel status. Determine who will inform public information media as appropriate.

6. Do NOT re-enter building until it is determined to be safe by appropriate facilities inspector.

7. Contact superintendent to determine whether to close school. If school must be closed, notify staff members, students 
and parents.

STAFF ACTIONS:

1. Give DROP, COVER and HOLD command. Instruct students to move away from windows, bookshelves and heavy 
suspended light fixtures. Get under table or other sturdy furniture with back to windows.

2. Check for injuries, and render First Aid.



Comprehensive School Safety Plan 39 of 48 8/22/17

3. After shaking stops, evacuate the building if ordered. If there is structural damage, staff may initiate evacuation without 
an order being given. The principal should be advised. 

4. Avoid evacuation routes with heavy architectural ornaments over the entrances. Do not return to the building. Bring 
attendance roster and emergency backpack. 

5. Check attendance at the assembly area. Report any missing students to principal/site administrator.

6. Warn students to avoid touching electrical wires and keep a safe distance from any downed power lines.

7. Stay alert for aftershocks 

8. Do NOT re-enter building until it is determined to be safe.

Outside Building

STAFF ACTIONS:

1. Move students away from buildings, trees, overhead wires, and poles. Get under table or other sturdy furniture with 
back to windows. If not near any furniture, drop to knees, clasp both hands behind neck, bury face in arms, make body as 
small as possible, close eyes, and cover ears with forearms. If notebooks or jackets are handy, hold over head for added 
protection. Maintain position until shaking stops.

2. After shaking stops, check for injuries, and render first aid. 

3. Check attendance. Report any missing students to principal/site administrator.

4. Stay alert for aftershocks.

5. Keep a safe distance from any downed power lines

6. Do NOT re-enter building until it is determined to be safe.

7. Follow instructions of principal/site administrator.

During Non-School hours

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. If on scene, inspect school buildings with Maintenance/Building and Grounds Manager to assess damage and 
determine corrective actions. 

2. If not on scene, do not report to the school without first checking with District Office.

3. Confer with District Superintendent if damage is apparent to determine the advisability of closing the school.

4. Notify fire department and utility company of suspected breaks in utility lines or pipes.

5. If school must be closed, notify staff members, students and parents. Arrange for alternative learning arrangement such 
as portable classrooms if damage is significant and school closing will be of some duration.

6. Notify District Office, who will inform public information media as appropriate.

Explosion or Risk Of Explosion
Emergency response will depend on the type of explosion (smoke bomb, chemical lab incident, etc.) and proximity to the 
school. All students should be kept away from the explosion and under supervision.
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PRINCIPAL/SITE ADMINISTRATOR:

1. Call 911 to notify emergency services, or direct a staff member to immediately make the call. Determine whether site 
evacuation should be implemented. If so, sound fire alarm. This will automatically implement action to EVACUATE the 
building. EVACUATION may be warranted in some buildings but others may be used for SHELTER IN PLACE.

2. An explosion outside of the building, (gas line, car bomb, etc.), may not necessitate an evacuation as evacuating could 
move students into a danger zone. Explosions have been used as distractions to get people into outside areas for further 
criminal acts, so if the location and source of the explosion is not immediately known, care should be taken prior to 
ordering an evacuation of school buildings. Secondary explosive devices placed in evacuation staging areas is an 
immediate concern if this is an Active Assailant or Terrorist related incident.

3. Secure area to prevent unauthorized access until the Fire Department arrives. Activate Incident Command and set up 
the Incident Command Post a safe distance from the area of threat. Institute Unified Command when Emergency Services 
arrive.

4. Advise the District Superintendent of the incident and school status as soon as it is safe to do so.

5. Notify emergency response personnel of any missing students.

6. Notify utility company of breaks or suspected breaks in utility lines or pipes if necessary. Fire services may have 
already handled these types of notifications. Provide school name, address, location within building, your name and 
phone number if contacting utility companies directly.

7. Direct a systematic, rapid and thorough approach to search the building and surrounding areas for any suspicious 
packages. If the school has been evacuated and emergency services are responding, there is no need for school staff to 
return to buildings to check them. Determine if Student Release should be implemented and coordinate with the 
Superintendent. If so, notify staff, students and parents.

8. If damage requires the school to be closed, notify parents and staff of school status and alternate site for classroom 
instruction. Do not return to the school building until it has been inspected and determined safe by proper authorities. 
Notifications should be coordinated with the Public Information Officer.

STAFF ACTIONS:

1. Initiate DROP, COVER AND HOLD ON.

2. If explosion occurred inside the school building, EVACUATE to outdoor assembly area. Keep students and staff at a 
safe distance from the building(s) and away from firefighting equipment.

3. Check to be sure all students have left the school site. Remain with students throughout evacuation process.

4. Upon arrival at assembly area, check attendance. Report status to site administrator immediately.

5. Render first aid as necessary.

6. Do not return to the building until the emergency response personnel determine it is safe to do so.

7. If explosion occurred in the surrounding area, initiate SHELTER IN PLACE. Keep students at a safe distance from site 
of the explosion.

Fire in Surrounding Area
Should any fire endanger the students or staff, it is important to act quickly and decisively to prevent injuries and contain 
the spread of the fire. All doors leading to the fire should be closed. Do not re-enter the area for belongings. If the area is 
full of smoke, students and employees should be instructed to crawl along the floor, close to walls, which will 
make breathing easier and provide direction. Before opening any door, place a hand an inch from the door near the top to 
see if it is hot. Be prepared to close the door quickly at the first sign of fire. All fires, regardless of their size, which are 
extinguished by school personnel, require
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a call to the Fire Department to indicate that the “fire is out”. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Notify the Fire Department (call 911). Fire Department personnel will direct operations once on site.

2. Determine the need to implement an EVACUATION. If the fire threatens the school, execute the actions above. If not, 
continue with school routine but remain in contact with the district office for status updates.

3. If necessary, begin evacuation of school site to previously identified safe site using school evacuation plan. If needed, 
contact bus dispatch for OFF-SITE EVACUATION and DIRECTED TRANSPORTATION by bus.

4. Initiate the Incident Command System and fill positions as needed while monitoring the situation.

Fire on School Grounds
Should any fire endanger the students or staff, it is important to act quickly and decisively to prevent injuries and contain 
the spread of the fire. All doors leading to the fire should be closed. Do not re-enter the area for belongings. If the area is 
full of smoke, students and employees should be instructed to crawl along the floor, close to walls, which will 
make breathing easier and provide direction. Before opening any door, place  a hand an inch from the door near the top to 
see if it is hot. Be prepared to close the door quickly at the first sign of fire. All fires, regardless of their size, which are 
extinguished by school personnel, require a call to the Fire Department to indicate that the “fire is out”. Within School 
Building

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Sound the fire alarm (activate pull station) to implement EVACUATION of the building.

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

3. Notify the Fire Department (call 911).

4. Direct search and rescue team to be sure all students and personnel have left the building.

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

6. Notify District Office of situation.

7. Initiate the Incident Command System and prepare to accept emergency response.

8. Notify appropriate utility company of suspected breaks in utility lines or pipes.

9. If needed, notify bus dispatch for OFF-SITE EVACUATION by DIRECTED TRANSPORTATION.

10. Do not allow staff and students to return to the building until the Fire Department declares that it is safe to do so.

STAFF ACTIONS:

1. EVACUATE students from the building using primary or alternate fire routes and take any necessary emergency 
equipment. Maintain control of the students a safe distance from the fire and firefighting equipment.

2. Take attendance. Report missing students to the Principal/designee and emergency response personnel.

3. Maintain supervision of students until the Fire Department determines it is safe toreturn to the school building.

Flooding

Flooding is a natural feature of the climate, topography, and hydrology of Springfield and its surrounding areas. Flooding
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predominates throughout the winter and early spring due to melting snow, breakaway ice, and rainy weather. Flooding could
threaten the safety of students and staff whenever stormwater or other sources of water threaten to inundate school grounds or
buildings. Flooding may occur if a water pipe breaks or prolonged rainfall causes urban streams to rise. Flooding may also occur as a
result of damage to water distribution systems such as failure of a dam or levee.
Mitigation includes activities to reduce the loss of life and property from natural and/or human-caused disasters by avoiding or
lessening the impact of a disaster and providing value to the public by creating safer communities. SAEC has taken action to reduce
or eliminate the adverse effects of natural, technological, and human-caused hazards on people and property.
The City of Temecula, the National Weather Service, and other Federal cooperative agencies have an extensive river and weather
monitoring system and provide flood watch and warning information to the school community via radio, television, Internet, and
telephone. In the event of a flood, the Incident Commander, or principal, will activate the EOP and implement the Incident
Command System.
The school bell system acts as a warning system to notify staff/faculty and students in case of imminent or confirmed flooding,
including that due to dam failure. If there is a loss of power, a compressed air horn or megaphone and two-way radios will serve as
backup alerting/communication devices.
Operational functions or procedures that may be activated in the event of a flood include the following:
• - Evacuation
• - Reverse Evacuation
• - Relocation
• - Parent-Student Reunification
• - Special Needs Population
• - Continuity of Operations
• - Recovery: Psychological Healing
• - Mass Care
The principal/building administrator will determine the need to activate the EOP and designate an Incident Commander.
1. Incident Commander Actions
• - Issue stand-by instruction. In consultation with the principal/Policy Group determine if evacuation is required.
• - Notify local law enforcement of intent to evacuate, the location of the safe evacuation site, and the route to be taken to that
site.
• - Delegate a search team to ensure that all students have been evacuated.
• - Activate communications plan.
• - Determine if additional procedures should be activated.
• - Issue directed transportation instruction if students will be evacuated to a safer location by means of buses and cars.
• - Notify the principal/Policy Group of the status and action taken. The principal/Policy Group shall notify the superintendent of
schools.
• - Update the principal/Policy Group, Incident Management Team, and Section Chiefs of any significant changes.
• - Do not allow staff and students to return to the building until proper authorities have determined that it is safe to do so.
• - Communicate with bus drivers.
• - Determine whether school will be closed or remain open.
• - Document all actions taken.
2. Incident Management Team and Section Chiefs Actions
• - Monitor radio and Internet for flood information and report any developments to the Incident Commander.
• - Review procedures with staff as needed.
• - Disseminate information about the incident and followup actions such as where the school has relocated and parent-student
reunification procedures.
• - Implement the internal and external communications plan.
• - Notify relocation centers and determine an alternate relocation center, if needed, if primary and secondary centers would also
be flooded.
• - Implement additional procedures as instructed by the Incident Commander.
• - Take appropriate action to safeguard school property.
• - Document all actions taken.
3. Staff Actions
• - Execute evacuation procedures when instructed by the Incident Management Team and/or Section Chiefs.
• - Take the class roster and emergency to-go kits. Take attendance before leaving the campus.
• - Remain with students throughout the evacuation process.
• - Upon arrival at the safe site, take attendance. Report any missing or injured students to the Incident Commander.
• - Do not return to the school building until it has been inspected and determined safe by proper authorities.
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• - Document all actions taken.
4. Bus Driver Actions
• - If evacuation is by bus, do not drive through flooded streets and/or roads. Do not attempt to cross bridges, overpasses, or
tunnels that may be damaged by flooding.
• - If the driver is caught in an unavoidable situation, seek higher ground immediately. If the bus stalls and water is rising,
abandon the bus and seek higher ground before the situation worsens.
• - Use two-way radios to communicate with the Incident Commander, Incident Management Team, and Section Chiefs.
• - Document all actions taken.

Loss or Failure Of Utilities
Failure of any of the utilities (electricity, gas, water) during school hours constitutes a condition that must be dealt with on 
a situational basis. Advance notice may be received from a utility company regarding loss of service. In many cases, such 
loss of service will be of short duration and require no special action other than notifying staff of the temporary interruption 
of service. 

PRINCIPAL/SITE ADMINISTRATOR:

1. Notify utility company and District Maintenance. Provide the following information:

a. Affected areas of the school site

b. Type of problem or outage

c. Expected duration of the outage, if known

2. Determine length of time service will be interrupted.

3. Determine desired action, which may include relocation of students and staff, notification of parents, and alternate food 
service.

4. If disruption in service will severely hamper school operation, notify students and staff by appropriate means.

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

6. Notify District Office and the Office of the Superintendent of loss of service.

7. Implement plan to provide services without utilities or with alternate utilities.

8. During a large scale power outage, the District Emergency Operations Center may be activated. Principals should 
coordinate actions through the EOC Director to ensure effective communications and response efforts.

Motor Vehicle Crash
Reference Bus Accident Information 

Psychological Trauma
In the aftermath of a traumatic event, as those affected begin to rebuild and recover, emotional and behavioral difficulties may
begin to subside. However, many victims continue to suffer difficulties for several months. In addition, the challenges associated
with returning to “normal” may create more anxiety and emotional difficulty.
Sparkman Crisis Response meets the following needs of students in the face of traumatic events:
Help students return to a safe environment and calm routine; Re-establish the "social connectedness" of students with family,
teachers and peers; Minimize the negative effects of trauma; Support constructive coping behaviors and the natural resilience of
students; Facilitate full student attendance and participation in the learning process.

Crises usually produce one or more of the following conditions:
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1. Temporary disruption of regular school functions and routines.
2. Significant interference with the ability of students and staff to focus on learning.
3. Physical and/or psychological injury to students and staff.
4. Concentrated attention from from the community and news media.
As a result of a crisis, an entire school and community can be affected. For example ,a depressed or suicidal person might need
personal intervention services that can be provided by a single trained professional. However, an attempted or completed suicide by
a student might potentially impact others and might require more of an organized effort. Asa result of crisis, people have a variety of
psychological reactions. As soon as the physical stafety of those involved has been ensured, attention must turn to meeting their
emotional and psychological needs.
The principal, in conjunction with school and district personnel must assess the range of of crisis intervention services needed, and
whether or not there is a need to provide direct intervention services and/or additional assistance from the local district office and
related crisis personnel.

It is imperative to restore school functions as quickly and efficiently as possible, providing psychological and emotional needs have
been taken care of.

Exposure to scenes of trauma, injury, and death must be limited.

The principal and related school personnel should provide an ongoing assessment of needs and follow-up services as required.

Suspected Contamination of Food or Water
This procedure applies if there is evidence of tampering with food packaging, observation of suspicious individuals in 
proximity to food or water supplies or suspicion of possible food/water contamination. Indicators of contamination may 
include unusual odor, color and/or taste or multiple individuals with unexplained nausea, vomiting or other illnesses.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

1. Call 911.

2. Isolate suspected contaminated food/water to prevent consumption. Restrict access to the area.

3. Maintain a log of affected students and staff and their systems, the food/water suspected to be contaminated the 
quantity and character of products consumed and other pertinent information.

4. Provide list of potentially affected students and staff to responding authorities.

5. Provide staff with information on possible poisonous materials in the building.

6. Notify District Superintendent of situation and number of students and staff affected.

7. Confer with Riverside County Health Department before the resumption of normal school activities.

8. Prepare communication for families advising them of situation and actions taken.

STAFF ACTIONS:

1. Notify principal/site administrator.

2. Ensure 911 has been called for medical assistance.

3. Administer first aid if needed and the staff member is trained to do so.

4. Keep affected person(s) calm until medical assistance arrives.
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PREVENTATIVE MEASURES:

1. Keep poisonous materials in a locked and secure location.

2. Ensure staff members know the procedure for calling 911 and what information will be needed from them.

3. Compile a list of the names of personnel who have special paramedic, first aid, or other special lifesaving or life-
sustaining training.

Unlawful Demonstration or Walkout

Walkout demonstrations can occur in any school district and for a variety of reasons: in response to a local ordinance or school
policy, the firing of a beloved coach or teacher, or even to effect a change in school rules. Walkouts at school are not limited to
students; teachers and other school staff may also leave the school in protest, for example, relating to a labor strike.

Step 1: Collect intelligence on upcoming events and important issues.
This includes monitoring of commonly used student communication channels, such as social Web sites on the Internet (Myspace,
Facebook), YouTube, and messaging and blogging sites; flyers posted and handed around school
grounds; and the activities of student leaders. Once evidence of a planned student walkout has been identified, school district safety
personnel should seek verification from school staff, taking care not to feed rumors but only to confirm the accuracy of information.

Step 2: Begin planning response efforts
immediately. After it is determined that a walkout event is scheduled, response planning efforts should begin immediately.
Sometimes notice of an event is very short, such as when district officials learn that a permit to demonstrate was pulled by
a certain activist group only one week before the designated demonstration date. Other times, a district can spend months planning
in advance for a walkout demonstration. As with any event, the more notice district staff have to plan, the better.
Step 3: Initiate prevention-mitigation strategies.
This includes the implementation of several prevention-mitigation strategies to try and diffuse the walkout event before it even
happens, including:

Creating an educational component around issues of concern.
• Giving students an alternate forum for political expression.
• Persuading students it is not in their best interests to conduct a walkout.
• Scheduling an intervening event to distract or dissuade students from walking out.
Step 4: Bring all relevant and interested parties to the planning table. While prevention-mitigation strategies are being implemented
with the aim of diffusing the demonstration, walkout response planning should still continue. Initial planning should include
convening relevant district parties and community partners to determine how to coordinate response efforts. Planning partners may
represent the following:
• Local emergency management agency
• District/school incident management teams
• School administration and teachers
• Student leaders
• Media
• Health departments
• Local businesses
• Law enforcement
• Public and school transportation systems (city
transit, school bussing)
• City government
Step 5: Create an event plan of action that clearly delineates the roles of all parties involved. Once all relevant parties convene, a
plan of action is conceived that anticipates when the event will occur, what is expected to happen at the event, what the event will
look like, and how to respond to it. Each representative agency or group is tasked with a specific role.
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Step 6: Disseminate information prior to the event on how to respond. Prior to the event, the EOC develops information about the
demonstration and communicates the district’s response plan to the following parties:
• Executive district staff and local superintendents, so they can support the efforts of the EOC and are aware of their role in
response efforts.
• Parents and families, so they can play a role in discussing the event with their child.
• School sites, so they can prepare for the event and designate school personnel with close connections to students and the
culture of the school to accompany the students, should they walk out. The EOC provides a full package of directions and
procedures for school administration and teachers to follow in the event that the student walkouts occur.
On-site Response
Designate specific roles and personnel to protect youths during the event. These include:
• Operations coordinators, who monitor the status of the walkout event to try and determine how to best help the situation;
• Site supervisors, who stay with the students (and who also are tasked with trying to prevent the walkout before it happens); and
• Youth relations personnel, who are familiar with local districts and schools, have relationships with local businesses, and
understand the community and culture, allowing them to help monitor and diffuse the situations students may encounter once
they leave the school campus. These personnel also help to ensure accurate information about the event is communicated to
the EOC.

Once students begin to walk out of school, minimize potential flash points. If students walk out of school, it is important to limit the
situations that could cause group excitement or increase the number of students who leave school. Consider the following ways to
minimize these flash points.
De-emphasize the rebellious nature of students’ actions by acknowledging that protesting, or demonstrating, is within their
constitutional right to freedom of speech. Although students are not to engage in activities that materially and substantially disrupt
school or school activities, interpretation of the laws of the U.S. Constitution, California and Temecula/Riverside County (including
first amendment rights, the education code, penal code, and city ordinances) support the right of students to demonstrate based on
their freedom of speech. However, laws—and their interpretation—will differ by state or locale.

Prohibiting students from walking out—and responding to their actions with threats of truancy citations or arrest—tend to be more
provocative than persuasive.

Do not forcibly prevent students from leaving the school.

Designate school personnel to accompany the students on their walkout route. School personnel who historically have a good
relationship with students should be designated to accompany the students once they have left the school building.
These individuals can serve multiple roles:
• To facilitate assistance from law enforcement and first responders to students, when needed;
• As a communicator of status updates to the EOC (via radio, often);
• As an advocate for students, who will turn to this school personnel to help make decisions or communicate needs; and
• As someone who can help diffuse situations.
Look for opportunities to diffuse the walkout demonstration. For example, the on-site liaisons can try to identify the individual
student(s) who appear to be the leaders of the march and attempt to talk to that individual, build a rapport, and come to some
understanding.
Ensure students are returned to school safely following the walkout event.

Recovery
After students are returned to the school site, attendance is taken and compared to the attendance from the beginning of the day
so it is known how many students left school, but did not return. Then, school staff debrief with the students.
This is an opportunity for instructors to dialogue with students about the rights and wrongs of the situation and confer with them on
whether there is a better way for their voice to be heard. Once again, the district relates to the students in a way that promotes the
spirit of education and opportunity for students to express themselves—not punishment for their desire to be political.
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Following the walkout demonstrations, the EOC and all the staff and personnel that were part of the planning process also
participate in a debriefing to look at improving the management of such events. In the end, efforts to recover from the event can
become lessons learned, and translate into ways to help prevent or mitigate a similar event in the future.
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Emergency Evacuation Map


