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SECTION | - SAFE SCHOOL PLAN



ASSESSMENT OF CURRENT STATUS OF SCHOOL CRIME

Staff members work with the director, families and outside agencies to create a safe school environment for all students,
parents, and staff. Ocean View Early Education Schools experience little crime. Occasional graffiti is removed or covered
promptly. Students that continue to disrupt instruction or engage in inappropriate behavior are sent home or removed from the
program.

CHILD ABUSE REPORTING PROCEDURES

School employees are mandated reporters and are obligated to report all known or suspected incidents of child abuse and
neglect. General procedures are noted below.

1. Initial Telephone Report

Immediately or as soon as practicably possible after knowing or observing suspected child abuse or neglect, a mandated
reporter shall make a report by telephone to any police department (excluding a school district police/security department),
sheriff's department, county probation department if designated by the county to receive such reports, or the county welfare
department.

Human Services Agency - Children's Services
4651 Telephone Road

Ventura, CA 93003

(805) 654-3200

When the telephone report is made, the mandated reporter shall note the name of the official contacted, the date and time
contacted, and any instructions or advice received.

2. Written Report

Within 36 hours of receiving the information concerning the incident, the mandated reporter shall prepare and send to the
appropriate agency a written report which includes a completed Department of Justice form. Mandated reporters may obtain
copies of the above form from either the district or the appropriate agency.

Reports of suspected child abuse or neglect shall include, if known:

a. The name, business address and telephone number of the person making the report and the capacity that makes
the person a mandated reporter

b. The child's name and address, present location and, where applicable, school, grade and class

c. The names, addresses and telephone numbers of the child's parents/guardians

d. The information that gave rise to the reasonable suspicion of child abuse or neglect and the source(s) of that
information

e. The name, address, telephone number and other relevant personal information about the person(s) who might
have abused or neglected the child

The mandated reporter shall make a report even if some of this information is not known or is uncertain to him/her.
Information relevant to the incident of child abuse or neglect may also be given to an investigator from an agency that is
investigating the case.

DISCIPLINE PLAN

At Ocean View Early Education School positive reinforcement is the main form of discipline. Positive behavior is
acknowledged, thereby creating a positive way of thinking for each child. Limits, both inside and out, are clearly established
and when necessary, redirection will be initiated for any child taking advantage of a rule.

In general, rules are made by the staff and children. Discipline is designed to promote the development of self-direction, self-
control, and socially acceptable behavior. This is accomplished through sensitivity, consistence, firmness, and follow-through.
No staff member will physically discipline a child in any manner.



Consequences

When a child has not been meeting the behavioral standards of our program, the following steps will be taken:
1. The teacher will discuss the situation, feelings, and alternatives with the child.
2. The behavior will be documented, along with what provoked the behavior, and what the teacher did to modify the
behavior.
The parent and Program Director will be notified of the problem.
A parent-Director/Site Supervisor conference will be held.
A progress check or follow-up conference will be held.
If the problem is not resolved, the situation will be considered and the child may be removed from the program. If the
child’s behavior threatens the safety or well being of the other children, himself/herself, or staff, the parent will be
notified and expected to pick up the child within one hour. Extreme or violent behavior may result in immediate
removal from the program for an unspecified amount of time to be determined on an individual basis. A parent-
child-staff meeting must be held prior to the child returning to the program. Parent/child’s failure to comply with the
above policies may result in termination from the program.
7. Termination from the program will be considered in extreme situations; after all reasonable resources have been
exhausted

ok w

DISCRIMINATION/HARASSMENT

District programs and activities shall be free from discrimination, including harassment, with respect to the actual or perceived
ethnic group, religion, gender, color, race, ancestry, national origin, and physical or mental disability, age or sexual orientation.

Ocean View School District prohibits intimidation or harassment of any student by any employee, student or other person in
the district. Staff shall be alert and immediately responsive to student conduct which may interfere with another student's
ability to participate in or benefit from school services, activities or privileges.

Students who harass other students shall be subject to appropriate discipline, up to and including counseling, suspension
and/or expulsion. An employee who permits or engages in harassment may be subject to disciplinary action, up to and
including dismissal.

DRESS CODE

Play clothing is necessary in order for children to be uninhibited in their physical activities. Creative materials can be messy,
so please dress your child accordingly. Closed toed-shoes must be laced and worn with socks: Please - no sandals, thongs, etc.
These are restrictive and dangerous to outside play.

We realize that accidents may occur and therefore you must provide a full set of labeled clothing for your child to change into.
This should consist of one pair of pants or shorts (in the summer), one shirt, one set of underwear, and socks. Be sure to label
them in permanent ink. Please check often to make sure these are available and still fit correctly. If your child does not have a
change of clothes in his/her cubby you will be called to bring clothes.

In order to make it easier for children to use the bathroom by themselves, make sure their clothing is clothing they can manage.
Some buckles, snaps and belts can be frustrating and may lead to accidents due to the difficulty level. Elastic waist pants are
preferred. Overalls are not recommended.

If a child has two or more accidents in a day, or continuously has accidents, he/she may not be ready for our program.

HATE CRIME REPORTING PROCEDURES

Ocean View School District affirms the right of every student to be protected from hate-motivated behavior. Any student who
feels that he/she is a victim of hate-motivated behavior shall immediately contact the principal or designee. If the student
believes that the situation has not been remedied by the Director or designee, he/she may file a complaint in accordance with
district complaint procedures.

Staff who receive notice of hate-motivated behavior or personally observe such behavior shall notify the Director,
Superintendent, or designee, and law enforcement, as appropriate. Students demonstrating hate-motivated behavior shall be
subject to discipline in accordance with Board policy and administrative regulation.



SAFE AND ORDERLY ENVIRONMENT

Students shall be expected to exhibit appropriate conduct that does not infringe upon the rights of others or interfere with the
school program. Behavior is considered appropriate when students are diligent in study, careful with school property,
courteous and respectful towards their teachers, other staff, students, and volunteers.

The following behaviors are not acceptable:

Disrupting the program.

Endangering the health or safety of children, staff, or other adults.
Continuous refusal to follow acceptable rules of behavior.
Habitual use of profanity, vulgarity, or obscenity.

Leaving the center without permission.

Theft or damage of center property.

Possession of use of illegal substances.

Inappropriate sexual conduct.

Possession of any weapons.

CoNoO~LNE

Positive School Climate

Ocean View School District provides an orderly, caring and nondiscriminatory learning environment in which all students can
feel comfortable and take pride in their school and their achievements.

Staff members teach students the meaning of equality, human dignity, and mutual respect, and to employ cooperative learning
strategies that foster positive interactions in the classroom among students from diverse backgrounds. Students receive
instruction and counseling designed to promote positive racial and ethnic identity, help students understand diverse cultures,
teach them to think critically about racial bias and show them how to deal with discriminatory behavior in appropriate ways.

Students have opportunities to voice their concerns about school policies and practices and to share responsibility for solving
problems that affect their school. The Superintendent or designee may initiate student courts, campus beautification projects,
buddy systems, vandalism prevention campaigns and other similar programs. Staff members encourage and reward success
and achievement, participation in community projects and positive student conduct.

The schools shall promote nonviolent conflict resolution techniques in order to encourage attitudes and behaviors that foster
harmonious relations. As part of this effort, students shall be taught the skills necessary to reduce violence, including
communication skills, anger management, bias reduction and mediation skills. Staff shall receive training that implements and
supports conflict resolution techniques, and training in conflict resolution techniques shall be available to parents/guardians
and volunteers.

SAFE INGRESS AND EGRESS

A bus loading zone is provided in front of the school for safe embarkation/disembarkation of students from District
transportation. School staff members meet students at the bus and walk them into the building. Parents must park and sign
students in and out each day. Parking is provided in the front and along the side of the school. All employees, parents, and
students enter and check in at the front counter. An electronic device signals the office as individuals enter or exit the front
door to alert staff, protecting children from unauthorized arrival or departure.

SEXUAL HARASSMENT-PERSONNEL

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual favors
or other unwanted verbal, visual or physical conduct of a sexual nature made against another person of the same or opposite
gender, in the work or educational setting, when: (Education Code 212.5; 5 CCR 4916)

=

Submission to the conduct is made expressly or implicitly a term or condition of the individual's employment

2. Submission to or rejection of such conduct by the individual is used as the basis for an employment decision affecting
him/her

3. The conduct has the purpose or effect of unreasonably interfering with the other individual's work performance;
creating an intimidating, hostile or offensive work environment; or adversely affecting the other individual's
evaluation, advancement, assigned duties, or any other condition of employment or career development

4. Submission to or rejection of the conduct by the other individual is used as the basis for any decision affecting

him/her regarding benefits, services, honors, programs or activities available at or through the district
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Other examples of actions that might constitute sexual harassment, whether committed by a supervisor or any other employee,
or a non-employee, in the work or educational setting, include but are not limited to:

1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments about an individual's body;
overly personal conversations or pressure for sexual activity; sexual jokes or stories; unwelcome sexual slurs,
epithets, threats, innuendoes, derogatory comments, sexually degrading descriptions or the spreading of sexual
rumors

2. Unwelcome visual conduct such as written notes, drawings, pictures, graffiti, gestures or sexually explicit e-mails;
displaying sexually suggestive objects

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking or brushing the body; touching an
individual's body or clothes in a sexual way; cornering, blocking, leaning over or impeding normal movements

Prohibited sexual harassment may also include any act of retaliation against an individual who reports a violation of the
district's sexual harassment policy or who participates in the investigation of a sexual harassment complaint.

SEXUAL HARASSMENT-STUDENTS

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual favors
or other unwanted verbal, visual or physical conduct of a sexual nature made against another person of the same or opposite
gender, in the educational setting, when: (Education Code 212.5; 5 CCR 4916)

1. Submission to the conduct is explicitly or implicitly made a term or condition of a student's academic status or
progress

2. Submission to or rejection of the conduct by a student is used as the basis for academic decisions affecting the student

3. The conduct has the purpose or effect of having a negative impact on the student's academic performance, or of
creating an intimidating, hostile or offensive educational environment

4. Submission to or rejection of the conduct by the student is used as the basis for any decision affecting the student
regarding benefits and services, honors, programs, or activities available at or through any district program or activity

Types of conduct which are prohibited in the district and which may constitute sexual harassment include, but are not limited
to:

1. Unwelcome leering, sexual flirtations or propositions

2. Sexual slurs, epithets, threats, verbal abuse, derogatory comments or sexually degrading descriptions
3. Graphic verbal comments about an individual's body, or overly personal conversation

4. Sexual jokes, notes, stories, drawings, pictures or gestures

5. Spreading sexual rumor

6. Teasing or sexual remarks about students enrolled in a predominantly single-gender class

7. Massaging, grabbing, fondling, stroking or brushing the body

8. Touching an individual's body or clothes in a sexual way

9. Purposefully cornering or blocking normal movements

10. Displaying sexually suggestive objects



SECTION Il - INITIAL RESPONSE CHECKLISTS



AIRCRAFT CRASH

What to do if an aircraft crashes on or near the school.

Principal:

Teachers:

BOMB THREAT

1.

2.

Call 9-1-1 to report the crash and notify District Office.

Perform a quick assessment of the situation and determine if immediate
evacuation is necessary

Establish a Command Post. Minimum Incident Command System
Activation recommended: Operations Section, Hazard Control Unit, the
Search and Rescue Unit, the Medical Unit, the Assembly Area Unit, and the
Student Release Unit.

You are the Incident Commander. Begin a comprehensive assessment of
the situation and direct resources until emergency response personnel
arrive.

Upon arrival of emergency responders, form a unified command with them
and direct your resources accordingly.

Determine if your class is in immediate danger.

If the class is in danger evacuate your class to a safe location. If it is safe,
stay in your room.

If you evacuate, take roll and document absent and/or missing students on
class attendance sheet.

Move your class to the designated Assembly Area, as directed. Once it has
been established.

Activate the Buddy System and either remain in Assembly Area to
supervise students or report to the Command Post for assignment. Wait for
further instructions.

What to do in case of a bomb threat.

Discovering Party:

1.

If you receive a bomb threat over the telephone, ask the following:
When will it explode?

Where is the bomb right now?

What does it look like?

What kind of bomb is it?

What will cause it to explode?

Why did you place the bomb?

What is your address? (Where are you?)

Note: They actually may tell you.

@TMUO®»
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Principal:

6.

H. What is your name?

Dial 9-1-1 to notify police of Bomb Threat. Contact the District Office.

If you believe the bomb threat is credible, do not use a walkie talkie or cell
phone. (There are some radio controlled bombs).

Determine if you will evacuate the school before conducting a search.
Activate the alarm signal (bell-verbal) if you decide to conduct an
evacuation.

Evacuate to Assembly Area.

Minimum the Incident Command System Activation recommended:
Operations Section and Hazard Control Unit.

In conjunction with the Police Department, direct a search of the campus.

EARTHQUAKE - DUCK, COVER, HOLD
What to do in case of an earthquake.

If inside:

If outside:

1.

Take cover under a desk or strong table, or sit or stand against an inside
wall.

Stay inside the building. Leaving the building will subject you to falling
debris, downed power lines and other hazards.

Stay away from windows, glass, bookcases and outside doors.

Do not use telephones. Place receivers back on the cradle.

If a fire develops, follow the procedures in the Fire Section.

Do not light a cigarette or strike a match until gas lines are checked out.

Tune to Ventura County Emergency Alert Stations (EAS) include: KHAY
100.7 FM and KVEN 1450 AM.

Prepare to evacuate to the Assembly Area, if instructed to do so.

Move away from buildings and utility wires.
Watch for falling glass, electrical wires, poles, trees, or other falling debris.

Prepare to relocate to evacuation Assembly Area, if instructed to do so.



Principal:

Teachers:

FIRE

What to do in case of a fire.

Discovering Party:

1.

Establish a command post and initiate damage assessment; report to the
District Office.

If necessary, direct the evacuation of staff and students to assembly areas.

Activate a Search Team to check all buildings for trapped or injured staff
and students.

Ensure that the disabled arc assisted in the evacuation.

Minimum Incident Command System Activation recommended:
Operations Section. Search and Rescue Unit. Assembly Unit.
HazardControl Unit. Refer to Section 4. You are now the Incident
Commander.

Give the Duck, Cover and Hold command to students and employees.
Duck, cover and hold yourself.

When shaking stops, note condition of your neighbors.

Determine if an immediate evacuation is necessary (if in your opinion
remaining in the building is a hazard). If you do not believe an evacuation
IS necessary, stay in the building and await further instructions. (Refer to
Facility Map for your assigned area.) If you believe an immediate
evacuation is necessary, direct an orderly evacuation to your pre-designated
Assembly Area.

Take your “Go Bag” and roll book to the Assembly Area.

Take roll and document absent and/or missing students on class attendance
sheet.

Teachers are now available to activate the Buddy system and either remain
in Assembly Area for student care or report to the Command Post for
assignment. (Refer to Section 4).

Determine the first aid needs of your class. Prepare to have injured students
transported to the Treatment Area, when activated.

Activate nearest accessible manual alarm pull box, or notify the office that
there is a fire at (say location). The Office will call the fire department.

Clear everyone from the immediate area.

9



Principal:

All Personnel:

FLOODING

What to do in case of a flood.

Principal:

1.

Close — but do not lock all doors leading to fire area to isolate the area and
prevent spread of fire.

Upon knowledge of fire, activate alarm signal (bell and verbal) and ensure
that 9-1-1 has been dialed. Establish a Command Post and report the fire to
the District Office.

Supervise the evacuation of staff and students to assembly areas.

Direct an employee to check all bathrooms and training rooms for staff and
students.

Ensure that the disabled are assisted in the evacuation.
Minimum Incident Command System Activation recommended: Assembly

Unit, Operations Section, and Hazard Control Unit. Refer to Section 4.
You are now the Incident Commander.

Do not panic. Remain calm and listen to instructions

Do not open hot doors. Before opening any door, touch it near the top to see
if it is hot. Do not break windows — oxygen feeds fires.

Evacuate when instructed to do so. Take Roll Book and pen and pencils.
Use pre-planned evacuation routes (refer to Facility Map), if safe to do so,
otherwise use the safest route.

Take your “Go Bag” and roll book to the Assembly Area.

Call 911 at earliest opportunity.

Once in the assembly area, do not leave until instructed to do so. Teachers
should immediately take roll, document absent, and or missing students on
class attendance sheet. Turn attendance sheet in to the Assembly Unit

Leader.

If the fire is small (no bigger than a desk) use the nearest fire extinguisher
to put it out. Do Not risk personal safety to put out a fire.

If you are experiencing flooding problems which might affect your school
site, contact the District Office.

Establish a Command Post and tune to the Emergency Alert Station (EAS)
to receive an update on the storm. Tune to 100.7 FM or 1450 AM for EBS.

10



Teachers:

If flooding is imminent, Minimum Incident Command System Activation
recommended: Operations Section, Hazard Control Unit (Section 4) and the
Logistics Section to begin sandbagging and other property protection
measures as required.

Determine from the District and local authorities if the school is to be
evacuated or closed. If so, activate the Student Release Unit (Section 4) to
begin the student release process.

Activate other Incident Command System functions as required to support
your actions.

Keep students indoors until it is determined to be safe.

Prepare to evacuate students. Evacuate students to pre-designated
Assembly Area if an evacuation is ordered.

Take roll and document absent and/or missing students on class attendance
sheet.

Prepare to release students to the Student Release Unit. Note: Do not

release any students until you have completed the Student Accounting
Form. Prepare to release individual students according to the student

release procedures.

HAZARDOUS MATERIALS INCIDENT
What to do in cases of a Hazardous Materials Incident.

Principal:

In the event that a hazardous material is released in the area of the school, the
Police Department and/or Fire Department will determine if an evacuation of the
school is necessary. If an evacuation of the school is necessary, you will be
instructed where to go and which routes to take. Inform the District Office of the
evacuation order and relay any additional assistance needed.

1.

Establish and maintain communication with the Police Department and the
District’s Emergency Operations Center. Establish a Command Post.
Minimum Incident Command System Activation recommended: Operations
Section, Logistics Section.

If an evacuation to another location is imminent, prepare to move students
and staff to the designated shelter utilizing available resources

Until ordered to evacuate assume that a “shelter-in-place” strategy will be
employed and do the following:

A. Direct that all students and staff remain indoors until it is safe.
B. Direct that all heating-ventilation and cooling units are shut down.
C. Direct that all windows are shut.

11



Teachers:

LOCK DOWN

What to do in case of a lock down.
All personnel:
1.

6.
Incident Commander:
1.

Upon notification that a hazardous materials incident has affected the
school, keep calm while preparing for an evacuation to another location, if
directed.

Keep students calm.

Close all classroom doors and windows.

Ensure that the heating-ventilation and cooling system is shut down.

Unless otherwise instructed, assume that a “shelter-in-place’ strategy is
being utilized. Keep all students indoors until it is determined to be safe.

First person to become aware of the situation should use the telephone’s
“page” to notify all staff.

Person at front desk locks the lobby doors.

All staff grab cell phones or emergency bags and meet in Lockdown
Assembly Area.

At the Lockdown Assembly Area the person with the most responsibility
assigns person to call 911.

Report medical emergency to Incident Commander.

Await instructions.

Ensure that 9-1-1 has been called.

Provide emergency First Aid. Utilize the school nurse if available.
Activate the Medical Unit if there are multiple casualties.

Direct responding emergency personnel to the victim(s).

MEDICAL EMERGENCY

What to do in case of a medical emergency.

All personnel:
7.

8.

If situation is life threatening, Dial 9-1-1.

Report medical emergency to School Principal.
12



Principal:
3.
4,
5.
6.
NUCLEAR ATTACK

Await instructions.

Ensure that 9-1-1 has been called and report medical emergency to District
Office.

Provide emergency First Aid. Utilize the school nurse if available.
Activate the Medical Unit if there are multiple casualties

Direct responding emergency personnel to the victim(s).

Isolate staff and student from the victim(s).

What to do in case of a nuclear attack.

This plan is designed to provide direction in the unlikely event a nuclear weapon detonates away from the
city. The blast effect is assumed to not threaten the City. The hazard of such an incident is the associated
radioactive fallout. (Note: Due to Electromagnetic Pulse, electronic and communication equipment may

fail).

Principal:

Establish and maintain communication with the District’s Emergency
Operation Center (EOC). Establish a command Post. Minimum Incident
Command, System Activation recommended: Operations Section, Logistics
Section and Facilities Unit.

Direct the Facilities Unit to begin locating food and water.

Direct the Facilities Unit to begin protecting each building containing
people for nuclear fallout. Any object placed between the fallout and
people can help to reduce exposure.

Direct that all heating-ventilation and cooling units be shut down.

Direct teachers to keep students within the interior walls of each building.

Keep all staff and students indoors until it is determined by the Ventura
County Health Department that it is safe.

Maintain communication with the District Emergency Operations Center to
receive updates. Tune to the Emergency Alert System (EAS) at 100.7 FM
or 1450 AM to receive updates.

Upon receiving the “all clear.” activate the Student Release Unit (page 28).

Activate Incident Command System units as required to accomplish
necessary functions.
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Teachers:

PANDEMIC FLU

Keep students on the interior walls of the classroom.

Keep students indoors until it is safe to leave. Refer to the Hazardous
Materials Incident Section for more information (page 11).

Take roll and document absent and/or missing students on class attendance
sheet.

Upon receiving the “all clear,” prepare to release students to the Student
Release Unit.

Outbreak of Flu Disease — less than 10% students
District Incident Commander:

1.

Site Incident Commander:
1.

2.

Begin Heightened Surveillance Reporting. Send out Parent Letter #2 —
Bird Flu, when bird flu case(s) are confirmed in Ventura County. Can also
send Tips for Parents on Prevention flyer.

Inform parents that some students are sick but schools remain open, include
tip sheets and information resources. Send out Parent Letter #3 — Initial
Outbreak, when schools remain open. Can also send Tips for Parents on
Prevention flyer.

Work with Ventura County Public Health regarding a Press Release
announcing schools remain open but parents need to prepare/Use key
messages — Open School.

Post flu prevention signs on campus.

Implement action plan for decreased work staff as the need arises in each
department.

Expansion of the Outbreak — 10% or more of students ill (but less than 30%)
District Incident Commander:

1.

Local Health Officer issues ADA Support Letter to schools / Epidemic
Declaration.

Begin Intensive Surveillance Reporting.
Inform parents of tips on keeping children well and how to prevent the

spread of germs. Use Parent Letter # 4 — Expanded Outbreak, when
school remains open. Can also send Tips for Parents on Prevention flyer.

Continued Expansion of the Outbreak — more than 30% of students ill
District Incident Commander:

1.

Ventura County Public Health Officer issues Declaration and press release
closing schools(s).
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4.

Following the Outbreak

Close school.

Announce school closure; send out Parent Letter #5 — School Closure.
Use other common methods to efficiently and effectively inform parents /
guardians.

Cancel any non-academic events.

District Incident Commander:

1.

RIOT/CIVIL DISORDER

Ventura County Public Health issues declaration and press release that
schools can open.

Announce school open, send Parent Letter # 6 — School Open. Use other
common methods to efficiently and effectively inform parents / guardians.

Continue communication between Ventura County Office of Education and
Ventura County Public Health regarding status.

Return to heightened surveillance reporting.

If students get sick again, restart checklist again at Outbreak section.

What to do in case of a riot or civil disorder.

All Personnel:
1.
2.
Principal:
1.

If disturbance is off campus, as much as possible, remain in your work
area and maintain your normal work routine.

A Wait for further instructions indicating if campus is in a lock down
situation. “Teachers, we are initiating a school lock down. This is
not a drill.” Once the campus is secure you will hear: “The school
lock down is over. This is not a drill”.

If rioters enter your area:

A Initiate lock down procedures

. Remain calm and lock all doors and close window blinds.

. Avoid window areas if possible.

. Do not leave your building or work area unless you feel you
are in imminent danger.

. If you do leave the building, avoid any interaction with
rioters.

. Await further instructions.

Direct a lock down of the campus if you believe the situation warrants.
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Consult with the Police Department and the District to coordinate
appropriate protection for the school and its personnel.

Establish a Command Post

Inform teachers and staff of the emergency situation. If appropriate, use the
public address system.

Minimum Incident Command System Activation Recommended:
Operations Section. and Hazard Control Unit to staff Security Team.

Do not permit staff or student to leave the school until you have determined
it to be safe. Direct the careful screening of all persons entering the school
facility. If appropriate, use the public address system.

SUSPICIOUS INDIVIDUAL OR CRIMINAL ACTIVITY ON CAMPUS

This checklist is designed to address unknown individuals who are exhibiting suspicious or potentially
threatening behavior or obvious criminal activity.

Discovering Party:

1.

All Personnel:

Principal:

Notify office of unfamiliar individual and report their location and
behavior.

If the individual appears dangerous or is involved in criminal activity, avoid
contact and move to a safe location.

When informed of a suspicious individual or activity on campus, the words
“We are initiating a school lock down. This is not a drill” will be used.
Initiate lock down procedures and await further instructions.

. Remain calm and lock all doors and close window blinds.
. Avoid window areas if possible

. Do not leave your classroom or work area.

. Await further instructions.

No staff or students will be permitted to leave the school until it is safe.
During lock down, communicate any suspicious activities or noises to the
office. This information may be useful to authorities. Once it has been
determined it is safe, the words “The school lock down is over” will be
used.

If the intruder enters your area:
A. Do not provoke an incident.
B. Remain calm and do not get involved. Leave or avoid the area.

If you believe it is safe, approach the individual and assess the individual’s
business. You should be accompanied by another adult staff member, it at
all possible. Explain the school visitor policy.

If suspicious or criminal activity has been reported, immediately dial 9-1-1
and contact the District Office.
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TSUNAMI

Consult with the Police Department and district to coordinate appropriate
protection for the school and its personnel.

Inform teachers and staff of the emergency situation. If appropriate, use the
public address system and direct a lock down of the campus.

Activate the Incident Command System and attempt to monitor the situation
without putting staff in jeopardy. Await the authorities.

Do not permit staff or students to leave the school until you have
determined it to be safe.

As appropriate, use the public address system to end the school lock down.

What to do if a tsunami occurs in the area.

Principal:

1.

Teachers:

Upon notification, immediately evacuate students/faculty to higher ground
or move inland away from the coastline.

Establish a Command Post. Minimum Incident Command System
Activation recommended: Operations Section, Search and Rescue Unit, the
Medical Unit, the Assembly Area Unit, and the Student Release unit.

You are the Incident Commander. Begin a comprehensive assessment of
the situation and direct resources until emergency personnel arrive.

Upon arrival of emergency response personnel, form a united command
with them and direct your resources accordingly.

Wait for further instructions.
Upon notification from Incident Commander evacuate students to higher
ground or move inland away from the coastline.

Take roll and document absent and/or missing students on class attendance
sheet.

Activate the Buddy System and either remain in the Assembly Area to supervise students or report to
the Command Post for assignment. Wait for further instructions.

UTILITY FAILURE

What to do in case of a utility failure.

Principal:

1.

2.

Assess if utility failure presents a threat to safety, if so contact 9-1-1
immediately.

Notify District Office and District Maintenance Department.
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Teachers:

Contact the appropriate utility company if directed.

Southern California Edison 529-1524

Southern California Gas Company  1-800-427-0044
1-213-244-8900

Determine if any power lines, sewer lines, water lines, or gas lines a