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SCHOOL VISION AND MISSION STATEMENT

MISSION STATEMENT

The mission of the Oak Park Unified School District is to provide students with a
strong foundation for learning, which meets the challenge of the present and of
the future through a balanced education, which includes academic achievement.

VISION STATEMENT

Medea Creek Middle School's vision is based on the premise that we are a
community of continuous learners dedicated to providing an enriched and
challenging learning experience for all students. The key tenets of our vision are:

We believe school should prepare students for life as productive and
responsible citizens.

-We believe in success for all students.

-Everyone is expected to do his/her best in an environment where they
feel safe and are known and appreciated as unique individuals.

-We are all lifelong learners.

-Our goal is for learning to be rigorous and relevant.

-Expectations for quality work and how it will be judged are clear to all.

-We are a team.



OAK PARK UNIFIED SCHOOL DISTRICT
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Series 0000 Philosophy, Goals, Objectives & Comprehensive Plans E0000

Mission

The mission of the Oak Park Unified School District is to provide students with a strong
foundation for learning which meets the challenge of the present and of the future through a
balance education which includes academic achievement, personal growth and social
responsibility.
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Medea Creek Middle School
Ensuring a Safe and Orderly Environment
2013-2014
School Climate and Physical Environment:

Oak Park Unified School Districts Goals and Moral Imperatives set the standards by
which we implement staff development to meet the needs of our District’s stakeholders, with
the focus being students. Creating a school climate and a physical environment that are safe
and conducive to learning is a priority. Parents are involved in every aspect of the planning
and life of our campus. From assisting with traffic flow in the morning, to volunteering in the
office and in classes and on curricular trips, and planning events such as the Ability Awareness
Faire, parents provide sustenance and support for our campus. Through Parent Faculty
Association (PFA), Site Council (SC) and various District Committees, parents have the
opportunity to provide meaningful input to maintain and improve the academic growth, health
and safety of Medea Creek Middle School. Our site Leadership structure ensures that
curriculum and instruction, wellness, safety and a positive school culture that values diversity
is inherent in our daily planning. Department, grade level and site Leadership Team meetings
are the organizational structure that brainstorms, plans, implements and evaluates practices.
Our Student Handbook (see attached) and MCMS Website detail how we ensure a safe and
orderly environment. Our Single Plan for Student Achievement (see attached) delineates the
areas and the path we will take to build upon our trajectory of growth and continually
improve.

__Safe School Overview 2013-2014
The following statements are Moral Imperatives of the Oak Park Unified School District. They
reflect the desire of the Board of Education and the Safe Kids Task Force to implement a
proactive approach to personal growth and social responsibility:

o Design and implement a successful transition to the Common Core Standards and focus on differentiated instruction.

Continue articulation in math between elementary, middle, and high schools and ensure there are intervention programs in both reading
and math in place to help struggling students.

Provide opportunities for students to find their paths beyond high school.

Programs in STEM (Science, Technology, Engineering, and Math) will emphasize experiential learning at all grade levels.

Environmental efforts will focus on both instruction and practice related to energy conservation, recycling, water conservation.

Continue programs that emphasize student and employee wellness and balance. Support participation of MCMS in the Stanford University
Challenge Success program. Counseling programs and anti-bullying programs will be continued and enhanced where possible.

o Develop new standards and common student outcomes in the area of technology.

« Greater emphasis on creating a learning environment that maximizes the potential of each child, including the recognition of a variety of
achievements and day-to-day learning.

Empower teachers and encourage teacher leadership in a variety of areas such as Common Core, technology, the environment, etc.

Continue to promote regular communication with both the Oak Park community and our wider learning community.

Engage more deeply in community outreach projects.

Provide safe, clean, and high quality facilities that support the instructional program and a safe learning environment at all of our schools.

Improve disaster preparedness to maximize safety of all staff and students in the event of an earthquake, fire, or other disaster.

Medea Creek Middle School faculty and staff supports school culture that values each
student, encourages empathy, and discourages behavior that may prevent students from
feeling safe while at school. MCMS has many on-going activities, programs and procedures to
promote and to help ensure a safe and positive school environment. We are continuously
identifying and implementing events, opportunities and strategies to cultivate a feeling of
community at MCMS. A physically and emotionally safe campus is at the forefront of our
‘climate radar.’ In our continuing effort on cultivating and maintaining a campus built on
individual and mutual respect of diversity, the following Action Plan Outline delineates the
ways we encourage community and student independence, wellness and safety, responsibility
and problem-solving—all with an eye toward creating the best MCMS community possible.
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Medea Creek Middle School Action Plan Qutline 2013-2014:

1. Visits to P.E classes to review rules, policies, and procedures relating to safety and
behavior, with a focus on bullying and harassment.

This occurs the first two weeks of school and is done by the Principal, Assistant Principal
and Dean
2. Luncheon for students new to MCMS

September 2013 and arranged by ASB
3. Tobacco Bus of Horrors: Interactive Tobacco Use Prevention Education (TUPE) for
MCMS 6th graders

September 2013 and ongoing instruction for students and staff development for 6t grade
science teachers
4. Luddington Institute and Ventura County of Education Workshops on At-Risk
Behavior

2013-2014 School year for Counselors, Administrators, Community
5. Club Sign-Up Day and Clubs: A variety of student interest Clubs designed to foster
connections between MCMS adults and students (see attached Club list)

September 2013-June 2014 and arranged by Assistant Principal, ASB and facilitated by

teachers, counselors and administrators.
6. Club Presidents have articulation with Student Body President

(periodically 2013-14)
7. Problem solving strategies shared with 6t" grade Humanities classes, with a focus on
harassment and bullying.

This occurs the first month of school and is done by the Counselors
8. 8t grade boy and girl group meetings: facilitated by MCMS counselors for selected
students: topics of discussion focus on making good decisions and the process involved;
problem-solving techniques; communication issues; academic planning.

Planned and facilitated by MCMS Counselors
9. College and Career Presentations: Counselor presentations and discussion in 7t:/ 8th
grade classes; includes a power point presentation about career exploration, college eligibility,
high school graduation, middle school culmination, and making informed choices.

Planned and presented by MCMS Counselor
10. Internet Safety Assemblies and Parent Chat: Hosted by Officer Steve DeWarns, this
presentation covers geo-tagging, digital reputations, bullying on-line, and “What to do if..."
scenarios.

October 2013
11. Sharing Survey Results and The Single Plan for Student Achievement with Site Council
and the MCMS Community.

November 2013-May 2014, facilitated by the Principal

12. ‘Maintaining a Safe Campus’: regular updates and discussion with all stakeholders
(Faculty Meetings, Site Leadership, PFA, Site Council, ASB).

Ongoing and facilitated by the Principal et al.
13. Student Safety Squad: helps prepare the MCMS campus for emergency preparedness

Ongoing with Assistant Principal
14. Challenge/Success: School-wide emphasis on achievement AND wellness:
Morning Announcements, articles and email messages, stakeholder meetings

Kick-off Conference October 2013; Ongoing MCMS staff (administration, teachers,

classified) students, parents




Campus supervisors know the campus and students and alert the office and each other
about ‘things that do not seem right’

Campus supervisors, custodians, construction workers wear OPUSD vests.

The culture at MCMS is that each adult takes responsibility for the well-being and safety of
students and staff

Regular communication with MCMS Crossing Guard.

Open communication between adults regarding students’ and adults’ well-being
Proactive Counseling staff with Crisis Intervention experience; CERT contacts

Crisis Intervention procedures in process with District and community contacts

Safe School Ambassadors and other activities to create a culture of respect and students
looking out for each other on campus.

Continuous work in strengthening communication and contact
With local law enforcement



STUDENT CLUBS

BEFORE AND AFTER SCHOOL CLUBS
CLUB SPONSOR MEETING PLACE / TIME
Fitness Club Coach Fast & Coach Hermosillo WED 7:30 am / GYM

Recycling Club

Mrs. Bagheri

THURS 2:50 / Main Office

Yearbook Club

Miss Skiba & Mrs. Wenker

WED 3:00-4:00 / C3

Mental Muscle Club

Mrs. Johnson

MON 2:45-3:15/ E8

6TH GRADE LUNCH
CcLUB SPONSOR MEETING PLACE / TIME
Art Club Mrs. Jones Every other TUES / R3
Cheer Club Ms. Cohen THURS/ CI 1
Rocket Club Mr. Roesner WED / E6
Chinese/Kung Fu Club Mrs. Yap Every other FRI/ D2
Musical Theater Club Mrs. Allen Every other TUES/ CI2
Film Club Mrs. Sonnabend THURS/CI3
Food Club Coach Jacobs Every other THUR / Gym
80's Club Mrs. Shea WED / E9

Ultimate Frisbee Club

Coach Jacobs

Every day before school and

at lunch on the Field




7th/8th GRADE LUNCH

CcLuUB SPONSOR MEETING PLACE / TIME
* Pause for Paws Mrs. Williams and Ms. Ligeti FRIDAY / Library
Arts and Craft Club Mrs. Williams and Ms. Ligeti WED /CI8
Chinese Club Mrs. Yap Every other WED and FRI/ D2
Movie Club Mrs. Jimenez and Mrs. Fadgen MON/ C3
Art Club Mrs. Cadle Every other MON / D2
Horror Movie Club - Mr. Peterson THURSDAY / C17
Computer Club Mrs. Steiner Every other WED / D|
"Warriors” Club Mrs. Mosley Ist & 3rd MON / C4
Garden Club ~ Ms. Cohen Every other WED / C16
Games Club Mr. Winsick TUES / R2
Economics Club Mr: Winsick WED / R2
Chess Club Mr. Winsick THUR/R2
Surf Club Mr. Winsick FRI/R2
Rocket Club Mr. Roesner WED / E6
Pokeman Club Ms. Franco THUR / R4
Russian Club Mrs. Paniz Ist & 3rd WED / Library
"Doctor Who" Club Mrs. Dusek Ist & 3rd WED / R4
Prayer Club Mr. White MON/C8
"Castle" Club Mr. White TUES/ C8
"Top Gear" Club Mr. White THUR/C8
Fan Club Mrs. Kudlacek Ist & 3rd THURS / C7
Baseball Club Mr. Peterson Every other TUES / CI17
"Cartoon Villians" Club Mrs. Pomerantz Every other MON / CI9
CJSF Mrs. Friedlander Ist & 2nd WED /.C2
"Music Club” Mrs. Jimenez Every other TUES / CI




HMedea Creek Kiddle School

Student Handbook
2013/2014

MCNKS VISTION STAFTENEND
OWe believe school should prepare students for {ife as productive and responsitle citizens,
OWe believe in success for aff students.
Everyone is expected to do his/her best in an atmosphere where they feel safe and are known and appreciated as unique individuals,
OWe are all [ifelong (earners,
Qur goal is for learning to be meaningful and challenging.
Expectations for quality work and how it will be judged are clear toall.
OWe are a team.

My Schedule:

Period Subject Qeacher Room

Ohis Book Pelongs Fo:
Name: Grade I evel:

Phone Number: Email Address:

Medea Creek Middle School
1002 Poubletree Road
Qak Park, CA, 91377
Dhone: 818 707 7922
Drax: 818 865 8641

www.oakparkusd .org/mems
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Welcome to Medea Creek Middle School!
Dear Students,

Welcome to Medea Creek Middle School, home of the
Panthers! This year will present new and exciting challenges;
opportunities for growth and success. | encourage you to
participate in as many of these opportunities as possible. Every
day is a chance to learn, a chance to prepare.

This Handbook has been prepared to assist students in
becoming acquainted with the activities on campus, as well as the
expectations, policies and procedures that will be followed. The
handbook is a framework and an organizational tool to help you
become the most effective and successful student you can become.
We also want you to be aware of the support systems available to
you. Any time you have a problem or concern, discuss it with a
teacher, counselor, or an administrator. The Oak Park Unified
School District has a rich tradition of academic success. Medea
Creek has been awarded California Distinguished School status,
and recognized as a National Blue Ribbon School. These awards
reflect the hard work that is given by Medea students. You have
the responsibility to consistently give your best effort in every
situation. The expectations at Medea Creek are high, but not
unreasonable or unfair.

My sincere hope is that your days at Medea Creek are
rewarding, meaningful, and fun. Let's have a great school year!

Sincerely,

Brad Benioff
Principal



PHILOSOPHY, STANDARDS, AND
PROCEDURES FOR SUCCESS

Medea Creek Middle School strives to maintain an atmosphere in
school and at school activities which enhances the potential for
the success of every student. Our commitment to learning
includes the following concepts:

+  Students must be assured of an environment that is safe.
»  Mutual respect is the underlying principle in the classroom.
*  Rules are publicized, explained, and equitably enforced.

School rules are derived from the goals of respect for self, for
property, and for others. In enforcing the rules of the school, the
district, and the state, the Medea Creek staff believes that students
must understand that their actions do have consequences. As
students become responsible for their own behavior, they develop
the self-discipline needed to become responsible citizens. Schools
must provide frequent opportunities for students to exercise self-
discipline.

Medea Creek Middle School believes that students must become
self sufficient and productive members of society. The district's
goals are to instill in students a loyalty for their country, respect
for its laws and traditions, and an understanding of the
importance of individual dignity. The rights and privileges of a
democratic society depend on each individual's sense of social
conscience. ’

To assist the success of students in a school environment, the
school, staff and parents must work cooperatively. Teachers,
counselors, and administrators are responsible for modeling and
teaching students the behavioral standards desired in the
classroom and in the school. Parental support of the school is
essential to ensure that students respect and follow the rules and
regulations.

From the beginning to the end of class, teachers must be free to
teach and students must be free to learn. Students are expected to
show respect for the teacher and for other students in the
classroom. Any behavior that disrupts instruction is inappropriate.
Specifically, students are required to come on time to class
prepared to work with all required materials and to stay on task
for the class period. Additionally, students must comply with the
classroom rules as established by each teacher. When a student
displays disruptive behavior in the classroom, the teacher will
first work with the student to improve behavior. If that effort
fails, the student who continues to disrupt the leamning process
will be referred to school counselors and/or administrators.

Medea Creek Middle School and all Oak Park Unified School
District School sites are 100% tobacco free. Use of any tobacco
products is prohibited on all campuses. Additionally, Medea
Creek Middle School follows a policy of nondiscrimination in all
aspects of curriculum, employment, communications, etc.

Email/Telephone and Staff Directory

Teachers and staff can best be reached by email. All (see 2 exceptions on
staff list) email addresses follow this format: first initial, last name
@oakparkusd.org (example: bbeniofTi@oakparkusd.org)

MCMS WEBSITE: WWW.0AKPARKUSD.ORG/MCMS
Main OffiCe....ccceererrrerrerernceremscenssssessssenanne 707-7922
Ms. Church (Office Manager)

Attendance Office......c..cveererunnne reeveeenenssrenereness 597-4261
Ms. Brown (Attendance and Student Records)

Ms. Bisciglia (Health Technician)

Ms. Paniz (Librarian)
Ms. Smolarski (Cafeteria Manager)

TEACHERS & ADMINISTRATORS:

Ms. Allen (6™ grade math/science)
Ms. Ayers (6" grade humanities)
Ms. Bagheri (Vice Principal)

Mr. Benioff (Principal)

Mr. Borquez (music)

Ms. Cadle (art)

Mr. Calce (PE)

Ms. Rachelle Cohen (6" grade math/science)
Ms.Katie Cohen kecohen@oakparkusd.org (6*, 7° & 8® grade science)

Ms. Dusek (7* grade humanities)

Ms. Fadgen (7" grade Humanities, Read 180)

Ms. Fast (PE)

Mr. Feinberg (Dean)

Ms. Franco (7* & 8" grade math)

Ms. Friedlander (Spanish and French)
Ms. Gallivan (Counselor L-Z)

Ms. Goldman (6" grade humanities)
Ms. Graves (8" grade science)

Ms. Heller (6® grade humanities)

Ms. Hogan (PE)

Ms. Hermosillo (PE)

Mr. Henderson (8" grade math)

Ms. Hoerman (6™ grade math/science)
Mr. Jacobs (PE)

Ms. Jimenez (special education)

Mr. Kegley (PE)

Ms. Kim Johnson (8® grade humanities)
Ms. Jones (special education)

Ms. Kudlacek (7 & 8" grade math)
Ms. Large (Counselor A-K)

Mr. Large (7" & 8" grade math)

Ms. Lavene (7* grade humanities)
Ms. Levine (Band Director)

Ms. Ligeti (7" grade science)

Ms. Mosley (8® grade humanities)
Mr. Newell (8" grade science)

Ms. Paniz (Library)

Mr. Peterson (8* grade humanities)
Mr. Roesner (6* grade humanities)
Mr. Rogers (half-time Counselor)

Ms. Shea (6® grade humanities)

Ms. Skiba (7" grade humanities)

Ms. Sonnabend (6™ grade math/science)
Ms. Stein (7" grade humanities)

Ms. Steiner (technology)

Ms. Steinman (7" grade humanities)
Ms. Wechter (technology)

Ms. Wenker (8" grade humanities)
Mr. White (8" grade humanities, ASB)
Ms. Williams (special education)

Mr. Winsick (7" & 8" grade math)
Ms. Yap (Chinese language and culture)



ACTIVITIES (SPONSORED BY ASB)

There are many ways to become involved at Medea Creek Middle
School. Your ASB offers the following activities. Come to them
and be involved!

Spirit Days: ASB sponsors contests & activities at lunch such as
karaoke, lip sync, games, special dress days and more!

Dances: Sponsored regularly by ASB. They are generally held on
Friday nights (check the calendar) from 6:00-8.00 p.m. To attend,
students must bring their 1.D. card, arrive within the first 15
minutes, & follow the dress code. Students may not leave the
dance early without a parent/guardian meeting the student at
the door. Parents must send a permission note to have their
child picked up early by another parent.

Magazine Drive: Each September students participate in selling
magazine subscriptions to raise money for ASB. The funds from
this sale pay for school year activities.

Clubs: Listen for announcements early in the school year to join
one of the various clubs on campus, including Chess,
Environmental, Friendship Circle, Board Games, International,
Computer Games Maker, Walking and others.

Service: Help ASB help others with Toys For Tots, Used Book,
Food & Shoe Drives -and more.

Other Activities :

Wonderful people and opportunities make Medea a special place
to learn and to get involved. You can do this by joining a Club on
campus, participating in intramurals or school events beyond the
school day (EXAMPLES: MCMS concerts and plays, science
Jaire, coastal and community clean-ups, ldea To Impact, Spelling
and Geography Bees, History Day, Big Sunday) attending
Homework Club, Safe School Ambassadors, helping faculty and
staff on campus and peer tutoring, to name a few. Find out how
connecting with your school can connect you with an exira-
special middle school experience in 2013-14! Check the MCMS
calendar and listen for the morning announcements.

ATTENDANCE

We want all students to be successful at school. Common sense
and research tell us that the most successful students are those
with good attendance who are able to concentrate at school.
Current State law provides school funding ONLY when
students are in school regardless of the reason for an absence.
Students who are absent 10% or more of the school year,
regardless of reason, are ‘chronically absent.’

Absence - When you are going to be late or absent, remind your
parent to call the school absence line (597-4261). The absence
line is available 24 hours per day. The only valid reasons for
absence from school are (E.C. Section 4610):

1. Anillness or injury to the child.
A quarantine of the home by a county/city health official.

3. A medical, dental, optometric or chiropractic appointment
that can only be scheduled during school hours.

4. Attendance at funeral services for a member of the
immediate family.

5. Court appearance by appointment. Must have court
documentation.

6. Students absent for religious holidays will be granted an
excused absence upon written request of the parent/guardian.

Tardy to Class - Students are required to come to class prepared
and on time. In the event that you are late to school, you must

check in at the Attendance Office. The following consequences
will result for tardies (per quarter):

1st tardy - Make student aware of the tardy.

3rd tardy - Teacher/student conference, lunch detention and
parent contact.

5th tardy - Referral to Office for one hour after school
detention (student will be given 24 hours notice).

6th tardy - Saturday School/Detentions

7 tardies and up- Office conference with parents to discuss
consequences; possible referral to SART.

**Students who are excessively tardy without a valid excuse or
absence may be referred to the OPUSD SART (School
Attendance Review Team) for review and/or Ventura County
SARB (Student Attendance Review Board) for a court hearing.

Independent Study - Contracts are available that allow students
to officially attend school even when they are not able to be on
campus. Please contact the Attendance Office well in advance of
any planned extended absences.

Home /Hospital- California Education Code 48206.3 requires
that Home Hospital be available to students with femporary
disabilities that make attendance in regular day classes or
alternative education programs impossible or inadvisable. A
temporary disability is defined as “a physical, mental, or
emotional disability incurred while a student is enrolled in regular
day classes or an alternative program, after which the student can
reasonably be expected to return to their regular day classes or an
alternative education program without special intervention.”
Home/Hospital students can normally be expected to return to
their regular classes after their disability has been addressed
through medical intervention. If a student is determined to
require Home/Hospital instruction, he/she will receive one clock
hour of individualized instruction for each day that instruction is
offered by the district in the regular education program. The
maximum number of hours that can be offered to a student in one
week is dependent upon the number of school days in that week.
Home/Hospital instruction is typically not necessary for students
who may be absent for between one and two weeks. Instruction
for these students can be handled at the site level through either
short-term independent study or regular classroom teacher
support with assignments and flexible timelines

Leaving School - If you need to leave during the school day,
bring a note from your parent to the Office in the moming to get
an "Off Campus Pass". This will save you, your teacher, and your
parent inconvenience when it comes time to leave campus. You
may never leave campus without a pass from the office and
parent permission. If you do, you will be breaking the law
requiring you to be at school (truancy). Truants are not allowed to
make up schoolwork as are legally absent students, thus their
grades are affected.

Make-Up Policy -Students will be allowed to make-up work and
tests following all absences except truancies. An absence
considered by the Principal or designee to be unacceptable will
cause the student to forfeit the right to make-up work. The
primary responsibility for requesting make-up work will be the
student's. These requests should be made before or after class.
When you are absent, call a class buddy to ask them to get your
work and assignments for the next 2 days. Your parents can
request additional work after 3 days of absence. For each day you
are absent you get a day back in school before your make-up
work is due, except in the case of a test or long term assignment
that was scheduled prior to the absence. Your teacher will expect
you to be ready to take a test or turn in projects when they are
due, unless there is a previous agreement to delay.



Students who miss an assignment or test because of a partial day
absence should check with the teacher and may be required to
turn in the assignment or take the test during lunch or after school
that same day. Your teachers will review this policy with each of
their classes.

Extra-Curricular Activities - Students participating in extra-

curricular activities (dances, after school activities, etc.) must be
in school on the day of the activity in order to participate.

AWARDS FOR STUDENTS

Students at Medea Creek are recognized for their achievements
in many different areas. Below is a list of criteria for each of the
awards that can be earned. We hope you will strive to achieve
one or more of them!

Awards Based on Quarterly Achievement

GPA Improvement: Students who improve their GPA
from the previous quarter are recognized for their
efforts.

4.0 Award: Students who "achieve perfection” by
eamning a 4.0 grade point average are recognized.

Honor Roll: Students earning a minimum GPA of 3.5
are recognized as honor roll members.

Outstanding Citizenship Award: Students who eam
all "Outstanding" marks in Citizenship are honored.

Outstanding Work Habits: Students who earn all
"Qutstanding" marks in work habits are honored.

California Junior Scholarship Federation (CJSF)

Membership Awards, Given Yearly

7th and 8th graders apply each semester for
membership.

Grades in all classes must be a C or better and students
must have a total of 8 academic points (A=3, B=Il,
C=0)

Must have "0" or "S" in citizenship on report cards

Must perform 10 hours per semester of school or
community service.

Membership for 3 semesters will result in recognition
as an "Honors."

Panthers Make A Difference (yearly)

6th, 7th and 8th graders who have completed 20 hours
of approved community service (see Community
Service Plan (p. 8)

8th Grade Awards Given Yearly

Outstanding Citizenship: 3 years all "O".
Outstanding Work Habits: 3 years all "O".

Outstanding Panther: 3 years all "O" in citizenship
and work habits.

4.0 Award: 3 years.

President's Education Award: Honor roll from 6"
grade through 1st semester of gh grade and teacher
recommendation. Must have "0" or "S" in citizenship
on report cards with no suspensions or truancies.

Author-Reader with Honors: 90% minimum average
in language arts (1** 3 quarters); "0" or "S" in work
habits and citizenship (1% 3 quarters); 100 AR points by
April (date TBA); an additional project assigned by the
Humanities department.

Historian with Honors: 90% minimum average in
social studies (1* 3 quarters); "0" or "S" in work habits

and citizenship (1* 3 quarters); 50 points honors-
designated choice work by April (date TBA);
participation in MCMS History Day with project
according to criteria/guidelines.

Math with Honors: 94% minimum average (1* 3
quarters); "S" or "0" in citizenship (1* 3 quarters); "0"
in work habits (1" 3 quarters); write a report on a
famous mathematician; extension activities completed
when assigned.

Science with Honors: Minimum grade of A- in
Science (1* 3 quarters); "S" or “O” in citizenship (1* 3
quarters); "O" in work habits (1% 3 quarters). Student
must also complete ONE of the following: 1).
Submittal of Science Fair Project to Ventura Co.
Science Fair OR 2). Completion of position paper on
current issue in science and a synopsis of a non-fiction
science book. Students must submit a letter of intent to
his/her science teacher by the deadline.

Band Director’s Award: Awarded, by the Band
Director, to the student who embodies excellence in
musicianship and citizenship by the Band Director.

3 Year Band Award: Students must be in a band class
for all three years, including at least one year in the
most advanced band class.

3 Year Band Award with Honors: Students must earn
all A’s and O’s in all band classes during the three
years in a band class, with at least one year in the most
advanced band class.

3 Year Band Award with Jazz Honors: Students must
earn all A’s and O’s in band classes during the three
years in band, with at least two years of Jazz Band
Participation with 80% attendance in rehearsals and
performances

3 Year Choral Award: Students must be in Chorus for
all three years with at least 80% attendance in
rehearsals and performances overall.

Technology Award: Excellence in technology; must
have completed a minimum of two technology-related
electives in 6%, 7" and/or 8" grade (or complete an
approved waiver), with a minimum of an A- and O’s or
S’s in those classes; students submit a digital portfolio,
according to criteria, and must file an application of
intent before the application deadline.

Art Award: Excellence in art for two or more
semesters; application.

Drama Award: Excellence in drama for two or more
semesters; leadership fostering teamwork, cooperative
spirit. :

Panthers Make A Difference: 3 years of approved
community service (award & notation on Culmination
Certificate).

Chinese: Excellence in learning the Chinese Language;
has shown leadership in class and gone above and
beyond. Must have completed Chinese I.

Spanish: Excellence in learning the Spanish language;
has shown leadership in class and gone above and
beyond. Must have completed Spanish 1.

Judy Colford Award: Friendly kindness that says
everyone is valued at our school; pride to always do
one's best; spirit of determination to never give up.

Panther Pride Award: Combination of leadership and
service.



BALLOONS

Balloons are fun and festive, but for students with latex allergies,
they are dangerous. When latex balloons pop, the powder they
emit, especially in crowded hallways or classrooms, can cause a
serious allergic reaction. If students wish to bring balloons, they
only may bring mylar balloons (the bigger, shinier ones!). To
learn more about the effects of latex allergies, visit this website:

http://www.osha.gov/SLTC/latexallergy/index.html

BELL SCHEDULE
Period 1: 8:23-9:15
Period 2: 9:20-10:10

Nutrition: 10:10-10:20

Period 3: 10:25-11:15

Period 4: (Lunch) 11:15 - 11:55
Period 4: (Class) 11:20 - 12:10
Period 5: (Lunch) 12:10 - 12:50
Period S: (Class) 12:00 - 12:50
Period 6: 12:55-1:45

Period 7: 1:50-2:40

Minimum Day: 12:35 Dismissal

BULLYING (also see: Discipline and Cyberbullying)

Bullying is defined as teasing, taunting, threatening, hitting
and/or stealing that is initiated by one or more students against a
victim; bullying also may be more indirect by causing a student to
be socially isolated. MCMS takes bullying seriously.

OPUSD Board Policy 5131.4 prohibits CYBERBULLYING,
which "includes the posting of harassing messages, direct threats,
social cruelty, or other harmful text or images on the internet,
social networking sites, or other digital technologies, as well as
breaking onto another person's account and assuming that
person's identity to damage that person's reputation or friendships.

WE NEED YOU TO:

«Alert an adult on campus what is happening and when.

«Utilize MCMS's "no penalty problem solving" with a staff member.
+Trust that reports are taken seriously and dealt with promptly.
+Focus on not retaliating with put-downs or abusive behaviors.
*Also see MEDEA REPORT IT (p.14)

BUS RULES (SOUTHWINDS TRANSPORTATION):

Remain seated & facing the front of the bus. Listen for
instructions. No loud conversation or unnecessary noise. No
eating on the bus. Keep all parts of your body inside the bus. Do
not bother the driver or other students. Conduct yourself at all
times so as not to become a hindrance to the safe transportation of
students.

CALENDAR 2013-2014 (TENTATIVE)

AUGUST:

28: First Day of Classes
“March-On, Medea”
30: Fire Drill

September:
TBA: Magazine Drive
2: Labor Day: No School
5: Local Holiday: No School
10: Back To School Night 6" grade)
12: Back To School Night (7/8" grade)
24-26: TUPE “Bus of Horrors” (6" grade)

October:
TBA: Make-up Picture Day
TBA: Dance
30 Oct-1 Nov: Grade Astrocamp Trip (8" grade)

November:
1: No School (Staff Development)
4-6: Fox Landing & Cherry Cove (7™ grade)
6-8: Cherry Cove (7" grade)
11: Veteran's Day Holiday: No School
21: Turkey Bowl
28-29: Thanksgiving Holiday

December:
3-6: Outdoor Education (6™ grade)
TBA: Winter Concert
23: Winter Break Begins

January:

6: School Resumes

17: Pupil-Free Day

20: Martin Luther King Holiday: No School
TBA: “Someone Like Me” 8" Grade Assembly 6:30 p.m.
Ability Awareness Faire
Spelling Bee
Geobee

February:
17: Washington’s Day: No School

March:

7" Grade Writing Test
17: No School
Week of 10™: Pi Week
TBA: Dance

April:
18-25: Spring Break

May:
TBA: State Testing, 8" grade Culmination Photographs and
Minimum Days (12:35)
21: Open House
26: Memorial Day Holiday: No School
TBA: Dance

June:
TBA: 8th Grade Dance
TBA: Disneyland
TBA: 8" Grade Breakfast and Awards
TBA : Culmination
12: Last Day of School; Minimum Day 12:35

CIVILITY POLICY AND COMMUNICATION

OPUSD Civility Policy [BP 1313(a)] states “Members of the Oak
Park Unified School District staff will treat parents and other
members of the public with respect and expect the same in return.
The district is committed to maintaining orderly educational and
administrative processes in keeping schools and administrative




offices free from disruptions and preventing unauthorized persons
from entering school/district grounds.”

Parents are welcome to use school district-hosted email as their
means of communicating with their child’s teacher or other staff
members. Teachers check their emails daily, but in most cases
will not respond during times when students are still in class.
Whenever possible staff will respond to inquiries within one
working day. Communications using email or any other method
must remain civil by all parties. Uncivil communication is
defined by using profanity, employing insulting, rude, offensive
or demeaning language, making threats, and using all capital
letters to signify shouting. These are all violations of the School
Board adopted OPUSD Civility Policy. Failure to remain civil in
any communication with staff members could result in the loss of
email access or other communications with staff members.

COMMUNICATION REGARDING SCHOOL
PROGRESS AND PROGRAMS

Middle school students are expected to communicate honestly
and frequently with teachers and parents about their progress and
problems in order to allow all of us to work together toward the
success for all students that we desire. Students are expected to
immediately transport all information given to them by the school
or parents, either to home or to school.

A. Progress Reports and Report Cards (also see “Q” on page
14):

Teachers frequently post grades, either in class or on “Q” and
provide you with grade printouts; you are expected to look up
your grade information on “Q” or take that information home to
share. Every five weeks teachers provide you with a grade update
and progress reports are posted on “Q” for students not meeting
standards; these are to be immediately shared with parents. Final
Report Cards are posted on “Q” at the end of each ten week
quarter; these are to be immediately shared with parents. Hard
copies of grades available by request in the MCMS Office. Until
you are 18 years old these types of communication belong as
much to your parents as to you. Report cards will be held if
library books are overdue or library fines have not been paid.

B. Culmination Privileges

8th grade students look forward to several special activities as
part of leaving middle school for high school. These privileges
are only available to those 8th grade students who meet the
standards for culmination. 8th grade students must maintain an
average GPA of 1.5 and must not receive more than four (4)
"Unsatisfactory’ marks in Citizenship during the 8th grade
academic year with no more than one (1) "Unsatisfactory” mark
in Citizenship during the final quarter of the academic year.
Students must have no Fails in the final quarter of the 8*
grade year to attend 8" grade activities (Disneyland, 8" grade
dance). Activities may be denied for violations of standards
during the final semester. If a student does not mect these
privilege standards, participation in school activities, culmination
or retention of the student will be determined by the Student
Study Team.

C. High School Extra and Co-Curricular Eligibility

In order to be eligible to Participate in Extra and co-curricular
activities in high school, students must maintain a 2.0 or "C"
grade point average with no contributing grades of "Fail" during
the preceding marking period.

D. School Newsletters & Bulletins: Electronic Communication
The MCMS Website is the “go to place” to get great MCMS
information. From an array of “Staff Pages”, links and a

Principal’s Blog, daily there is a wealth of news. Additionally,
Newsletters produced by student and parent groups are regularly
posted on the site, and are often sent by email. Daily video casts
are shown in class, with the text posted (near the Student
Window) every day. Students submitting information for video
notices must have prior approval by a faculty sponsor and submit
them no later than 12:00 p.m. the preceding day. Important
announcements may be missed by many students if they do not
watch the video casts. Many clubs and activities are on a "first
come, first served" sign-up basis.

E. Messages for Students

In order to avoid classroom interruptions, messages will not be
delivered to students. Students should check the Student Window
for posted messages during the day.

F. Emergency Contacts

In case a parent or guardian cannot be reached by telephone only
the person(s) listed on the "Emergency Card" may be contacted or
able to pick up a student in the event of an emergency. Please
keep this information up-to-date. Parents should also notify the
Attendance Office if they have Hospital Release Forms on file at
local hospitals.

G. Moving

Students are requested to submit to the Office any change of
address or telephone number. Parents must provide the Office
with home and work numbers.

H. What Should I Do If...

I arrive early? You may study in the library or remain in the
quad area until the bell rings. (Students are not encouraged to
arrive before 7:30)

I am late to school? Bring a note from home and report to the
Student Window for a pass.

I must leave early? Bring a note before school to the Student
Window. They will issue you a pass to use to leave class. When it
is time to leave, be sure to check out through the Main Office.

I forget my locker combination? Check with Ms. Bisciglia on
the Office.

I lose my backpack? Check with Lost and Found in the Office

I have a personal problem? Talk with your teacher or make an
appointment to see Mr. Benioff, Ms. Bagheri, the Dean, Ms.
Large, Ms. Gallivan, or Mr. Rogers. They are all here to help!

I have trouble in class? Talk with your teacher.

My parents want a conference? Bring a note from home and give
it to your teacher—or email the teacher.

I must leave the classroom? Ask your teacher to write you a
S.

7asam moving? Bring a note from home and give it to an office

staff member.

1 have a problem finishing a homework assignmeni? For

occasional family emergencies or extenuating

circumstances/responsibilities, students/parents should check

teacher Websites under “Staff Pages” and communicate with the

teacher regarding homework due dates.



COMMUNITY SERVICE PLAN

MCMS actively encourages students to get involved with their
community, far and wide, to make a positive impact on the world.
There are many opportunities to get involved. Read the Panther
Pride online, check the MCMS Website and listen to morning
announcements. The objective of MCMS' Community Service
Plan, and award, "Panthers Make A Difference,” is to provide
incentives and recognition for students to engage in service and
charitable activities. For additional information, see the Assistant
Principal for a copy of the Plan's Guidelines and a "Panthers
Make A Difference Form"—or download one form the MCMS
Website.

COMPUTER USE

Students are given instruction in correct computer use. Both
parents and students must sign the "Acceptable Use Policy"
before students may use on-line services. Students who violate
their agreement will be subject to discipline under "unauthorized
use of school equipment." Computers are not for personal use
such as checking or sending e-mail, sending threatening messages
or inappropriate photos and are not to be used for playing games
or making purchases on the Internet.

CYBERBULLYING (and prevention)

1. Educate yourself: What IS cyberbullying? —using
media to threaten, harass or embarrass.

2. Protect your password: Never leave passwords
where other can see it; don’t give it out. If others
know your password, change it NOW!

3. Keep photos family friendly: Do you want your
family, school personnel and the future college
admissions officer to see pictures of yourself in
embarrassing poses? Bullies can use embarrassing
pictures against you.

4. Never open unidentified or unsolicited messages:
Do not open messages form people you do not know.
These include emails, text messages, Facebook
messages, etc.—and clicking on links to other pages.
Delete them without reading. All of these can contain
viruses that can ruin your computer or collect private
information from you without you knowing this.

5. Log out of online accounts: Don’t save passwords
from fields within web sites or your web browser for
convenience; don’t stay logged in when you walk
away from a computer or cell phone. Prevent someone
else from gaining your on-line identity.

6. Pause before you post or reply: DO NOT
RESPOND TO UNKIND, VULGAR COMMENTS
OR THREATS.

7. You are judged by what you post and you may
escalate a situation by responding on-line. Alert an
adult instead.

8. Set up privacy controls: Restrict access of your
online profile to trusted friends and family. Most sites
(Facebook and Google+) allow you to share
information with friends only.

9. “Google yourself”: Use search engines (Google,
Bing, Yahoo) and see if personal information/pictures
come up that someone can use to hurt you. Take these
off immediately.

Responding to Cyberbullying Online/Phone:

1. Ignore Them (at first): as with any bullying or harassment a
minor incident that is ignored may very well make it go away.

No response is not “fun” for the bully. If it occurs again, get
help from a trusted adult.

2. Take a stand: If you see or hear cyberbullying, don’t
contribute. Tell them to stop or enlist the help of an adult you
trust.

3. NEVER retaliate: Retaliation ALWAYS makes the situation
worse, and puts you in danger of getting into trouble. Get help
from a trusted adult.

4, NEVER pass along messages from cyberbullies: Don’t be
part of the problem—and get yourself into trouble!

5. Save the evidence: Print out messages and emails, save texts
and capture screen shots when cyberbullying occurs. Tum
these over to a trusted adult.

6. Block access to cyberbullying: You can block certain users
from messaging you and, in many cases, you can block phone
numbers. Contact you cell phone service provider for help.

7. Report it to the site: Highly used web sites make it pretty
easy to report cyberbullying. Harassment/bullying is a
violation of the terms of service of all well-known web sites.

8.  Contact the police: If you feel your safety or the safety of
someone else is in danger, call the police immediately. Any
time there is a threat, let an adult know.

DIGITAL CITIZENSHIP

Each MCMS student (and parent/guardian) accepts and signs an
MCMS cell phone and electronic device policy.

Digital Citizenship: is about knowing how the Internet works,
accessing and navigating digital media, and exercising
responsible behavior that keeps you safe and keeps your online
identity secure.

Cyber Safety*: is learning how NOT to be a target for scams,
bullies and predators online; what to do and what not to do to
keep your private information private (passwords, etc.), and to
keep embarrassing pictures and information from going viral.

Cell Phone and Online Safety:

1. Only give your cell phone number to people you know
and trust.

2. Do not take, post or send any pictures or video that are
sexual in nature: if they involve any nudity, they are
illegal and can be classified as child pornography—a
felony offense in most states. Would you want these
kind of pictures spread to everyone in the community?

3. Digital evidence lasts FOREVER—even if you delete
it, it is stored on company servers (phone and websites)
and SIM cards.

4. Password Safety:

*  Keep your cell phone keypad locked (if you
have one)

»  Keep passwords/PIN numbers PRIVATE
(friendships do not always last). NEVER give
it out.

e If you must write your password down, leave
it in a safe place at home.

»  Use a mixture of upper and lower case
numbers and characters for passwords and
avoid using personal information (birthdates,
etc.)

e Do not type passwords on computers that you
do not own, control, or fully trust: publicly
used computers should only be used for
Internet browsing, not for logging into online
accounts.

* Do not use the same password across all of
the online accounts that you have.

*  *Adapted from iKeepSafe.org and Samir Hinduja,
Ph.D and Justin W. Patchin, Ph. D. of the
Cyberbullying Research Center



DISCIPLINE

A. RESPECT FOR PEOPLE, PROPERTY AND
LEARNING

»  Protecting Personal and Public Property - Students
should protect their own property by keeping their
backpacks with them or in their locker rather than leaving
them sitting around. Never share your locker combinations
or L.D. number in order to protect your privacy. Don't bring
valuables to school.

*  Cheating and Plagiarism - Using the work of other people
rather than doing your own work deprives you of the chance
to actually learn the material you are expected to learn.
Show respect for the work of authors and researchers by not
copying their information. Learn to cite their work properly
if you want to use it as an example. Cheating on an exam,
copying the work of another student or off of the Internet, or
giving your work to another student may result in a zero
grade being assigned and the student being placed on a
contract. Additional discipline will be assigned as specified
in the discipline chart. Discipline policies will apply to both
parties involved in cheating.

+  Peer Relationships - Students should be aware of
acceptable behavior on campus or at any school activity or
trip. We depend on the good judgment of the student. Overt
physical contact such as kissing, prolonged hugging, or
sitting in laps, etc. is not permitted. Students failing to use
good judgment will be warned and parents notified.

«  Harassment - (REPEATED name-calling, bullying, rumors,
unkind behavior) will not be tolerated.

e  Sexual Harassment - Sexual harassment is unwelcomed
sexual attention. It is attention of a sexual nature that is not
wanted by the person receiving it. The issue is the impact of
the attention and not the intent. Even if the one conferring
the attention is unaware that the attention is unwelcome, it
may be offensive. (Behavior resulting from mutual attraction
is not a form of sexual harassment, because both parties
welcome the interaction.) It is sexual harassment when:

A person in a position of power coerces, or attempts to
coerce, a subordinate or a student into providing sexual
favors. (The subordinate or student may not feel at
liberty to say "no" due to the imbalance of power); an
individual behaves (or group of individuals behave) in a
manner that is sexual in nature that creates a hostile,
offensive or intimidating work or learning environment.
(This behavior may occur between people with unequal
power, as well as between peers.)

Other types of conduct which are prohibited and
which may constitute sexual harassment include:
1.Unwelcome leering, sexual flirtations or propositions.

2.Unwelcome 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, stories, drawings, pictures or gestures.
5. Spreading sexual rumors.

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

7. Touching an individual's body or clothes in a sexual way.
8. Purposefully limiting a student's access to education tools.

9. Cornering or blocking of normal movements.

10. Displaying, passing around sexually suggestive objects in
the education environment.

11. 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. Pupils participating in harassment will be referred
to the Assistant Principal or Counselor for disciplinary
action. Continuing or severe harassment of a sexual or other
nature may be reported as a "hate crime" to law enforcement
authorities. We want harassment reported and dealt with
appropriately.

B. BOARD POLICIES REGARDING
STUDENT'S RIGHTS AND
RESPONSIBILITIES

Students do not leave their rights outside the school. On the
contrary, students have rights under the Constitution that must be
protected while they are in school. Students or parents may
appeal according to Board Grievance Procedures. Policy numbers
5145.5ab,cor 1311 ab.

Conduct — Bd. Policy 5131

All students are expected to comply with school regulations to
pursue the required course of study and to accept the reasonable
authority of the Principal and the school staff. Each student shall
have freedom and encouragement to express his/her individuality
in school so long as this conduct does not intrude upon or
endanger the freedom of others to behave as they wish,
particularly upon the freedom of peers to receive instruction. It is
the intent of the Board of Education to establish a rational
position between freedom for each individual and the necessity
for sufficient order to permit the operation of the instructional
program. Students in route to or from school or in attendance at
school functions are subject to the authority of the school.

Student Activism — Bd. Policy 5131.4

The Board recognizes that students have the right to form and
express opinions on issues of interest to them. Such expressions
shall not be allowed whenever they endanger the rights of other
students or interfere with the orderly operation of the school.

Vandalism — Bd. Policy 5131.5
Students found responsible for vandalism or other damage to
school equipment or school property, shall, along with their
parents, be held financially responsible. The Board authorizes the
Superintendent to file claims on behalf of the Board in the small
claims court of Ventura County.

REWARD - Persons providing information leading to the
reclamation of stolen or damaged school property may receive up
to a $500.00 reward.

Drugs, Tobacco, and Alcohol - Bd. Policy 5131.6

It shall be the policy of the schools to take positive action through
education, counseling, parental involvement, medical referral and
police referral in the handling of incidents in the schools
involving the possession, sale and/or use of behavior-affecting
substances. These substances shall include but not be limited to
tobacco, marijuana, LSD, glue, alcohol, and barbiturates.
(6164.11) Possession and/or sale of look alike substances will
have the same results as any controlled substance. School
property, including lockers, may be inspected by school
authorities in the interest of maintenance, health, and safety.
Inspections for the location of drugs, narcotics, liquor, weapons,
poisons, and missing properties are matters relating to health and



safety and may be regarded as reasonable purposes for inspection
by school personnel.

C. STUDENT DISCIPLINE GUIDELINES
(BASED ON BOARD POLICIES 5131 A, 5131 B)

Student Responsibilities

All students are expected to comply with school regulations, to
pursue the required course of study and to accept the reasonable
authority of the Principal and the school staff. The goal in
discipline is for the student to grow and develop in self-control
and self-direction.

School Staff Responsibilities

School staff members are expected to exercise a reasonable
enforcement of school regulations and are responsible for
counseling students regarding potential deficiencies or problems.
The staff also has a responsibility, whenever possible, to notify
parents of potential deficiencies or problems before they occur.
The Principal may implement necessary procedures, rules and
regulations to render effective the policies of the Governing
Board relating to standards of behavior. Teachers shall be
responsible for the instruction of pupils in rules and regulations of
proper conduct, as well as be responsible for proper and adequate
control of pupils. The responsibility and authority of any teacher
expands to all pupils of the school district. The Principal of each
school shall take steps to insure that all rules pertaining to the
discipline of pupils are communicated to students at the time they
are enrolled in the school.

Parent Responsibilities

Parents shall be expected to cooperate with school authorities
regarding the behavior of their children. Parents shall be held
responsible for the willful misbehavior of their children, as
indicated by section 1714.1 of the Civil Code and Education
Code Section 4890.

SPECIFIC PROCEDURES FOR DISCIPLINARY
ACTION/PROGRESSIVE DISCIPLINE:

Pursuant to all State law and Oak Park Unified School District
Policies and Procedures, the following actions are taken to
enforce necessary regulations. This listing of minimum and
maximum actions does not imply or require that a "step-by-step"
progression of increasing severity will be used by school staff in
dealing with a violation. In most cases disciplinary action is
dependent upon the situation and the previous behavior record of
the student.

D. SCHOOL ON SATURDAY (SOS)

Allows students to be disciplined without missing class
assignments, and it reinforces the fact that they have made a
mistake.

SOS Rules and Regulations

1. The time usually assigned is two (2) hours [but can be up to
four (4)]; from 8:00 - 10:00 am. [or until 12:00]

2. Students who report late will be sent home and no hour
credit will be recorded.

3. If a student is a discipline problem during the SOS, parents
will be notified and the student sent home with no hour
credit recorded.

4. Any time a no hour credit situation occurs, a follow-up
conference with the administration will be necessary to
determine the course of action by the school, including the
possibility of suspension.
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5. Students working in an unsatisfactory manner will be
warned once, and if the work continues in such a manner,
the student will be sent home with no hour credit recorded.

6. There will be NO cigarettes or smoking on campus at any
time.

7. An unexcused absence from SOS will result in
administrative disciplinary action including the possibility of
suspension.

8. Visitors will NOT be allowed at Saturday School.

9.  Students are responsible for their own transportation.

10. If there is an emergency and the student cannot attend
Saturday School, please email the Dean prior to the start of
Saturday School.

E. STUDENT APPEAL PROCESS

Students who wish to have the faculty consider policy or rule
changes must do the following in order:

1. Contact the Principal or Assistant Principal in writing to see
if a rule change in this area is being considered, or if the rule
is one that must be appealed to a higher authority first
(School Board), or if the role cannot be changed because of
law.

2. You must provide a written proposal that describes in detail
what is wrong with the current situation and what you
believe would be a better solution. In your written proposal,
you must detail your arguments both for and against the
proposed solution by both student and faculty (that's a total
of four arguments). You must include research into what
other schools have done. This will prepare you to recognize
and be ready to discuss the different points of view that
cause rules to be controversial at times and why getting
agreement to change may be difficult.

3. These pieces of evidence will be presented to the faculty so
they can take one of the following steps:

a) Ask you to survey the people who would be affected by
this change so that opinions of all others are known;
b) Ask you to gather some other information before going

on;

¢) Agree with your proposal and work with you to get it
into action;

d) Reject your proposal with comments back to you as to
why.

F. POSSIBLE CONSEQUENCES FOR
VIOLATION OF A RULE

Conference with student regarding violation, and a warning.

Parent contact to review violation and sequences.
Detention/campus clean-up/confiscation.
Referral to Office.

Parent/teacher/administrator conference.

Signed behavior contract.

School on Saturday.

In school suspension (all day, class or activity).
Suspension from school.

Removed from class with Fail grade.

. Transfer to another specialized Program or continuation
school.

Contact with police or appropriate Agency.
Recommend expulsion from District.
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G. RECOMMENDED DISCIPLINARY
ACTIONS/ PROGRESSIVE DISCIPLINE:

Discipline is commensurate with the severity and circumstances of the
behavior violation.

Behavior: Minimum-Maximum Consequences:

I. Violations Against School Standards

A. Disruptive Behavior
Actions which are detrimental
operations of the school

B. Defiance of Authority
Willful refusal to follow a legal,
direction/order given by a staff member

C. Continued Wiliful Disobedience

to the effective
1-13

reasonable
1-13

Repeated refusal to follow school rules and regulations 7-13
D. Forgery

Falsifying signature or data on official records, letters,

or notes from home 2-13
E. Truanc

Leaving class/campus during school hours without

proper clearance 2-13
F. Misbehavior on Buses

Bus drivers and staff members are responsible for the

orderly behavior of pupils while they are on the bus.

Continued disorderly behavior or severe misbehavior

shall be sufficient reason for a pupil to be denied
transportation on a bus by the Principal or designee 1-10
G. Student Attire

See Dress Code 1-10
H. Violation of Suspension

Physically present on a school campus or at a school

activity while on suspension 9-13
1. Plagiarism/Cheating

Copying another student's homework or providing

your work to others, cheating on a quiz or test/exam 4-13
J. Technology Use

Inappropriate use of any technology on the school

campus, or involving another student or staff member 4-13
I1. Violations Against Persons

A. Assault

Unlawful attempt, coupled with a present ability, to

commit a violent injury on the person of another (PC

240) 8-13
B. Battery

Any willful and unlawful use of force or violence upon

the person of another (PC 242) 8-13
C. Assault on a Staff Member

(See A above) 10-13
D. Battery on a Staff Member

(See B above) 10-13
E. Weapon Possession or Providing a Weapon

The unauthorized possession of any instrument (or

look alike) designed for or capable of producing death

or great bodily harm (PC 12020) 9-13

F. Assault with Deadly Weapon
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Every person who commits an assault upon the person
of another with a deadly weapon or instrument or by
any means of force likely to produce great bodily
injury is punishable by law (PC 245)

G. Fighting
Mutual combat in which both parties have contributed
to the situation by verbal and/or physical action

H. Hazing/Hate Crimes (EC 48900.3)

Participating in, or conspiring to engage in, or
conspiring for others to engage in harassing acts that
injure, degrade or disgrace other individuals

9-13

6-13

3-13

1. Interference/Obstruction
Any action taken to attempt to prevent a staff member
from lawful assigned duties

J. Verbal Abuse
Threatening language to a staff member

K. Sexual Harassment (EC 48900.2)

Any unwelcome sexual advance, request for sexual
favor, or any other verbal, non-verbal, physical, or
visual conduct of a sexual nature

L. Harassment (EC 48900.4)
Engaging in harassment, threats, or intimidation

M. Terrorism (EC 48900.7)
Engaging in terrorist threats against school officials,
property, or both

8-13

8-13

2-13

8-13

8-13

IIL Violations Against Property

A. Extortion or Robbery

The obtaining of property from another with consent,
induced by a wrongful use of force or fear, or under
the guise of official right (This includes asking others
for money) (PC518)

B. Theft
An unlawful taking of property (PC 518)

C. Unauthorized Use of School Property
The unauthorized/illegal use of school property

D. Willful Damage of School Property
Any student who willfully cuts, defaces or otherwise
injures in any way property, real or personal,
belonging to the school district is liable

7-13

E. Damage to Personal Property
(See D above)

7-13
IV. Violations Against Public Decency and Good Morals

A. Gambling
The playing of a game of chance for stakes (PC 330)

B. Vulgarity/Profanity and Habitual Thereof
Language that is disgusting to the senses; repulsive

C. Offensive Social Behavior
Activities that are an infraction of acceptable social actions 1-10

7-13

8-10

V. Violations Against Public Health and Safety

A. Possession or use of any of the following:

Dangerous drugs, drug paraphernalia, unauthorized
controlled substances, alcohol, tobacco, inhalants
(substances containing toluene), or look-a-likes of any of
the listed items

9-13



B. Selling any of the following:

Dangerous drugs, drug paraphernalia, unauthorized
controlled substances, alcohol, tobacco, inhalants, or

look-a-likes of any of the listed items 11-13

Trading cards, food or other items without permission 1-12

Campus Conduct: Grounds for Suspension and Expulsion
(E.C 48900)

A pupil shall can be suspended from school or recommended for
expulsion by the superintendent or the principal of the school in
which the pupil is enrolled if it is determined that one or more of
the enumerated acts below have been violated while:

¢ On any school grounds within the District
*  Going to or coming from school
«  During the lunch period, whether on or off campus
= During, or while coming or going from, a school-
sponsored activity
A. Caused, attempted to cause, or threatened to cause physical

injury to another person; or willfully used force or violence
on the person of another, except in self-defense.

B. Possessed, sold or otherwise furnished any firearm, knife,
explosive or other dangerous object unless, in the case of
possession of any such object, the pupil has obtained
permission to possess the item from a certificated employee.

C. Unlawfully possessed, used, sold, furnished, or been under
the influence of any controlled substances.

D. Unlawfully offered, arranged or negotiated to sell controlled
substance, alcoholic beverage, or intoxicant of any kind, and
then either sold, delivered, or otherwise furnished or
represented to any person that liquid, substance, or material
as a controlled substance, alcoholic beverage, or intoxicant.

E. Committed, or attempted to commit, robbery or extortion.

F. Caused, or attempted to cause, damage to school or private property
(vandalism).

G. Stolen or attempted to steal school or private property.

H. Possessed or used tobacco, or any products containing tobacco or
nicotine-related substances.

I.  Committed an obscene act or engaged in habitual profanity or
vulgarity.

J.  Had unlawful possession of, or unlawfully offered, arranged or
negotiated to sell any drug paraphemalia.

K. Disrupted school activities or otherwise willfully defied the valid
authority of school officials or personnel.

L. Knowingly received stolen school or private property.
M. Possessed an imitation firearm.

N. Committed, or attempted to commit, a sexual assault or sexual
battery, as defined in the Penal Code.

O. Harassed, threatened, or intimidated a pupil who is a witness in a
school disciplinary proceeding.
(E.C. 48900.2)

(E.C. 48900.3) Caused, attempted to cause, threatened to cause,
or participated in an act of hate violence

(E.C. 43900.4)

(E.C. 48900.7) Engaged in terroristic threats against school
officials, school property or both

Committed sexual harassment

Engaged in harassment, threats or intimidation

P. Engaged in, or attempted to engage in, hazing as defined in
Section 245.6 of the Penal Code.

Q. Engaged in an act of bullying, including, but not limited to,
bullying committed by means of an electronic act directed
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toward a pupil or school personnel.

R. Aided or abetted the infliction or attempted infliction of
physical injury.

S. As used in this section “school property” includes, but is not
limited to, electronic files and databases.

T. (E.C. 48900.5) Pupil’s presence causes a danger to persons or
property, or threatens to disrupt the instructional process.

U. (E.C. 48500.7) Pupil has made terrorist threats against school
officials, school property, or both.

V. (E.C. 48900.2) Committed sexual harassment as defined in
section 212.5 of the California Education Code.

W. (E.C. 48900.3) Caused, attempted to cause, threatened to
cause, or participated in an act of hate violence

X. (E.C. 48900.4) Engaged in harassment, threats, or intimidation
against school district personnel or pupils.

Recommending Expulsion (E.C. 48915)

Although the Oak Park Unified School District follows a
progressive approach to student discipline, the acts enumerated in
E.C. 48915 constitute serious threats to school and individual
safety. As a result, they will be dealt with in a swift and
appropriate manner as prescribed in the Education Code.

The Education Code requires that the principal or superintendent
of schools recommend the expulsion of a pupil for any of the
following acts committed at a school or at a school activity off
school grounds.

The principal or the superintendent of schools shall recommend a
pupil's expulsion for any of the following acts, unless the
principal or superintendent finds and reports in writing to the
Governing Board, that the expulsion is inappropriate due to
particular circumstances.

(1) Causing serious physical injury to another person,
except in self-defense

(2) Possession of any knife or other dangerous object of no

reasonable use to the pupil

Unlawful possession of any controlled substance listed

in Chapter 2 of Division 10 of the Health and Safety

Code (except for first offense of less than one ounce of

marijuana)

(4) Robbery or extortion

(5) Assault or battery upon any school employee

&)

In addition, the principal or superintendent of schools shall
recommend the expulsion of a pupil that has committed the
following acts at school or at a school activity off school grounds.

(1) Possessing, selling or otherwise furnishing a firearm or
imitation firearm
Brandishing a knife at another person

Unlawfully selling a controlled substance listed in
Chapter 2 of Division 10 of the Health and Safety Code
(HSC)

Committing or attempting to commit a sexual assault or
sexual battery
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Possession of an explosive



DRESS CODE

Medea Creek Students Dress For Success! The appearance and
manner of dress of students is a matter to be determined primarily
by the students' parents. The District expects students will attend
school wearing clothing which is both neat and clean and which

is appropriate to the weather and to the activities being conducted
in school. In no case shall the dress or appearance of a student be
such that it endangers the health or safety of the student or others
or such that it has a disruptive effect upon the orderly operation of
the school.

Medea Creek Dress Code:

1. For safety, all students must wear shoes with backs,
including sandals. All shoes must be hard-soled. No slippers
or flip-flops.

2. No outfits are permitted which are revealing, see-through, or
show underwear (bra straps as an example) or a student's
private parts.

3. Wearing shorts: Inside pocket lining on girls’ shorts should
not be longer than the leg of the shorts; shorts must amply
cover the buttocks. The waist of boys’ shorts must be worn
above the buttocks.

4. No clothes may be worn which look like underwear or
sleepwear (pajamas, etc.).

5. No strapless or backless tops or halters. No midriffs. No
tank tops for boys.

6. No clothing which depicts sexually suggestive behavior, foul
language/pictures or which advertises alcohol, tobacco or
illegal substances, or clothing depicting violence.

7. No clothes or hairstyle that create a disturbance. No
excessive spikes, Mohawk styles, hair colors or body
piercings.

8. No gang related apparel, as identified by the sheriff's
department.

9. No clothes may be worn which are excessively tight or
extremely baggy; dresses, skirts or shorts must be worn over
tights.

10. Hats and sunglasses are not permitted in class, unless
approved by the Principal.

11. No wallet or other heavy, dangling chains or straps.

DRUGS/MEDICATION

A. Prescription and Non-Prescription
Medication/Vitamins/Supplements:

All prescription or "over-the-counter" medicine, including
inhalers, must be stored in the Health Office. It is a violation of
law for students to carry any medicine on campus. If the student
needs to take medication during the school day, parents should
return a completed Medicine Release form allowing the school to
administer the medication. Please get forms from the Office.
Students needing to use inhalers will inform their teacher and be
released to the Office. According to the law, the school may not
dispense nonprescription medicine unless parent permission,
doctor's authorization, and the medicines are provided
appropriately to the School Office. All medication forms must be
renewed annually.

B. Drugs, Tobacco, and Alcohol

Drug, tobacco, or alcohol (or any “look-alikes" of these three
items) products are not to be brought on to the campus at any
time by any person except under prior special arrangement, with
written permission of the school. Any student under the influence
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of or in possession of these items is in violation of law and school
rules. The consequences are severe for every type of violation and
will be discussed with students at the beginning of each school
year. There are no "harmless or minor offenses" or "Second
chances." The discipline section of this handbook specifies the
range of school consequences, including suspension and
recommendations for expulsion, that will be used for every
violation involving these items. Law enforcement authorities will
be called to investigate violation of law; notification of parents
may only occur after an arrest has been made as the school
cooperates in every way with the proper authorities.

DON'T DO DRUGS! Did you know that inhaling any material
containing toluene can cause a condition of intoxication? Many
common school/household supplies such as glue, cement, white
out, and permanent markers contain toluene. Any person under
the influence of toluene is guilty of a misdemeanor. Check the
labels on your school supplies and do not bring items containing
toluene to school.

FIELD TRIPS

Student participation in field trips sponsored by MCMS is
voluntary. Students will be provided with instruction at school if
they do not attend. Fees to support field trips are voluntary*;
contact school if scholarship support is needed. Parent volunteers
are expected to give their full attention to students they supervise;
siblings are not allowed to attend. Students must travel to and
from events in school-approved vehicles. Parent drivers must be
district approved.

*dny request for supplies or donations toward the purchase of supplies
or materials is completely voluntary under the law in California public
schools. Under the law, fees for school field trips may be charged,
however, a fee will be waived for any student whose parent requests that
it be waived.

FOOD & FOOD SERVICE (CAFETERIA)

1.The District will provide the opportunity to buy food items at
lunch and nutrition. Many a la carte items are available.
Food offered meets OPUSD's Wellness Policy criteria,
which aims to provide healthy choices.

2. The cafeteria uses a POS (point of sale) system to purchase
food. Students must use their student ID to purchase all
food, including paying by cash. Parents and students may
establish an‘account’ (check to OPUSD in MCMS Office
box) with the Student ID number. The ID is swiped at POS
and the amount is deducted form the account.

3. Students are expected to be courteous to both adult and
student workers.

4. Cutting in line, pushing, or general horseplay will result in
disciplinary action.

5. Students are to stay in the designated areas at lunch and
nutrition. These areas are clearly marked with red lines.

6. Students may eat in the pavilion area only. Students may not
take food out of the pavilion area.

7. Students should not ask others for money or give money to
someone else to buy their food.

8. Throwing food or drinks will result in disciplinary action.
9. Students leaving trash will be placed on trash pick-up.

10. All students are expected to place trash in the appropriate
recycle bin.

Parents may drop off a forgotten lunch and leave it on the
student table in the Office, but OPUSD strongly discourages



parents from delivering fast food to students. Additionally,
we do not allow these items to be provided to other students.

FORGOTTEN ITEMS

This includes bringing books, homework, lunches, P.E. clothes,
lunch money, etc. Forgotten items that are brought in by parents
will be kept in the Attendance Office for the student to pick up.
Students who forget something should check the student desk in
that Office. We will not be able to deliver these items to the
classrooms or call for individual students.

LIBRARY RULES & BOOKS /TEXTBOOKS

1. Help keep the library a quiet place by talking softly.
Remain seated unless using reference materials.

3.  When all the chairs are taken, the library is full. Students
needing to study will do so at the outside tables.

4. Students who volunteer to help in the library can earn CJSF
service credit for their hours.

5. Students who do not follow these guidelines will be asked to
leave. If an individual is asked to leave two times in a
quarter, (s)he will lose histher library privileges for two
weeks. If there is a third incident in a quarter, a referral will
be written.

6. Lost and Damaged Books: Students will be held responsible
for paying for lost and/or damaged books and all fines.
7. Study Hall is held in the Library Monday-Friday from 7:30 — 8:15a.m.

LOCKERS

We are fortunate to have them at MCMS. Please make full use of them,
storing books and supplies in them whenever possible. DO NOT GIVE
OUT COMBINATIONS TO ANYONE! Leave valuables at home and do
not leave belongings unattended. If you forget your combination, see Ms.
Bisciglia in the Office.

LOST AND FOUND

Many items are lost by students and go unclaimed each year.
Please check both P.E. and Office Lost and Found boxes on a
regular basis. Each quarter the unclaimed lost and found items are
donated to charity.

MEDEA REPORT IT (MRI)

MRI is an anonymous way for students and parents to let school
officials know about important student safety concerns, including:
violence, bullying of all kinds, threats, vandalism, weapons or
drugs. Serious, life-threatening situations (suicide threats, etc.)
should be reported to Ventura County Crisis Team (805) 371-
8375 or, for other EMERGENCIES, QALL 911.

PHYSICAL EDUCATION (P.E.)

Uniforms: MCMS students wear a P.E. uniform consisting of
shirt, shorts, socks and tied athletic shoes. Students may also
wear supplemental MCMS sweat pants in place of their shorts
during cold weather. P.E. uniform shirts must always be worn
regardless of the sweatshirt. Students may wear non-MCMS
sweatpants, but still must wear P.E. uniform shorts underneath.

Medical, parent note or modified P.E. plan: Students who are
not allowed to participate in Physical Education class due to a
medical/physical condition are not permitted to participate in any
school intramurals or extracurricular sport activities. In addition,
he/she is not permitted on the courts or field at lunch or before
school. This is for the safety of the student, to alleviate parent
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concerns, and to relieve MCMS teachers and administrators of
liability related to the illness or injury.
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“Q” is OPUSD's student information system, which
provides Web-based access to an individual student's
Directory information, schedule, Transcript and GPA and
progress reports and final grades. Students and parents
access “Q” from the MCMS Website and use the student's
ID number and password. Additionally on “Q” many
teachers (but not all) post their assignments/grade book
information. PLEASE NOTE: it may take up to two
weeks before grades from an assignment or test are
posted. Please be patient.

RECYCLING

The MCMS community works hard to keep the campus clean and ‘green’.
Reusable water bottles and lunch bags are encouraged. Paper is separated
in classrooms and offices to be recycled. Empty water bottles and cans are
placed in separate receptacles on campus for recycling. Lastly, in the
lunch area, food waste is separated from all other lunch trash (which is
recyclable).

SAFETY

MCMS regularly has fire, lock-down and earthquake/emergency
preparedness drills. More information about these can be found
on the MCMS Website.

A. Emergency Procedures - An Emergency Plan, including
evacuation routes, is posted in each classroom. Your teachers will
review the emergency material with you. Familiarize yourself
with this plan; know what to do in an emergency. Protecting
yourself in emergencies is essential so that you are kept safe and
do not endanger others through reckless actions. You are
expected to practice every drill as though it were a real
emergency. It is your responsibility to know where to go and
what to do in an emergency. MCMS adults have many
responsibilities during emergencies, so you need to do your part,
too: listen and follow instructions as practiced!

General guidelines in the event of an emergency:

«  While in class: proceed with teacher up to marked room
area on upper field.

o Directly before school: immediately report to upper field;
assemble at the marked room number for period 1.

o During passing period, nutrition, lunch or directly after
school: immediately report to the upper field; find the room
number of the last class you were in.

Request (A-G; H-Q; R-Z) Reunion Gates (A-L; M-Z): located

along the MCMS driveway, are used in the event of release upon

evacuation (see MCMS Website).

B. Traffic Management Plan - MCMS has a one-way driveway.
Students are to walk at all times on sidewalks (along Doubletree
and Hollytree), not in parking lots or to cross streets illegally.
Bikes are to be walked (bike riders must wear helmets) on
campus sidewalks, not ridden in the parking lot. Parents should
carefully review the traffic management section of the Parent
Handbook to avoid putting their child or other children at
risk with unsafe drop off and pickup points. We encourage law
enforcement officers to enforce the laws regarding red-zone
violations, speeding, jaywalking, unsafe “U-turns,” illegal turns
in or out of the parking lot, and double parking during drop off or
pickup. Numbered parking spaces are reserved for staff.



There are no visitor parking spaces. Visitors may park on the
curb near the gym or on the street.

Special EducationAdvisory Committee (SEAC)

Provides a forum in which staff, administration, and the parents
of OPUSD can discuss issues and recommend action regarding
special education programs and services in OPUSD in order to: 1.
Advise the OPUSD Board of Education regarding the present
status and areas of needed improvement in special education 2.
Investigate, address and propose recommendations for urgent
issues that that have arisen 3. Educate and inform the public,
administration, staff and Board of Education regarding the laws
and best practices pertaining to special education.

STUDY HALL

Is held each morning, Monday thru Friday, from 7:30-8:15 in the
MCMS Library. It is supervised by a staff member and is a place
to quietly work on classwork and study.

SUGGESTIONS FOR SUCCESS

A. Studying

Every student can have passing grades by practicing good study
habits and develop the self-discipline. We want to support your
efforts and will be happy to meet with you if you would like to.

1. Take this assignment notebook with you to every class. Be
sure that you fill it in every day for every class and check off
finished work in the column provided. If you have difficulty
writing down assignments and tests, ask your teacher to
initial your book daily. It is your responsibility to give it to
the teacher for initialing.

2. Set up "office hours". This is a specific time that you will
spend studying. Find a quiet, comfortable place to work.
Make a commitment to this time daily.

3. Think about how you study for tests. Review class notes,
study guides; prepare flashcards for vocabulary or concepts;
re-read chapters; review homework and quizzes; check your
teachers' Websites for class information.

4. Get organized! A three-ring binder with sections for each
class is mandatory. All work should be kept in the binder
(not the bottom of backpacks!). Check your binder on a
regular basis. Work returned by teachers should also be
neatly put away. Ask your teachers how long you should
keep your work.

5. Be aware that Progress Reports are posted on “Q” every
five weeks to students who are receiving "U's"
(unsatisfactory) and/or D's and/or Fails in one or more
classes. Progress Report dates appear on the school calendar.
You should mark them in your assignment notebook
immediately.

6. Go to Homework Club! It meets in the library from 3:00-
4:00 p.m. on scheduled days. You do not need an
appointment! It is open to all students who need a quiet
place to study or who would like to receive help with their
assignments. Students are expected to sign in when they
arrive and do not need to stay the entire hour.

7. Ask your teachers for help. Teachers are available to help
students. Check with your teachers individually to find out
when they are available. Ask about MCMS’s Peer Tutoring

Program.
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Every student can have passing grades if they practice
good study habits and develop the self-discipline. We want
to support your efforts and will be happy to meet with you!

B. Learn and Follow School and Classroom Rules

Pay attention and follow directions

Show courtesy to others at MCMS

Seek assistance as needed

Be respectful and refrain from using put downs

Stay in designated areas

Come to school prepared with book, paper, pencil, etc.
Take care of school property and the property of others
Refrain from using profanity

No littering, no gum, no running

No sunglasses in classes or in PE

No climbing over fences or walls

Keep hands and objects to yourself

Always use stairs and ramps

Always get a pass from your teacher to leave class

Be in class on time.
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C.SUGGESTIONS FROM STUDENTS

Students are encouraged to share their ideas for improving our
school in the following ways:

1. Deposit your suggestions (in writing) at the Student Window
2. Give your suggestions to your ASB representative.

SUPPLIES AND NON-SCHOOL ITEMS
SUGGESTED AND RESTRICTED

School is a place of work where students are required to have
certain supplies and are not allowed to bring certain items that
may be disruptive or illegal. If you have any questions about what
is allowed at school, please ask before you bring anything to
school that might not be allowed.

A. Suggested Supplies (on the MCMS Website check grade
level supply lists). These are general recommendations*:
Bring the following materials to every class every day:

3-ring notebook with dividers.

Paper, pens & #2 pencils in zipper bag.

3-hole punch.

Ruler (centimeters and inches).

Assignment book.

Free reading (or AR ) book.

Al students are recommended to have a calculator; it is suggested
that 7th and 8th grade have a Texas Instruments 34-36x scientific
model or equivalent. .

1/4" graph paper, compass, protractor.

All textbooks issued by school must be covered at all times.
Highlighter (yellow)

Flash drive
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B. Locks for PE and Book Lockers

Small book lockers inside the main building and small PE
Lockers in the gym are issued to students. Students must use the
locker they were assigned. They may not pick their own locker.
Students must have a school-issued lock* for their book locker
and may borrow a school lock for their PE locker. ONLY
SCHOOL ISSUED LOCKS MAY BE USED - ALL OTHERS
WILL BE REMOVED. Larger PE lockers can be used during
class time only for hanging school clothes. Never share your
backpack, locker, or your combinations - your privacy and your
belongings should be protected carefully. MCMS will not be
responsible for items reported missing from lockers or backpacks.
There will be a $10 fee to replace locks.



C. Bicycles, Skates, Rollerblades, or Skateboards

Skates, Rollerblades, and Skateboards only brought to campus
with permission of the Vice Principal. Bicycles may be ridden
only to the boundaries of the campus. Only walkways are to be
used for walking bikes on campus. You are not allowed to ride in
the parking lot. Bicycles must be walked at all times on campus
to comply with the school rule that requires walking except when
in a PE class activity. Ventura County requires that all bike riders
wear a helmet while riding. STUDENTS WHO DO NOT WEAR
A HELMET MAY HAVE THEIR BICYCLE CONFISCATED.
Bicycles brought on campus are to be locked to the racks and not
to fences or other bikes.

*Any request for supplies or donations toward the purchase of supplies
or materials is completely voluntary under the law in California public
schools. Under the law, fees for school field trips may be charged,
however, a fee will be waived for any student whose parent requests that
it be waived.

D. ELECTRONICS & CELL PHONE POLICY

Each MCMS student (and parent/guardian) accepts and
signs an MCMS cell phone and electronic device policy.
Electronic devices and cell phones are integral aspects of
our students' lives. They are valuable learning and
communication tools, yet with every new electronic
innovation, new applications are available which can be
misused and dangerous. While electronic devices (MP3
players, e-books, tablets, cameras, lap top computers,
etc.) are allowed on campus, students and parents should
be aware of the: Responsibilities and Restrictions of Using
Electronics and Cell Phones on Campus

1.  Devices may be used only with the approval of the
teacher or administrator for a specified purpose. At all
other times, devices must be turned OFF (i.e. not on
silent) and not visible.

2.  Once students are on campus in the morning, ALL
electronics are turned off and out of sight.

3. Students may not take pictures or video with their
devices at any time on campus or at school-related
activities, again, unless specified and monitored by the
teacher.

4. Devices, including cell phones, brought on campus
may not have any inappropriate materials (i.e.
music, pictures, video).

5. Devices, including cell phones, are not to be used
before school on campus, during nutrition, passing
periods, at lunch or during after school events.

6. Photos of people on campus taken ONLY with their
permission!

7. Devices or cell phones used to harass/bully another

student, carry inappropriate material, cheat, disrupt,

or are otherwise used improperly, will be confiscated by

a staff member.

8. Students will receive disciplinary action ranging from

lunch detention to exclusion from school activities to

" suspension (see  "Progressive  Discipline” in
Handbook).

9. Devices may be kept until a conference is held
between the parent and an administrator.
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Furthermore: if a student is using a cell phone (ANY of
its functions) for any reason during school time, the
following consequences will be imposed:

*  Phone will be confiscated from the student

»  Progressive discipline will take place (lunch detention,
detention, in-school suspension, suspension, barred
from activities) depending on the incident's severity
and the student's prior cell phone use.

 The cell phone will be returned ONLY to the
parent/guardian of the student [OPUSD Board Policy
5131(c)].

Students who have cell phones confiscated more than
two times will be placed on a behavior contract and
may be suspended from school for one day for
continued defiance. These students may also be
prohibited from possessing cell phones at school or
school-related events.

Please note:

Medea Creek Middle School and the Oak Park Unified
School District are not responsible for any loss, theft or
damage to a student's personal electronic device brought
to campus. It is suggested that students have their
identification on any device.

Cell Phone Etiquette
Directly after school, please use cell phones outside of
school buildings.

E. Restricted Items

In addition to the other restricted items mentioned above,
e.g., weapons and drugs, do not bring to school or have in
your possession or in your locker any of the items listed
below:

»  Skates or Skateboards

*  Guns, knives or look-a-likes

«  Firecrackers, stink bombs

«  Explosive devices

»  Any items containing toluene

«  Chains (including those for wallets)
»  Laser pens/lights

»  Permanent markers

WELLNESS POLICY

OPUSD aims to teach, encourage and support health-
promoting behaviors in students and staff. Accordingly, we
support a healthy diet and daily physical exercise, with an
emphasis on health and fitness for life. Nutrition standards
(chemical, fat and sugar content) adopted by the District
apply to food sold and offered to students, during school
and at after school meetings. See OPUSD website under
Wellness Policy.

WE TIP

National toll-free hotline to ANONYMOUSLY report crime
(graffiti, burglary, arson, vandalism, etc.) 800 78-CRIME. Up
to a $1,000.00 reward for information leading to arrest and conviction
www.wetip.com.



Safety on Site




Oak Par )

5801 E.Conifer Street
Qak Park, CA 91377

In case of an emergency, please contact the following staff members in the subseguent order:

Call Order Name Title Cell email Work Phone

| Julie Suarez Director, Business Operations 818-355-7176 | jsuarez@oakparkusdorg | 818-735-3210
2 Miguel Tabares Maintenance Engineer 818-256-4002 |mtabares@oakparkusd.org| 818-735-3204
3 Oscar Jimenez Maintenance Engineer . 818-256-4010 | ojimenez@oakparkusd.ora| 818-735-3203
4 Ruben Botello Landscape Worker 805-377-4905 rbotello@oakparkusd.org

5 Candy Garcia Landscape Worker 818-259-3235 | coarcia@oakparkusd.org

6 Martin Kiauss Asst. Superintendent 818-203-2586 | mklauss@oakparkusd.org | 818-735-3216
¥4 Leslie Heilbron Asst. Superintendent 818-261-2836 | Iheilbron@oakparkusd.ora | 818-735-3266
8 Tony Knight Superintendent 818-324-8915 818-735-3206

tknight@oakparkusd.org

HIGHWAY PATROL:
MOORPARK
VENTURA

L.A. CO. LOST HILLS SHERIFT'S

VENTURA CO. FIRE DEPT.

WWW.FIRE. COUNTOFVENTURA.ORG (FIRE UPDATES)

VENTURA CO. RED CROSS
WWW.ARCVENTURA.ORG

Emergency Services

“*FOR AN IMMEDIATE THREAT TO LIFE OR PROPERTY, CALL 911

(805) 553-0800
(805) 477-4100

(818) 597-2954

(818) 597-2954

(805) 339-2234

EAST COUNTY SHERIFI'S

(805) 494-8200
WWWVCSD.ORG

THE GAS COMPANY

WWW,

ALGAS.COM

EDISON EMERGENCY
OAK PARIK WATER

NON-EMERGENCY

1-800-427-2200

1-800-684-8123
1-800-613-0901




TO: MCMS Community

FROM: Amanda Bagheri, Assistant Principal
RE: Overview of Emergency Procedures
DATE: August 2013

MCMS’s Emergency Plan seeks to address short and long term needs:

Essentially, we plan for three types of emergencies:
1. Fire via Fire Drills
2. Lock Down via Lock Down Drills and/or other Emergency Release scenarios
3. Earthquake via Emergency Preparedness Drills

Medea Creek Middle School has a comprehensive School Safely Plan. It is each person’s
responubdtig {o review the Plan, and understand our individual role in the Plan. This Plan details
protocols and identifies defined roles and responsibilities for facully and staff. It is our template. We
familiarize ourselves with it so that we all refer to, and learn from, a common starting place.

But by very definition, emergencies are not planned evenls and can take forms that we may
not have una.gmed It is therefore i.rnporftmf to remember that we are all respon&'f)f,e for the safety of
our campus; that we must ALL be alert to what is going on around us and nolify the administration,
the office, a colleague should someone or something poienblaﬂy pose a danger; that we ALL have the
capacity to make decisions on the spot, out of dire necessily.

If you see that there is imminent danger (an active shooter scenario as one example),
hurrying to take your students off campus (versus "locking down” in the classroom and becoming o
sitting target), out of harm's way, might be the solution. Experts tell us (most nolably Kon Stevens
Executive Direclor of the National School .S‘a/'eé/ Center) that in extreme, horrific circumstances, we

must each make a decision to try to save lives.

Please make yourself aware of our Emergency Plan—especially aware of
colleagues who have special roles/responsibilities (See: Incident Command
System and Teacher Buddy System) that take them away from their lines.

A. For drills and other emergencies that require classroom evacuation,
MCMS assembles on the upper field by classroom identification. Each
room number is designated on the upper field, near the grass area. Let all
of your students know the location of your classroom evacuation/assembly area.

o During an emergency drill, always bring your emergency backpack
(most are red) and your roll book. Once we are up on the field, you will
take classroom attendance and complete an Attendance
Accountability Report ONLY IF SOMEONE IS MISSING.

+ Room Supervisors will collect them (Room Supervisors: Fladgen: P.E.,
B2, R1-R5, E1-E10; Roesner: C1-C21; D1, D).

e WEAR YOUR RED VEST (for a person who was in class but is not
accounted for up on the field) or YOUR GREEN VEST (everyone
who was in class is also accounted for up on the field). If you are
wearing a green vest, you should NOT fill out an Accountability
Report. A teacher who must leave his/her line should take attendance
and hand the roll book over to a neighboring colleague; the neighboring
colleague will supervise both lines.

e Teachers who have a prep period during a drill should automatically
report to the P.E. assembly area either to assist there, or wait for
instructions.



¢ Instructional and supervision aides and other unassigned personnel
should report to the Evacuation Chief (Dianne Large) to be accounted
for and then go to the Liaison Officer (Amanda, Bagheri) for supervision
assignment.
1. In the event of a Fire we, of course, evacuate to the field. If we are in
imminent danger on campus, we could possibly relocate to OPHS (also a Red Cross
point). If the community is in danger, we would want to facilitate the release of
students as swiftly as possible. See Request/Reunion Procedures.

2. In the event of a Lock Down, a Lock Down bell will tone; students and adults
immediately move into a safe haven (last class period or room nearest, given the
level/sight of danger). Lock Down procedures move into action, including
securing gates and, via computer and radio, accountability (attendance).
Authorities (District and law enforcement, if necessary) are contacted by
principal or assistant principal. Black Emergency Kits in rooms and offices are
available for extended periods of Lock Down. This is their primary function.
For eventual release of students see Request/Reunion Procedures.

3. In the event of an Earthquake, with moderate to significant damage, we
evacuate to the field and have our Emergency Teams activated. If injuries are
light (meaning Search and Rescue has a manageable number to search out and to
rescue) all adults on the Transport, Search and Rescue and Team Officers/Leads
would be repositioned, with other personnel, to assist with student request
and reunion procedures. Security Officers and others might be in charge of
organizing the set up of shade areas, toilets and water distribution, after the
process of assessing resources.

B. Communications Systems in Place (Depending on what is

available).

e Dedicated radio line to District Office. They contact us FIRST.

e Ham Radio at MCMS (Mosley)

e ALLCALL System

e Email for within and without MCMS

» Prepared Handouts for parents rushing up to MCMS directly after an
emergency
C. Supplies and Equipment:

« Emergency Supply Shed: in addition to the classroom kits and backbacks,
MCMS has a shed located near the E Building elevator. Emergency Team
equipment, tools, water and a variety of other materials are housed there.

e AED Machine: MCMS has an Automated External Defibrillator; it is located
in the Main Office, between the Student Window and the Health Tech’s
desk; there are several staff members trained to operate it.

D. Helpful Statistics:

e It is within 4-6 hours that toilets, water and the like begin
operation/distribution

s Every 24 hours there is a 50% attrition rate of students (this is the percent
of students estimated to be retrieved by families)

Ed./Government Code is clear that, in the event of an emergency, school personnel are
mandated to remain at the school site and can only be released by the principal.
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Medea Creek Middle School

TO: MCMS Faculty and Staff

FROM: Amanda Bagheri, Assistant Principal
RE: Lock Down Procedures

DATE: August 2013

In addition to monthly Fire Drills and an annual Emergency Preparedness
Drill, MCMS conducts a Lock Down Drill during the school year.

What is a Lock Down#. A Lock Down is when, at the sound of a designated bell,
ALL persons on campus immediately take shelter in a lockable school room where
an adults present. Obviously, in a true emergency, a student might have to duck
into the nearest lockable space, with, or without an adult present. All persons
remain inside and secure until the Principal or Assistant Principal signal that the
Lock Down is over.

Purpose?. A Lock Down is used when a potentially dangerous person (ora
creature, e.g., bear, mountain lion, ete.) is at large, usually someone who poses a
potentially immediate danger to people on campus. Often this person is a suspect
in a local crime, like a bank robbery, in which the police are still tracking down
their suspect.

Procedures:

1. At the designated bell tone, students and adults (EVERYONE ON CAMPUS)
immediately take shelter in the nearest classroom or office where an
MCMS adult is present.

2. Adults make sure that doors are locked and that the windows are closed
and locked with the blinds closed, too.

3. Everyone should move away from windows as much as possible and should
remain seated on the floor, turning AWAY from outside facing windows.

4. Class should remain quiet, with only the teacher’s computer on (if it is off,
turn it on). Otherwise, no computers, televisions or radios should be on.
All phone use should cease as well.

5. Doors should not be opened, unless the voice quickly can be verified.

6. Once the group is in place (per above instructions), teachers should
immediately check their email for any update or instructions from the
Principal or Assistant Principal—We are enormously fortunate that we
are networked!
¢ P.E. teachers should move into the Locker Room or Gym and keep a

walkie-talkie radio on, if the computer is not available
* The librarian and all people present in the Library should relocate to
the nearest classroom.

7. Part of the Administrator’s instructions to teachers will include sending
attendance, via computer, to OFFICE MCMS.

e Ifthe lock Down is during a class period, send only the names of
adults and students who were either absent from class prior to the
Lock Down and/or those who were present at the beginning of class,



but are not present during the Lock Down (this type of attendance is
what we do during a fire drill).

* Ifa Lock Down should occur before school, during passing period, at
nutrition or lunch, students should quickly go to their next (or
closest) class or office. Directly after school, they should find the
nearest safe haven. Teachers would then send the names of all
students gathered in their room.

e Any injuries should also be reported to the office ASAP. We will call
911, if necessary.

8. Administrators will assist in securing the campus (locking gates, closing
doors to the “C” Building and communicating with the District Office, law
enforcement and other agencies).

9. Once the campus is secured, everyone is accounted for and the
Emergency has been resolved, students may be released to a
parent/guardian through the Reunion Gates.* The procedure is as
follows:

¢ Teachers will remain with their students in class. Students will wait
in class until a runner requests them (or a parent texts them).
Teachers note time of release of student to Request Gate.

e Student Safety Squad members and MCMS Personnel (including
ALL out-of classroom staff, instructional aides, teachers without a
class--either on prep period ) will be assigned to Gates or as runners
and should report to Request gate A-G for instructions.

e The Liaison Officer (Amanda Bagheri) will give the OK to release
students. Only then will students be located and then released.

10). Early Release After A Lock Down and Use of Cell Phones/Texts Protocol:

The following three apply to early release simultaneously

1). Parent/Guardian may text children for release. Child verifies
releage from class by showing the teacher the text. Both child and Guardian meet
at appropriate Request Gate for identification verification. Upon verification, the
parent’s hand is stamped and both child and parent proceed to Reunion Gate for
release.

2). Parent requests child at appropriate Request Gate and identification
ig verified. Request Gate authority sends child's name and teacher's name via
radio/ runner to office staff, who notifies the classroom via loud speaker. Child is
released from class and guardian and child meet at Reunion Gate for release.

3) Verification of requesting parent is verified at Request Gate and from
there parent texts child for release. The text is shown to teacher and is released
from class. See #1.

** *Runners are sent to classroom if all communicate is down. Runners help with
verification process if running isn't required.

* Also See “MCMS Request and Reunion Gates” Sheet



Medea Creek Middle School

TO: MCMS Faculty and Staff

FROM: Amanda Bagheri, Assistant Principal
RE: Lock Down Procedures

DATE: August 2013

In addition to monthly Fire Drills and an annual Emergency Preparedness
Drill, MCMS conducts a Lock Down Drill during the school year.

What is a Lock Down®. A Lock Down is when, at the sound of a designated bell,
ALL persons on campus immediately take shelter in a lockable school room where
an adults present. Obviously, in a true emergency, a student might have to duck
into the nearest lockable space, with, or without an adult present. All persons
remain inside and secure until the Principal or Assistant Principal signal that the
Lock Down is over.

Purpose? A Lock Down is used when a potentially dangerous person (ora
creature, e.g., bear, mountain lion, ete.) is at large, usually someone who poses a
potentially immediate danger to people on campus. Often this person is a suspect
in a local crime, like a bank robbery, in which the police are still tracking down
their suspect.

Procedures:

1. At the designated bell tone, students and adults (EVERYONE ON CAMPUS)
immediately take shelter in the nearest classroom or office where an
MCMS adult is present.

2. Adults make sure that doors are locked and that the windows are closed
and locked with the blinds closed, too.

3. Everyone should move away from windows as much as possible and should
remain seated on the floor, turning AWAY from outside facing windows.

4. Class should remain quiet, with only the teacher’s computer on (if it is off,
turn it on). Otherwise, no computers, televisions or radios should be on.
All phone use should cease as well.

5. Doors should not be opened, unless the voice quickly can be verified.

8. Once the group is in place (per above instructions), teachers should
immediately check their email for any update or instructions from the
Principal or Assistant Principal—We are enormously fortunate that we
are networked!

e P.E.teachers should move into the Locker Room or Gym and keep a.
walkie-talkie radio on, if the computer is not available

¢ The librarian and all people present in the Library should relocate to
the nearest classroom.

7. Part of the Administrator’s instructions to teachers will include sending
attendance, via computer, to OFFICE MCMS.

e Ifthe lock Down is during a class period, send only the names of
adults and students who were either absent from class prior to the
Lock Down and/or those who were present at the beginning of class,



but are not present during the Lock Down (this type of attendance is
what we do during a fire drill).

e Ifa Lock Down should occur before school, during passing period, at
nutrition or lunch, students should quickly go to their next (or
closest) class or office. Directly after school, they should find the
nearest safe haven. Teachers would then send the names of all
students gathered in their room.

¢ Any injuries should also be reported to the office ASAP. We will call
911, if necessary.

8. Administrators will assist in securing the campus (locking gates, closing
doors to the “C” Building and communicating with the District Office, law
enforcement and other agencies).

9. Once the campus is secured, everyone is accounted for and the
Emergency has been resolved, students may be released to a
parent/guardian through the Reunion Gates.* The procedure is as
follows:

* Teachers will remain with their students in class. Students will wait
in class until a runner requests them (or a parent texts them).
Teachers note time of release of student to Request Gate.

e Student Safety Squad members and MCMS Personnel (including
ALL out-of classroom staff, instructional aides, teachers without a
class--either on prep period ) will be assigned to Gates or as runners
and should report to Request gate A-G for instructions.

e The Liaison Officer (Amanda Bagheri) will give the OK to release
students. Only then will students be located and then released.

10). Early Release After A Lock Down and Use of Cell Phones/Texts Protocol:

The following three apply to early release simultaneously

1). Parent/Guardian may text children for release. Child verifies
release from class by showing the teacher the text. Both child and Guardian meet
at appropriate Request Gate for identification verification. Upon verification, the
parent’s hand is stamped and both child and parent proceed to Reunion Gate for
release.

2). Parent requests child at appropriate Request Gate and identification
is verified. Request Gate authority sends child's name and teacher's name via
radio/ runner to office staff, who notifies the classroom via loud speaker. Child is
released from class and guardian and child meet at Reunion Gate for release.

3) Verification of requesting parent is verified at Request Gate and from
there parent texts child for release. The text is shown to teacher and is released
from class. See #1.

* * *Runners are sent to classroom if all communicate is down. Runners help with
verification process if running isn't required.

* Also See “MICMS Request and Reunion Gates” Sheet



Release Coordinator

e Sets up secure reunion area
e Check;s student emergency cards for
authorized releases
@ e Completes release logs
e Coordinates with the Public Information

Officer on external messages




Safety Oificer

e Check with Incident Commander for situation
briefing

e Open and maintain a position log — Document
Messages, Actions Taken, Decision

Justifications, Requests Filled

<m e Monitor drills, exercises and emergency
response activities

e Identify and mitigate safety hazards and
situations

e Stop or modify all unsafe operations

e Ensure that responders use appropriate safety
equipment

e Keep Incident Commander advised




Student Care Chiet

o Accounts the whereabouts of all students,
staff, and volunteers
s Sets up secure assembly area
e Manages sheltering and sanitation
operations
e Manages student feeding and hydration
» Coordinates with the Student Release Team
e Coordinates With the Logistics Secfion to

~secure the needed space and supplies



Campus Check and Security Chief

e Oversees the safety of students and staff
e Determines 1f response actions/strategies can

cause harm to students and staff

e Determines whether students have been

evacuated far enough from the school

e Identifies personnel assigned to perform
téam ﬁmctions

e Coordinates functions of site security,

physical plant safety and security, and

setting up




Qearch & Rescue Leader

¢ Perform visual check of outfitted team, meclude
radio check

» Record names and assignments before deploying
teams

e Dispatch teams to know hazards or situations
first, then search the campus

o Record all teams progress and reports on site
map. When a room is reported clear mark a €
on the map

' Record exact location of damaged and triage
tally



Morgue

¢ Confirm that the person is actually deceased
e Notify Incident Commander as soon as possible

¢ Do not move the body until directed by the
Incident Commander

e Keep accurate records

e Write the following information:
1. Date & time
2. Exact location where found
. Name of decedent if known
4. If identified-how, when, by whom
5. Name of person filling out tag

(UN)

e Aftach one tag to body




Medical Aid Chiet

e Administer First Aid

e Document name, injury, and first aid
given

» Determine need for medical assistance
"o Work cooperatively with outside agencies
s Keep Command Center informed

s Maintain morgue as needed



Scribe

e Assists Incident Commander in completing
the incident form to document events,
‘Tesponse, gutcomes

e Document all activities, listing times and
event. | '




Liaison Officer

e Check with Incident Commander for situation
briefing

s Determine your personal operating location and
set up

e Obtain necessary equipment and supplies
‘e Open and maintain a"vposi_tion log

o Brief agency reps on current situations, priorities
and incident action plan

e Keep IC informed of agencies action plans



Public Information Officer

e Gather accurate details of the incident

e Release information to parents, community
members, and the media during the crisis

e Send out communication to school staff and
students about the crisis

e Document all contacts and announcements




Incident Commander

e Assess the level of danger and determine the
level of threat

> Move students and staff away from the crisis

area
e Set a perimeter
» Summons additional help
e Set up command post

o SUMMONS EMETgency Services

» Compile status and final incident reports



School Crime
~ Assessment




Total Offenses Committed - Suspension and Expulsion Report For... http://dq.cde.ca.gov/dataquest/SuspExp/umirsedcode.aspx?c Year=...

California Department of Education
* Data Reporting Office

CDE » DataQuest » Suspension and Expulsion Report

Suspension and Expulsion Report For 2012-13

Total Offenses Committed
Medea Creek Middle ( 56738746098255 )

1of2

Report: | _Total Offenses Committed.

Year: [ 2012-13 : |

School: |_6098255 -- Medea Creek Middle

Glossary

General Description of this Report
This report provides a total count of California Education Code section violations committed by students and reported to
CALPADS for all incidents' during the academic year, not just the most severe offense (see Glossary) each student

committed within a given incident. This report also includes a student-level disciplinary outcome (suspension or expulsionz)
associated with the incidents in which these offenses occurred.

far|

lav]

'An incident is defined as one or more students committing one or more offenses on the same date at the same time.

2Expulsion counts include all expulsions, even those expulsions where the term of the expulsion has been shortened or the
enforcement of the expulsion has been suspended.

List of district and independently reporting charters that did not certify their 2012-13 CALPADS End-of-Year 3 - Discipline

submission.

Medea Creek Middle Report

Total
Number
Total of

Number of | Total Number | Offenses

Offenses | of Offenses | Involved

Involved in | Involved in | in Other

EdCodeSection Offense Description Expulsions | Suspensions | Actions
48900(a)(1) Caused, Attempted, or Threatened Physical Injury 0 7 0
48900(a)(2) Used Force or Violence 0 9 1
48900(b) Possession, Sale, Furnishing a Firearm or Knife 0 3 0
48900(j) Obscene Acts, Profanity, and Vulgarity 0 3 1
48900(j) Offering, Arranging, or Negotiating Sale of Drug Paraphernalia 0 1 0
48900(k) Disruption, Defiance 0 29 34
48900(m) Possession of an Imitation Firearm 0 1 0
48300(r) Bullying 0 1 0
48900.2 Sexual Harassment 0 2 0
48900.4 Harassment or Intimidation 0 5 2
48915(a)(2) Possession of a Knife or Dangerous Object 0 2 0
48915(c)(4) Sexual Assault 0 1 0

5/15/14,9:22 PM



Total Offenses Committed - Suspension and Expulsion Report For... http://dq.cde.ca.gov/dataquest/SuspExp/umirsedcode .aspx ’cYear=...

Report Total
Total Number of Offenses | Total Number of Offenses | Total Number of Offenses
‘Level Code Involved in Expulsions Involved in Suspensions | Involved in Other Actions
Medea Creek Middle | 6098255 0 64 38

| Download Data ] Download a tab-delimited file of this data to your computer. You will need to select "Save" after

selecting the "Download Data" button. Once the file is saved to your computer it may be imported into another software
program for analysis.

Viewing this Report

This report is compiled using student-level data reported to the California Longitudinal Pupil Achievement Data System
(CALPADS). The student-level data enables an accurate count of the number of suspensions and expulsions and an
identification of all of the offenses committed as part of the incident.

For this report, all student offenses are aggregated by the incident-level outcome for each student involved in the incident.
If a student committed three offenses in an incident for which they were suspended, a suspension is counted for each
offense listed in the report even though the student was suspended only once for the incident. As a resuit, the total number
of disciplinary outcomes in this report exceeds the actual number disciplinary outcomes during the academic year. For the
actual numbers of suspensions and expulsions associated with an incident, please consult the Suspension and Expulsion
reports.

The "Total Number of Offenses Involved in Expulsions” column provides the total number of offenses committed by
students involved in incidents for which they were expelled.

The "Total Number of Offenses Involved in Suspensions" column provides the total number of offenses committed by
students involved in incidents for which they were suspended.

The "Total Number of Offenses Involved in Other Actions” column provides the total number of offenses committed by
students involved in incidents for which they were not removed from school.

The total counts in this report cannot be compared to totals previously collected and reported through the Uniform
Management Information Reporting System (UMIRS). In UMIRS, LEAs reported the total number of offenses committed by
offense type, and the LEAs likely were not able to report only the most severe offense committed per incident, resulting in
students being counted more than once for the same incident. Thus it is not advisable to compare this report with a UMIRS
report, as the two are different and do not contain comparable data.

Availability of UMIRS Reports

Student discipline reports for the 2010-11 Academic Year and prior, often referred to as the UMIRS Reports, will remain
accessible on DataQuest. However, the California Department of Education (CDE) no longer collects student
discipline/lUMIRS data via the Consolidated Application (ConApp) or the Consolidated Application Reporting System
(CARS).

Type: All Students
Report generated: 5/15/2014 9:22 PM
Source: California Longitudinal Pupil Achievement Data System (CALPADS)

Web Policy

20f2 5/15/14,9:22 PM
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MEDEA CREEK MIDDLE SCHOQL BDRESS CODE

Medea Creek Students Dress For Sucsess! The appearance and manner of dress of students is a
matter to be determined primarily by the students' parenis. The district expects students will attend
school wearing clothing which is both neat and clean and which is appropriate to the weather and to
the activities being conducted in school. In ho case shall the dress or appearance of a student be such
that-it.éndangers the health and safety of the student or others or such that it has a disruptive effect
upon the orderly operation of the school.

Medea Creek Dress Code:
1. For safety, all students must wear shoes with backs. No slippers or flip-flops.

2. No outfits are permitted which are revealing, see-through, or show underwear or a student's
private paﬁs .

3.  Wearing shorts: Inside pocl\r*t 11mng on girls’ shorts should rot te longer than the leg of the

shorts. The waist of boys’ shoris must be worn above the buttocks.

No ciothes may be worn which look like underwear or sleepwear (pajamas, etc.).

No strapless or backless tops. No midritfs.

Ne clothing which depicts sexually suggestive behavior, foul language/pictures or which
advertises alcohol, tobacco or illegal substances, or clothing depiciing violence.

R

o o

7. Nec olothes or hairstyle that create 2 disturbance.
8. No gang related apparel, as ideniificd by the sheriff's department.
9. No clothes may be worn which are excessively tight or extremely baggy.

10. Hats and sunglasses are noi permitted in class, unless approved by the Principal.

\

11. No wallet or other heavy, dangling chains or straps.




OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

Series 5000 Students AR 5132(a)

Dress and Grooming

In cooperation with teachers, students and parents/guardians, the principal or designee shall
establish school rules governing student dress and grooming which are consistent with law,
Governing Board policy and administrative regulations. These school dress codes shall be
regularly reviewed.

(cf. 0420 - School Plans/Site Councils)

Each school shall allow students to wear sun-protective clothing, including but not limited to
hats, for outdoor use during the school day. (Education Code 35183.5)

In addition, the following guidelines shall apply to all regular school activities:

1. Shoes must be worn at all times. Sandals must have heel straps. Thongs or backless shoes or
sandals are not acceptable.

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

3. Hats, caps and other head coverings shall not be worn indoors.

4. Clothes shall be sufficient to conceal undergarments at all times. See-through or fish-net
fabrics, halter tops, off-the-shoulder or low-cut tops, bare midriffs and skirts or shorts shorter
than mid-thigh are prohibited.

5. Gym shorts may not be worn in classes other than physical education.

6. Hair shall be clean and neatly groomed. Hair may not be sprayed by any coloring that would
drip when wet.

Coaches and teachers may impose more stringent dress requirements to accommodate the special
needs of certain sports and/or classes.

(cf- 3260 - Fees and Charges)



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

Series 5000 Students AR 5132(b)

No grade of a student participating in a physical education class shall be adversely affected if the
student does not wear standardized physical education apparel because of circumstances beyond
the student's control. (Education Code 49066)

(cf. 5121 - Grades/Evaluation of Student Achievement)

The principal, staff, students and parent/guardians at each school may establish reasonable dress
and grooming regulations for times when students are engaged in extracurricular or other special
school activities.

Gang-Related Apparel

At individual schools that have a dress code prohibiting gang-related apparel at school or school
activities, the principal, staff and parents/guardians participating in the development of the
school safety plan shall define "gang-related apparel" and shall limit this definition to apparel
that reasonably could be determined to threaten the health and safety of the school environment
if it were worn or displayed on a school campus. (Education Code 35294.1)

Because gang-related symbols are constantly changing, definitions of gang-related apparel shall
be reviewed at least once each semester and updated whenever related information is received.

Students who participate in a nationally recognized youth organization shall be allowed to wear
organization uniforms on days when the organization has a scheduled meeting. (Education Code
35183)

Adopted: 9-17-02
Amended:



In the Event
~ of a Disaster




Medea Creek Middle School
Emergency Drill Procedures
Teacher Buddy System
2013-2014 (Revised August 3013)
In the event of an Emergency (when we would need to activate our
Emergency Response Teams), please refer to this Teacher Buddy System to assist
you with your class. This could be necessary in the event of a classroom

emergency, but it is primarily used when we are evacuated and are up on the
field.

Some faculty members are part of Emergency Teams (refer to the Incident
Command System Chart). In the event of an emergency (or a simulated drill),
teachers who are part of these teams will lead their classes to their spotson
the upper field, take attendance and account for their students, and then will
leave their roll book with their assigned buddy. This buddy will then supervise
both classes.

Buddy System:

1). Neva Fast (PE) and Al Calce (PE) are on teams; Kyle Kegley (PE)
assists with First Aid; they will leave their roll books with Frances
Hermosillo and Mark Jacobs and Teresa Hogan; Ellen Ferguson will
assist Frances Hermasillo, Mark Jacobs and Teresa Hogan with PE
students on field.

2). Kathryn Duskek (R4) and Sharon Lavene (E8) will leave their roll
books with Lindsay Steinman (E1).

4). Brian Winsick (R2) will leave his roll book with Alison Stein (R1).
5). Tim Roesner (E6) will leave his roll book with Sandee Ayers (E7).

6). Chris Henderson (C8) will leave his roll book with Amy
Friedlander/Kathryn Dusek (C2)

7). Kim Sonnabend (C13) will leave her roll book with Kim Hoerman (C14).
8). Cindy Ligeti (C18) will leave her roll books with Marta Graves (C20).
9). Stephen Peterson (C1?) will leave his roll book with Kelly Pomerantz (C19)
10). Shawn Williams (C9) will escort her students to, and leave her roll
book with Carrie Jones (R3/C10).

10). Rebecca Goldman (E10) will leave her roll book with Suzanne Shea (E9).
11). Steve White (C8) will leave his roll book with Christine Allen (C18).
12). Jessica Kudlacek (C7?) leaves her roll book with Rachelle Cohen (C11).
12). Roger Newell (C18) will leave his roll book with Katie Cohen (C15).
13). Elana Levine (B1) will leave her roll book with Alison Stein (R1).
14). Jessica Fadgen (C3) will leave her roll book with Maria Jimenez (Cl)
15). Kathy Mosley (C4) will leave her roll book with Maria Jimenez (C1 )
16). Rob Large (C8) will leave his roll book with Amy Friedlander (C2)
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MCMS 2013-2014 Phases of Emergency Evacuation and Release from the Field:

Phase I: Evacuate to the field via Room Numbers and take attendance (adults, students)
Attendance Officer
Evacuation Supervisors
Evacuation Plan Chief
Phase II: Emergency Teams and Personnel Report to their positions:
Search and Rescue
Triage
Transport
First Aid
Security Officer (Locks Gates)
Sanitation and Utilities (Check utilities)
Logistics Chief w/ Evacuation Plan Chief (From shed to black top:
table set up, bull horn/PA System) ’
Liaison Officer/Security Chief
Incident Commander
Scribe (brings Request/Release Carts and materials)
Phase IIl: Liaison Officer shares status/information with Officers/Chiefs
Rescues/first aid underway
Phase IV: Liaison Officer declares rescues completed:
Repositioning Personnel for emergency release of students
Phase V: Emergency Release of Students
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MCMS Emergency Plan 2013-2014
August 2013

Re-purposing of MCMS Emergency Plan Personnel

In the event of an Emergency Drill, various MCMS Personnel have specific roles and
responsibilities, either individually, or as part of a Team. Once the situation is
stabilized, and we are able to begin releasing students to parents/guardians on the
Emergency cards, the following MCMS personnel will be re-purposed and re-
positioned:

I. Loretta Brown, Dianne Large and Jeff Feinberg will report to the:

Calling Table on the Blacktop. This is where the PA system is located and will be
used to call the names of students whose families have come to the MCMS REQUEST
GATE to ask for their children.

Procedure:

1). Runners (Safety Squad Students and MCMS adults) will bring white Release Slips
with the name of the student requested.

2). At the Calling Table, on the blacktop near the field, the names will be called over
the PA system (or they will use runners) and students should take their Release Slip
to their alpha Reunion Gate, where they will meet the parent/guardian.

3). Classroom teachers supervising students will note the students’ time of release
on their roll sheets.

IL. The Liaison Officer (Asst. Principal) will direct Line Supervisors (Roesner
and Fadgen) to report to REQUEST GATE H-Q) and
Search and Rescue Chief (Newell) to re-purpose/position the following:
Team 1: Peterson, White report to REQUEST GATE A-G as runners
Levine, Williams report to REQUEST GATE H-Q as runners
R. Large, Fast report to REQUEST GATE R-Z as runners

Team 2: Calce, Ligeti report to REUNION GATE A-L with Winsick to assist
Goldman, Lavene to REUNION GATE M-Z with Gallivan to assist
Sonnabend and A. Ferguson to REQUEST GATE R-Z with
Paniz/Kudlacek to assist
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Medea Creek ‘Middle School
Response to Contagion

1. Observe/Note aberrant conditions (define percentage)
2. Contact: District Nurse #
District Office #
Department of Public Health #
3. Gather data on students/staff who areill:
Phone, address, siblings
Food eaten in the last 24 hours, places visited, etc.
Symptoms, duration
4, Sanitize and/or isolate:
Cleaning—surfaces, bathrooms, cafeteria, lockers, locker rooms, computers, door knobs
Equip classrooms and offices with hand sanitizer, wipes, tissues
5. Inform Community:
Site communication: e-mail faculty
Letter on Website
All-call
District to community communication
6. Monitor Daily Attendance:
Number ill, symptoms
Number sent home
7. Prepare Statement/Guidelines to give to parents of students who are sent home ill:
Symptoms, descriptions of what to look for, how long to stay home and recuperate,
when to seek medical help: send home with students, email blasts, Website.
8. Prepare for possible shut down of school:
Review Emergency Release Plan.



ADDITIONAL SAFETY iTEMS:

CHILD ABUSE: School personnel are mandated reporiers within 24 hours of knowing of
suspected abuse. Teachers-should notify the Ceunselors (if not available. Adminisirators)
for telephone numbers to law enforcement/child welfare. as w cll as the appropriate reporiing
forms. .

KEYS: Room keys are issued at the beginning of the year and collected from non-returning
personnel. Rooms should be locked when not in use, even if you know another teacher is on his/her
way to the room. Keys must not be given to students for any reason. If a key is lost, please report it
unmediately to the Office.

SECURITY:

s See the Office Manger for keys. codes or jog-in numbers. Please do not write the codes, etc.
in a location associated with your beloigings that would allow a lost purse/brief case w

=}
bl come a source of kevs, todes. ard E.oag.-i ik nbyrs All of you a' sae time or awsther vwork
‘eff-hours” on the campus and reed (6 e aware of the mporiance for the procedures i
oroperty untock and ve-sseure the covnpus,

» (i g weekend notify otiery of your presence 00 Calnpus.

[}

Fewp your doors Inoeked

s Exrerior gates should be re-secured after you pass through to maintain the closed campus

' status on non-school days.The apparent safety ¢f our neighborkood lulls people into
complacent personal safety behavior ai tmes, if you are on campus during any off
hours please use cominon sease about opening doors to st -angers, izaving donrs open
while vou transport items (v your car, ete.

ACCIDENTS.

= Report any teacher or 8t *'¥en« accident 1o the (ftics immediately. An accident report must b
completed and kept on fiiz ar the school and District Offices. Reports must be \,omp}emfi by
the teacher in charge and turasd 10 to the Astendancs Office.

FIRE AND EMERGENCY DRILLS: Firy drilis are conductad ;;-eri&‘.*di::ail ~\n mally MOMS
has on Lock Down Drill and one Emergency P eparedness Driil, which simulates an t;arinqudlx.e
edu

>

;-m(' its immediate aftermath. All drill provedures are distributed and discussed & 1 ¢ a faculty
Sedting.
= Each teacher is provided with a Red Lmerge v folder that detaijs M{"MS™s Emergenc

Plans, ag well as each staff meniber’s xoicv‘ 1032 plans.
»  An Evacuation Plan should be posied in each classroom

c  Ared(or ts'.'*""; Emergency Backpack should be placed near l, SSTOOM'S exit.
s An Emergency Supply Box (black) is aimm;u 0 ;h» will near ¢ i. oom exits, Thes
should remain untouched uniess there tsarzal emcrgcnc}’

R o tal SELINOUIE R
s {nthe eveni of ap emrgency. teacneTs Wil ne F"IL" =d W ﬂ"‘s;) with SUPEYISIOn G stionts

while at school. -



WHAT PARENTS CAN DO:

PREPARE:

Update Emergency Cards/Release information at school

Piscuss family Emergency plans, reunion information and supplies

READ school emergency information

Locate the REQUEST GATES and REUNION GATES at MCMS.
REMEMBER WHERE THESE ARE IN THE EVENT OF AN EMERGENCY.

IN THE EVENT OF AN EMERGENCY ( fire. earthquake. lock down. &tc.):

. REMAIN CALM. Schools are the safest place away form the home. Your
child is in good care. We need your cooperation to navigate safely through the
emergency.

Check email and phones for ALL CALIL announcements (if there is
electricity) from the District, providing updates on the situation and local
emergency broadcast stations (in Ventura: KVEN, 1450 AM; KHAY, 100.7
FM; JACK, 93.1 FM) -

» When the it is determined that it is safe to release students:

o Leave your car at home (if you Live locally)

o Bring LD to present to school personnel (you must be on the
Emergency Card) at the GATE.

o Reportto the REQUEST GATE ( A-G,or H-Q,or R-Z) at MCMS
and show ID to school personnel waiting there.

o Go to the REUNION GATE (A-L or M-Z) 10 sign your child out.
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1) DO NOT park in the drivewsy

2) Go 1o the A-G or H-Q or R-Z REQUEST GATE

3) Have your 1D ready 10 present &t the Alpha REQUEST GATE

4) WATT in line io request your child to school personnel at GATE
P 5) Go to the A-L or M-Z REUNION GATE 1o mest your child

5). Sign-out your child at the REUNION GATE

7). I eave campus immediately.

lease check your voice

As soon as communication paths are available to us,
or email for information and u dates from OPUSD.

*CS
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OAK PARK UNIFIED SCHOOL DISTRICT
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CRITICAL INCIDENT

STRESS WANAGENVENT

1.
2.




’%
When an Off-Campus E@cuc&ﬁ@n is Called

EVACUATION §ITES School

Dk, Park. High School
North: South
East West

Teachers Should:

1.
2
3

A
5
6

7.

Bring class record books when evacuafing {helr classroom/buliding and emergency forfns & smergency kifs

Ensure that all students are out of the classroom and resirooms.

Turn off lights. and close cloor prlor 1o fo_llowlng 1‘helr'sl'uden1's oul of the classroom.

instruct the first student in line fo hold open exit door(s) unill all persons in the class have evacualed. (Conlinue hls procedure uniil buliding ls clea.)
Proceed fo ihe pre-desrgnoted holding area/assembly point. Once there, make note of students who are not |3Iese|1'r and malntain order

Remain with thelr classes untll an “all clear’ slgpul 15 soundled or an administrator glves

studerits _should bring bockpdcké with them from the-classroom.

school/Based Administrator should:

1.

2
3
4.
5.
6

Notify the appropriate District Office personnel

Establish and assign a management post al the off-site evacuditlon polnt.

Gather llsts of students not accounted for from staff members. '

identlfy the location of classes in holding Grealassambly point to faclitate the orderly location of students for parents wishing {o plckup of siucdens.

Direct parents fo the management post for pickup of students.
Malntaln confact with Sherlff/Flre Departments to stay Informed about condltlons at the school slte and nearby areds.



Evacuation Plua & Procedures

Evacuation of School Buildings

In a nurmiber of situations, It may be necessary to evacuate a school buliding. These situations may Include fire and bomb threals. The sounding of a flre alarm
- should signal this evacucilon. The-followlng steps musl be followed:

Evacuation of Campus |
Sltuations may arlse which require an off-campus evacuati

=

Maps should be posted In all classrooms Indlicating prlfnury and secondary egress routes.and holding areas/assembly polnts.

Teachers should bring thelr class record books with them when svacuating thelr classroom/bullding, as well as emefgency cards and emergency Idts.
Teaches should ensure that all students are out of the classroom and resirooms.

Teachers should Tu}n off lights and close door prldr fo following thelr students out of the classroom/bullding.

Instruct the first student Inline 1o hold opén exit door(s) untll all persons In the class have evacuated. (Confinue this procedure untll bullding Is clear.)

Classes should proceed to the pre-designated holding area/assembly polnt, Once there, teachers should make note of students who are nol present
and malintain order. . :

Teachers should remaln wijh thelr classes until an “ail clear” signal Is sounded or an administrator glves other Instructions.

Students should be Instudcid fo. take thelr backpacks with them (from the classroom)

on to ensure the safely of stuclents and staff. These situations inclucle a chemical splll, alrplane crash,

explosive device located on campus, or major flre. ' Pre-planning procecdures for the emergency evacuation of campus shall consist of the follawing minlimum
requirements when evacuation is requlred.

-—

. 'identify at least four assembly polints (North, South, Easf, West) a minimum of one quarter (%) mile away from the school location In the event It
becomes necessary o evacuate school campus. '

Establish the desired evacuation routes o the four holding areas/assembly polnts on an evacuation plan.
Provide for the speclal evacuation needs of the disabled. Who wiil assist? See Emeérgency Plan
Malntaln a copy of the evacuation plan readlly avallable In the school adimin9istralont office.

Orlent staff, faculty, and stucdents on thelr specific duties. requirements, and responsibliiies should an off-campus evacuallon be necessary. .

oo s oo

Green, and Code Red Procedures). Determine.an alternative means of announcling an evacuailon In the event of public address system fallure.

Provide for the use of the public address system as the primary meutns of nofifying bullding occupants, when possible (Reference Codle Yellow, Code



Blov.cC ¥

Bl

Definition: When the generator becomes dysfunciional and all power s lost. May diso Include loss of phone service.
Pian of Aclian lo be Talen
Establish Establish Level ol Policy
Facts of the Inciden! - Raference
Situalion Flrst 10 Minules | Next 50 Minufes Remainder of the Day Subsequent Days
+ School + Prnclpal must »  Itimminent danger exists, dial 911 or ¢+ Conlinue fo s Keep flashlights In +_Malntaln normal + In
+ Campus establish the level of Dishict Office monltor area urill avery classroom unll  operallons accardance
+  Sschool }?\?d;n%gn ‘ + Aclivate and brief Safe School Team. power s restored nofifled wilh OPUSD
Buliding heoclr u gurlg d?crlr;: In necessary + If any student + Complete willten ‘30“?(')3;"'0“12'(9
reoch ol safe School Team of detignes wil disrupllon occurs, reporls, If necessary )u%%ement
-t ec’r‘f' e’; are1o | monitor bullding and/or campus o make take appropriale + Confinue io monifor afler
secc‘;:m ‘19" 00rs sure ‘all students and school personnel are discipiinary acllon. 05 | grea evalualing al
and stay In place In @ safe and secure ared directed by OPUSD Moot wilh siaff ks Policy
(Code Red) ‘ disclpiinary * \oet with & altto
. Teachesare | + Make sure every classroom hos tight guidelines upclate and revise plans Manual
not to release + Acflivate emergency classroomplans | ¢ Once power + Debilef sludenis '
stuclents from class + Acilvate emergency runner system 10 and order are » Sendnolice homelf -
‘ support communications : restored, relum to necessary .
normal operations

NOTE: |1 15 CRITICAL [HAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Rememiber: .

+ Princlpal or his/her designee Is In charge.
It 1s better fo be safe ihan sory.

+ Maintalin control of the faclllty at all thmes.

+ Piinclpal does not leave command post

+ Do not confront the suspect.

» Wall for administralive response.



Weather - Thunder. ~ s and/or Lightning

Plan of Aclion o be Taken

+ Do not handle flammable ficulds in open
contalners

+ Seek Shelter In bulldings

+ Avold open spaces, metal fence, shedls, or,
unenclosed structures

+ Do no use melal objects such as fishing
rods or golf cluls

4+ Remove meial-cleated shoes

+ Stay Inside of vehicle, DO NOT TOUCH
exposed metal parls

+ DO NOT park under slechicdl lines, or trees

&+ Persons usihg-scooters, motorcycles,
blcycles, and other open vehicles should seek
protected shelter

+ Movae to high ground and avold lone frees
and small sheds

+ ' Stay away from metadl fences.

+ Sook shelter In thick timber, ravine, dich, or
In an enclosed vehicle or bullding

4+ Acllivate
and brlefihe.
Safe School

Team; use all

" avdllable

resources, IF
needed

+ DBirefdal
personnel afier

“Inittal call
+ Deteimine

plan for day

+ Declare
appropilate
codle

4+ ' Deleimine
IFincldent Is a
Level ll
Incldent, follow
Level Il
Instrucilons.

Safe School Teum for
update

¢ Hold staff meeling
gliving detalls and
answerlng questions

+  Summon counsselors,
soclal worliers or the
needed staff

s+ Meel wilh parents, If
necessary

+ Sendnollce home If
appropriate

+ Delilef with students

1 Establish Facts of Establish Policy
Situallon Level of the Next 50 Reference
Incident . First 10 Minules Minutes Remainder of ihe Day Subsequent Days
4 .School 4 Stom ¢ Get out of open areas and Into an 4 Basedon. + Declare Cods + Meelwlih Safe + In
Grounds approaching enclosed building as qulckly as possible tacts, declde If | Green, when appropriale | School Team to accordance wilh
4+ Schoal : + Do not seek shelter under lsolated frees or | $Chool should »  Pidnclpal, police ana | Updale and revlse OPLIJSD policies.
Bulldings close to metal fences, playground equipment, be evacuated | gppropriate central level plans, If needed | ma “; ate
+  Afhlefic Events or shelters In exposed locations ;rrrlll:r:edlately, staffs hold joint press ¢ Meet wiih fj'zge r'le ol afler
e InTransit + GetIndoors; stay Indoors . guérun'leelng conference. If nequd. parents, If needed evalualing all flsks
+ Slay away from apen do d windows, | safely of° giving specific detols +  Ifmedla person Policy Manuall
¢+  Feld Trips or Y away fiom gpen coors and wincows, Y + Glve Suparntendent | appears. mest them
Miking In an Open . metal objects, elecirlcal appllonces students, staff, I had [' ted area
A . or kept In updale n a designaie
reg ¢ Keep telephone use fo a minimum
regular sesslon +  Princlpal meel wiih

NOTE: TS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:

4

> > o>

Princlpal or hisfher desighee Is In'charge.
it Is better to be safe than sorry.

Malntaln control of the facllity at all times.
Princlpal does not leave command post
Walt for administrative response.

)




Pefinition:

A clestructlve of po’rénﬂolly clestruc

Weathel,

NWS In two phases - WATCH and WARNING

n‘orﬁdoes

tive weather condition as defined by ihe Nallonal Weather Serv

ice, usuall

naclo wamning

Jemployee populalion

T

+ Debilef central leve!l

Preparalion: Evaluate physical plant and develop plans for secure areas for secure areas for student
1. Utllize lower floors and Interlors areds.
2. Do not use gyms and other areas wilth wide roof spans
3. Develop a specidl alarm system for jornado warnings.
4. Educate staff and students on appropriate posture to assurmie In shelter ared In gclual torl
5. Kesp fIrst ald supplies current and convenlent
Plan of Action lo be Talcen
Establish Facts of ' Establish
Silualion Level of ihe Next 60
. Incident First 10 Minules Minules
Tornado Watch ¢ Inform atudentlemployee populallon {hat ¢+ Conlinue + Delbylef Safe School
Tormado WATCH s In effect {o monitor Team and olher stalf
+ Move sludents and facully from portable weather
classrooms and oulside 10 permanent faciltles Sll“lll\ll\IsVoV[;?TsC?ll s stalf
o Prepare for sheller areds o doeflned Inplan | cancelled » Reiurn lo normal
+  Monlfor weather advisorles +. Conlinue \é/?eegn?pprovecl (Code
+ Make plans fo evacuale large areds wiih to monitor -
wide open roof spans storm ¢ Summon other

B | _

+ Keep doors unlocked
+ Close windows and outside doors *
+ Monltor progress of storm

+ Sound dlarm and move students and stalf
to sheller area 03 deflned In plan

+ Close windows and outside doors

s Stop atclose avaliable bullding, which can
be used as shelfer

+ Advise studenis 1o seek cover and place
{hemselves In protected’posmcm, covering
head and face

4+ Ifnon sultable shelter 15 avaliable, have
siudents disembark and lle flat In lowest arga
avaligble -

+ Keepsiudenisin shelter uniil storm/ihreat of
storm Is past .

s+ Relumio
normal aclivily
once
storm/threat of
storm has
passed

+ Ifdomoge
or Injustes, iake
appropriate
steps to secure
any needsd
help, and notify
Execullve
Director

s Nollly
Transporialion
Dispaich of
actions taken
as soon Cis
feasiole

conlial level slaff. as ’
neeaded

4+ Mosl with parents, If
necessaory

+ Monltor school
pullding confinually

+ Complele willlen
report

Remainder of the Day |

I

Subseguenf Days

+ Maeel wilh Safe
5chool Team 1o

. update and revise

plans, If needsd

+  Meetwilh
parents, If needsd

+ |lFmedia person
appears. meet them
in a designaled area
+ Monllor schaol
buliding conlinually
» Updale school

staff and revise plans
as necessary

y announced. time permlfﬂng.ié

Policy
Reference

¢ In ’
accordance with
OPUSD policles.
make
approprlale
ludgemenl‘ afler
pvaluating ol iaks -
Policy Manual

(! Conftinued on Next Page)



Houtage

Plcin of Action lo be Taken

Establish Facts of

Eslablish " Policy
Silualion Level of ihe Reference
Incident Firsl 10 Minules Next 50 Minules Remainder of lhe Day Subsequeni Days .
Asses sliuation + Cdll Disidct Offlce Supervisors and ¢ Walk forlaw + Debrlef Safe School + Make + In
other administrators * , enforcement Team and olher slaff arrangements for Crlsls accordance wilh
+ Emergency Team Reports personnel +  Debilef central siciff management Team OPUSD policies.

+_ Announce Code Red. and lollow
procedures

+ When police anlve, be prepared to
extent possible: ’

+ The number of hostage-takers
+ A description of hosiogedakém

¢+ Thetypes of weapons hostage-takers
[POssess -

+ The number and the names of
hostages

+ The demands and inslrucilons
hoslage-fakers have given

+ A description of area under slege

4+ - Corporate wilh asslst Sherlff who,
upon arrival, become "In charge”

; + Inform Superniendent

¢+ * Provide law
enforcement with as
much Informatlon os
possible; name,
descripiion, actlon
and locallon, etc

+ Do not attempl
1o disarm suspect

4+ Onceslluation s
under conirol, have
wltnssses and viclims
avallable for law
enforcement
personns!

+ Retum 1o nomal
when approprlate

+ Use gppropriate
cods(s)

+ Relum lo nomal

.when approved (Code
‘Green)

4 Summon oiher
ceniral level staff, as

.needed

+  Meel with parents, If
necessary

+ Monitor school
bullding conlinually

+ Complete a wiltten
report

¢+ Debilef school siaff
+ Debilefstudents. '
¢ Send notice hame

Services, as needed

¢ Summon
counsslors as nesded

make
appropriate
Judgement afler
evaluafing all fsks
Policy Manual

NOTE: ITIS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INC‘DENT’ '

Remember:

¢ Princlpal or his/her designee Is In charge.
It Is better to be safe than sorry. .
Malntaln conirol of the faclliity at all fimes.
Princlpal does not leave command post
Do not confront the suspect.

Walt for administrative response

> e e >



Note; In situations that may resulf Inm

disruptive acts.

Major StuG.

ajor disrupiion and/or demonsiration.

prevenilon 1s the school's
In disruptive sliuations. attempt to oblain foolage of ihe event(s).

nt L Jruption

goal. Avideo camerc can

plan of Aclion lo be Talen

Establish Facls of Establish
Situation Level of Ihe :
Incldent First 10 Minutes Next 50 Minules
When c major »  Call District Office ¢+ Notlfy
student distuption +  Alerf campus supervisors and other parents/legal
OCCUrs administrators -guardions of
s+ Altempt to diffuse tension by: ITVO‘\;ed shuclonis
+ Identlfying key p!uyérs/concerns demuggu,;,%\-len
+ lsolaling key picvers In a neutral area statement(s) from
* Qonfaranclng with players imgg';;slggﬂj:%m
s Alerting porenls/legol guardians Involved staff

L

L]

+

¢ .

°
4+

the

L

¢

announcements of
adult witnesses. that
aftend classes or Move to asafe, designated
area: Inform students {hat they will be subject io
suspenslon-ond arrested If they do not cormnply

Code Red, and

If sltuation cannot be diffused, separate

and detaln students and sollct support of
parents

Call schoo! officials and/or 911, If situallon

calls for furiher actlon

Clearly communicate o all sludents (via
bullhorn). In fhe presence of
sludents should ether

DO NOT releqse sludlants frorn classes
Announce Code Red
If a studenti(s) persist, after second warning

and reasonable perod of fime (not more than
iwo or ihere minutes), nollfy studeni(s) of his/her
suspension and give

! direction for his.her leaving
campus If student(s) do not cease and

desist, direct police to arrest ihe stuclents(s)

if a disruplion escalates further, announce
follow procedures

Arnounce “All Clear”

members

+ Take
approprlated

as directed by
OPUSD Discipline
Guldelines

I R
NOTE: 115 CROICAL THATYOU

REMAIN CALM THROUGHOUT THIS INCIDENT

Remember: .

+ Princlpal or his/her designee Is In ch
It 1s better fo be safe than sorry.
Maintaln control of the faclity at all
Princlpal cloes not leave command
Do not confront 1he suspect.

walt for administrative response.

> > > >

arge.

fimes.
post

-

be very effeciive In de1'err:?

]

Subsequent

remainder of the Day

Days

s+ Discourage all

communicallon untll clearapce
from law anforcement In
recelved

» Designale a placs for
parents who arlve on campus

disclpiinary action |

+ Havean administrator on
hand 1o answer cluesilons

+ Meet
wilh Safe
School Team
{o update
and revise
plans, if
needed

s Maeel

+ Debilef Safe Schoo!l Team
and olher slaff ) ‘

Debilef central level staff
Complete o wiitlen report

4
+

+ Sumrnon ofher cenlial
level staff, as needed

wilih parents.
If needed

+ Ifmedia
person
appears,
meel them In
a designated
ared

+ Mestwilh parents, If
necassary .

+ Letpolice handlle any
cuestions regarding crime and

+  Monllor
school
bullding
conlinually

Ihe Invesligallon
+ Once Incldent s aver,

retuin to normal operations

+  Debilefstaff and revise
plans

+ Debielsludents

¢+ ' Sencdhorne nolices.

4+ Updale
school staff
and revise

- —

plans as
necessary

| A B

Policy
Referance

+ In
accordance wilh
OPUSD policles.
make
appropriate
Judgemenl! afler
evalualing all ilsls
Policy Manugl




- Chemicail S..../Airplane Crash

Plan of Aclion to be Taken

]

Establish Facls of Establish ’ Pollcy
Silualian Level of lhe Remainder of the Reference A
Incident First 10 Minutes Next 50 Minules Day Subsequent Days

+ Chemical Spli 4+ Identify he locatlon In the school where + Follow + [Follow ¢ In m
Occurs on Campus | spill has occurred, as well as 1he substance(s) | established esiablizhed GCCETQU"CB W
+  Recal/Furher + Assessihe slituation procedures In procedures In OPUSD policles,
Evaluallon . Disasler Plan schocl/bulldings make

+ Cal appropilate

+ Determine from | Disoster plan Pp taft
+ Determine bullding exits ihat wlll be used Judgement after

for evacuatlon of affected bullding(s). when
requirec!

+ Conducl an orderly evacuation of the
ared. DO NOT RING FIRE ALARM BELLS

+ Cadll Maintenance Depariment

+ Keep students and others out of the
affected area untll nofifled by Malntenance

Depariment or by Fre Depariment Hazardous
Materlals Team that area Is safe

4+ Nollify Distict Office

Veniura County
Management

.officlals whéther

evacualion s
required from
assembly polnt of
when refurn to
bullding Is

<anliclpated.

s+ Coordinate
between Venlura
Countly emsrgency
offlcials and School
District and
Malntenance

. persannel ta mest

any addltional
reciulrements

evalualing all rlsks

‘| Policy Manual

NOTE:

. !' .
IT 1S CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:

¢

> > > o

Princlpal or his/her designee Is In charge.
it Is better to be safe than sorry.

Malritaln control of the facllity at all imes.
Princlpal cloes not leave command post
Walt for adminlistrative response.



3

Chemical Spm/A@ﬂune Crash

T

Plan of‘AcHon lo be Talen

-1 ]

Eslablish Facls of Establish : 4_1 Pollcy
Situalion Level of the Next 50 Reference
Incldent First 10 Minutles Minules remainder of the Day | Subsequen( Days

Off-Campus Hazardous + Notlfy all buliding occupants of ihe + Follow + Discourage dll T+ Maet wiihSafe ¢ In

Evalualion chemical spiil chemical spill over the public acdldress system of established communication unll school Team to accordance wilh

Required occurs go close | by allemate means 1o Intflate evacuallon fo procedures In clearance from law update ond revise OPUSD pollctes.

Evacuation 1o buldingha | specific assembly polnts(s) Disaster Plan onforcement s recelved | plans. If needed maoke

Cannot Be Made Q:cllz%’rt\ would + Calon ¢ Contiol ficffic + Mool wiih E%ggglg?ulfaﬂer
be to stay + Notlfy appropriate District Office Personnsl + Designole aploce porents, If needed ovaluating all 1lsks
Insidle for and Malntenance Department for parents who arrlve on + Ifmedia person pPolicy Manual
proteciion o Establish manogement post at asafe campus appears, meet inem

locallon

+ ldentlfy locallon of classes in 1he holding
area/assembly polnt. to aclivote ordlery
tocation other ihe sluclents for parenls wishing
fo pick up thelr chiidren according lo 1he
clisaster plan

+ Directparenisio the management post for
plckup of sludents

¢+ Malntain conlact with District Office,
sherlf's and Flre Department o slay Inforned
about conditions at the school slte and
surrounding area

+ Cal9l

¢ Nollfy appropriate District Office and
Malntenance Departiment

+ Requlre personsin outside areas fo go

JInside bullding

+ Announce Code Red
+ Close all doors and windows In all bulidings

s+ Shutdownadll alr-condilioning and
veniliation units )

4+ Uselhe public address systems for

communicating Instrucons 1o staff and
sludents -

s+ Detemmine dlternative evacualion roule i
possible \

¢ Havean
adminislrator on hand 10
answer cuestions

+ Debilef Safe School
Teom cnd olher stalf ’

+ Delylerf ceniral level
staff

¢+ Complelea willlen
report '

+ Summon oiher
cenhal level staff as need
+ Maeet wilh parenls, If
necessary

+ Monllor school
puliding coniinually

+ Lel police handle
any gussiion regarding
crime. ihe Investigation

+ Once Incicent s
clear, relum 1o normal
operalions

+ Sendnollce home
¢+ Update students

In a deslgnated ared

+  Monttor school
buliding continually

+ Update school
slaff and revise plans
a5 Necessary

(continued on next page)



Note: Although generally an elementary school problem. childnapping has occurred in middle cnd hig
cccess fo the child by the courl, or the custodial parent refuses ta comply’ wiih a court! order to allow acce

Kicdnappiny,Childnapping

child form the campus without the permission of the court arclerecd parent/guardian may be guilly of a felony.

Release of Sludents: Established procedures are to be followed In releasing studlents during the school day.

1. All persons not enrolled In or employed al a school entering d school campus must sign In at the designaled office

2. All visllars on campus musi wear vislifor passes. -

The name of the parent/legal guardian must be Indlcated on student's Emergency Card.

4 The parent/legal guardian should show legal Identification.

5. The parent/legal guardian must sign out the studen! through the designated school ofﬂée.
6. Checking ouf studenis during the last 30 minutes of thé school day should be discouraged.

7. Elementary schools may consider implemeniing a securlly code system in which parenis designale c secie

guarclan.

h school. Typlcally, a non-custocial parent Is denled
s5 {0 1he child. Any non-cuslodial adull w_ho fakes

t code that Identiflas them as’the parent/legal

Eslablish Facls of

Eslablish Level of

Plan of Aclion lo be Talen

Remuainder of The Day

Subsequenl Days

=T

Policy Reference

Situation the Incident First 10 Minufes Nexi 50 Minules
+ Ifachidls +  Cadll Sherlif's +  Asslst the pollce + Conlinue fo asslstthe | +  Early mormning +In aC_CDI'dOFICG
ldcdinapped from school Department Invesligallon police Investigation meeting with Safe wllh OPUSD policles,

&+ Contacl the custodial
parent

+ Oblaln wliness
statements

¢+ Inform Dishilct Office

+  Meel with staff lo
updale and revise plans

4+ Brlef sludenls on

factual Information

+  Send nolte horne if

-appropriale

School team 1o
update and revise
plans, If needed, 1o
update and revise
plans, If needed

s Meelwllh
parents, If needecl,
o update them on
Incldent

4 Summon
counselors or others,
as needed

make appropriale
Judgement after
evaluallng all ilsls
Pollcy Manual

NOTE: [T IS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT
Remember:

+ Principal or his/her deslgnese Is In charge.

4 |I'ls better fo be safe than sorry. 1

+ Prncipal does not leave command post

+ Do not confront the suspect.

+  Wail for adminlstratlve response.



SeXUn Ba. Bry

Establish Facls dl‘ Establish Level of

Plan of Acllon o be Taken

NOTE:

necessary; If so, cal! on

+ Donotallowihe
viclim to wash, clean-up.
or use ihe restroom ifaral
possible

4+ Assignan,
administrator 10 protect
he ciime scene by not
allowlng other sin the
room or area where the
dlleged sexud! battery
occurred

+ Cdi Dishiict Office
when police arrve. they
{ake charge of the ciime
scene and invesligation

+ Inform
superintendent

+ -Nollfy Ihe famlly of
ihe viclim

4+ Appolnt someonse o

Remember: ,
princlpal or his/her designee Is In charge.

[

¢
4
?
¢
4

It Is better to be safe than soiTy.

Maintain control of ihe faclity at all fimes.
Principal does not jeave cornmand post

Do not confront the suspect.
Walt for administrative response.

campus

+ Investigate ihe
incident and obtaln
witness statements

+ lsolale offender IF
possible

UGHOUT THIS INCIDENT

Silualion fhe Incident First 10 Minules Nex! 50 Minules Remainder of the Day
y -Assess 1he ¢ Determine whether + Isolote any familly +  Take appropilate
situallon medical attention Is membsrs who are on disclptinary aclion oS

determined by OPUSD
Disciplinary Guldelines

+ Debilef slaff, ut
maintaln privacy of viciim
+ . Prepare statement for
media

+ Send nolice home If
appropriote

+ Debilef stuclents If
appropriate

+  Summon counsslors, If
necessary

- ]

T

Sub.'.'equent Days

policy Retarence

+ In accordance

wilh OPUSD policles,
make opproprlole '
judgement after
evalualing ol risks
policy Manugl

: stay with the viclim L/’/_,J/L__’/’J

{115 CRITICAL THAT YOU REMAIN CALM THRO



Death/Suicide of G Jhudent/Staff Member

—

Plan of Acllan lo'be Talten

Establlsh Facls of

Establish Level of

Policy Relerence

Sltuation the Incident First 10 Minules Next 50 Minules. Remalnder of the Day Subsequent Days

¢+ Assessthe 2 Prnclpal must ¢+ . Cdll school -+ Galher + Discourage all » CEadymoming, | ¢ I accordance
slifuation gotabllsh the level of | cenlrdl office Informalion communicallgn until clearance rneeling with Safe wilh OPUSD policles.
o IFincident incident ¢ Cal9ir v Sludent's from law School Teamio | -male appropcte
occuned away from ¢+ Glve . necessary schedule and »+ Deslignate a place for U||3dcﬂ‘ler andéevlsa l:&gﬁg}ﬁ% S“ ri;rlm
school appropiiate code + Designate on _emergency coniaci | parents who anive on campus plans, [fnes Pollcy Manudl

¢+ Announcing the actlon and administrator/staff card + Confrol Traffic s Meelwilh

loss 1o the school

procedure fo be
taken

+ Principal should

nof leave the
command station

member 1o contact
deceased's famlly
and offer support

+ Notify the
Superinfendsnt

‘e Nollfy counselors
+ Notlfy school

personnel before siart

of student school day

+ Nomes of
stuclent’s close filends,
slibiings, and schools
{hey attend

¢+ Names of
wllnessss, If any

+ - Adjust schedule If
necessary

¢+ Ksep school
personne! updated on
evenis and
clrcumstances

+ Procure personal
ltems of deceased
from lockers, desls,
etc. DO NOT -
IMMEDIATELY
rearrange any class
sealing :

+ Have an administralor on
hand o cnswer cusslions

+ Debilef cenlral level staff
+ Complele o willien report

+ Summon olher ceniral
level stalf, as needed

+  Meet with parents, If
necessary

+ Monltor school bullcing
contfinually

¢ LetSherlff handle any
queslion regarding crime and,
the Invesligallon

+ Once Incldent Is clear,
retumn to normal operailons

+ Send nolice home

+ Update siudents wilh
accurate Information

o Summon counselors, soclal
workers or olhers as need

parents If need to
update them on
Inclclent

+  Summon
counselors or oihers.
os needed

¢ Meet with siaff

If need

NOTE: [T1S CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:.

+ Princlpal or his/her designes Is In charge.

> b > ©

it Is better 1o e safe than sorry.
Maintain control of the facllity at all times:
Princlpal does not leave command post-

Walt fof adminlistrative response. '




N
Establish Facls of
‘Situaiion

Fire/hnpk‘)m )

Eslablish
Level ol
the
Incident

Plan of Acllon 1o be Taken

First 10 Minutes

+ Fre Alarm sounds
automatically

+ Flre/Explosion
discovered by
personnel In buliding

¢ Personon fire

Remainder of the

+ CEvacugte bullcing(s); follow Flre Dif} Plan

+ Call911, unless immediately delermined tobe d
false alasm

+ Indicale any medlcal emergency

« Ifafirelslocaled. tun off power and gas fo ihe
bullding(s)

¢ Provide fist ald 1o victlm(s), asslsf I evacuating
building(s)

+ Upon arval of Fire Department, locate flre and
provide map of campus; provide master key(s) 10 flle
crew ’

| + lfire discoveredIn specliic area of exploslon occuis,

Inform occupants and evacuate area

+ Aftendto Injured by fire/explosion; help them
evacuate 1he bullding

+ Employees should altempl fo exlingulsh only small
fires, using suppression equipment avallable,

+ DO NOTuse waleron elecliicai fires
+ DONOT attemnpt 1o fight fires involving explosives

¢+ DONOT atiempt 1o fight fires involving toxic
chemlcals or strong oxidizers -

s+ Nolllythe Execulive Direclor and Malntenance
depariment

¢+ Inform oiher occupants to leave l;nrnedlcute ared
Parform necessary immaediate first ald on victims(s)
smother fire.by rofing vicllmon ground

Deluge with water

As a resort, spray wiih dry chemical flre exlingulsher

¢ Inform appropilate cxdmlnls\raﬂvelsuparvlsory
personnel .

- o > &

!
Policy
Referencs

subsequent Days |

Nex! 50 Minules Da
» Malnian + Declare Code
sludlenis In Green when
designated area appropslate
unlll “all clear” Is X
+ Pdnclpal,
advlsed or other police and

-Instrucilons glven

+ Keep sludents
away lrom
buliding unl 1t 1s
delermined safe or
unill olher
Instruciions are
given by 1he Fre
Department

appropriate
central lavel slaff
hold Joint press
conference, If
needed. Glve
speciiic delalls

+ Glve
Superlnl‘enclenl
updale

+  Pinclpal meel
with Safe 5chool
jeam for update

. ancl evaluate

¢ Hold Stalf

_meeling giving

detalls and
answeling

questions

) Sumimon
counselors, soclal
woilers or olher
needed staff

+  Meetwilh
parenis, If needed
&+ Updale
slucients

s+ Sencinolice
home

NOTE: DO NOT USE TWO-WAY RADIOS OR CELLULAR PI-ION‘ES. T IS CRITICAL THAT YOU REMAIN CALM Tl-IROUél—lOUT THE INCIDENT.

Remember:

+ Princlpal or his/her
¢ ltisbelter to be sa
» Malntain confrol o
fhe stte. ifan explosion oCccurs,

designee s In charge.
fe than sorry. A
f the faclity at all imes. unless an aclual device Is located or explosion OCCurs. if
the Fire Department will assume the {ead role.

¢ Faily moming s In
meeling with Safe accordance
School Team 1o with QPUSD
update and revise policy

plans, If needed

¢+ Mestwiih
parenls if nesded 1o
upciale Ihem on
incident

+ Conlinue follow
up wilh sludents If
needed

¢ Summon
counsslors as -
needed

+ Meetwilh stoff
10 update and revise
plans.

[ B

a device Is found, lowenforcemam‘ will assume control of



Definition; The exchange of mulual physical contact such as pushing, shoving and hitting with ihe Inle

F.hts

nt to cause harm whether Injury occurs or nol.

Plan of Aclion to be Taken

Eslablish Facts of Eslablish Level of Remaindei of the Policy Relerence
Situalion the Incident First 10 Minules Nex! 50 Minules Day Subsequent Days
+ Obtaln ¢  Princlpal must + Notify central level + Debilef Safe + Eary moming + Inaccordance

Idenlification

+ Locdllon In
bullding

¢ Number of people
Involved

+  Number of
student(s) or staff
Injured, If any

¢+ ldentlfy weapons,
IFany
1+ Time of day

¢ Name of skaff
reporiing

¢+ . Name of sludent
reporiing .

+ Name of
messenger

¢ Name of olher
reporiing

esiabllsh the level of
Incldent

+ Glve oppropilate
code aclion and
procecdiure 1o be
taken .

+ Princlpal should

not leave the
command station

staff

+ + |FInjurles occur, call
911 and provide all
avallable Informallon

+ Nolify emergency
medical leam

+ Cadll orsend for
help by known student

+ -Defer to rules,
personal authorlty

"+ Disperse crowd of

all bystanders

¢ Altempt to defuse
the confrontalion by
the use of verbal
cornrnc_md

+ Obtalin
Identlflcallon

4+ Idenllfy 1he
aggressor(s)

+ Sepamate
siudeni(s) and relocate
In offlce or classroom

+  Wadll for asslstance -

+ Notlfy central level
staff ’

+ Defer to rules, not

- | personal authorlly

+ Onae help arilves,
separale sludent and
relocate In offlce or
classroom

+ Obtaln names of
student witnesses

4+ Aflternpt to calm
sludents

¢ ldentify Injured

studeni(s) or stalf

membeir(s)

+ Seekmedical
aftenilon from the
school nurse ar tralned
person In flrst ald, If
needed

+ Ifserlous Injury,
contact 911 and acdvise
of Injury

¢+ Ifwegpon(s) are
used or any other
person(outsiders) are

posing a threat, call law.

enforcement

School Team and olher
slaff

¢ Dsebrlef ceniral
level staff

"+ Complete a wiiten

report

¢ Summon other
central level siaff

¢+ Meet with parents
If necessary

4+ Monlfor school

bullding continually
+ Meet wilh staff to

update and answer
qusestlons

+ Follow up with
sludents according fo
disclpiine plan and
nollfy parents

meelling with Safe .
School Téam to update
and revise plans, If
neesded

+ Meet wllh parents
If needed to update
them on Incldent

+ Continue follow up
wilh students If needed

+ Mesal wlih staff fo
updale and revise
plans.

willh OPUSD policy

NOTE: [T1S CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:

+ Prnclpal or his/her deslgnee Is In'charge..
It Is better to be safe than sorry.
Maintaln conirol of the facillty at al fimes.
- Princlpal does not leave command post

Walt for administrative response.

Fa




Definilion:

An actual bomb explosion Is the expl

Actual Bomb E

B

clilecl condlillons.

oslon of a device fused to detonate or explode with sucicien violence uncler spe

Plan of Actlon to be Taken

—

Establish Facts of Establish

Situation Level of the .

e Incldent First 10 Minutes Next 50 Minules Remainder of the Day |
v Ifacall comesin, Level Ill: + Call 911 for Sherlff's + Aclivale and + Declare Code Green
Kesp person falling- Actual Bomb Deparimsnt and flre/emergency brief site Safe School when-appropriale
follow Bomb Threat Explosion sarvices ‘Team. . Prlnclpol' police and
Inslruction Card. + Immediately place schoolon \| # ‘Use all appropriate central level

Code Red resources as staffs hold Joint press
nesded conference: If needed,

+ Activate site Safe School Téam

+ Noilfy central office staff
immediately

+ Evacuate bullding, relocating

personnal and students In pre-
designated area

s+ Attempttokeep sluclents
calm and In one locatlon

+ Have designated stoff ‘
member o meet emeigency -
vehlcles and controliraffic’

+ Provicle emergency personnel

(police & fire) with all Information
upon arval :

+ Directmedical personnel 1o

Injured persons and provide names

and ages .
+ Teachers take rol bools wilh

them, ahd emergency forms. and

emergency kiis

+ Teachers conduct a roll call of

sludents and report any missing
sludents

+ - Beware ihat Ihere@ might be
olher blasts

¢ . Allow Flre Department/Bomb

Squad to take control of ihe slte

+ Siudents should take
Ibackpacks

+ DBilefalsite

personnel on Inlllci,

call

| + Deteimine plan
for day

+ Declare Code

Red

+ Nofify parenis

of Injured studeni(s):

If necessary

+ Nollfy District of

possible emergency

relocallon

-WAY RADIOS OR CELLULAR PHONE

give speclfic delalls.
¢+ Glve Superlntenclent

- —

+ Early moming
meeting wiih Safe
school Teaom o

plans, If neeclad

+  Mesatwllh
paients If needed
lo update them on
incident

update

+ Pinclpal maeis wilh
safe School Team for
update and evaluale

¢ Hold staff meeling
giving detalls and
answerlng quesllons -

& Summon
counsslors or ofhers,
‘as heeded

¢ Mest wilh staff
to updale and
revise plans.

+  SuUrNMON COUNselors,
soclal workers of olher
needed staff

+ Moetl wiih parents. If
needed

+ Send nollce home

+ Provide upclole 1o
sludenis ’

NOTE: DO NOT USE TWO

Remember:

+ Prnclpalor his/her designee Is In charge.

+ s betterto be sa
+  Malntain conirol o
fhe slte. IFan exploslon oC

fe than sorry.
f the faclity ab ol A
curs, the Fire Departmel

Imes, unless an cci'u_ol device Is locd
At will assume 1he lead role.

ted or explosion OCcurs. if a device |

5, IT1S CRITICAL THAT YOU REMAIN CALM THROUGHOUT THE INCIDENT.

subsequen! Days

update and revise .

policy Relerence

+  In gccordance
wilh QPUSD policy

s found, law enforcement willl assume control of




Bomb Threat with Susuicious Package Found

Delinition: A bomb threat Is correspondence of a call that leads the recelver of that information to belleve that there Is an explosive device In 1he faclity. and as

a resull of visual search, a susplclous package Is found. (Note: All informatlon recelved must be recordec! on Jemb Thereat Instruction Card.

Establish Facls of
Siluation

Establish Level
of the Incldent

Plan of Aclion o be Talken

First 10 Minules .

Next 50 Minules

Remainder of the Day

. Subsequent Days

Palicy Reference

4+ Belleve the
rnessenger

¢ Keep Person
Talking .

¢ Follow. Bomb
Threat Instruction Carcl
directlons

¢ Ask qusstlons:
locatlon of bomb, fime
bomb will go off,
clescripilon of device,
why It has been
placed, name and
localion of cdller, eic.

4+ * Detemmine the
age, sex, and race of
caller

| + Nollly princlpal
.| and explain

+ Conduct visual
“search of schoal wiih
two persons familiar

with bultding.

Level ll: Threat
and Suspiclous
Package Found

+ Belleve the messenger

+ Dlal 911 and notify the
Sheilff's Department.
Immedialely

+ Inform central office.staff
Immediately

¢+ Aclivale and brlef slte
Safe School Team and give all
Information recelved

+ Evaocuate bullding,
ralocaling staff and students
more than 300 yards (use your
Emeigency Preparecness
Plan e evacuatlon
procedures)

+ Teachers take roll 13ooks
& emergency forms &
emergency kils

¢+ Teachers check and
report missing studeni(s)

4 Have a staff person stand
outside to direct emergency
vehlcles and conlrol fraffic -

+ Provide emergency
personnel a descilpiion and
the locallon of the package

4+ Secure area and prevent
persons from enterlng the
buliding

+ Allow law enforcement
1o fake conlrol of the site
sedrch

+  Sludents take backpacks

4+ Activate and brlef
site Safe School Team.

+ Use dll resources as
needed

+ DBrlefdllslie
personnel on.Inlticl call
+ Delermine plan for
day

+ Declare Code Red
or appropriate code

+ Declare Cocle Gresn
when appropiiale

+ Pinclpal, police and
appiopilate cenlral level
staffs hold Joint press
conferencae: If needed,
glve speclic deidlls.

¢+  Glve Superintendent
updaie

+ Pinclpal meets wilh
Safe School Team for
update and svaluate

¢+ Hoid staff meeting
glving detalls and
answerlng quesilons

¢  Summon counsslors,

soclal workers or other
needed staflf

4+ Meel with parents, If
needed

¢ Sendnollce home

+ Provide updale 1o
students

4 Early moming
meeting with Safe
School Team 1o
update and revise
plans, If needed

-2+ Meelwlilh
parents If needecd
o updale 1hem on
Incldent:

+  Summon

as needed

+  Meet with staff
1o update and
 revise plans.

caunselors or others,

4+ Inaccordance
wilh OPUSD policy

Remember:
+ Princlpal or his/her designee Is In charge.
s Itis belter to be safe than sorry.
¢ Malntaln control of the facliity at all imes, uniess an actual device Is located or exploslon occurs. If a device Is
the slite. I dn explosion occurs, the Flre Departmant will assume the lead role.

)

J

found. law enforcement wlll assume control of

)




)

Delinilion: When a pelrson atempts to commit a violent Injury

Immediatsly recelving d violent Injury.

Shooﬁng/S’mubi@ at School

to another person or cornmifs an act that places an

)

other person In reasonable apprehension of

Establish Facts ol

Eslablish Level of

Plan of Acllon lo be Talken

policy Relerence

Silualion the Incldent First 10 Minules. Next 50 Minules Remaincler of lhe Day. Subsequent Days
¢+ Oblalin s+ Princlpal must + Nolify central stalf +  Wali for law ¢ Discourage cil + Early moming + Inaccordance
Iclentificalion esiablish the level of enforcement persannel comrnunication untll meseting with Safe wilih OPUSD policles,

4+ lLocailonin
buliding

+ Number of people
Involved

+ Idenllfy weapon(s)
If any

+ Timeof day

+ Nome of staff
reporting

+ Name of sludent
reporting

¢ Name of
messenger

s+ Name of olher
reporling

f

Incldent

¢+ Glve
appropriate code
acllon and
procedure to be
laken

+ Pinclpal should -

notleave the
command stallon

4+ Ifimminent danger
exists, call'911, otherwlse,
call Sherlff's Department
and provide all available
Informalion.

+ Cadll for emergency
medical cid If needed

+ Callorsend for help
by well known student

» Keep people from
entering the areca

» Have teachers secure
doors and evacuate the’
area of Immedlale
danger

+ Do nol aitemptio
disarm

s+ Idenlify name and
locallon of aggressor If still
on ihe scene and proving
alhreat

+ Ifvehicle Involved,
attempt to Identify license.
make, and model of car

+ Indicate location of
Incldent .

s+ Do not dislurb crime
scene

¢+ Disperse crowd of all
byslanders

s  Wall for assistance

+  lrpossible,
announce appropilate
code and follow
proceclures

+ Aclivale the
Safely Team

+ Isolaleihe
wlitnesses wilh an
adminlstrator and
galher Information

+ Reroute traffic
from affected.arec

+ Aftempt o calm
sludents

+ Idenllly Injured
studant(s) or stalf
membei(s)

+ Seek medical
attention from school
nurse or person fralned
In first alcle, If needed

clearance from law

"+ Deslgnale a place for

parents who arilve on
campus

s+ Control Trofflc

+ Have an adminlstralor
on hand 1o answer
guesllons

+ Debilef ceniral level
slaff

+ - Complete a wiliten
report

+ Summon olher cenircl
level staff, as nesded

+ Meel wilh parents, If
necessary

s+ vonHior school
bullding conilnually

+ Lel Sherlff handle any
ueslion regarding cilme
and the Invesligalion

+ Oncelincldentls

clear, retun-fo normal
operallons

+ Send nofice home

+ Update sludents wilh
accurate Information

s Summon counselors,
soclal workers or ofhers as
need

School Team 10
update anc revise
plans, If need

+ Moeefwith
parents If need fo
update them on
incident

¢ Summon
counsslors or olhers.

‘as needed

+  Meet wilh slaff
If need

male appropriaie
Judgsment afler
evaluallng all risks
Policy Manudl

NO'I'E-: [T IS CRITICAL THAT YOU REMAIN CALM Ti

JROUGHOUT THIS INCIDENT

Remember.
¢+ Prncipal or his/het

» Malntaln control of the facliity

deslgnee Is In charge.
+ Itis better fo be safe than sorry.

at all fimes.

+ Prnclpal does nof leave command post
+ Donof confront the suspect.
+  Walt for administrallve response.




‘Bomb . qeat Only

Definition; A bomb threat Is correspondence or a call thal leads a recelver of that Informallon to belleve that there Is an explosive device In the facllly. (Nole:

All Iinformation received must be recorded on Bomb Threat Instiuction Card

Plan of Aclion fo be Taken

—

Establish Facls of Establish Level of the , Remainder.of the ] Policy Reference
Situation Incident First 10 Minufes Nex! 50 Minutes Day Subsequeni Days ' '
+ Keep Person Level I: Threat Only + Bellevathe ¢ Based on facts, % Declare Cadle ¢  Early moming + Inaccordance
Talking messenger .| decide If school should | Green when meeling with Safe wilh OPUSD pollcles,
¢ * Follow Bomb + Iftmminent danger .| D@ evacuated appropiale School Team fo update | make appropriate
Threat Instruclion Card oxlsis (package . Immediately, thus, ¢+ Pinclpal. police and revise plans, If Jjudgement affer
direcllons Identified). dial 911 and guarantesing safety of | onq gppropriate need svaluating all risks

4+  Aslcquestlons:
location of bomb, 1ime
bomb wlil go off,
desciription of device,
why It has been ’
placed, name ard
location’of caller, etc.

&+ Delermlne the
age, sex. and race of
caller

+ Notlfy princlpal
and explaln

+ Conduct visual
search of school wilh
ftwo psrsons famlllar
with bullding.

noilfy the Shetlff's

Depariment
Immediaisly

. 4 Inform Distilct

_Office - Superintendent
or Assistant
Superintendent

¢ Pinclpal uses

1 his/her discrellon In

exaldailon process, as

M' well as the use of Code

Red or Yellow

+ Aclivate and brief
site Safe School Team,
If necessary, on Inlllal
call

+ Activate unners to

| communicale

Important Informallon

students and staff, or
keptIn regular
secession.

+ Aclivate and brlef
site Safe School Team.
Use dll avallable
resources as neaded

+° Bilef all personnel
on nifial catll

+ Defemnine plan for
day

+ Declare
appropilale code

+ If determined that
this Is a Level il Incident,
follow Level Il
Instructions

+ If Sherlffis called,
coordinate efforls
according 1o site plan

central levsl staffs hold
Jolnt press conference;

If needed, give specliic
detalls :

+ Glve
superntendent update

+ Pinclpal meels
wilh Safe School Team
for upclate and
evaluale

+ Hold staff meeling
giving detalls and
answerlng quesllons

#  Summon
counselors, soclal
workers or other
needed siaff

+ Meet wilh parenls
. IFnesed

+ Sendnollce fo
home

4+ Provide studenis
with update

+ Mesl wllh parents
If need to updale them
on Incldent

+  Summon

needed

+ Meet with staffIf
need

counselors or others, as |

Pollcy Manudl

NOTE: DO NOT USE TWO-WAY RADIOS OR CELLULAR PHO

Remember:

<,

Princlpal or hisfher deslgnee'ls In charge.

It Is better to be safe than sorry.
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{OUT THIS INCIDENT
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s+ Maintain control of the facliity at all fimes. + Wit for administrative response.
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ract with Dial Securltty and reported 1o 1he Venturd

In the Oalk Park Unifled School District, school securlly is monitored by a conf
County Sherlff's Department.

Ventura County Sheriff

- (805) 654-2380 or 911 (emergency)’

+ Immediate Response for Emergencies: Dial 911 ¢thls will also offer a direct response from the Venlura County, Sherlff's
Department, Fire Department, or Emergency Medlcal Service.

¢ The Princlpal or his/her designee Is responsible for contacling the District Office or Sherlff's Department for less serlous Incldents

and emergency situations.
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oPuse : 7353206 ( Superinten dewt)
Ftve Department.. go5 389~ 90

Sheriffs Deparement. §05  A91-Fzo0

cvusp  gu5- #9+- 9511
Lyusp  §1§ 50~ HO0C



Incident Commander

e Assess the level of danger and determine the
level of threat

» Move students and staff away from the crisis

area
. e Set a perimeter
e Summons additional help
e Set up command post

e SuMMONS eMmergency services

o Compile status and final incident reports



Public Information Officer

e Gather accurate details of the incident

e Release information to parents, community
members, and the media during the crisis

e Send out communication to school statf and
students about the crisis

e Document all contacts and announcements




Liaison Officer E

e Check with Incident Commander for situation
briefing

s Determine your personal operating location and

set up
- e Obtain necessary equipment and supplies
‘e Open and maintain a lposi_tion log

e Brief agency reps on current situations, priorities
and incident action plan

e KeepIC informed of agencies action plans




Scribe

e Assists Incident Commander in completing
the incident form to document events,
Tesponse, cutcomes

e Document all activities, listing times and
event. | '



Medical Aid Chiet

¢ Administer First Aid

e Document name, injury, and first aid
given |

e Determine need for medical assistance
"o Work cooperatively with outside agencies

s Keep Command Center informed

e Maintain morgue as needed




Morgue

¢ Confirm that the person is actually deceased
e Notify Incident Commander as soon as possible

e Do not move the body until directed by the
Incident Commander

e Keep accurate records

e Write the following information:
1. Date & time
2. Exact location where found
3. Name of decedent if known.
4. If identified-how, when, by whom
5. Name of person filling out tag

e Attach one tag to body



E Search & Rescue Leader

¢ Perform visual check of outfitted team, include
radio check

e Record names and assignments before deploying
teams

e Dispatch teams to know hazards or situations
first, then search the campus :

e Record all teams progress and reports on site
map. When a 10011 18 reported clear mark a C

on the map

' Record exact location of damaged and triage
tally




Campus Check and Security Chief

e Oversees the safety of students and staff

% Determines if respons.e actions/strategies can
céuse harm to students and staff

e Determines whether étudents have been
evacuated far enough from the schqol

o Identifies personnel assigned to perform
téam ﬁlhctions

e Coordinates functions of site security,

physical plant safety and security, and

setting up




E' . Student Care Chief !

o Accounts the whereabouts of all students,
staff, and volunteers
e Sets up secure assembly area
o Manages sheltering and sanitation
operations
e Manages student feeding aﬁd hydration
» Coordinates with the Student Release Team
e Coordinates %Nith the Logistics Section to.

" secure the needed space and supplies



Safety Officer

& Check with Incident Commandel for situation
briefing

e Open and maintain a position log — Document
Messages, Actions Taken, Decision
Justifications, Requests Filled

e Monitor drills, exercises and emergency
response activities

e Identify and mitigate safety hazards and
situations -

e Stop or modify all unsafe operations

e Ensure that responders use appropriate safety
equipment

¢ Keep Incident Commander advised



Release Coordinator

e Sets up secure reunion area
® Cheoks student emergency cards for
authorized releases
e e Completes release logs
e Coordinates with the Public Information

Officer on external messages



OPUSD
Management Team

Members Title Work Phone | Cell Phone Support Task
Tony Knight Superintendent 818-735-3206 818-324-8915 |[Public Information Officer
Martin Klauss Asst. Superintendent 818-735-3238 818-203-2586 Logistics
Leslie Heilbron Asst. Superintendent 818-735-3266 818-261-2836 Contract Issues
Barbara Director, Budget &
Dickerson Accounting 818-735-3215 805-404-5674 Financial Officer

Director, Business

Julie Suarez Operations 818-735-3210 818-355-7176 Safety Officer
Susan Roberts | Director, Pupil Services 818-735-3214 818-929-0146 Stress Management
Derek lhori Program Specialist 818-735-3224 818-324-7438 Medical Aid
Linda Sheridan | Administrative Assistant 818-735-3224 805-660-1620 Incident Commander

Director, Alternative
Lou Tabone Education 818-735-3207 818-489-1348 Student Care Chief




Brookside

Oak Hills

Deborah King

Red Oak

Barbara Jones
Karen Kovisto
Janet Convey

Medea Creek

Oak Park High

Kathie Leggett
Dick Billinsley
Brenda Pasqua

Victor Anderson

District Office

Miguel Tabares
Julie Suarez
Linda Sheridan
Debbie Cooper
All Sites

Debbie West

CERT Graduates



Section: Command
Incident Commander

Responsibilities: The Incident Commander (IC) is solely responsible for
emergency/disaster operations and shall remain at the
Command Post (CP) to observe and direct all operations.
Ensure the safety of students, staff and others on campus.
Lead by example: your behavior sets tone for staff and students.

Start-up Actions O Obtain your personal safety equipment; i.e., hard hat, vest,
clipboard (with job description sheet).

Assess type and scope of emergency.

Determine threat to human life and structures.

Implement emergency/disaster plan and hazard specific
procedures.

Develop and communicate an incident action plan with
objectives and a time frame to meet those objectives.
Activate functions (assign positions) as needed.

Fill in “Incident Assignments” form

Appoint a backup or alternate IC

‘O 0O OO0

fu\ Ongoing
Operational Continue to monitor and assess total school situation:

Duties: View site map periodically for Search & Rescue progress and
damage assessment information.
Check with chiefs for periodic updates.
Reassign personnel as needed.
Report (through Communications) to school district on status
of students, staff, campus as needed. (Site Status Report)
Develop and communicate revised incident action plans as
needed.
Begin student release when appropriate.
NOTE: No student should be released until student accounting
is complete. Never send students home before the end of the
regular school day unless directed by the Superintendent of
Schools, except individuals on request of parent/guardian.
Authorize release of information.
Utilize your back up; plan and take regular breaks, 5-10
minutes/hour, relocate away from the CP.
Plan regular breaks for all staff and volunteers. Take care of
your caregivers!
Release teachers as appropriate per district guidelines. By law,
during a disaster, teachers become “disaster workers.”
(W\ Remain on and in charge of your campus until redirected or

released by the Superintendent of Schools.

0O

©

o o o°

O 0O O oo
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Closing Down:

Command Post
Equipment/
Supplies:

O Authorize deactivation of sections, branches, or units when they
are no longer required.

O At the direction of the Superintendent of Schools, deactivate the
entire emergency response. If the Fire Department or other
outside agency calls an “All Clear,” contact the district before
taking any further action.

O Ensure that any open actions not yet completed will be taken
care of after deactivation.

O Ensure the return of all equipment and reusable supplies to
Logistics.

O Close out all logs. Ensure that all logs, reports, and other
relevant documents are completed and provided to the
Documentation Unit.

O Proclaim termination of the emergency and proceed with
recovery operations if necessary.

Campus map Job description clipboards
Master keys Command post tray (pens, etc.)
Staff & student rosters School district radio

Disaster response forms Campus 2-way radios

Emergency/disaster plan AM/FM radio (battery)
Duplicate rosters (2 sets) Bullhorn

Tables & chairs (if CP is outdoors)

Vests (if available)

Campus Emergency Planning Guidelines
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Section: Command

Public Information Officer (PIO)

Personnel:

Policy:

Start-Up Actions:

Operational Duties:

Available staff with assistance from available volunteers

The public has the right and need to know important information
related to emergencies/disaster at the school site as soon as it is
available.

The Public Information Officer (P10) acts as the official
spokesperson for the school site in an emergency situation. Ifa
school district PIO is available, he/she will be the official
spokesperson. A school site-based PIO should only be used if the
media is on campus and the district PIO is not available or
forthcoming.

News media can play a key role assisting the school in getting
emergency/disaster related information to the public (parents).
Information released must be consistent, accurate, and timely.

0 Determine a possible “news center” site as a media reception
area (located away from the Command Post and students). Get
approval from the Incident Commander (IC).

Identify yourself as the “PIO” (vest, visor, sign, etc.)

Consult with district PIO to coordinate information release.
Assess situation and obtain statement from IC. Tape-record if
possible.

Advise arriving media that the site is preparing a press release
and approximate time of its issue.

Open and maintain a position log of your actions and all
communications. If possible, tape media briefings. Keep all
documentation to support the history of the event.

O 0O oOoo

Keep up-to-date on the situation.

Statements must be approved by the IC and should reflect:

Reassurance — EGBOK — “Everything’s going to be OK.”

o Incident or disaster cause and time of origin.

«  Size and scope of the incident.

« Current situation — condition of school site, evacuation
progress, care being given, injuries, student release location,
etc. Do not release any names.

o Resources in use.

. Best routes to school if known and appropriate.

+  Any information school wishes to be released to the public.

00
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Closing Down:

Equipment/
Supplies:

Read statements if possible. ,

When answering questions, be complete & truthful, always
considering confidentiality & emotional impact. Avoid
speculation, bluffing, lying, talking “off the record,” arguing,
etc. Avoid use of the phrase “no comment.”

Remind school site/staff volunteers to refer all questions
from media or waiting parents to the PIO.

Update information periodically with IC.

Ensure announcements & other information are translated into
other languages as needed.

Monitor news broadcasts about incident. Correct any
misinformation heard.

oo

O OO 0O

O At the Incident Commander’s direction, release PIO staff no
longer needed. Direct staff members to sign out through
Timekeeping.

O Return equipment and reusable supplies to Logistics.
-

Close out all logs. Provide logs and other relevant documents
to the Documentation Unit.

Public information kit consists of:

ID vest

Battery operated AM/FM radio

Paper/pencils/marking pens

Scotch tape/masking tape

Scissors

School site map(s) and area maps

o 8-1/2 x 11 handouts

o Laminated poster board size

for display

Forms: Disaster Public Information Release Work Sheet
Sample Public Information Release
School Profile or School Accountability Report Card

(SARC)
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Section: Command
Liaison Officer

Responsibilities: The Liaison Officer serves as the point of contact for Agency
Representatives from assisting organizations and agencies outside
the school district and assists in coordinating the efforts of these
outside agencies by ensuring the proper flow of information.

Start Up Actions: Check in with Incident Commander (IC) for situation briefing.
Determine your personal operating location and set up as
necessary.

Obtain necessary equipment and supplies from Logistics.

Put on position identifier, such as vest, if available.

Open and maintain a position log. Maintain all required
records and documentation to support the history of the

emergency or disaster.

OoooOo OO0

Operational Duties: [0 Brief Agency Representatives on current situation, priorities
and incident action plan.
O Ensure coordination of efforts by keeping IC informed of
agencies’ action plans.
O Provide periodic update briefings to Agency Representatives as
necessary.

Closing Down: O At the Incident Commander’s direction, deactivate the Liaison
Officer position and release staff no longer needed. Direct
staff members to sign out through Timekeeping.

O Return equipment and reusable supplies to Logistics.
O Close out all logs. Provide logs and other relevant documents
to the Documentation Unit.

Equipment/ Vest or position identifier, if available
Supplies: Two-way radio, if available
Clipboard, paper, pens

Section: Operations
Operations Chief
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Responsibilities:

Start Up Actions:

Operational Duties:

Closing Down:

Equipment/
Supplies:

Section: Command
Safety Officer

The Safety Officer ensures that all activities are conducted in as
safe a manner as possible under the circumstances which exist.

O Check in with Incident Commander for situation briefing.

[ Obtain necessary equipment and supplies from Logistics.

O Put on position identifier, such as vest, if available.

O Open and maintain a position log. Maintain all required records
and documentation to support the history of the emergency or
disaster. Document:

Messages received

Action taken

Decision justification and documentation
Requests filled

O Monitor drills, exercises, and emergency response activities for
safety.

O Identify and mitigate safety hazards and situations.

0O Stop or modify all unsafe operations.

O Ensure that responders use appropriate safety equipment.

O Think ahead and anticipate situations and problems before they
occur.

O Anticipate situation changes, such as severe aftershocks, in all
planning.

O Keep the Incident Commander (IC) advised of your status and
activity and on any problem areas that now need or will require
solutions.

0 When authorized by IC, deactivate the unit and close out all
logs. Provide logs and other relevant documents to the
Documentation Unit.

O Return equipment and reusable supplies to Logistics.

Vest or position identifier, if available
Hard hat, if available

Clipboard, paper, pens

Two-way radio, if available
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Responsibilities:

Start-Up Actions:

Operational Duties:

Closing Down:

Equipment/
Supplies:

Personnel:

The Operations Chief manages the direct response to the disaster,
which can include the following:
Site Facility Check/Security
Search & Rescue Student Care
Medical Student Release

Check in with Incident Commander for situation briefing.
Obtain necessary equipment and supplies from Logistics.
Put on position identifier, such as vest, if available.

Assume the duties of all operations positions until staff is
available and assigned.

As staff is assigned, brief them on the situation and supervise
their activities, utilizing the position checklists.

If additional supplies or staff is needed for the Operations
Section, notify Logistics. When additional staff arrive, brief
them on the situation, and assign them as needed.

Coordinate Search & Rescue operations. Appoint S&R Team
Leader to direct their operations if necessary.

As information is received from operations staff, pass it on to
Situation Analysis and/or the Incident Commander.

Inform the Incident Commander regarding tasks and priorities.
Make sure that Operations staff are following standard
procedures, utilizing appropriate safety gear, and documenting
their activities.

Schedule breaks and reassign Operations staff within the
section as needed.

O O O oOooo

o0 0O O

O

O At the Incident Commander’s (IC) direction, release
Operations staff no longer needed. Direct staff members to sign
out through Timekeeping.

Return equipment and reusable supplies to Logistics.

When authorized by IC, deactivate the section and close out all
logs. Provide logs and other relevant documents to the
Documentation Unit.

OO

Vest or position identifier, if available S&R equipment
Two-way radio job description clipboard, paper, pens
Forms: Search & Rescue maps, large campus map

Section: Operations
Site Facility Check/Security

Staff as assigned. Work in pairs.
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Responsibilities: Take no action that will endanger yourself.
Start Up Actions: Wear hard hat and orange identification vest if available.
Take appropriate tools, job description clipboard, and radio.
Put batteries in flashlight if necessary.

Operational duties: As you do the following, observe the campus and report any
damage by radio to the Command Post.*

Lock gates and major external doors.

Locate/control/extinguish small fires as necessary.

Check gas meter and, if gas is leaking, shut down gas supply.

Shut down electricity only if building has clear structural

damage or advised to do so by Command Post (CP).

Post yellow caution tape around damaged or hazardous areas.
Verify that campus is “locked down” and report same to CP.

Advise CP of all actions taken for information and proper logging.
Be sure that the entire campus has been checked for safety

hazards and damage.

No damage should be repaired prior to full documentation,

such as photographs and video evidence, unless the repairs are
essential to immediate life-safety.

Route fire, rescue, police, etc. as appropriate.

Direct all requests for information to the Public Information Officer.

O OO0O0 OO000 O OO0

Closing Down: Return equipment and reusable supplies to Logistics.
When authorized by the Incident Commander, close out all
logs. Provide logs and other relevant documents to the

Documentation Unit.

oo o000

Equipment/ Wear vest, hard hat, work gloves, and whistle.

Supplies: Carry campus 2-way radio, master keys, and clipboard with job
description Carry bucket or duffel bag with goggles, flashlight,
dust masks, yellow caution tape, and shutoff tools — for gas &

(crescent wrench)

*Remember: If you are not acknowledged, you have not been heard. Repeat your

transmission, being aware of other simultaneous transmissions.
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Section: Operations

Search and Rescue Team Leader

Safety Rules:

Start-up Actions:

Operational Duties:

Closing Down:

Equipment/
Supplies:

Buddy system: Minimum of 2 persons per team.

Take no action that might endanger you. Do not work beyond
your expertise. Use appropriate safety gear. Size up the situation
first.

Follow all operational and safety procedures.

O Obtain all necessary equipment from container. See list below.

[ Obtain briefing from Operations Chief, noting known fires,
injuries, or other situations requiring response.

[0 Assign teams based on available manpower, minimum 2
persons per team.

O Perform visual check of outfitted team leaving CP; include
radio check. Teams must wear sturdy shoes and safety
equipment.

O Record names and assignments before deploying teams.

[0 Dispatch teams to known hazards or situations first, then to
search the campus using specific planned routes. Send a
specific map assignment with each team.

[0 Remain at Command Post (CP) in radio contact with S&R Teams.

O Record all teams’ progress and reports on site map, keeping
others at CP informed of problems. When a room is reported
clear, mark a “C” on the map.

[ If injured students are located, consult Operations Chief for
response. Utilize Transport teams, or send a First Aid Team.

O Record exact location of damage and triage tally (I=immediate,
D=delayed, DEAD=dead on map.

O Keep radio communication brief and simple. No codes.*

O Record the return of each S&R team. Direct them to return
equipment and report for additional assignment to Logistics.
[0 Provide maps & logs to the Documentation Unit.

Teams wear vest, hard hat, work and latex gloves, & whistle with
master keys on lanyard. One member wears first aid backpack.

Teams carry campus 2-way radio and clipboard with job
description and map indicating search plan.

Teams carry bucket or duffel bag with goggles, flashlight, dust
masks, pry bar, grease pencil, pencils, duct tape, masking tape.

* Remember: If you are not acknowledged, you have not been heard. Repeat your
transmission, being aware of other simultaneous transmissions.
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Safety:

Start-up Actions:

Operational Duties:

Closing Down:

Equipment/
Supplies:

Section: Operations
Search and Rescue Teams

Buddy system: Minimum of 2 persons per team.

Take no action that might endanger you. Do not work beyond
your expertise. Use appropriate safety gear. Size up the situation
first.

Follow all operational and safety procedures.

O Obtain all necessary equipment from container. See list below.
You must be wearing sturdy shoes and long sleeves. Put
batteries in flashlight.

O Check at Command Post (CP) for assignment.

O Report gas leaks, fires, or structural damage to CP immediately
upon discovery. Shut off gas or extinguish fires if possible.

[0 Before entering a building, inspect complete exterior of
building. Report structural damage to team leader. Use yellow
caution tape to barricade hazardous areas. Do not enter
severely damaged buildings.

O If building is safe to enter, search assigned area (following map) us-
ing orderly pattern. Check all rooms. Use chalk or grease pencil to
mark slash on door when entering room. Check under desks and
tables. Search visually and vocally. Listen. When leaving each
room, close slash to form “X” on door. Report by radio to Com-
mand Post that room has been cleared (ex: "Room A-123 is clear”)*

[0 When injured victim is located, team transmits location,
number, and condition of injured to CP. Do not use names of
students or staff. Follow directions from CP.

[0 Record exact location of damage and triage tally (I=immediate,
D=delayed, DEAD=dead on map and report information to CP.

I Keep radio communication brief and simple. No codes.

[0 Return equipment to Logistics. Provide maps and logs to the
Documentation Unit.

Wear vest, hard hat, work and latex gloves, & whistle with master
keys on neck lanyard. Wear first aid backpack.

Carry campus 2-way radio and clipboard with job description &
map indicating search plan.

Carry bucket or duffel bag with goggles, flashlight, dust masks,
pry bar, grease pencil, pencils, duct tape, masking tape.

* Remember: If you are not acknowledged, you have not been heard. Repeat your
transmission, being aware of other simultaneous transmissions.
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Section: Operations
Medical Team Leader

Responsibilities: The Medical Team Leader is responsible for the provision of
emergency medical response, first aid, and counseling. Informs
the Operations Chief or Incident Commander (IC) when the
situation requires health or medical services that staff cannot
provide. Ensures that appropriate actions are taken in the event of
deaths.

Start-Up Actions: I:l

O

O

ooooo

Operational Duties:

oo

o0 Oooooo 4o

Establish scope of disaster with IC and determine probability of
outside emergency medical support and transport needs.

Make personnel assignments. If possible, assign a minimum of
two people to Triage, two to Immediate, two to Delayed, and
two to Psychological.

Set up first aid area in a safe place, away from students and
parents, with access to emergency vehicles. Obtain
equipment/supplies from the container.

Assess available inventory of supplies & equipment.

Review safety procedures and assignments with personnel.
Establish point of entry (“triage™) into treatment area.

Establish “immediate” and “delayed” treatment areas.

Set up a separate Psychological First Aid area if staff levels are
sufficient.

Oversee care, treatment, and assessment of patients

Ensure caregiver and rescuer safety

» Latex gloves for protection from body fluids; replace with

new gloves for each new patient.

Make sure that accurate records are kept.
Provide personnel response for injuries in remote locations or
request Transport Team from Logistics.
If needed, request additional personnel from Logistics.
Brief newly assigned personnel.
Report deaths immediately to Operations Chief.
Keep Operations Chief informed of overall status.
Set up morgue, if necessary, in cool, isolated, secure area;
follow guidelines.
Stay alert for communicable diseases and isolate appropriately.
Consult with Student Care Director regarding health care,
medications, and meals for students with known medical

. conditions (diabetes, asthma, etc.).
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Closing Down:

O At the Incident Commander’s direction, release Medical staff

no longer needed. Direct staff members to sign out through

Timekeeping.

O Return equipment and reusable supplies to Logistics.

[0 When authorized by IC, deactivate the section and close out all
logs. Provide logs and other relevant documents to the
Documentation Unit.

Equipment/ First Aid Supplies: See list below

Supplies: Job description clipboards =~ Marking pens
Stretchers Blankets
Vests, if available Quick reference medical guides
Tables & chairs Ground cover/tarps

Staff and student medication from health office
Forms: Notice of First Aid Care
Medical Treatment Victim Log

Recommended First Aid Supplies:

4 x 4” compress: 1000 per 500 students

8 x 10” compress: 150 per 500 students

Kerlix bandaging: 1 per student

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

Triangular bandage: 24 per campus

Cardboard splints: 24 each, sm, med. Lg.

Steri-strips or butterfly bandages:
50/campus
Aqua-Blox (water) cases:
0.016 x students + staff = # cases
(for flushing wounds, etc.)
Neosporin: 144 squeeze packs/campus
Hydrogen peroxide: 10 pints/campus
Bleach, 1 small bottle

School Site Planning Guidelines - Part Two

Plastic basket or wire basket stretchers

or backboards: 1.5/100 students
Scissors, paramedic: 4 per campus
Tweezers: 3 assorted per campus
Triage tags: 50 per 500 students
Latex gloves: 100 per 500 students
Oval eye patch: 50 per campus
Tapes: 17 cloth: 50 rolls/campus

2” cloth: 24 per campus

Dust masks: 25/100 students
Disposable blanket: 10 per 100 students
First Aid Books: 2 standard and 2
advanced per campus
Space blankets: 1/student and staff
Heavy duty rubber gloves, 4 pair

36 Job Descriptions and Checklists



Section: Operations
Medical Team

Personnel: First-aid trained staff and volunteers
Responsibilities: O Use approved safety equipment and techniques.

Start-Up Actions: [0 Obtain & wear personal safety equipment including latex

gloves.
O Check with Medical Team Leader for assignment.

Operational Duties: 00 Administer appropriate first aid.

O Keep accurate records of care given.

O Continue to assess victims at regular intervals.

O Report deaths immediately to Medical Team Leader.

O If & when transport is available, do final assessment and
document on triage tag. Keep and file records for
reference—do not send with victim.

O Student’s Emergency Card must accompany student removed
from campus to receive advanced medical attention. Send
emergency out-of-area phone number if available.

Triage Entry Area:
O Staffed with minimum of 2 trained team members, if possible.
« One member confirms triage tag category (red, yellow, green)
and directs to proper treatment area. Should take 30 seconds
to assess — no treatment takes place here. Assess if not
tagged.
» Second team member logs victims’ names on form and sends
forms to CP as completed.
Treatment Areas (“Immediate” & Delayed”)
Staff with minimum of 2 team members per area, if possible.
O One member completes secondary head-to-toe assessment.
O Second member records information on triage tag and on-site
treatment records.
O TFollow categories: Immediate, Delayed, Dead
0 When using 2-way radio, do not use names of injured or dead.
O
O
O

O

Return equipment and unused supplies to Logistics.
Clean up first aid area. Dispose of hazardous waste safely.
Complete all paperwork and turn into the Documentation Unit.

Closing Down:

School Site Planning Guidelines - Part Two 37 Job Descriptions and Checklists



Equipment/
Supplies:
Stretchers
Vests, if available

Tables & chairs

First-aid supplies (See list below)
Job description clipboards

Marking pens
Blankets
Quick reference medical guides

Ground cover/tarps

Staff and student medication from health office
Forms: Notice of First Aid Care
Medical Treatment Victim Log

Recommended First Aid Supplies:

4 x 4” compress: 1000 per 500 students

8 x 10” compress: 150 per 500 students

Kerlix bandaging: 1 per student

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

Triangular bandage: 24 per campus

Cardboard splints: 24 each, sm, med. Lg.

Steri-strips or butterfly bandages:
50/campus
Aqua-Blox (water) cases:
0.016 x students + staff = # cases
(for flushing wounds, etc.)
Neosporin: 144 squeeze packs/campus
Hydrogen peroxide: 10 pints/campus
Bleach, 1 small bottle
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Plastic basket or wire basket stretchers
or backboards: 1.5/100 students
Scissors, paramedic: 4 per campus
Tweezers: 3 assorted per campus
Triage tags: 50 per 500 students
Latex gloves: 100 per 500 students
Oval eye patch: 50 per campus
Tapes: 17 cloth: 50 rolls/campus
2” cloth: 24 per campus
Dust masks: 25/100 students
Disposable blanket: 10 per 100 students
First Aid Books 2 standard and 2
advanced per campus
Space blankets. 1/student and staff
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Section: QOperations, Medical Branch

Personnel:

Start-Up Actions:

Operational Duties:

Closing Down:

Morgue

To be assigned by the Operations Chief if needed.

O
O

O 0OoOooo

O

00O

oaono

Check with Operations Chief for direction.

If directed, set up morgue area. Verify:

» Tile, concrete, or other cool floor surface

o Accessible to Coroner’s vehicle

> Remote from assembly area

o Security: Keep unauthorized persons out of morgue.
> Maintain respectful attitude.

After pronouncement or determination of death:

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

As soon as possible, notify Operations Chief, who will notify
the CP, who will attempt to notify law enforcement authorities
of the location and, if known, the identity of the body. They
will notify the Coroner.

Keep accurate records and make available to law enforcement
and/or the Coroner when requested.

Write the following information on two tags.

 Date and time found.

» Exact location where found.

o Name of decedent if known.

o If identified—how, when, by whom.

o Name of person filling out tag.

Attach one tag to body.

If the Coroner’s Office will not be able to pick up the body
soon, place body in plastic bag(s) and tape securely to prevent
unwrapping. Securely attach the second tag to the outside of
the bag. Move body to morgue.

Place any additional personal belongings found in a separate
container and label as above. Do not attach to the body—store
separately near the body.

After all bodies have been picked up, close down the Morgue.
Return equipment and unused supplies to Logistics.
Clean up area. Dispose of hazardous waste safely.
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[0 Complete all paperwork and turn into the Documentation Unit.

Equipment/ Tags Vicks Vapo Rub
Supplies: Pens/Pencils Plastic tarps
Plastic trash bags Stapler
Duct tape 2" cloth tape
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p : Section: Operations
Student Care

Personnel: Classroom teachers, substitute teachers, and staff as assigned.

Responsibilities: Ensure the care and safety of all students on campus except those
who are in the Medical Treatment Area.

Start Up Actions: [0 Wear identification vest if available.

Take job description clipboard, & radio.

Check in with Operations Chief for situation briefing.

Assign personnel to assignments as needed.

If school is evacuating:

o Verify that the assembly area and routes to it are safe.

o Count or observe the classrooms as they exit, to make
sure that all classes evacuate.

o Initiate the set-up of portable toilet facilities and hand-
washing stations.

oOonoao

Operational duties: Monitor the safety and well-being of the students and staff in
the Assembly Area.

Administer minor first aid as needed.

Support the Student Release process by releasing students with
appropriate paperwork.

When necessary, provide water and food to students and staff.
Make arrangements for portable toilets if necessary, ensuring
that students and staff wash their hands thoroughly to prevent
disease.

Make arrangements to provide shelter for students and staff.
Arrange activities and keep students reassured.

Update records of the number of students and staff in the
assembly area (or in the buildings).

Direct all requests for information to the PIO.

1 Y o I R

Closing Down: Return equipment and reusable supplies to Logistics.
When authorized by IC, close out all logs. Provide logs and

other relevant documents to the Documentation Unit.

oo o Ooagd

Equipment/ Vest, campus 2-way radio
Supplies: Clipboard with job description
Ground cover, tarps
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First aid kit, water, food, sanitation supplies
Student activities: books, games, coloring books, etc.
Forms: Student Accounting

Notice of First Aid Care
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Section: Operations

Student Release
Personnel: School Secretary, available staff and disaster volunteers. Use
buddy system. Student Release process is supported by student
runners.
Responsibilities: Assure the reunification of students with their parents or

authorized adult through separate Request and Release Gates.
Start-Up Actions: Obtain and wear vest or position identifier, if available.
Check with Operations Chief for assignment to Request Gate
or Release Gate.
Obtain necessary equipment and forms from Logistics.
Secure area against unauthorized access. Mark gates with
signs.
Set up Request Gate at the main student access gate. Use
alphabetical grouping signs to organize parent requests.
Have Student Release Forms available for parents outside of
fence at Request Gate. Assign volunteers to assist.
Set up Release Gate some distance from Request Gate.

Follow procedures outlined below to ensure the safe

reunification of students with their parents or guardians.

Refer all requests for information to the Public
Information Officer. Do not spread rumors!

If volunteers arrive to help, send those with Disaster Volunteer

badges with photo ID. to Logistics. If they are not registered

(do not have badges), direct them to a branch library to

register.

Operational Duties:

O O O 0O o o oo oo

Procedures:

‘ Requesting aduit fills out Student Release Form, gives it to
staff member, and shows identification.

Staff verifies identification, pulls Emergency Card from file,
and verifies that the requester is listed on the card.

Staff instructs the requester to proceed to the Release Gate.

If there are two copies of the Emergency Cards (one at each
gate), staff files the Emergency Card in the out box. If there is
only one copy, runier takes the card with the Student Release
Form, and staff files a blank card with the student’s name on it
in the out box.

oo 0O 0O

0 Runner takes form(s) to the designated classroom.
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Note: If a parent refuses to wait in line, don’t argue. Note time with appropriate
comments on Emergency Card and place in out box.

If student is with class:

Runner shows Student Release Form to the teacher

Teacher marks box, “Sent with Runner.”

If appropriate, teacher sends parent copy of first aid form with
the runner.

Runner walks student(s) to Release Gate.

Runner hands paperwork to release personnel.

Release staff match student to requester, verify proof of
identification, ask requester to fill out and sign the lower
portion of Student Release Form, and release student. Parents
are given the Notice of First Aid Care Given, if applicable.

OooOo Ooo

If student is not with the class:

0 Teacher makes appropriate notation on Student Release Form:

“4bsent” if student was never in school that day.

“First Aid” if student is in Medical Treatment Area.

“Missing” if student was in school but now cannot be located.

O Runner takes Student Release Form to CP.

[0 CP verifies student location if known and directs runner
accordingly.

[ If runner is retrieving multiple students and one or more are
missing, walk available students to Release Gate before
returning “Missing” forms to CP for verification.

O Parent should be notified of missing student status and escorted
to crisis counselor.

O If student is in first aid, parent should be escorted to Medical
Treatment Area.

O If student was marked absent, parent will be notified by staff
member.

Closing Down: O At the direction of the Operations Chief, return equipment and
unused supplies to Logistics. '
O Complete all paperwork and turn into the Documentation

Unit.
Equipment/ Job descripiion ciipboards
Supplies: Pens, stapler

Box(es) of Emergency Cards
Signs to mark Parent Request Gate and Release Gate
Signs for alphabetical grouping to organize the parents (A-F, etc.)
Empty file boxes to use as out boxes
Forms: Student Release Form (copies for every student)
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Responsibilities:

Start-Up Actions:

Operational Duties:

Closing Down:

Equipment/
Supplies:

Section: Planning/Intelligence
Planning/Intelligence Chief

This section is responsible for the collection, evaluation,
documentation and use of information about the development of
the incident and the status of resources. Maintain accurate records
and site map. Provide ongoing analysis of situation and resource
status.

Check in with Incident Commander (IC) for situation briefing.
Obtain necessary equipment and supplies from Logistics.
Put on position identifier, such as vest, if available.

Assume the duties of all Planning/Intelligence positions
until staff is available and assigned.

As (or if) staff is assigned, brief them on the situation and
supervise their activities, utilizing the position checklists.
Assist IC in writing Action Plans.

At the IC’s direction, deactivate the section and close out all
logs.

Verify that closing tasks of all Planning/Intelligence positions
have been accomplished.

O Return equipment and reusable supplies to Logistics.

O O O O O oOooo

2-way radio Paper, pens
File box(es) Job description clipboard
Dry-erase pens Tissues

Large site map of campus, laminated or covered with Plexiglas
Forms: Emergency Time/Situation Report

Sample log

Student Accounting Form
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Section: Planning/Intelligence
Documentation

Responsibilities: This section is responsible for the collection, evaluation,
documentation and use of information about the development of
the incident and the status of resources.

Start-Up Actions: Check in with Planning/Intelligence Chief for situation briefing.

Obtain necessary equipment and supplies from Logistics.

Put on position identifier, such as vest, if available.

Determine whether there will be a Finance/Administration

Section. If there is none, the Documentation Clerk will be

responsible for maintaining all records of any expenditures

as well as all personnel time keeping records.

oooo

QOperational Duties:
Records: Maintain time log of the Incident, noting all actions and

reports. (See sample log in Appendix.)

Record content of all radio communication with district

Emergency Operations Center (EOC).

O
O
O Record verbal communication for basic content.
a
O

Log in all written reports.
File all reports for reference (file box).

Important: A permanent log may be typed or rewritten at a later
time for clarity and better understanding. Keep all original
notes and records—they are legal documents.

Student and Staff Accounting:

Receive, record, and analyze Student Accounting forms.
Check off staff roster. Compute number of students, staff, and
others on campus for Situation Analysis. Update periodically.
Report missing persons and site damage to Command Post.
Report first aid needs to medical team leader.

File forms for reference.

Collect and file all paperwork and documentation from
deactivating sections.

Securely package and store these documents for future use.
Return equipment and reusable supplies tc Logistics.

Closing Down:

OO0 O Opbo OO0

Equipment/ 2-way radio paper, pens
Supplies: File box(es) Job description clipboard
Forms: Emergency Time/Situation Report

School Site Planning Guidelines - Part Two 46 Job Descriptions and Checklists



Sample log
Student Accounting Form
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Section: Planning/Intelligence
Situation Analysis

Responsibilities: This section is responsible for the collection, evaluation,
documentation and use of information about the development of
the incident and the status of resources. Maintain accurate site
map. Provide ongoing analysis of situation and resource status.

Start-Up Actions: [0 Check in with Planning/Intelligence Chief for situation briefing.
O Obtain necessary equipment and supplies from Logistics.
O Put on position identifier, such as vest, if available.

Operational Duties:
Situation Status (Map):

O Collect, organize and analyze situation information.

0 Mark site map appropriately as related reports are received.
This includes but is not limited to S&R reports and damage
updates, giving a concise picture status of campus.

[0 Preserve map as legal document until photographed.

O Use area-wide map to record information on major incidents,
road closures, utility outages, etc. (This information may be
useful to staff for planning routes home, etc.)

Situation Analysis: '
: O Provide current situation assessments based on analysis of
information received.

O Develop situation reports for the Command Post (CP) to
support the action planning process.

[ Think ahead and anticipate situations and problems before they
occur.

[0 Report only to CP personnel. Refer all other requests to
Public Information Officer.

Closing Down: O Close out all logs and turn all documents into Documentation.
0 Return equipment and reusable supplies to Logistics.

Equipment/ 2-way radio
Supplies: Paper, pens, dry-erase pens, tissues
Job description clipboards
Large site map of campus, laminated or covered with Plexiglas
File box(es)
Map of county or local area
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Section: Logistics
Logistics Chief

Responsibilities: The Logistics Section is responsible for providing facilities,
services, personnel, equipment, and materials in support of the
incident.

Start-Up Actions: Check in with Incident Commander (IC) for situation briefing.

Open supplies container or other storage facility.

Put on position identifier, such as vest, if available.

Begin distribution of supplies and equipment as needed.

Ensure that the Command Post and other facilities are set up as

needed.

oOooon

Assume the duties of all Logistics positions until staff is
available and assigned.

As (or if) staff is assigned, brief them on the situation and
supervise their activities, utilizing the position checklists.
Coordinate supplies, equipment, and personnel needs with the
IC.

Maintain security of cargo container, supplies and equipment.

Operational Duties:

At the IC’s direction, deactivate the section and close out all
logs.

Verify that closing tasks of all Logistics positions have been
accomplished. Secure all equipment and supplies.

Closing Down:

O o o o o o

Equipment/ 2-way radio
Supplies: Job description clipboard
Paper, pens
Cargo container or other storage facility and all emergency
supplies stored on campus
Clipboards with volunteer sign-in sheets
Forms: Inventory of emergency supplies on campus
Site Status Report
Communications log
Message forms
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Sectiom: ILogistics
Supplies/Facilities

Responsibilities: This unit is responsible for providing facilities, equipment,
supplies, and materials in support of the incident.

Start-Up Actions:

Operational Duties:

O OO0 oooono

O

Closing Down:

O

Check in with Logistics Chief for situation briefing.

Open supplies container or other storage facility if necessary.
Put on position identifier, such as vest, if available.

Begin distribution of supplies and equipment as needed.

Set up the Command Post.

Maintain security of cargo container, supplies and equipment.
Distribute supplies and equipment as needed. ‘
Assist team members in locating appropriate supplies and
equipment.

Set up Staging Area, Sanitation Area, Feeding Area, and other
facilities as needed.

At the Logistic Chief’s direction, receive all equipment and
unused supplies as they are returned.
Secure all equipment and supplies.

Equipment/ 2-way radio
Supplies: Job description clipboard
Paper, pens
Cargo container or other storage facility and all emergency
Supplies stored on campus
Forms: Inventory of emergency supplies on campus
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Section: Logistics
Staffing

Responsibilities: This unit is responsible for coordinating the assignment of
personnel (staff, students, disaster volunteers) in support of the
incident.

Start-Up Actions: [
O
a

Operational Duties:

oo

Closing Down: O
a

O

Check in with Logistics Chief for situation briefing.

Put on position identifier, such as vest, if available.

Open three logs to list staff, volunteers, and students who are
awaiting assignment.

Deploy personnel as requested by the 1C.

Sign in volunteers, making sure that volunteers are wearing
their I.D. badges and are on the site disaster volunteer list.
Unregistered volunteers should be sent to the city library to
register.

Ask volunteers to sign out.

At the Logistic Chief’s direction, close out all logs and turn
them in to Documentation Unit.

Return all equipment and supplies.

Equipment/ 2-way radio
Supplies: Job description clipboard
paper, pens
Cargo container or other storage facility and all emergency
supplies stored on campus
Clipboards with volunteer sign-in sheets
Forms: Inventory of emergency supplies on campus

List of registered disaster volunteers
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Responsibilities:

Personnel:

Start-Up Actions:

Operational Duties:

Closing Down:

Equipment/
Supplies:

Section: Logistics
Communications

This unit is responsible for establishing, coordinating, and
directing verbal and written communications within the school
disaster site and with the school district. If the school district
cannot be contacted, communications may be made with outside
agencies when necessary.

School staff member with campus two way radio, supported by
student or disaster volunteer runners, and
Disaster volunteer who is a qualified amateur radio operator.

O Set up Communications station in a quiet location with access
to the Command Post (CP).
O Turn on radios and advise CP when ready to accept traffic.

O Communicate with district EOC per district procedure. At the
direction of the Incident Commander (IC), report status of
students, staff, and campus, using Site Status Report Form.
Receive and write down all communications from the
district EOC.

Use runners to deliver messages to the IC with copies to the
Plans/Intelligence Chief.

Maintain Communications Log: date/time/originator/recipient
Follow communications protocol. Do not contact the city
directly if the district EOC is available.

Direct the media or the public to the Public Information
Officer.

Monitor AM/FM radio for local emergency news: KFWB 980
kHz and KNX 1070 kHz.

O O oo 0o 0O

O Close out all logs, message forms, etc. and turn them over to
Documentation.
O Return all equipment and unused supplies to Logistics.

2-way radios with spare batteries for each
Job description clipboard ~ paper, pens
Table and chairs AM/FM radio
File boxes, tote tray for outgoing messages
Forms: Site Status Report

Message forms
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Gﬁm Section: Fimance/Administration
Finmance/Administration Chief

Responsibilities: The Finance/Administration Section is responsible for financial
tracking, procurement, and cost analysis related to the disaster or
emergency. Maintain financial records, track and record staff
hours.

Start-Up Actions: Check in with Incident Commander (IC) for situation briefing.

Put on position identifier, such as vest, if available.

Locate and set up work space.

Check in with the Documentation Clerk to collect records and

information which relate to personnel time keeping and/or

purchasing.

oOooo

Operational Duties: [1 Assume the duties of all Finance/Administration positions
until staff is available and assigned.
O As (or if) staff is assigned, brief them on the situation and
supervise their activities, utilizing the position checklists.

Closing Down: [0 At the IC’s direction, deactivate the section and close out all
logs.
O Verify that closing tasks of all Finance/Administration
positions have been accomplished. Secure all documents and

records.
- Equipment/ Job description clipboard
Supplies: Paper, pens

Forms: Staff Duty Log
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QW’“ Section: Finance/Administration
Timekeeping

Responsibilities: This unit is responsible for maintaining accurate and complete
- records of staff hours.

Start-Up Actions: [0 Check in with Finance/Administration Chief for situation
briefing.

O Put on position identifier, such as vest, if available.

O Locate and set up work space.

O Check in with the Documentation Clerk to collect records and

information which relate to personnel time keeping.

Operational Duties: [0 Meet with Finance/Administration Chief to determine process
for tracking regular and overtime of staff.
O Ensure that accurate records are kept of all staff members,
indicating hours worked.
O If district personnel not normally assigned to the site are
working, be sure that records of their hours are kept.

(@ﬂm‘\ Closing Down: O Close out all logs.
O Secure all documents and records.
Equipment/ Job description clipboard
Supplies: Paper, pens

Forms: Staff Duty Log
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Sectiom: Fimance/Administratiomn
Purchasing

Responsibilities: This unit is responsible for maintaining accurate and complete
records of purchases. Most purchases will be made at the district
level; however, in emergency situations, it may be necessary for
school sites to acquire certain items quickly.

Start-Up Actions: [ Check in with Finance/Administration Chief for situation
briefing.

Put on position identifier, such as vest, if available.

Locate and set up work space.

Check in with the Documentation Clerk to collect records and
information which relate to purchasing.

ooo

Operational Duties: [0 Meet with Finance/Administration Chief to determine process
for tracking purchases.

O Support Logistics in making any purchases which have been
approved by the Incident Commander.
Closing Down: O Close out all logs.
[0 Secure all documents and records.
Equipment/ Job description clipboard
Supplies: Paper, pens
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Student Care: Teacher Responsibilities

Personnel: All teachers and substitute teachers

Responsibilities: 0 Assess situation and remain calm.

O If ground is shaking, lead Duck, Cover, and Hold On.

O Calm, direct, and give aid to students. Assist seriously injured
students if possible.

Lockdown or Shelter in Place:

O If gunfire or explosions are heard, get everyone to lie flat on
the floor.

[0 If Shelter in Place is activated, follow procedures.

Evacuation:

O Check with buddy teacher and assist as necessary.

O Take classroom kit, emergency cards and roll book.

O Evacuate to emergency assembly area:
o Check buddy teacher and assist if necessary or evacuate

both classes together.

o Use safest route, alert for hazards; quickly and quietly.
> Door closed but unlocked for Search & Rescue access.

Assembly Area:

O Instruct students to sit on grass or blacktop.
The staff needs O Take attendance and complete “Student Accounting Form.”
to speak with one [0 One of each pair of buddy teachers takes accounting forms to
voice. Only the Documentation and reports for assignment at Command Post.

Public Information Remaining Supervising Teacher:

Officer will release [1 Supervise and reassure students.

information to Administer first aid as necessary, or send student to First Aid

parents or the area with his/her emergency caid.

general public. Fill out “Notice of First Aid Care” form if first aid is given.

Retain one copy; attach the other to the emergency card.

Locate emergency cards for each student.

Keep a record of location of all students at all times, using the

Student Accounting Form.

Be alert for latent signs of injury/shock in a/l students.

tudent Release:

Student runners will bring form requesting student.

Note that student has left on the Student Accounting Form.
Send emergency card and any first aid forms with student.
Student will accompany runnei to release area.

If parent demands child, breaking release procedure, make
appropriate notations, describing incident, on emergency card

Wﬁ\ and store in classroom kit. Avoid confrontations.

Qo OO o 0O

ooooao
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Equipment/ Class lists
Supplies Student Information Sheets or Emergency Cards
First Aid kit and classroom kit (if available)
Forms: Student Accounting Form
Notice of First Aid Care
Clipboard
Pen or pencil
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Support Staff Responsibilities

Personnel: Librarian Guidance Counselors
Cafeteria Workers ESL
RSP Maintenance Workers
SDC Day Care
Speech : ROP
Aides Curriculum Specialist
Campus Volunteers Deans
Resource Teachers Custodians
Counselors

Responsibilities: O Follow standard safety procedures.
O If with students, follow Classroom Teacher Responsibility

guidelines.

[0 Check in at Command Post for assignment.
O Report any known injuries or damage.
O Use safety equipment and follow directions.
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