Oak Hills Elementary School
Oak Park Neighborhood School
1010 N. Kanan Road
Oak Park, CA91377

Safe
School

Plan
2015

Oak Park Unified School District
Prepared Pursuant to Education Code 32280-32288



- Oak Park Unified School District

Oak Hills Elementary School
Comprehensive School Safety Plan

Date 1/14/15

SCHOOL SAFETY PLAN



Oak Hills Elementary School
Comprehensive School Safety Plan
P 2014-15 Annual Update Checklist

Required Elements: Each school safety plan shall include Identification of appropriate strategies and programs
designed to maintain a high level of school safety and development of the following procedures:

Date Mark (X) All Appropriate Boxes Below
Section Number, Title, and Description of Change |No Change| Remove Add
Review Required | Required Pages* Pages*
1 |School Vision X
Statement of the school's mission and vision I// \1 X

2 |A Safe & Orderly Environment G
Programs and practices promoting a safe and l // L/ X

orderly environment conducive to learning

3 |Safety on Site
Leaving Campus, Student Passes,and Electronic ! / /C

Devices _ [

4 |School Crime Assessment .

Uniform information reporting system report I / / (.{ \
%4

5 |Safe Ingress and Egress

4 S
Safe Ingress and Egress To and From School ) //(,/ ><

6 |Dress Codes

Policies and regulations pertaining to student dress [ / / L/ X
codes
7 |In the Event of a Disaster )
Procedures, Routine, Maps, Scheduled Drills and [ / / 4,/ h «
Emergency Provisions

8 |Emergency Response 4
Team Flow Chart, Emergency Contact Numbers, // l (/', A

l Crisis Checklist, Response Team Job Descriptions

‘ 9 [The District at a Glance

10 [Sexual Harassment Policy

Policies and regulations pertaining to sexual
harassment

11 |Discipline: Rules and Procedures
Policies and regulations pertaining to student
discipline

12 [Hate Crime/Bulling Policies and Procedures
Policies and regulations pertaining to hate/bulling
reporting procedures

13 |Teacher Notification Policies

Teacher notification policies regarding

dangerous students

14 |Infectious Diseases

Policies and regulations pertaining to infectious
diseases

15 |Child Abuse Reporting Procedures
Policies and regulations pertaining to child abuse
reporting procedures

16 |Suspension & Expulsion Policies
Policies and regulations pertaining to student
suspension and expulsion

Si res and ification: ;
o~ p

Scr@ﬂ Principal Site Council or Safety Committee Representative

PN @i1-13-1%8 ///5//5/
Date Date 4

— * Attach 2 copies of all page changes to this checklist and indicate which policy section and page(s) it will be
replacing. Please return to the Business Services department by February 1.

C:\Users\mfrey\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\SL13XQ3Z\Comprehensive school safety form OHES



OAK HILLS ELEMENTARY SCHOOL

SCHOOL SAFETY PLAN
2014-15

Submitted by:

Erik Warren
Principal

SCHOOL SAFETY COMMITTEE MEMBERS

NAME TITLE
Erik Warren Principal
Eva Novak Teacher
Cindy Lokitz Teacher
Keri Lieberman Teacher
Kris Graves Parent
Kanan Andresen Parent
Samantha Varner Parent
Meredith Glickman Parent
Irene Lyle Parent
Maureen Frey Staff member
Reviewed by:

7 &l-iv- &

Prm?al’l Signature \ Date
"/ ﬁ/@(%y J/14[(S”

Site Coundil/Safety Committee Representative Signature Date

1/14/15 Oak Hills Elementary School
Date and Location of Public Meeting:




School Vision




OAK HILLS ELEMENTARY SCHOOL

VISION STATEMENT

Oak Hills Elementary School, a learning community
of children, staff, parents, corporations, and
organizations, enhances children’s lives by actively
engaging them in meaningful learning experiences.

hese experiences empower our students to become
creative, productive, socially responsible, life-long
learners and problem solvers who successfully
contribute to a culturally diverse and technologically
evolving society.




THREE WAY PLEDGE

THE STUDENT PLEDGE:

I understand that education is important to me. I am the one responsible for my own success!

AS A STUDENT, I WILL...

Show respect for myself and the rights of others.
Return corrected work to my parent(s).

Arrive at school on time every day unless I am ill.
Be responsible for my own behavior

Be a cooperative learner.
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THE TEACHER/SCHOOL PLEDGE:

We understand the importance of a quality education for every student, and our roles as educators and
positive role models.

AS A TEACHER/SCHOOL, WE WILL...

- 1. Create a safe, healthy and positive learning environment.
Provide a high quality curriculum and challenging instructional program which addresses the
individual needs of all students.
3. Communicate with parents on a regular basis.
4. Assign appropriate homework with clear instructions.
5. Encourage students to read daily at school and at home.
THE PARENT PLEDGE:

I understand that my participation in my child’s education will help his/her achievement and attitude.

o AS A PARENT, I WILL...
1. Provide a quiet place for my child to study.
2. Encourage my child to complete his/her homework.
3. Make sure my child gets an adequate night’s sleep and has a healthy diet.
4. See to it that my child arrives to school on time every day.
5. Attend Back-To-School Night, Parent Conferences, Open House and other school events.
6. Listen to or read with my child for at least 15 minutes every day.
7. Read all school notices, and contact the school when I have questions or concerns.
Student Date
Parent Date

Teacher Date



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, personal growth, and social
responsibility.

Vision Statement

The Oak Park Unified School district values a tradition of excellence in education. We
recognize that safety is one of the district’s most important responsibilities to its students, staff,
and parents. The following guidelines indicate the Oak Park Unified School District’s strong
commitment to safe schools. ;

1. The Oak Park Unified School District will provide a safe, orderly, and
secure environment conducive to learning.

2, The Oak Park Unified School District will create schqols which pupils
attend regularly and where students will be safe from both physical and
emotional harm. -

3. The Oak Park Unified School District will work collaboratively with
individual schools and the Governing Board to identify, establish, and use
strategies and programs to comply with school safety laws.

4. The Oak Park Unified School District will work cooperatively and
collaboratively with parents, pupils, teachers, administrators, counselors,
and community agencies, including law enforcement, to provide a safe and
orderly school and neighborhood.

5. The Oak Park Unified School District will develop academic programs
that focus on high expectations of pupil performance and behavior in all
aspects of the school experience.

6. The Oak Park Unified School District will prepare students for a smooth
transition from one school level to another for elementary, middle, and
high school students.

B The Oak Park Unified School District will solicit the participation, views,
and advice of teachers, parents, school administrators, and community
members and use this information to promote the safety of our pupils,
staff, and community.



Responsibilities within the District

The Oak Park Unified School District is committed to a high standard of excellence. The
district recognizes that a supportive relationship must exist between students, staff, and parents
to maintain a safe, orderly, and secure school environment conducive to learning. This
environment depends upon the fulfillment of the responsibilities of the district’s students, staff,
and parents.

The Students:

protect the rights of others to study and learn

are on time for all classes

follow school rules

volunteer information and cooperate with school staff in disciplinary cases
respect public property and carefully use and return all materials and equipment
ensure that school correspondence to parents reaches the home

*¥ X ¥ ¥ X ¥

The Staff:

* recognizes and respects the values representative in the homes of the students

* provides an educational environment that is safe, orderly, and challenging

* supports the district’s “zero tolerance” policy for the use of drugs, alcohol,
tobacco, and weapons

* maintains appropriate communication with parents, recognizing that parents are
partners in their children’s behavior

. The Parents:
* demonstrate positive interest in, involvement with, and support of the
educational process of the district
* communicate directly with the school when expressing a concern over a school
action, program, or policy
* provide supervision and a learning environment for the completion of
homework assignments )
* ensure that students are prepared and appropriately dressed for school
cooperate with the school in resolving their students’ academic or behavioral
problems



‘ A Safe &
Orderly
Environment




Oak Park Unified School District

Ensuring a Safe and Orderly Environment
In narrative form identify your schools strengths, areas of desired change and future plans
in the two following areas:
1. School Climate: Create a caring and connected school climate
How does your school site:
Involve parents -
Recognize and build on the cultural richness of your school community
Provide training so staff can meet the unique needs of the student body
Set high academic and behavior goals
Improve curriculum and teaching practices
Include health and resiliency curriculum
Address multiple learning styles
Promote caring, supportive relationships with students
Provide opportunities for student to have meaningful participation in
school and community service
Empbhasize critical thinking and respect
Communicate clear standards and consequences that are consistently
and fairly enforced
Communicate procedures to report and deal with threats
. Empower students to take responsibility for safety
Train staff on bullying prevention and tolerance
Provide training for student and staff on dangers of drugs and alcohol
. Other...
5. Physical Environment: Create a physical environment that communicates respect
for learning and for individuals
How does your school site:
a. Maintain classrooms and grounds as pleasant places to meet and learn
b. Make sure the school is an important part of the community
c. Share information about student crime and truancy with law
enforcement
Make your campus secure from outside criminal activity
Limit loitering
Monitor and supervise all areas
Provide a pleasant eating area and healthy food
Maintain clean and safe restrooms
Provide adequate lighting in all areas
Provide student with current textbooks and materials
Maintain a variety of sports facilities and equipment
Provide a well stocked library
. Communicate procedures for security including NIMS Plan
Deal with vandalism before students return to school
Inventory, Identify and store valuable property
Provide training for security personnel and staff
Engage students and the community in campus beautification projects
Promote school and neighborhood watch programs
Promote policy that weapons and drugs are not on campus
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A message from your Principal, Mr. Erik Warren

Welcome to the Oak Hills Elementary School family. We believe that the school staff and our
families form a vital team, working together to assist our children in their academic, social and
emotional growth.

At Oak Hills we set clear expectations and goals at high levels. We do this because we know that
every member of our school community will work together to ensure that each individual
achieves at the highest level. As one succeeds, so does the team.

Oak Hillsis a very special and unique learning community that has been recognized as a leader
in dementary education. The school has been recognized twice as a National Blue Ribbon
School by the U.S. Department of Education for meeting national standards for school
excellence. We have been named a California Distinguished School by the California State
Department of Education for excellence and as a school with high academic standards, a well-
articulated curriculum, and an outstanding learning environment. We have also been selected
as an Honor Roll School by the California Business for Education Excellence organization.

We hope that the information in this handbook will enable you and your student to understand
our programs and practices. Please take a moment to review this handbook, especially this year
as some minor changes have been made to better serve our school community.

Oak Hills Vision Statement

“Oak Hills Elementary School, a learning community of children, staff, parents, corporations,
and organizations, enhances children’s lives by actively engaging them in meaningful learning
experiences. These experiences empower our students to become creative, productive, socially
responsible, life-long learners and problem solvers who successfully contribute to a culturally
diverse and technologically evolving society.”

IMPORTANT INFORMATION FOR PARENTS

Oak Hills strives to provide an environment of warmth and support. We are confident
that through mutual respect, persona accountability and social responsibility we will
achieve excellence, positive growth and a safe environment for each and every one of us.



Communication

Communication between home and school is essential to ensure that students, parents and
school are working as a team. Once school begins you can access voice mail extensions,
calendars, bulletins, menus and much more information from our website at
www.oakparkusd.org/ohes

PABIICIEIIGRS . 5 v s s 5iim s s i ivion 818-597-4227
Office...ccviiiiiiiiiii, 818-707-4224
FaX. o 818-707-4232

To reach any staff member via email, simply type their first initial and last name followed
by @oakparkusd.org. Staff email addresses are aso listed on our website. Teachers
check their emails daily, but in most cases will not respond during times when students
arestill in class. Whenever possible, staff will respond to inquiries within one working
day.

Communications using phone, email, or any other method, must remain civil by all
parties. Violations of the District’s Civility Policy, such as using profanity, making
threats, or using insulting, rude, offensive or demeaning language, could result in the loss
of email access or other restrictions in future communication with staff members.

Parent Participation

Parent participation and support is vital to the success of our school. Classroom
volunteers, room parents, story readers, field trip drivers and many more opportunities
await you should you wish to help Oak Hills:

PTA: The Ok Hills PTA is the Parent/Teacher support organization for Oak Hills Elementary
School. The Ozk Hills PTA operates under the rules and by-laws of the National and State PTA. The
PTA is responsible for promoting a positive school climate and enhanced learning environment for our
children. The PTA raises significant funds to enable the school to offer an educational program of very
high quality. All officers are elected by members. Membership is encouraged for al Oak Hills parents
and staff members.

School Site Council: The School Site Council is made up of five parents eected by parents,
three teachers elected by teachers, one classified employee elected by classified employees and the
principa. The SSC is responsible for the School Improvement Program, and general goas and
philosophy, as well as the content of this handbook. Many school policies areinitiated and gpproved by
the SSC. Mesetings are held monthly and are open to the public. Mestings are posted in the school
bulletin.
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Parent Volunteers: At Oak Hills, we highly value our parent volunteers. It is important however that
the following guidelines are followed when volunteering at school:

o Volunteers must check in at the office, present their driver’s license or other valid ID, and
print out a temporary visitor's badge. This badge is to be worn where it can be easily
seen. When leaving, volunteers must sign out. This is for the safety of students and
volunteersin the event of an emergency.

o Volunteers may not bring younger children with them while they volunteer on campus.

o Volunteers are to remain confidentid in terms of viewing of student learning, student
work, individua student needs, etc.

o Children are to respect volunteers however the teacher is responsible for student
discipline.

o Under dl circumstances, volunteers are to follow the directions of the teacher.

o Volunteers must be respectful of teacher privacy in the staff room during recess and
lunch. Teachers often use this time to discuss individua student needs.

Donations

Any request for supplies or donations toward the purchase of supplies, materials,
equipment, field trips, programs, efc. is completely voluntary under the law in California
public schools. Students may not be charged for participation in educational activities
and may not be discriminated against or denied participation for not providing voluntary
donations to the school. Should any student or parent believe they were impermissibly
charged a fee or required to provide materials or supplies that they would not have
otherwise voluntarily paid or provided, an application for reimbursement may be filed
with the District by calling (818) 735-3206. For further information and legal references
you can visit our website at: www.oakparkusd.org/DONATIONGUIDELINES

Attendance

We want all students to be successful at school. Common sense and extensive research
tell us that the most successful students are those with good attendance. Because of state
law, schools only receive funding for the actual time students are at school, regardiess of
the reason for an absence.

State Law requires parents to send students ages 6 — 18 to school on time, to compel the
student to attend regularly, and to provide an explanation satisfactory to school personnel
for all absences or tardiness. Parents and/or guardians who fail to meet these obligations
may be guilty of an infraction and subject to prosecution (E.C. 48070).
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Reporting an Absence

We ask that parent/guardians call the Attendance Line at 818-597-4227 every mor ning that their
student is going to be absent from school. This number is available 24 hours aday. Thiswill help us
verify each student’s safe arrival to school, and accurately record each student’ s daily attendance.
Please be ready to provide the following information:

Name of caller and reationship to student
Student name

Teacher name

Reason for absence

Excessive Absences: Our district attendance system counts the number of days that students miss
school whether excused or unexcused. Excused absencesincludeillness or injury to the child,
quarantine of the home by a county hedlth officia, a medica/dentd appointment that can only be
scheduled during school hours, or attendance at funeral services for immediate family. Absences for
religious holidays may be granted upon written request of parent/guardian.

Reporting Student Tardiness

If your student is going to belate to school due to an gppointment or other valid reason, please cal the
attendance line at 818-597-4227 and let us know when the student will arrive, reason for late arrival and
if student will be requiring a hot lunch for the day.

Excessive Tardiness: Students are considered tardy after the 8:25 AM bell. Students who arrive after
that must report to the office for alate pass. On thefifth tardy, aletter will be sent home reminding
parents that students are required to be on time to school. On thetenth tardy, parents/guardians will be
required to conference with the Principal. On thefifteenth tardy, parents/guardians will be referred to
the Ventura County School Attendance Review Board (SARB), which in turn may refer the case to the
Superior Court for prosecution.

L eaving School

Students may not leave campus without being signed out by the parent/guardian or other
adult listed on the child’s emergency card. Students leaving campus during the school
day will be called to the office from class after being officialy discharged in the office.
Under no circumstance is anyone to go directly to a class or the playground to remove a
child from school.

Independent Study
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An Independent Study Contract can be formulated to provide on-going instruction for
students who may be away from school due to extended iliness and/or other extenuating
circumstances. Contracts are for a minimum of five consecutive days. It is the intent of
the contract to provide an on-going instructional program while the student is out of the
classroom. Parents can assist by setting aside study time each day so that work can be
accomplished in a calm and suitable environment. Please note the additional items:

o Independent Study Contracts must be requested in person by parent/guardian in the
schoal office.

. Contracts must be requested one week prior to expected absence.
o All contracts shdl be signed and dated by student, parent, teacher and principd.

o Clear and definite homework assignments shall be given to the student that will substitute
for at least one day’s worth of work for each day of absence from school.

o The contract and al accompanying work shall be turned into the teacher on the day of
student’sreturn to school.

o If work is not turned in and is overdue, the absences will be changed from excused to
unexcused and the contract will be cancelled. All work will be considered missing.

Make-up Policy
When a child is absent, work will be provided for the student only at the
parent/guardian’s request. This request must be made before lunch and work will not be
available for pick up until after 3:00 pm. Please be aware that the teacher will typically
dlow the student the number of days absent as an extension for the work to be
completed.

Home/Hospital Instruction

Home/Hospital instruction is available to students with temporary disabilities that make
attendance in regular day classes or dternative education programs impossible or
inadvisable. According to California Education Code §48206.3, 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 education program, after which the student can
reasonably be expected to return to regular day classes or an aternative education
program without special intervention. Home/Hospitd students can normally be expected
to return to their regular classes without special intervention after their disability has been
addressed through medical intervention. Home/Hospital Instruction is not normally
provided to students who may be out 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 Make-Up assignments and flexible timelines (see
above). Please contact the school office for further information.
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School Safety

It is absolutely critical that parents, staff, and students work together to ensure the safety
of our campus. Oak Hills has a comprehensive safety plan and the supplies and
equipment necessary to handle emergencies. Drills are held periodically to make sure we
are prepared in the event of an emergency. In the event of a mgjor disaster, school is one
of the safest places for your child. We will immediately protect, and account for students
before releasing them to parents. The parking lot will be off limits to al but emergency
personngl. Parents/Guardians or designated contacts should pick students up from the
Kindergarten Playground.

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. It is imperative
that you keep this information up-to-date for the safety of your student.

Traffic and Parking L ot Procedures

The following guidelines are designed to ensure everyone's safety and may cause some
minor inconveniences. Nevertheless, parents are expected to modd good, safe practices
and expect their students to do the same. With that in mind, please drive very owly and
carefully, be patient and courteous toward others, and respectfully follow all directions
from staff members. Do not use your cell phone while driving, especialy in our parking
lot. We strongly encourage those students within walking or bicycling distance to please
utilize those options. Carpooling is aso strongly encouraged. This benefits our
environment, mitigates traffic, as well as promotes the physical fitness of students.
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Pick-Up and Drop-Off Procedures

Therearethree areas designated for pick-up and drop-off at Oak Hills:

o The Loop — Located in the staff parking lot by the flagpole. When using this area, please
pull dl the way forward before picking up or dropping off. Do not drop off anywhere
except in the marked “drop off zoneg” along the walkway. Do not park and get out of
your car in this area. UNATTENDED VEHICLES WILL BE TICKETED AND
TOWED. If children are not here for pick-up, the driver must either circle again using
the “thru traffic lan€”’ or park on the street.

Staircase on Churchwood — There is awhite zone for drop off only. Do not double park.

Vadley View Park — The park has aparking lot. Thisis an acceptable area as children can
wak a short distance directly to our playground.

THE PARKING LOT IS FOR STAFF PARKING ONLY. THERE IS NO PARENT OR
VISITOR PARKING IN THE LOT AT ANY TIME.
Parents areinvited to park on the street, at the park, or may use the church lot if it is available.

Walking and Bicycling to School

Children who wak to school must wak on the sidewalk and only use marked cross walks to cross any
streets.

The following rules will be enforced regarding riding bicycles, scooters, skateboards, roller skates and
blades:

o Only students in grades 4 — 5 may ride bicycles to school. Students who do not follow
these rules may be forbidden from riding to or from school.

° Students may not ride skates, blades, scooters, Razors, or skateboards or any motorized
equipment to school. These items may not be ridden on the campus at any time. This
includes before and after school, weekends, holidays and vacations.

. Students riding a bicycle must wear a certified helmet. 1t must be worn and fastened
correctly. It is the parent/guardian responsibility to ensure this. If a student is caught
riding a bicycle to school without a helmet, parents will be cdled to bring the appropriate
helmet and/or retrieve the bicycle at dismissal time. The student will not be alowed to
leave campus without the proper helmet.

o Bicycles must be walked once the student enters the campus and should be secured in the
bike racks.

. Bicycles must use the designated bike lanes when available. Students must wdk their
bikes across streets at designated cross walks.

. Bicydes are required to follow &l treffic rules that affect motor vehicles induding
heeding of &l road signs.

. Bikes must beridden responsibly and in a controlled and safe manner at all times.
It is the parent/guardian obligation and responsibility to ensure that their student is
mature and reliable enough to handle the charge of riding their bike to school.
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Playaground Supervision

The main playground and Kindergarten yard are open and supervised after 7:45 am. in
the morning. There is no supervision at the park at this time. Only children on the
campus playground will be supervised. THERE IS NO SUPERVISION AFTER
SCHOOL. FOR THE SAFETY OF YOUR STUDENTS, CHILDREN ARE NOT
TO BE ON CAMPUS BEFORE 7:45 AM. AND MUST BE PICKED UP
PROMPTLY AT DISMISSAL.

Playground Rules

The school playground is a place for recreation, enjoyment, and learning. To ensure this,
the following rules are in place:

All games are open. This meens that al students may participate in any game at any
time. No one may be exdluded from any game.

Déliberate interference with games is not permitted.

Every game has rules. Many of these rules will be taught to the students as part of the
Physical Education program and may not be changed by the students.

In the event of a disagreement over agame, students playing in the game are to vote. The
outcome of the voteisfinal and may not be gppealed to the yard supervisors or principa.

Food and snacks may be eaten in the lunch areaonly.

Martia arts, including karate, are not permitted in any form at any time.

Games involving tackling, wrestling, pushing, etc. are not permitted.

Students are not permitted in the parking lot or off campus during the school day.

Balls, except soccer bdls, are not to be kicked. Balls are not to be bounced against
classroom walls, including portables.

Students must use bathrooms designated for their grade levels only. Students may NOT
usethebathrooms at thepark at any time.

Students may not wander in the pod aress, library, computer |ab, office, front of schoal,
or corridors without a pass from the teacher. Students are not to be in a classroom or
school area unattended by a school official. Students should get permission from the
playground staff before heading to the office.

There shal be no dimbing or pulling at trees or foliage. All wildlife is to be respected
and honored at dl times.
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o Students may not bring toys to school except for share items with the permission of the
teacher. This includes collector items, cards, eectronic games, etc. Students may bring
their own bals as long as they are clearly |abeled with the student’s name. These items
are to be shared in the same way as school-owned equipment. Any items brought from
home are brought at student’s own risk.

o In absolutely al cases the yard supervisors are to be respected and obeyed. Students who
disobey or are disrespectful will face disciplinary action.

. Students may not use any type of profane language.
o Freefdls off the bars and flips are not permitted.

o Students may not throw sand, dirt or other objects at others.

Animals on Campus/Playground

Animals can be an effective teaching aid. In addition, instruction related to the care and
treatment of animals teaches students a sense of responsibility and promotes humane
treatment of living creatures. Animals may be brought to school for educational purposes
subject to rules and precautions related to health, safety and sanitation. (Refer to Board
Policy 6163.2(a) and AR 6163.2(a).) Teachers and the responsible adult owner shall
ensure that these rules are observed so as to protect both the animal and the students.
Dogs that may pose a danger to others may not be brought on campus.

Academic Honesty

Academic honesty is required at all times to ensure student success. Academic
dishonesty, including cheating and plagiarism, is considered a violation of school policy
and will result in disciplinary consequences including receiving no credit for the
assignment, project or test. Examples of academic dishonesty include:

o Copying homework or any class assignment from another source (plagiarizing), or
alowing another student to copy one’'s own work
. Willfully falsifying data and presenting it as on€' s own research or work

. Passing notes during a test, looking at notes during a test, attempting to look at another
student’s test, or dlowing another student to see on€'s own test

o Talking or otherwise communicating with others during a test
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Racial/Ethnic Sensitivity

Respect for all racial and ethnic groups is required at al times. Students will not make
remarks, slurs, innuendoes, jokes, etc. related to a person’s race, gender, ethnicity,
religion, color, national origin, sexual orientation, or background. These remarks made
in general or directed toward another child, adult, or family will not be tolerated.
Students who make such remarks are subject to suspension or other consequences.

Sexual Har assment

Any student who engages in sexua harassment may be subject to disciplinary action, up
to and including expulsion. Any student who feels that she/he is being harassed should
immediately contact the principal. Each complaint of sexua harassment shall be
promptly investigated in a way that respects the privacy of al parties concerned. Sexudl
harassment at the elementary school level may include:

. Sexual slurs, threats, verbal abuse, derogatory comments or sexudly degrading
descriptions

. Graphic verba comments about an individud’s body, overly persona conversation,
and/or inappropriate touching
Sexual jokes, stories, drawings, pictures or gestures
Spreading sexua rumors
Displaying sexudly suggestive objects

Controlled Substances

Any student who is in possession or under the influence of any controlled substance, or
look-alike substance, including tobacco, alcohol, and illegal drugs, or misusing lega
prescription or non-prescription drugs, will be suspended from school and may be
expelled from all schoolsin the Oak Park School District.

Oak Hills Elementary School and the entire Oak Park Unified School District is a
“Smoke Free Zone.” Board Policy strictly prohibits use of any tobacco product by
anyone on the grounds or buildings at any time. This also includes field trips with
students off campus.

Weapons

The Oak Park Unified School District prohibits the possession of any type of weapons on
campus. Any student who is found to be in possession of a weapon including but not
limited to, any knife or any type of gun including pellet, bb, or any explosive device
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including a firecracker or fireworks, will result in suspension and possible expulsion. -~
Thisincludes any replica or look-alike of the above.

Students and parents are strictly prohibited from making credible threats against school
officials, school property or both.

Technology and Internet

Our classrooms and computer lab are Internet capable for teacher and student use.
Internet access is filtered to prevent access to inappropriate material and student use is
monitored to the best ability of parent or staff member. Please review the Technology
Use Agreement carefully with your student. The Agreement must be signed by each
student and/or adult using school computers.

Dress Code

The district expects students to attend school wearing neat and clean clothing and be
appropriate for all school activities. In no case should the dress or appearance of a
student endanger the health or safety of the student or others. Clothing may not be of a
nature to have a “disruptive effect upon the orderly operation of the school.” (State of
California Administrative Code, Section 5, Section 30200).

o No attire may be worn that promotes or advertises the following: acoholic beverages,
tobacco products, other drugs, negative or profane comments, vulgar or obscene language
or images. No rude or insulting slogans or items that can be viewed as threatening
shall beworn.

. Students may not wear revealing clothing, bare midriffs, tank tops or “spaghetti straps”.
No cut off shirts or shorts, oversized clothing or showing of underwear.

. Appropriate footwear is required. No thongs, sandals, open toed shoes, boots or hedls.
Comfortable and flexible shoes or tennis shoes are suggested. Shoes must be safe and
appropriate for Physical Education activities.

° Hair should be clean and well kept. Outrageous hairstyles and hair color are not
permitted. Boys are encouraged not to wear “pony tails’ or “rat tails”.

. Due to safety issues no dangling earrings are permitted. Girls may only wear post
earings. Boys may not weer earrings at school. This could be viewed as ingppropriate at
the e ementary school age and could be disruptive to the orderly operation of the school.

o Students may not wear any type of tattoo, including temporary rub on types.



. Students are encouraged to weer hats and visors outdoors to provide additional protection
from the sun. However, they may not wear them indoors or in classrooms.

Enforcement of Dress Code

Parents can help students use good judgment in choosing what to wear to school.
Students who violate the dress code will be sent to the office and parents will be called to
make arrangements for a change of clothing. Students may be required to remain in the
office for the remainder of the school day if parents cannot be reached. If appropriate
clothing is available for the student, the inappropriate item will be kept at school until the
student’s parent/guardian can retrieve the item in person. Repeated issues will result in
normal disciplinary procedures.

Cedl Phones and Electronic Equipment

. We strongly recommend that elementary students do not bring cell phones to
school. If cell phones are brought to school, they must remain completely turned
off (not just silenced) and must remain in the student’ s backpack at all times during
the school day. In an emergency, parents will be contacted using the school
telephones, not the child’s cell phone. Cell phones may only be used before and
after school.

. Many electronic devices can have tremendous educational value. Devices such as
laptops, tablets, or “e-reader” devices may be brought to school, but only with the
permission of the student’ s teacher and parent.

o Any electronic items brought to school are brought at student’s and parent’'s own
risk. These items can be easily lost, damaged, or destroyed and are costly to
replace. ‘

Student Behavior and Discipline Procedures

Although positive reinforcement and modeling are our primary tools regarding student
behavior, there are times when students will need to understand that their actions can
have negative consequences aswell. At Oak Hills, the goa of al discipline proceduresis
to assist parentsin their role of providing guidance to their children, and to teach students
to make positive choices regarding their behavior and actions. Therefore, the following
procedures will be implemented regarding violations of school and classroom rules:
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o Students will usualy be warned regarding the violation of a rule on the first offense.
Warnings will not be given regarding serious offenses such as fighting, theft, destruction
of property, or defiance. Consequences will immediately result from these offenses.

o After awarning, the gppropriate adult will issue a consequence that fits the offense, such
as atime out or benching during lunch or recess. Parents are not normally notified unless
this occurs frequently.

o If the offense is serious or if the same offense has occurred before, the student may be
referred to the principa. The student will be given the opportunity to offer an
explanation. The principa will investigate, weigh the facts, make a judgment on the
matter and assign consequences. Consequences may include but are not limited to after
school detention, loss of recess, loss of privileges, in school detention, and out of school
suspension. In al serious offences the parents will be notified of theincident.

. In situations that involve fighting, all students who participate may receive
consequences no matter who started the altercation. Students should not be advised
by adults to fight to defend themselves. Problem solving and conflict resolution should
be thegoal. No form of fighting will betolerated at Oak Hillsfor any reason.

Suspension/Expulsion

Teachers may suspend a child from their class for a period of one day in the school
office. The principal or designee may suspend a child for up to five consecutive
days either in school or at home. In al situations regarding a suspension, the
parents will be required to attend a conference to discuss the situation and to
review papers that will be placed in the child's cumulative record. The district
policy has been established regarding all suspension that includes due process.
Please note the following:

o State law allows schools to require parents to spend a day with their child at school in the
event of continuing or severe disciplinary problems. Parents may be required by the
school to do this and employers are required to release the parent, however the employer
may charge vacation/sick leave.

. Corporal Punishment shell not be inflicted on any student at any time. An amount of
force that is reasonable and necessary for a school officid to quell a disturbance
threatening injury to persons or damage to property, for self-defense or to obtain
possession of weapons or dangerous objects shal not be considered corporad punishment.

. Students may be recommended to the governing board for expulsion from school for the
continuation of offenses. Students will be recommended for expulsion for possession of

wespons or replicas of weapons or narcotics or any controlled substance on the first
offense.
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Questions and Concerns

In the event that you have questions or concerns about your student, a program or
classroom expectations, please contact the teacher first. If after working with the teacher
you fedl that your concerns are not handled in a satisfactory manner, please contact the
principal. Subsequent to that meeting if you still feel dissatisfied you may access the
OPUSD Complaint Procedure by filing a written complaint on the form available in the
school office.

Classroom Observations

Parents wishing to observe in a classroom must fill out a request form and submit it to the
office at least two days prior to the requested visit. Observations are to be no longer than
20 minutes in length and the parent is to be accompanied by a school administrator.

Student Assessment/Goal Conferencing

Student assessment at Oak Hills includes student-led conferencing, god setting, and
standards based report cards. In grades 3 — 5 a student-led goal setting conference will be
held in November. In gradesK — 2, parent-only conferences with report card distribution
will take place at that time. An optiona second report card conference will be held in
March at the request of either the teacher or parent.

In the spring, students in grades 3 — 5 will participate in Smarter Balanced (SBAC)
testing. These assessments are aligned with the Common Core State Standards (CCSS).
At Oak Hillswe view these tests as just one of several ways that students are assessed.

It is our hope that our carefully crafted assessment system will help us to honor student
differences and plan for a wide range of diverse needs. Many areas of growth are
targeted and all types of excellence will be celebrated.

Health I nfor mation

In an effort to provide the most healthful and wholesome atmosphere for children at Oak
Hills, we are providing parents with the following information, rules and regulations:

. Please do not send your child to school with an illness, respiratory infection (common
cold), atemperature of 100 degrees or above, or arash. A child who has had afever must
have anorma temperature (below 100 degrees) for at least 24 hours without taking fever-
reducing medication before returning to school.

#5



. Please do not send your child to school to be diagnosed by school staff.

o If your child is sent to school and the steff thinks that his/her physical condition will not
support an ability to learn, the parent will be caled and the student will be sent home. If
aparent is unavailable, persons designated on the emergency card will be contacted.

Prescription and Non-Prescription Medication

If your child requires prescription or non-prescription medication to be given at
school on aregular basis, you and your child’'s doctor must complete a medication
form. In addition, the medications must be received by Oak Hills office staff in its
original packaging or a prescription bottle from your pharmacist with the name of
the student, the dosage, and the name of the medication clearly marked on the
label. Please note the following:

. If your child requires as-needed medication for bee stings, peenut dlergies, asthma,
migraine headaches, eic., and you wish to keep medication on hand at school, a
medication form will have to be signed by you and your child’s doctor. The medication
must be in its original packaging or prescription bottle, clearly labeled with the correct
dosage. There must also be a visible expiration date on the package.

. The office does not have a supply of over-the-counter medications for students.

o Office personnd will administer any and &l medication provided by you only if you and
your student’s physician have completed the appropriate medication form. Under NO
circumstances may a child have any medication (including over-the-counter products) in
his or her possession while at school. All medication forms must be renewed at the
beginning of each school yeer.

. We must have a note from the doctor detailing an injury and necessary restriction of all
students with breeks, fractures or sprains. We need information about al injuries that
require ace bandages, splints, casts, or crutches.

Nut And Allergic Reaction Policy

Students with alergies need to participate freely in our world community as a whole. So rather than
isolate these students or attempt to enforce our site as a“nut freg’ school environment, we have instead
chosen to educate al of our students and staff members about food alergies. It is our belief that if we
empower our students, they will become active participants in helping support one other. In addition,
we are teaching those with allergies necessary life skills as they approach the uncontrolled environments
that they will deal with throughout their lives.

These statements do not mean that we take nut/food alergies lightly. All staff members are trained in
the use of Epi-pens. All staff members receive a copy of “Students With Hedth Concerns” list that
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identifies each student with name, picture, alergy and treatment. The front office and campus
supervision steff is trained in CPR/first aid as required by district. The hedlth office staff reviews and
logs al medication with al office staff for ease of access in the event of emergency.

At Registration and New Student Orientation, all parents are advised to notify the office if their student
has any dlergies or other health concerns. It is aso at this time that parents are reminded that we have
students with food allergies on site and to be conscious of this when planning class party foods and
packing lunches.

To further identify students with alergies, at initia registration we ask parents to complete the Hedlth
Inventory, and fall registration forms are collected before the beginning of school with the hedth section
of the OPUSD enroliment form reviewed by the office staff.

When the school is advised by parents that a student has an alergy, the health tech contacts the parent to
establish the course of action that the parent and student’'s hedlth provider have determined to be
appropriate. If medication such as an Epi-pen has been prescribed, it is the parent’s responsibility to
return the appropriate completed “ Authorization for Any Medication Taken During School Hours” form
aong with the proper medication. At this initid contact, the health tech explains our philosophy and
reviews with the parent the prescribed protocol.

After the start of the school yeer, the health tech visits each dassroom to discuss techniques to minimize
spread of germs (hand washing, cough covering techniques), health office procedures and helping each
other with dlergies (food, nut, bee, grass and thelike). Students who have alergies are invited to share
symptoms of a reaction and what help they might need from their fellow classmates. It is at this time that
eating arrangements for nutrition and lunch are discussed.

Severe Reaction Accommodations

At nutrition and lunch we assign our students to eat at grade-leve tables. Students who have nutsin their
med are told to not to sit at the same table as their felow students with alergies. No oneisisolated; no
oneisforced to sit done. If astudent has anut product, they may consumeit after anyone with allergies
has left the table or they may move to another dass level table. Students with a severe reaction
threshold are asked to leave the eating area through doors away from trashcans that might contain nut
odors.

Homework Policy

The purpose of homework at Oak Hills is to enrich each child’s learning experience by
providing an appropriate quantity and quality of homework for each child at each grade
level. Homework is meant to be a positive learning experience for each child with the
intention of reinforcing the concepts taught in the classroom, preparing students for
classroom activities, and teaching responsibility and the importance of completing tasks.

One of the most important aspects of a primary education is developing good reading
skills. For this reason, each child is expected to read, or be read to, for a minimum of
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thirty minutes each day. This time isintended to be an enjoyable part of the child's (and
hopefully family’s) day.

The purpose of school projectsis for the students to develop and share their knowledge of
agiven subject or concept in a variety of ways. Age and grade level appropriate projects
may be assigned with the expectation that students have the knowledge and are capable
of completing them on their own.

In addition to the homework described above, a student may need to complete other types

of work at home. This may arise if the child has unfinished class work or if the child has
make-up work.

Forgotten Homework M aterials

During the first few hectic weeks of school the office is happy to assist you and your
student with opening classrooms to retrieve forgotten work when possible. Starting in
October, we would like you to remind your child to make an extra effort to remember
their homework, as the classrooms will not be opened. We suggest that your student

write their “study buddy’s’ telephone number down at home so that forgotten
assignments and books can be easily borrowed.

Goals and Guid€linesfor Holiday Education and Activities

A child's experience in a public elementary school will comply with the First
Amendment and the Establishment Clause of the United States Constitution.

o If it is part of the district standards and curriculum for a grade levd,
teachers may teach about various religious holidays, their historical
origins, why they are celebrated, along with associated holiday
traditions throughout the year.

o Choral performances in December are considered artistic expression
and not areligious celebration.

Student Attendance at Sibling Performances

While we appreciate the desire of parents to have siblings attend each other’s school
performances during the school day, we would like to make parents aware that this can
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W create problems for your children and for our staff. In order to minimize the disruptions
that might be caused when a child is pulled out of his or her class to watch a sibling
perform, we have established the following procedures:

Please remember that you may be removing the non-performing student from
valuable academic lessons. Any work missed will have to be made up.

Siblings may only attend performances with the permission of the teacher who is
hosting the show. Some performances are not intended for an audience that
includes siblings.

Siblings should only attend performances if their teacher is not conducting critical
academic instruction.

A written note requesting permission must be received by both teachers at least
two days prior to performance. Last minute requests are extremely disruptive and
will not be honored.

Siblings may not remain in performance classrooms for any subsequent classroom
activities or parties. These events are designed for the participating students, not
their siblings. Siblings must return to their assigned classroom at the conclusion of
the performance.

Field Trips
Roads Scholars

All field trips at Oak Hills are voluntary. No child is required to participate in an off
campus field trip, and any requested payments for field trips and or buses are voluntary
and considered a donation to the school district. If the parent does not sign the consent
form for the field trip and return it to the teacher by the stated time, the student will be
assigned to another class for the period of the trip. If a bus trip is arranged, parents do
not have the option to drive and follow the bus or transport their own student. When
using parent-drivers, all children must leave and return with their class as assigned.

Please note the following additional guidelines regarding field trips:

. When parent drivers are used on field trips, they are required to fill out the
proper forms in advance and show evidence of minimum limits of liability
insurance not less than $100,000 per person/$300,000 per occurrence. A
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copy will be kept on file. The driver's insurance will provide primary
coverage and the district insurance will provide secondary coverage.

o If driving, the driver’s car must be in excellent mechanical condition and a
seat belt must be available for each student. Students are not permitted to sit
in the front seat. Children are safest in the back seat. The car must have
enough gasoline to complete the trip without making a stop for gas. Parent
drivers are responsible for ensuring that children are safety belted and
behaving appropriately in the car at al times.

o Appropriate car seats must be used as required by law. Parents of students
who require a car seat or booster are responsible for providing the
appropriate car seat and making sure it is installed correctly in the drivers
vehicle.

o Adults who attend field trips should plan to supervise students at al times.
Adults are to help keep students safe and orderly. 100% of their attention is
to be devoted to the supervision and safety of the students.

o Siblings who are not part of the participating class are not to attend field
trips.

o When driving on afield trip all cars must go directly to the destination and
return directly to school on the return trip. IT ISNOT PERMITTED TO
STOP FOR FOOD, DRINKS, ETC. OR VARY FROM THE
PRESCRIBED ROUTE.

Invitations, Flyersand Birthdays

Party invitations and flyers announcing community activities are not to be distributed at
school. Public announcements can be made in the Oak Hills Bulletin.

Balloon bouquets, flowers and extreme celebrations are not permitted. In keeping with
the District’s Wellness Policy, food items should not be used in conjunction with birthday
celebrations. Please check with your individual teacher for appropriate aternatives.
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Food Service

Snacks can be purchased at morning recess and a full hot lunch can be purchased at lunch

recess. Checks should be written to OPUSD Food Services and can be placed in the box
in the office.

Lunches

For liability and safety reasons, parents may not provide lunch for students other than
their own. Parents are discouraged from bringing food to the school, asiit is disruptive to
the classroom and overall learning environment. Please arrange to send your child to
school with a lunch you provide or make sure your student knows he/she will be
purchasing lunch at school. If purchasing a lunch, please make sure your child has
money on their lunch account. These arrangements should be made at home prior to
school.

Waste Reduction Policy

Ozk Hills encourages a policy to aggressively reduce the amount of waste generated by
lunch and snack times on campus. We believe that as a school we have the responsibility
to teach children and model for them earth friendly habits. Therefore, the following
guidelines are established:

o Students who bring lunch or snacks to school should use only a re-usable
lunch box.

o All food in this lunch box should be packaged in re-usable containers. |If
plastic bags are used, they should be taken home and used repeatedly for the
life of thebag. Napkins should be cloth and re-usable.

° Students should avoid bringing food to school that is overly packaged.

Parents are encouraged to purchase food in larger quantities and then use
smaller re-usable containers to send food items to school.

] Drinks should be in re-usable or recyclable containers. Glass containers are
not allowed for safety reasons. The preferable method is to send drinks to
school in a thermos or other reusable container. Avoid straws and small box
drink containersif possible.

] Students will be assigned to monitor recycling containers daily. They will
remind peers to sort their waste and not to throw away re-usable containers.

° Oak Hills has a water filtration system that utilizes re-usable containers sold
through the PTA or any other re-usable water bottle.
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School Supplies

We ask that you make a donation towards the necessary classroom materials that
have been provided for our quality instructional programs. These funds will be
used for paper, tag board, laminate, consumable science materias, paints, pens,
pencils, notebook paper, folders, crayons, markers and many more items. The
school has purchased these items for your child in bulk at wholesale cost. This
program saves money and means you will not need to provide these materials on
an ongoing basis. Your participation is voluntary, and your contribution is
considered a donation. Please see the Donations section on page 4 of this
handbook or refer to www.oakparkusd.org/DONATIONGUIDELINES on our
District website.

District Programs

Special Education Advisory Committee (SEAC)

The Special Education Advisory Committee (SEAC) provides a forum in which staff,
administration, and parents of Oak Park Unified School District (OPUSD) can discuss
issues and recommend action regarding special education programs and services in
OPUSD in order to:
o Advise the OPUSD Board of Education regarding the present status and areas of needed
improvement in special education;
° Investigate, address and propose recommendations for urgent issues that have arisen; and

° Educate and inform the public, the administration, the staff, and the Board of Education
regarding the laws and best practices pertaining to specia education.

Gifted and Talented Education (GATE)

The purpose of the Gifted and Talented Education (GATE) Program is to
recognize the performance capabilities of gifted students, as well as to address the unique
needs and differences associated with having these abilities. The GATE Program
provides gifted learners with qualitatively differentiated curriculum experiences; focusing
on basic sKills, higher level thinking, inquiry, problem solving and creativity. Classroom
instruction for GATE students differsin pace, depth and complexity of study and
considersindividual learning styles, social-emotional needs, as well as exceptional
abilities and special needs. Each school has a GATE Coordinator to assist in the student
identification process and to provide information and support to teachers and parents.
Regular meetings for parents and school district staff are conducted at the district office.
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ESPECIALLY FOR THE STUDENTS

Student Rights

A right is something that belongs to you inherently and cannot be taken away from you
by anyone. In turn, students must remember that others have these rights as well,
including teachers and classmates.

1.

The right to be safe at school. This means that no one should intimidate or make
students afraid to be at school. Oak Hills shall be a safe and comfortable place for
everyone.

The right to be respected and treated with kindness at school. This means that no
one should make fun of students or hurt someone's feelings intentionally. No one
may embarrass anyone else.

Theright to be heard. This means that al students will have the opportunity to tell
their side of the story before receiving consequences for breaking arule. |f a student
feels that one or more of their rights have been violated they should tell their teacher,
campus supervisor or principal.

The right to be yourself at school. This means you should not be treated unfairly
because you look different, talk differently, take a little longer to
get the right answer, or are different in any other way. Y ou can be an individual.
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Student Responsibilities

1. Do not keep othersfrom learning. Students come to school to learn. If someoneis
being kept from learning by distractions, then they are being deprived of something that
istheir right. All classroom rules must be strictly obeyed.

2. Come to school every day unless you are sick. Parents are required by law to send
their children to school from ages 6 —18. Theonly valid reason for an absenceisillness.

3. Beon timefor school and classes. Parents are required by law to have their children
to school on time every day. Students must be in line by the designated time. Students
who arrive after the class starting time are tardy and must report to the office.

4. Students are expected to follow all legal, reasonable direction by any staff
member. Staff members include the principal, teachers, yard supervisors, custodians,
instructional aides, office staff, librarians, and any specialists. Students should comply
without being argumentative or disrespectful. Violation of this rule is known as defiance
and is treated very seriously.

5. School property isto be respected. All students will respect al school property asit
belongs to all of us. The repair or replacement caused by the destruction or damage of
school property will be the financial responsibility of the student’ s parent/guardian.

6. Students will act appropriately at assemblies, special events, and when on field
trips. During these activities it is often difficult to behave at your very best; however,
these events are when your very best behavior is expected the most. This includes
evening activities.

7. Behavior going to and from school will be excellent. The school rules apply on the
way to school and on the way home.

8. Studentswill adhereto the dresscode.
9. Studentswill respect all adultsworking on campus. Students will show

al adults proper respect, including parent volunteers. Parent volunteers will not be
responsible for disciplining students. Teachers and staff will handle all discipline.
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School Spirit

We refer to our school as a “Learning Community.” This means that all of us including
parents, staff, and students, are working together to help each other learn and grow.

One way to show our unified spirit is by wearing our school shirts. Please remember to
wear your Oak Hills shirt every Thursday. The PTA has shirts available for no cost to
familiesin need. Just contact the office.

The school mascot is the Coyote. The school motto is “A special place to learn, grow
and succeed.” |If you are new to Oak Hills, you will soon learn our school song. Be sure
to sing it with pride!

Participation in Extra Curricular Activities

Students are encouraged to participate in any and all extra curricular activities offered at
Oak Hills. Please remember that students participating in these activities must attend
school on the day of the activity. Students are expected to follow all school rules while
participating in these activities.

Kidswith Character

The OHES “Kids with Character” program involves a monthly, school-wide theme with
various activities that teachers can individually structure to match what is happening in
their classrooms. Character traits for each month are:

September Respect

October Friendship/Kindness
November Responsibility
December Honesty

January Fairness

February Determination
March Acceptance

April Cooperation

May Citizenship
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School Service

An important aspect of a child's educational experience at Oak Hills is School
Service. All students are engaged in age-appropriate school service projects as part
of their daily routine. These activities may include:

e Cleaning their own classrooms on regular basis — including wiping tables
and cubbies.

¢ Cleaning up the lunch area every day so that it is ready for the next group of
students.

e Working in teams to help sort recyclables and to enforce the waste reduction
policy.

Students can also work on various special projects throughout the year.

Student Government

One of the important aspects to establishing a positive school climate is an
effective and active student government. That has been a tradition at Oak Hills and
the organization is set up asfollows:

A president, vice-president, secretary, treasurer, and publicists will be selected
from the members of the Student Council and will be known as the Executive
Officers. The Student Council is made up of two representatives from each
classroom in grades 2 — 5. Student Council will also have members-at-large, who
are students who ran for a representative position, but did not get elected.
Classroom teachers must approve all Student Council members in order to be
eligible to be part of Student Council. The Student Council will meet twice each
month unless more meetings are required at certain times of the year.

Qualifications:

President: 5" grade
VicePresident: 5" grade
Secretary: 2" . 5" grade
Treasurer: 2" 5" grade
Publicist: 2" 5" grade

All students must be in good standing in terms of behavior, academics and have
approval from their teacher and parents.
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District Contact Information

Oak Pak Unified School District
5801 Conifer Strest
Ok Park, CA 91377
818-735-3200

SUPERINTENDENT
Dr. Tony Knight
818-735-3206

ASST. SUPERINTENDENT
BUSINESS SERVICES
Mr. Martin Klauss
818-735-3210

ASST. SUPERINTENDENT

EDUCATIONAL SERVICES
Dr. Leslie Heilbron
818-735-3250

SEAC
Specia Education Advisory Committee
Director of Pupil Services
818-735-3208

SCHOOL BOARD MEMBERS
Mr. Allen Rosen
Mrs. Mary Pdlant
Mrs. BarbaraLaifman
Mrs. Sepideh Yeoh

OTHER SCHOOL SITES

Brookside Elementary
818-597-4200

Medea Creek Middle School
818-707-7922

Oak Perk High School
818-735-3300

Ok View High School
818-735-3217

Ozk Park Neighborhood School
818-707-7742

Red Oak Elementary
818-707-7972
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Oak Hills Elementary School
Policy and Regulation Form

|
|
|
| Acknowledgement of Receipt of | nformation
|
|
|
|

PRINT & RETURN THIS PAGE ONLY

Thank you for taking the time to thoroughly read this School Handbook. All Oak Hills
students and parents are responsible for reading and acknowledging that they understand
the content of the School Handbook every year. This page must be printed, signed and
returned to the school before students attend class.

RETURN THISFORM AT REGISTRATION

|
|
. PARENTS/GUARDIANS ARE REQUIRED TO SIGN AND
|
|

| have read the 2014-2015 Oak Hills Elementary School Handbook and have carefully
reviewed and discussed it with my student. We are aware of our rights, responsibilities,
and all school rules, codes, and procedures for discipline.

STUDENT SIGNATURE:

PARENT SIGNATURE:

Date:

|
|
|
|
|
|
|
|

|
|
|
|
:
|
|

~ SIGN HERE

|
|
|
|
|




Safety on Site




SAFETY

Oak Hills has a safety plan and supplies to handle emergencies. Drills are held
with staff and students to be prepared in the event of an emergency. In the event of
a disaster, school is one of the safest places for your child. We will first protect,
then account for, then begin releasing students. The parking lot will be off limits to
all but emergency personnel. Parents/Guardians or designated contacts should pick
students up from the Kindergarten Playground.

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. It
is imperative that you keep this information up-to-date for the safety of your
student.

Traffic and Parking Lot Procedures

The focus of the traffic management program at any school has to be on the safety
of the students. We strongly encourage those students within walking or bicycling
distance to please utilize those options. Carpooling is also strongly encouraged.
This benefits our environment, mitigates traffic, as well as promotes the physical
fitness of students.

The following guidelines are designed to encourage safe practices which may
cause some minor inconveniences but, if followed, give everyone the best chance
for safe drop-off and pickup times. Parents need to model good, safe practices and
expect their students to do the same. With that in mind, please do not use your cell
phone while driving, especially in our parking lot.

Pick-Up and Drop-Off Procedures

There are three areas designated for pick-up and drop-off at Oak Hills:

. The Loop — Located in the parking lot by the flagpole. When using this area,
please pull all the way forward before picking up or dropping off. Do not drop
off anywhere except in the marked “drop off zone”. Do not park and get out of
your car in this area. UNATTENDED VEHICLES WILL BE TICKETED
AND TOWED. If children are not here for pick-up, the driver must either circle
again using the “thru traffic lane” or park on the street.



Staircase on Churchwood — NEVER DOUBLE PARK HERE! It is unsafe and
illegal.

The Park — Valley View Park is contiguous to our campus and has a parking lot.
This is an acceptable area as children can walk a short distance directly to our
playground.

THE PARKING LOT IS FOR STAFF ONLY. THERE IS NO PARENT
OR VISITOR PARKING IN THE LOTS AT ANY TIME. DO NOT USE
THE STAFF PARKING LOT BY THE PLAYGROUND TO DROP OFF.
THIS IS UNSAFE AND YOU ARE ENDANGERING YOUR STUDENT.

Parents are invited to park free on the street, at the park, or may use the church lot if it is
available.

Walking and Bicycling to School

Children who walk to school must walk on the sidewalk and only use marked cross
walks to cross any streets.

The following rules will be enforced regarding riding bicycles, scooters,
skateboards, roller skates and blades:

Only students in grades 4 — 5 may ride bicycles to school

Students may not rides skates, blades, scooters, Razors or skateboards to school
or use them on the campus at any time. This rule would include any motorized
equipment as well.

Students riding a bicycle must wear a certified helmet. It must be worn and
fastened correctly. It is the parent/guardian responsibility to ensure this. If a
student is caught riding a bicycle to school without a helmet, parents will be
called to bring the appropriate helmet and/or retrieve the bicycle at dismissal time.
The student will not be allowed to leave campus without the proper helmet.
Bicycles must be walked once the student enters the campus and should be
secured in the bike racks. Students may not use skates or blades, scooters or
Razors on the campus at any time. This includes afternoons, weekends, holidays
and vacations.

Bicycles must use the designated bike lanes when available. Students must walk
their bikes across streets at designated cross walks.

Bicycles are required to follow all traffic rules that affect motor vehicles including
heeding of all road signs.

Bikes must be ridden responsibly and in a controlled and safe manner at all
times. It is the parent/guardian obligation and responsibility to ensure that their
student is mature and reliable enough to handle the charge of riding their bike to
school.



Playground Supervision

The main playground and Kindergarten yard are open and supervised after 8:00
a.m. in the morning. There is no supervision at the park at this time. Only children
on the campus playground will be supervised. THERE IS NO SUPERVISION
AFTER SCHOOL. FOR THE SAFETY OF YOUR STUDENTS,
CHILDREN ARE NOT TO BE ON CAMPUS BEFORE 8:00 AAM. AND
MUST BE PICKED UP PROMPTLY AT DISMISSAL.

Playground Rules

The school playground is a place for recreation and enjoyment. To ensure this, the
following rules are in place:

All games are open. This means that all students may participate in any game at
any time. No one may be excluded from any game.

Deliberate interference with games is not permitted.

Every game has rules. These rules will be taught to the students as part of the
Physical Education program and may not be changed by the students.

In the event of a disagreement over a game, students playing in the game are to
vote. The outcome of the vote is final and may not be appealed to the yard
supervisors or principal.

Food and snacks must be eaten in the lunch area only.

Martial arts, including karate, are not permitted in any form at any time.

Games involving tackling, wrestling, pushing, etc. are not permitted.

Students are not permitted in the parking lot or off campus during the school day.

Balls, except soccer balls, are not to be kicked. Balls are not to be bounced
against classroom walls, including portables.

Students must use bathrooms designated for their grade levels only. Under no
circumstances are students allowed to use the bathrooms at the park at any
time.

Students may not wander in the pod areas, library, computer lab, office, front of
school, or corridors without a pass from the teacher. Students are not to be in a
classroom or school area unattended by a school official.

There shall be no climbing or pulling at trees or foliage. All wildlife is to be
respected and honored at all times.



. Students may not bring toys to school except for share items with the permission
of the teacher. This includes collector items, cards, electronic games, etc.
Students should not bring their own balls, bats or other equipment to school
without permission. Any items brought from home are brought at student’s own

risk.

. Educational devices such as laptops or “e-reader”devices may only be brought to
school with the permission of the student’s teacher and are brought at student’s
own risk.

° Cell phones must remain off and in the student’s backpack and may only be used

before and after school.

. In absolutely all cases the yard supervisors are to be respected and obeyed.
Students who disobey or are disrespectful will face disciplinary action.

. Students may not use any type of profane language.
o Free falls off the bars and flips are not permitted.
. Students may not throw sand, dirt or other objects at others.

Animals on Campus/Playground

Animals can be an effective teaching aid. In addition, instruction related to the
care and treatment of animals teaches students a sense of responsibility and
promotes humane treatment of living creatures. Animals may be brought to school
for educational purposes subject to rules and precautions related to health, safety
and sanitation. Teachers and the responsible adult owner shall ensure that these
rules are observed so as to protect both the animal and the students. Dogs may be
brought to campus as long as they are on a lead and under control at all times.
Dogs that may pose a danger to others may not be brought on campus



Field Trips
Roads Scholars

All field trips at Oak Hills are voluntary. No child is required to participate
in an off campus field trip, and any requested payments for field trips and or
buses are considered a donation to the school district. If the parent does not
sign the consent form for the field trip and return it to the teacher by the
stated time, the student will be assigned to another class for the period of the
trip. If a bus trip is arranged, parents do not have the option to drive and
follow the bus to bring their own student. All children must leave and return
with their class.

Please note the following additional guidelines regarding field trips:

When parent drivers are used on field trips, they are required to fill
out the proper forms in advance and show evidence of minimum
limits of liability insurance not less than $100,000 per
person/$300,000 per occurrence. The driver’s insurance will provide
primary coverage and the district insurance will provide secondary
coverage.

If driving, the driver’s car must be in excellent mechanical condition
and a seat belt must be available for each student. Students are not
permitted to sit in the front seat. Children are safest in the back seat.
The car must have enough gasoline to complete the trip without
making a stop for gas. Parent drivers are responsible for ensuring that
children are safety belted and behaving appropriately in the car at all
times.

Parents of students weighing within the legal limits that require their
child to ride in a car seat or booster are responsible for providing the
appropriate car seat and making sure it is installed correctly in the
drivers’ vehicle.

Adults who attend field trips should plan to supervise students at all
times.

Adults are to help keep students safe and orderly. 100% of their
attention is to be devoted to the supervision and safety of the students.

Siblings are not to attend field trips.



When driving on a field trip all cars must go directly to the destination
and return directly to school on the return trip. IT IS NOT
PERMITTED TO STOP FOR FOOD, DRINKS, ETC. OR VARY
FROM THE PRESCRIBED ROUTE.



OAK PARK UNIFIED SCHOOL DISTRICT

School Name School Year
SCHOOL DRIVER CERTIFICATION FORM
Name Date of Birth
Address Driver’s License #
Telephone # ( ) Expiration Date

Do you have any physical condition, or are you taking
medication, which would affect driving safety?

APPROVAL FOR: [ ] District Vans [ ] Personal Vehicle (complete vehicle information section)
VEHICLE INFORMATION

[ 1YES [ 1NO

Registered Owner Yeér _ Make
Address License Plate #
Registration Expires
| Phone # ( ) Seating Capacity
INSURANCE INFORMATION
Have you had a moving violation and/or accident within the past year? [ 1YES [ 1 NO

If yes, please explain and give date of incident:

Insurance Company Policy #

Policy Liability Limits Expiration Date

The minimum acceptable liability limit for privately owned vehicles is $100,000 per person $300,000 per Accident

Name of Agent Telephone #

I certify that I have read, understand and initialed the Attached Personal Vehicle Use Instructions/Guidelines
and that the information given above is true and correct. I understand if an accident occurs involving my
private vehicle, my insurance coverage shall bear the only responsibility for any losses or claims for
damages I am attaching a copy of my driver’s license and insurance policy showing dollar amounts and
dates of coverage.

Signature Date

Principal’s Approval ' Date

Rev 2.29.2012 Page 1 of 2 Two Sided Form



OAK PARK UNIFIED SCHOOL DISTRICT

PERSONAL VEHICLE USE INSTRUCTIONS

Drivers and private vehicles being operated for District purposes must meet or exceed the following guidelines:

10.

11.

12.

All drivers, employees and volunteers, must be approved by the School or Site administrator.

Each driver must:
a. Possess a valid driver license.
b. Be at least 25 years of age

Use of appropriate Vehicle Form must be completed and on file before each trip is taken.
a.  District employees must complete a new form at the beginning of each semester.

b.  Proof of insurance must be attached to this form.

c. A copy of avalid driver license must be attached to this form.

The driver must own the vehicle in use, unless the vehicle is rented.

All drivers will enforce reasonable travel speed in accordance with federal, state, and local laws in all
motor vehicles.

No adult may smoke or otherwise use tobacco products, alcohol, or drugs while there are minors in the
vehicle.

Prior to departure, the driver shall be instructed as follows:

a. Inspect the vehicle for safety: tires, brakes, lights, horn, etc.

b.  Follow and enforce all safety recommendations of the vehicle manufacturer.

c.  Follow the most direct route, and avoid unnecessary stops.

d. Do not carry non-District personnel, non-students, or other “guests” as passengers.

The vehicle must not be designed, used, or maintained to carry more than 10 passengers including the
driver. Otherwise, a commercial driver license is required, and the vehicle must be a school bus or student
pupil activity bus as defined in the Vehicle Code.

In no case shall the number of passengers, including driver, exceed the number of available ge%at beég;
a v VC T 2

P F g o

b.  All passengers eight (8) y ars of age and older must wear his/her own seat belt. Seat belts are not to
- be shared. :

c.  Passengers will only ride in the cab if trucks are used.
All vehicles must be covered by liability insurance. Minimum liability insurance coverage limits are:
Each Person:  $100,000 Each Accident: $300,000

The site administrator/program director or designee must approve in advance trip routes to points outside
of the District in excess of ten (10) miles.

Use of personal vehicles where hazardous road conditions exist is prohibited. This includes hazardous
conditions declared by California Highway Patrol, or other City, County, State, or Federal agencies
authorized to monitor road conditions.

School Drivers Initial:

Rev 2.29.2012 Page 2 of 2 Two Sided Form



School Crime
~ Assessment




Suspension and Expulsion Rates - Suspension and Expulsion R...

1 of 2

California Department of Education
Data Reporting Office

http://dq.cde.ca.gov/dataquest/SuspExp/suspexplrate.aspx?cYea...

CDE » DataQuest » Suspension and Expulsion Report

Suspension and Expulsion Report For 2013-14
Suspension and Expulsion Rates

Glossary

Medea Creek Middle ( 56738746098255 )

Report: | Suspension and Expulsion Rates =
Year: [ 2013-14 % |
School: | 6098255 -- Medea Creek Middle

4%

General Description of this Report

This report provides an unduplicated count of students involved in one or more incidents’ during the academic year

who were subsequently suspended or expelled2 from school. For the purposes of calculating suspensions and expulsion

rates in this report, students who were suspended or expelled multiple times are counted only once in the report totals
for these respective disciplinary outcome categories.

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

2Expulsmn 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.

Suspension and Expulsion Rate Formulas
(Students Suspended and Students Expelled divided by Cumulative Enroliment) multiplied by 100

List of district and independently reporting charters that did not certify their 2013-14 CALPADS End-of-Year 3 - Discipline

submission.

Medea Creek Middle Report

Census Cumulative Students | Suspension | Students | Expulsion

School Code | Enrollment | Enroliment | Suspended Rate Expelled Rate
Medea Creek Middle | 6098255 1,127 1,144 15 13 0 0.0

Report Total

Census Cumulative Students | Suspension | Students | Expulsion

Level Code | Enrollment | Enroliment | Suspended Rate Expelled Rate
Qak Park Unified Total | 5673874 4,669 | 4,793 48 1.0 0 0.0
Ventura County Total |56 141,978 147,872 4,989 34 132 0.1
State Total 00 6,236,672 6,405,954 279,383 4.4 6,611 0.1

. 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 for analysis.

1/27/15,10:36 AM



Suspension and Expulsion Rates - Suspension and Expulsion R... http://dq.cde.ca.gov/dataquest/SuspExp/suspexplrate.aspx?cYea...

Viewing this Report
This report is compiled using student-level data reported to the California Longitudinal Pupil Achievement Data System
w\ (CALPADS). The student-level data enables an accurate count of the number of suspensions and expulsions and an
- identification of the most severe offense committed as part of the incident.

The "Census Enrollment" count provides the total unique or unduplicated number of primary enroliments on the
CALPADS Fall 1 Census Day, which is the first Wednesday in October of the associated academic year.

The "Cumulative Enroliment" count provides the total number of unique or unduplicated primary, secondary, and
short-term enroliments within the ‘academic year (July 1 to June 30), regardless of whether the student is enrolled
multiple times within a school or district. Cumulative enroliment counts are calculated separately at the school, district
and state-levels for the purpose of generating suspension and expulsion reports at these levels. For example, a student
who is enrolled in two schools within the same district during the academic year, will be counted in each of the school’s
cumulative enroliment, but only once in the district's cumulative enroliment count. For this reason, adding the cumulative
enroliment of all schools within a district will not equal the district's cumulative enroliment listed at the bottom of the
district-level rate report.

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: 1/27/2015 10:35 AM
Source: California Longitudinal Pupil Achievement Data System (CALPADS)

Web Policy

20f2 1/27/15,10:36 AM
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Safe Ingress and Egress

The Oak Park Unified School District works hard to keep students and staff are safe not
only during school hours, but also en route to and from school. The following pages detail the
rules and regulations for each school site regarding student driving, parking, pick-up, drop-off,
and safety for students who walk or ride bikes.



- Oak Hills Elementary School

- The following procedures have been developed to provide a safe and efficient way to get
over 500 students to and from school safely each day. There are three areas designated for pick-
up and drop-off at Oak Hills. They are as follows:

1 — The Loop — Located in the parking lot by the flagpole. When using this area
please pull all the way forward before picking up or dropping off. Do not drop
off anywhere except in the White Zone. Do no park and get out of your car in this
area. If your children are not here when you are ready to pick-up you must either
circle or park.

2 — Staircase on Churchwood — Do not park within one hundred feet of the
staircase — this area is for immediate pick-up and drop-off. You may park
anywhere else on Churchwood Street that is available. Children walk down the
stairs to a cement path that leads them safely to the playground. Never double
park here! It is unsafe and illegal. Also, do not park or stop on the opposite side
of the street and have children cross. That is also unsafe and illegal.

3 — The Park — Valley View Park is contiguous to our campus and has a parking
lot. This is an acceptable area to drop-off and pick-up your children. Children
(W\ walk a short distance directly on to our playground.

4 — North Parking Lot — This is not a pick-up or drop-off area. It is for staff
parking only. Please do not drive into this lot since there is no outlet and it is not
safe to back up and turn around. The area must be kept open for fire access.

The parking lot is for staff only and by permit. There is no parent or visitor parking in
the lots. Parents are invited to park free on the street in front of the school or may use the church
lot if it is available.

If parents come to school and need to park they have the following choices:

1. Street parking is unrestricted, however, please be careful not to park in
front of the fire hydrant near the driveway.

2. Church Lot at the Church of the Epiphany is available to you during the
day by the graciousness of the vicar. Please help us maintain this privilege
by using the lot in an orderly manner.

3. The Park on Los Arcos drive has a small parking lot. Remember,
however, if you enter the campus from this areas, that you must come to
the office first if during the school day.

Children who walk to school must walk on the sidewalk and only use marked cross-walks to
an cross any streets. Parents must be patient, courteous, and safety-minded when picking up and
dropping off their children. Safety must always be the #1 concern. Parents should arrive early



and make a plan with their children including all of the children in their carpool as to which of
the pick-up options they will use.

Fifth graders are invited to serve as Safety Patrol Officers. They are to be obeyed by students
and parents at all times. Parents may not argue with these students. Their job is important and
they are learning about rules too. If there is a dispute then the principal should be contacted.

The following rules will be enforced regarding riding bicycles, skateboards, skates, and in-
line skates to school: :

1. Only students in grades 3-5 may ride bicycles to school.

2. Students may not ride skates, in-line skates, or a skate-board to school or
use them on the campus at any time.

3. Students riding a bicycle must wear a certified helmet. They must also
wear it correctly and fasten it correctly.

4. Bicycles must be walked once the student enters the campus and secured-

in the bike racks. Students may not skate or in-line skate on the campus at
any time. This includes afternoons, weekends, holidays, and vacations.

5. Bicycles must use the designated bike lanes when available. These are
available on Kanan Road on the south side of the street.
6. If bike lanes are not available then students must ride in the same direction

as traffic and as far to the right as possible. Students riding in groups must
ride single file.

7. Bicycles are required to follow all traffic rules that affect motor vehicles
including the heeding of all road signs..

8. Only one rider per bike.

9. If the bicyclist must cross Kanan Road at the crosswalk at Churchwood

then the rider must walk the bike across.

10.  Bicyclists must remember that they are the most vulnerable of all vehicles.
Bikes must be ridden responsibly and in a controlled and safe manner at
all times. The traffic at Oak Hills at drop-off time and pick-up time is
heavy. Bicyclists must be aware that they are in constant danger from cars
and must be on the look out and be defensive.
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Dear Parents:

Like many elementary schools, the parking lot at Oak Hills is a continuing issue. With that in mind, I would
like to take this opportunity to review a few basic parking lot rules.

Parking is by permit only as the lot is small and can only accommodate parking for immediate staff.
Never park in the parking lot.

Drivers should never enter the staff parking area past the trash bins to drop off students. This is not
a drop off/pick up area and you are putting students crossing the lot at risk by entering this area.

If you drop off or pick up your student in the lot, please pull as far forward as possible. The first car
should start dropping off all the way up at the white curb by the bike racks.

Please do not allow your student to enter or exit the vehicle unless you are at the white curb. Do
NOT allow your student to exit the vehicle behind parked staff cars!

Remember, your student should exit the vehicle at the white curb, on the sidewalk side of the vehicle
- their little feet should only exit the vehicle onto the white curb - never into the lot or in front of
passing vehicles.

Please note that the curb is painted white for loading and unloading only. There is absolutely no
parking at the curb. Never ever leave your car unattended at the white curb.

Parents should check backpacks, apply sunscreen, confirm lunch is accounted for, and give hugs and
kisses at home as students get into the car. Please do not get out of the vehicle to handle these
activities in the parking lot.

If you must handle the above activities at school or walk your student to class, park your car off
campus and walk your student onto campus.

In addition to the parking lot, students may be dropped off at the park on Los Arcos or at the playground stairs
on Churchwood. We will set aside about 300 feet along Churchwood Dr. for student drop-off only. The portion
of Churchwood Dr. between the playground stairs and the school parking lot entrance will be marked No
Parking - Student Drop-off Only from 8:00 a.m. — 9:00 a.m. Students can safely exit vehicles on the sidewalk
side, and walk directly down the stairs to the playground.

Every one of us knows how rushed life can become, but nothing is more important than the safety of your
students. Please help us by allowing extra time so that you aren’t rushed and can give your full attention to
these safety rules. Let’s make the safety of all our students the number one priority.

Thank you in advance for your attention to this important matter.

Erik Warren
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Dress Code

The district expects students to attend school wearing neat and clean clothing and
be appropriate for all school activities. In no case should the dress or
appearance of a student endanger the health and safety of the student or others.
Clothing may not be of a nature to have a “disruptive effect upon the orderly
operation of the school.” (State of California Administrative Code, Section 5,
Section 30200).

. No attire may be worn that promotes or advertises the following: alcoholic
beverages, tobacco products, other drugs, negative or profane comments, vulgar
or obscene language or images. No rude or insulting slogans or items that can
be viewed as threatening.

. Students may not wear revealing clothing, bare midriffs, tank tops or “spaghetti
straps”. No cut off shirts or shorts, oversized clothing or showing of underwear.

. Appropriate footwear is required. No thongs, sandals, open toed shoes, boots or
heels. Comfortable and flexible shoes or tennis shoes are suggested. Shoes must
be safe and appropriate for Physical Education activities.

. Hair should be clean and well kept. Outrageous hairstyles and hair color are not
permitted. Boys are encouraged not to wear “pony tails” or “rat tails”.

. Girls may only wear post earrings. Due to safety issues no dangling earrings are
permitted. Boys may not wear earrings at school. This could be viewed as
inappropriate at the elementary school age and could be disruptive to the orderly
operation of the classroom and playground.

. Students may not wear any type of tattoo, including temporary rub on types.

Hats and Visors

Students are encouraged to wear hats and visors outdoors to provide additional protection
from the sun. However, they may not wear them indoors or in classrooms.

Enforcement of Dress Code

Parents can help students use good judgment in choosing what to wear to school.
Students who violate the dress code will be sent to the office and parents will be
called to make arrangements for a change of clothing. Students will remain in the
office for the remainder of the school day if parents cannot be reached. Repeated
issues will result in normal disciplinary procedures.



OAK PARK UNIFIED SCHOOL DISTRICT
BOARD POLICY

Series 5000 Students BP 5132

Dress And Grooming

The Governing Board believes that appropriate dress and grooming contribute to a productive
learning environment. The Board expects students to give proper attention to personal
cleanliness and to wear clothes that are suitable for the school activities in which they participate.
Students' clothing must not present a health or safety hazard or a distraction which would
interfere with the educational process.

(cf. 411922 - Dress and Grooming)
(cf. 51452 - Freedom of Speech/Expression)

Students and parents/guardians shall be informed about dress and grooming standards at the
beginning of the school year and whenever these standards are revised. A student who violates
these standards shall be subject to appropriate disciplinary action.

(cf. 5144 - Discipline)

Gang-Related Apparel

The principal, staff and parents/guardians at a school may establish a reasonable dress code that
prohibits students from wearing gang-related apparel when there is evidence of a gang presence
that disrupts or threatens to disrupt the school's activities. Such a dress code may be included as
part of the school safety plan and must be presented to the Board for approval. The Board shall
approve the plan upon determining that it is necessary to protect the health and safety of the
school's students.

(cf. 0450 - Comprehensive Safety Plan)
(cf. 5136 - Gangs)

Legal Reference:

EDUCATION CODE

35183 School dress codes; uniforms

35294.1 School safety plans

48907 Student exercise of free expression

49066 Grades; effect of physical education class apparel

CODE OF REGULATIONS, TITLE 5

302 Pupils to be neat and clean on entering school

Hartzell v. Connell (1984) 35 Cal. 3d 899

Arcadia Unified School District v. California Department of Education, (1992) 2 Cal. 4th 251
Marvin H. Jeglin et al v. San Jacinto Unified School District et al 827 F.Supp. 1459 (C.D. Cal. 1993)

Adopted: 5-24-78 -
Amended: 8-5-92,9-17-02



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 PlansiSite 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 . ARS5132(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




2014-2015 OHES Schedule of site drills

September 9, 2014 @ 9:15 AM - Fire Drill

October 16, 2014 @ 10:16 AM - California Shake Out Drill
November 17, 2014 @ 8:55 AM — Lock Down

January 13, 2015 @ 9:20 AM - Fire Drill

February 11, 2015 @ 11:15 AM — Drop & Cover Dirill
March 19, 2015 @ 11:20 AM - Lock Down

April 29, 2015 @ 9:20 AM - Drop & Cover Drill

May 18, 2015 @ 8:45 AM - Fire Drill



OAK PARK UNIFIED SCHOOL DISTRICT
BOARD POLICY

Series 3000 Business and Non-Instructional Operations ~ BP 3516(a)

Emergencies And Disaster Preparedness Plan

The Governing Board recognizes that all district staff and students must be prepared to respond
quickly and responsibly to emergencies, disasters and threats of disaster.

The Superintendent or designee shall develop and maintain a disaster preparedness plan which
details provisions for handling emergencies and disasters and which shall be included in the
district’s comprehensive school safety plan. (Education Code 32282)

(cf. 0450 - Comprehensive Safety Plan)
(¢f. 3516 3 — Earthquake Emergency Procedure System)

The Superintendent or designee shall also develop and maintain emergency plans for each school
site. -

In developing the district and school emergency plans, the Superintendent or designee shall
collaborate with city and county emergency responders, including local public health
administrators.

The Superintendent or designee shall use state-approved Standardized Emergency Management
System guidelines and the National Incident Command System when updating district and site-
level emergency and disaster preparedness plans. :

The Board shall grant the use of school buildings, grounds, and equipment to public agencies,
including the American Red Cross, for mass care and welfare shelters during disasters or other
emergencies affecting the public health and welfare. The Board shall cooperate with such

. agencies in furnishing and maintaining whatever services they deem necessary to meet the
community’s needs. (Education Code 32282)

(cf. 1330 - Use of School Facilities)

School employees are considered disaster service workers and are subject to disaster service
activities assigned to them. (Government Code 3100)

(cf.4112.3/4212 3/4312 3 — Oath or Affirmation)
(cf.4119.3/4219 3/4319 3 — Duties of Personnel)

Legal Reference:

EDUCATION CODE

32001 Fire alarms and drills

32040 Duty to equip school with first aid kit
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BOARD POLICY
~ Series 3000 Business and Non-Instructional Operations BP 3516(b)
32280-32289 School safety plans
32290 Safety devices

39834 Operating overloaded bus

46390-46392 Emergency average daily attendance in case of disaster
49505 Natural disaster; meals for homeless students; reimbursement
GOVERNMENT CODE

3100 Public employees as disaster service workers

8607 Standard emergency management system

CODE OF REGULATIONS, TITLE 5

550 Fire drills

560 Civil defense and disaster preparedness plans

CODE OF REGULATIONS, TITLE 19

2400-2450 Standardized Emergency Management System Regulations
UNITED STATES CODE, TITLE 42

12101-12213 Americans with Disabilities Act

Management Resources:

CSBA PUBLICATIONS

Avian Influenza, Governance and Policy Services Fact Sheet, April 2006
911! A Manual for Schools and the Media During a Campus Crisis, 2001
CENTERS FOR DISEASE CONTROL AND PREVENTION PUBLICATIONS
Pandemic Influenza Planning Checklist, 2006

GOVERNOR'S OFFICE OF EMERGENCY SERVICES

School Emergency Response: Using SEMS at Districts and Sites, June 1998
U.S. DEPARTMENT OF EDUCATION PUBLICATIONS

Practical Information on Crisis Planning: A Guide for Schools and Communities, May 2003
WERB SITES

CSBA: http://www.csba.org

American Red Cross: http://www redcross.org

California Department of Education, Crisis Preparedness: http://www.cde.ca.gov/ls/ss/cp
. California Office of Emergency Services: http://www.oes.ca.gov

California Seismic Safety Commission: http://www.seismic.ca.gov

Centers for Disease Control and Prevention: http://www.cdc.gov

Contra Costa County Office of Education, Pandemic influenza resources:
http://www cccoek12.ca.us/about/flu/resources_flu_action_kit

Federal Emergency Management Agency: http://www fema.gov

U.S. Departmment of Education, Emergency Planning:
http://www.ed.gov/admins/lead/safety/emergencyplan

U.S. Department of Homeland Security: http://www.dhs.gov

Adopted: 9-17-02
Amended: 2-17-04, 2-15-05, 10-17-06
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ADMINISTRATIVE REGULATION

Series 3000 Business and Non-Instructional Operations AR 3516(a)

Emergencies And Disaster Preparedness Plan

Components of the Plan

The Superintendent or designee shall ensure that district and school site procedures address, at a
minimum, the following types of emergencies and disasters:

1. Fire on or off school grounds which endangers students and staff
(cf.3516.1 — Fire Drills and Fires)

2. Earthquake or other natural disasters

(cf. 3516 3 — Earthquake Emergency Procedure System)

3. Environmental hazards

(cf. 3514 — Environmental Safety)
(cf. 35142 — Integrated Pest Management

4. Attack of disturbance, or threat of attack or disturbance, by an individual or group

(cf. 3515 — Campus Security)
(¢f. 35152 — Disruptions)
(cf. 5131 4 — Campus Disturbances)

5. Bomb threat or actual detonation
(cf.3516.2 — Bomb Threats)

6. Biological, radiological, chemical or other terrorist Vactivities, or heightened warning of such
activities '

7. Medical emergencies and quarantines, such as pandemic influenza outbreak

(cf. 5141 22 - Infectious Diseases)

The Superintendent or designee shall also ensure that the district’s procedures include strategies
and actions for prevention/mitigation, preparedness, response, and recovery, including, but not
limited to, the following:
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ADMINISTRATIVE REGULATION

Series 3000 Business arid Non-Instructional Operations AR 3516(b)

1. Regular inspection of school facilities and equipment and identification of risks

(cf. 3530 - Risk Management/Insurance)
2. Instruction and practice for students and employees regarding emergency plans

a. Training of staff in first aid and cardiopulmonary resuscitation
b. Regular practice of emergency procedures by students and staff

(cf. 4131 — Staff Development)
(cf. 4231 — Staff Development)
(cf. 4331 — Staff Development)

3. Specific determination of roles and responsibilities of staff during a disaster or other
emergency, including determination of:

a. The appropriate chain of command at the district and, if communication between the

district and site is not possible, at each site
-b. Individuals responsible for specific duties

c. Designation of the principal for the overall control and supervision of activities at each
school during the emergency, including authorization to use his/her discretion in
situations which do not permit execution of prearranged plans

d. Identification of at lease one person at each site who holds a valid certificate in first aid
and cardiopulmonary resuscitation

e. Assignment of responsibility for identification of m]ured persons and administration of
first aid

4. Personal safety and security, including:

a. Identification of areas of responsibility for supervision of students

b. Procedures for evacuation of students and staff, including posting of evacuation routes

c. Procedures for release of students, including a procedure to release students when
reference to the emergency card is not feasible

(cf. 5141 — Health Care and Emergencies)
(cf. 5142 — Safety)

d. Identification of transportation needs, including a plan which allows bus seating capacity
limits to be exceeded when a disaster or hazard reqmres students to be moved
immediately to ensure their safety

Provision of a first aid kit to each classroom

Arrangements for students and staff with special needs

th ©
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ADMINISTRATIVE REGULATION

Series 3000 Business and Non-Instructional Operations AR 3516(c)

(cf. 4032 — Reasonable Accommodation)
(cf. 6159 — Individualized Education Program)

g. Upon notification that a pandemic situation exists, adjustment of attendance policies for
students and sick leave policies for staff with known or suspected pandemic influenza or
other infectious disease

(cf.4161.1/4361.1 — Personal Iliness/Injury Leave)
(cf.4261.1 — Personal Illness/Injury Leave)

(cf. 5113 — Absences and Excuses)

(cf. 6183 — Home and Hospital Instruction)

5. Closure of schools, including an analysis of:

a. The impact on student learning and methods to ensure continuity of instruction
b. How to provide for continuity of operations for essential central office functions, such as
payroll and ongoing communication with students and parents/guardians

(cf.3516.5 — Emergency Schedules)

6. Communications among staff, parents/guardians, the Governing Board, other governmental
agencies, and the media during an emergency

a. Identification of spokesperson(s)
(cf. 1112 - Media Relations)

b. Development and testing of communication platforms, such as hotlines, telephone trees,
and web sites

(¢f. 1113 - District and School Web Sites)

c. Development of methods to ensure that communications are, to the extent practicable, in
alanguage and format that is easy for parents/guardians to understand

d. Distribution of information about district and school site emergency procedures to staff,
students, and parents/guardians

7. Cooperation with other state and local agencies, including:

a. Development of guidelines for law enforcement involvement and intervention
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Series 3000 Business and Non-Instructional Operations - AR 3516(d)

b. Collaboration with the local health department, including development of a tracking
system to alert the local health department to a substantial increase of student or staff
absenteeism as indicative of a potential outbreak of an infectious disease

(cf. 1400 - Relations between Other Governmental Agencies and the Schools)
8. Steps to be taken after the disaster or emergency, including:

.a. Inspection of school facilities
b. Provision of mental health services for students and staff, as needed

(cf. 6164 .2 - Guidance/Counseling Staff)

Adopted: 9-17-02
Amended: 11-04,7-06
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'~ ADMINISTRATIVE REGULATION

Series 3000 Business and Non-Instructional Operations AR 3516.1(a)

Fire Drills and Fires

Fire Drills

The principal shall cause the fire alarm signal to be sounded at least once every month.
(Education Code 32001)

The principal shall also hold fire drills at least once a month at the elementary level, four times
every school year at the middle level, and not less than twice every school year at the secondary
level. (Education Code 32001)

1. The principal shall notify staff as to the schedule for fire drills.

2. Whenever a fire drill is held, all students, teachers and other employees shall be directed
to leave the building. (5 CCR 550)

3. Teachers shall ascertain that no student remains in the building.

4. Teachers shall be prepared to select alternate exits and shall direct their classes to these
exits whenever the designated escape route is blocked.

5. The principal or designee shall keep a record of each fire drill conducted and file a copy
of this record with the office of the Superintendent or designee.

Fires
When a fire is discovered in any part of the school, the following actions shall be taken:

1. The principall or designee shall sound fire signals, unless the school and/or building is
equipped with an automatic fire detection and alarm system. (Education Code 32001)

2. The principal or designee shall call 911.

3. All persons shall be directed to leave the building and shall proceed outside to designated
assembly areas.

4. Staff shall give students clear direction and supervision and help maintain a calm and
orderly response.
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Series 3000 Business and Non-Instructional Operations AR 3516.1(b)

5. In outside assembly areas, teachers shall take roll, report missing smdents and provide
assistance to any injured students.

6. In outside assembly areas, the principal, designee and/or each department head shall
account for their staff, report missing staff, and provide assistance to any injured staff.

7. If the fire is extensive, students shall be taken to an alternate location for protective
custody until parents/guardians can pick them up or until they can be safely transported to their
homes.

(cf. 0450 - School Safety Plan)
(cf. 3516 - Emergency and Disaster Preparedness Plan)

Legal Reference:

EDUCATION CODE

17074.50-17074 .56 Automatic fire detection, alarm and sprinkler systems
32001 Uniform fire signals

32040 Duty to equip school with first aid kit

CODE OF REGULATIONS, TITLE 5

550 Fire drills

Adopted: 9-17-02
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ADMINISTRATIVE REGULATION

Series 3000 Business and Non-Instructional Operations AR 3516.2(a)

Boxﬁb Threats
Receiving Threats

Any staff member receiving a telephoned bomb threat shall try to keep the caller on the line so as
to gather information about the location and timing of the bomb and the person(s) responsible.
He/she should also try to determine the caller's gender and age and should take note of any
distinctive features of voice or speech and any background noises such as music, traffic,
machinery or other voices.

Staff members who customanly receive telephone calls or handle packages shall receive IIammg
related to bomb threats.

Procedures

1. Any employee who receives a bomb threat shall immediately call 911 and also report the
threat to the principal or designee. If the threat is in writing, he/she shall place the message in an
envelope and take note of where and by whom it was found.

2. Any student or employee seeing a suspicious package shall promptly notify the principal
or designee.

3. The principal or designee shall immediately use fire drill signals and institute standard
evacuation procedures as specified in the emergency plan.

(cf. 3516 - Emergency and Disaster Preparedness Plan)
(cf. 3516.1 - Fire Drills and Fires)

4. The principal or designee shall turn off any two-way radio equipment which is located in a
threatened building.

Law enforcement and/or fire department staff shall conduct the bomb search. School police
officers may assist in this search. No other school staff shall search for or handle any explos1ve
or incendiary device.

Except for school police officers, no staff or students shall reenter the threatened building(s) until
the law enforcement and/or fire department staff advises the principal or designee that reentry is
safe. '

Any student who makes a bomb threat shall be subject to disciplinary procedures.
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Series 3000 Business and Non-Instructional Operations

AR 3516.2(b)

(cf.5144.1 - Suspension and Expulsion/Due Process)

Legal Reference:

EDUCATION CODE

44810 Willful interference with classroom conduct

48900 Grounds for suspension or expulsion

51202 Instruction in personal and public health and safety

PENAL CODE

17 Felony, misdemeanor, classification of offenses

148.1 False report of explosive or facsimile bomb

245 Assault with deadly weapon or force likely to produce great bodily injury; pumshment
594 Vandalism; penalty

Adopted: 9-17-02



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

Series 3000 Business and Non-Instructional Operations AR 3516.3(a)

Earthquake Emergency Procedure System

Earthquake emergency procedures shall be established in every school building having an
occupant capacity of 50 or more students, or more than once classroom, and shall be
incorporated into the comprehensive safety plan. (Education Code 32282)

(cf: 0450 — Comprehensive Safety Plan)

Earthquake emergency procedures shall be aligned with the Standardized Emergency
Management System and the National Incident Management System. (Government Code 8607,
19 CCR 2400-2450) '

(cf. 3516 - Emergency and Disaster Preparedness Plan)

The Superintendent or designee may work with the California Office of Emergency Services and
the Seismic Safety Commission to develop and establish the earthquake emergency procedures.
(Education Code 32282)

Earthquake emergency procedures shall outline the roles and responsibilities of students and staff
during and after an earthquake.

Earthquake emergency procedures shall include, but not be limited to, all of the fo]lowmg
(Education Code 32282)

1. A school building disaster plan, ready for implementation at any time, for maintaining the
safety and care of students and staff

2. A drop procedure whereby each student and staff member takes cover under a table or desk,
dropping to his/her knees, with the head protected by the arms and the back to the windows

Drop procedures shall be practiced at least once each school quarter in elementary schools and at
least once each semester in secondary schools.

3. Protective measures to be taken before, during and following an earthquake

4. A prdgram to ensure that students and staff are aware of and properly trained in the
earthquake emergency procedure system

(cf. 4131, 4231, 4331 — Staff Development)

Staff and students shall be informed of the dangers to expect in an earthquake and procedures to
be followed. Students shall be instructed to remain silent and follow directions given by staff in
such an emergency. Staff and students also shall be taught safety precautions to take if they are
in the open or on the way to or from school when an earthquake occurs.
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Series 3000 Business and Non-Instructional Operations AR 3516.3(b)

Earthquake emergency procedures shall designate primary and alternative locations outside of
buildings, which may include areas off campus if necessary, where individuals on a school site
will assemble following evacuation. In designating such areas, the Superintendent or designee
shall consider potential post-earthquake hazards outside school buildings including, but not
limited to, power lines, trees, covered walkways, chain link fences that may be an electric shock
" hazard, and areas near buildings that may have debris.

Earthquake emergency procedures also shall outline primary and alternative evacuation routes
and alternate routes that avoid areas with potential hazards to the extent possible. The needs of
students with disabilities shall be considered when planning evacuation routes.

The Superintendent or designee shall identify at lease one individual within each building to
determine if an evacuation is necessary, the best evacuation location, and the best route to that
location when an earthquake occurs.

The Superintendent or designee shall identify potential earthquake hazards in classrooms and
other district facilities, including, but not limited to, areas where the main gas supply or electric
current enters the building, suspended ceilings, pendant light fixtures, large windows, stairwells,
science laboratories, storage areas for hazardous materials, shop areas, and unsecured furniture
and equipment. To the extent possible, dangers presented by such potential hazards shall be
minimized by securing equipment and furnishings and removing heavy objects from high
shelves.

Earthquake While Indoors at School

When an earthquake occurs, the followmg actions shall be taken inside buildings and
classrooms:

1. Staff shall have students perform the drop procedure. Students should stay in the drop
position until the emergency is over or until further instructions are given.

2. Inlaboratories, burners should be extinguished, if possible, before taking cover.

3. As soon as possible, staff shall move the students away from windows, shelves, and heavy
objects and furniture that may fall.

4. After the earthquake, the principal or designee shall determine whether planned evacuation
routes and assembly areas are safe and shall communicate with teachers and other staff.

5. When directed by the prmclpal or designee to evacuate, or if classrooms or other facilities
present dangerous hazards that require immediate evacuation, staff shall account for all students
under their supervision and have the students evacuate the building in an orderly manner.
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Series 3000 Business and Non-Instructional Operations AR 3516.3(c)
Earthquake While Outdoors on School Grounds

When an earthquake occurs, the following actions shall be taken by staff or other persons in
authority who are outdoors on school grounds:

1. Staff shall direct students to walk away from buildings, trees, overhead power lines, power
poles or exposed wires.

2. Staff shall have students perform the drop procedure.

3. Staff shall have students stay in the open until the earthquake is over or until further
directions are given.

Earthquake While on the Bus

If students are on the school bus when an earthquake occurs, the bus driver shall take proper
precautions to ensure student safety, which may include pulling over to the side of the road or
driving to a location away from outside hazards, if possible. Following the earthquake, the
driver shall contact the Superintendent or designee for instructions before proceeding on the
route or, if such contact is not possible, drive to an evacuation or assembly location.

(cf- 3543 — Transportation Safety and Emergencies)

Subsequent Emergency Procedures

After the earthquake has subsided, the following actions shall be taken:
1. Staff should extinguish small fires if possible.

2. Staff shall provide first aid to any injured students, take roll and report missing students to
the principal or designee.

3. Staff and students shall refrain from lighting any stoves or burners or operating any electrical
switches until the area is declared safe.

4. All buildings shall be inspected for water and gas leaks, electrical breakages, and large cracks
or earth slippage affecting buildings.

5. The principal or designee shall post staff at safe distances from all building entrances and
instruct staff and students to remain outside the buildings until they are declared safe.

6. The principal or designee shall request assistance as needed from the county or city civil
defense, fire and police departments, city and county building inspectors, and utility companies
and shall confer with them regarding the advisability of closing the school.
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Series 3000 Business and Non-Instructional Operations AR 3516.3(d)

7. The principal or designee shall contact the Superintendent or designee and requést further
instructions after assessing the earthquake damage.

8. The Superintendent or designee shall provide updates to parents/giardians of district students
and members of the community about the incident, any safety issues, and follow-up directions.

Legal Reference:

EDUCATION CODE

32280-32289 - School safety plans

GOVERNMENT CODE

3100 Public employees as disaster service workers

8607 Standardized Emergency Management System (SEMS)
CODE OF REGULATIONS, TITLE 19

2400-2450 Standardized Emergency Management System

Management Resounrces:

FEMA PUBLICATIONS

Guidebook for Developing a School Earthquake Safety Program, 1990

OFFICE OF EMERGENCY SERVICES PUBLICATIONS

The ABC:s of Post-Earthquake Evacuation: A Checklist for School Administrators and Faculty Guide and Checklist
for Nonstructural Earthquake Hazards in California Schools, January 2003

School Emergency Response: Using SEMS at Districts and Sites, June 1998

WEB SITES :

American Red Cross: http:///www.redcross.org ,

California Emergency Management Agency: hitp://www.calema.ca.gov

California Seismic Safety Commission: http//www.seismic.ca.gov

Federal Emergency Management Agency (FEMA): http://www.fema.gov/hazards/earthquakes
National Incident Management System (NIMS): hitp://www.fema.gov/emergency/nims

Adopted: 9-17-02
Amended: 11-04, 3-11
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Lockdown/Shelter In Place Procedures

“Lockdown”

Warning:
1) The warning signal at the school for a “Lockdown” shall be:
“Our School is in a Lockdown, This is not a drill.”
2) Additional information (example): “Active shooter on campus, take immediate
action.”
3) Cancellation: “The Lockdown has been cancelled, the campus is safe.”

“Lockdown” is considered appropriate for, but not limited to, the following:
1) Intruders or unidentified person(s) on site without permission (Lockdown)
2) Unauthorized weapons on site (Lockdown)
3) Assault, battery, or kidnapping on (Lockdown) or near the school site (Shelter in
Place)

“Lockdown” consists of:
1) Close and lock classroom doors, close and lock windows and close window
treatments, if available

a) Once the Lockdown has started, teachers should not, under any circumstance
open their doors until the end of the lockdown,

b) Opening a door, even to let in a student, could give an active shooter access
into the room

2) In the event of a lockdown during passing period, lunch, nutrition, before school or
after school, all staff and students are to immediately proceed to the nearest indoor
space. Teachers and staff should immediately utilize their keys to engage the door
locks; however, they should remain at the door allowing students and staff to enter
for as long as they deem it safe after which time they should close the door and
follow the above procedures.

a) Physical Education students should be taken to the nearest room, and held
there until the end of the lockdown. When escorting your students from
classroom to classroom on daily activities, assemblies or to the library make
sure to keep all children in line and an orderly fashion.

b) Teaching activities are to be stopped

opdodata:Safe School Plans:SKTF.Lockdown.Sheiter In Place.05.19.15.docx



Lockdown/Shelter In Place Procedures
Page 2 of 3

c) Silence all mobile telephones, keep the classroom computer turned on, and
turn classroom lights off. Continue to check e-mail for updates keep students
quiet and away from doors and windows. Maintain a calm environment.

d) If gunshot(s) or an explosion is heard, begin action “Duck, Cover, and Hold.”

e) Take roll and prepare a list of missing students or any additional students
who may have been placed in your room

f) E-mail attendance information to the office, after the threat is contained.

g) Administrators will sweep the campus looking for students, known visitors
and personnel that may be locked out of classrooms and move them inside.

h) Principal or designee will announce over the intercom when the lockdown is
ended.

i) Incident Commander will radio District Office immediately. District Office
personnel will send out all call messages, text messages or all emails. The
SITE Incident Commander (Principal) will manage on site decisions.

Active Assailant:
If the assailant enters an occupied room or classroom:
1) If possible, run away from the threat to a safe location
a) An open room or behind a block wall or building, or off campus
b) Itis OK to leave campus if it leads to safety

2) Hide where there is concealment and cover
a) A place that hides staff and students and provides protection from bullets

3) Fight when there are no other options
a) Try to use surprise and/or anything you can use as a weapon; Chairs, books,
fire extinguisher, etc.

When the Police Arrive:

When the police arrive, they will be focused on finding and eliminating the threat. They.
will only know that there is an active shooter on campus; any adult or older (high school)
student could be the shooter, and could represent a threat to the officer.

1) When you see or are confronted by an officer, get your hands in the air
immediately, and make sure there is nothing in your hands, that could be confused
for a weapon, especially a cell phone.

2) If you are aware of the shooter’s location or have a description of the shooter,
provide it to the officer quickly and succinctly. The same holds if they ask you
questions, otherwise, let them do their work.

3) Follow any instructions provided by a police officer or other public safety official.

opdodata:Safe School Plans:SKTF.Lockdown.Shelter In Place.05.19.15.docx



e
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Shelter in Place” consists of:

1) All procedures from “Lockdown” above
2) Exception: teachers may continue teaching, and students may remain in their seats.

“Shelter in Place” is considered appropriate for, but not limited to, the following
1) Crimes or emergencies in the neighborhood off site (Shelter in Place)
2) Itis safer to stay in an area that can be secured than to move to where the potential
threat may be encountered (Shelter in Place)
3) Bees on campus and hazardous gases (Shelter in Place)

Remember your obligation as a OPUSD employee to remain on campus in an
emergency, and to supervise and care for students for as long as is necessary.

opdodata:Safe School Plans:SKTF.Lockdown.Shelter In Place.05.19.15.docx
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In the Event of a Disaster

In the event of a major disaster, the Oak Park Unified School District has emergency
plans to protect the safety and well being of all students and staff. Oak Park Unified staff are
educated about evacuation, assembly, search and rescue, and other procedures should a disaster
occur. Each school site has its own evacuation route maps and emergency plans (including
evacuation routes) are posted in each classroom. Teachers review emergency procedures with
students in each class on a regular basis. The students and staff practice their emergency drills
on a regular basis throughout the school year. Drills are for the benefit of everyone and are taken
seriously.

In the event of a fire, the following general guidelines are to be followed.

L. Stop work immediately.
Walk calmly and quietly to the nearest exit. If smoke is present stay as
low as possible, do not run or push, if possible, dampen a piece of cloth
with water and hold it over your nose and mouth. Stay as quiet as possible
in order to hear verbal orders. "

3. Do not attempt to take any work materials, wraps, or other personal items
with you unless they are readily available or unless specifically directed
by prior order.

4. The first person to the door or exit will hold it open.

5. Go directly to your designated outside assembly area, at least 25 feet from

the building.

In the event of an earthquake, the following general guidelines are to be followed.

1. Drop to your knees under the desk or table and face away from windows.

2. Place your face on your knees and clasp the legs of the desk or table with
your hands.

3. Remain in the drop position until an all clear is given or until any shaking
has stopped and it is safe to move to the outside assembly area.

4. If a desk or table is not available, drop close to an inside wall away from
any windows, or position yourself in a doorjamb away from windows.

5. If you are outside, move quickly away from any buildings, overhangs, or

overhead wires.

The school has medical supplies, tents, food, water, etc. to care for the students until a
designated adult can pick them up. In the event of a disaster it is important that parents do not
endanger their own lives to get to the school sites. Each school site will keep students safe and
cared for until parents or other designees can reach them.

In order to take students from school, the parents or designees will need to sign the
students out. All parents fill out a disaster release before registering for school indicating
contacts and designated adults that children can be released to. Anyone who violates school
procedures during a disaster will be in violation of state and federal law and will be prosecuted.
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) | )
Sﬁfecurii’y Numbers

In the Oak Park Unified School District, school security is monitored by a contract with Dial Security and reported to the Ventura
County Sheriff’'s Department. :

Dial Security Veniura County Sheriff

(805) 485-0528 or (805) 496-3174 (805) 654-2380 or 911 (emergency)

¢ Immediate Response for Emergencies: Dial 911 (this will also offer a direct response from the Ventura County Sheriff's
Department, Fire Department, or Emergency Medical Service.

¢ The Principal or his/her designee is responsible for contacting the District Office or Sheriff’'s Department for less serious incidents
and emergency sifuations. ‘

¢ The Principal will act as the Incident Commander and will utilize the Sheriff's Department as may become necessary and will
serve as the direct licison for public safety agencies or will appoint a designee to do so.

¢ The Superintendent or his/her designee will provide information and in’ferviewsb‘ro the media during the accident/emergency.
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Definition: Any carrying, concealing, displaying or using any object, whether used or Infended to inflict bodily harm. Such o

Guns & Weapons i. Building or on Campus

guns, box cutters, razor blades, clubs, and/or nunchakus.

)

bjects Include, but are not limited to

Plan of Action to be Taken

Establish Facts of Establish Level of the Remainder of the : Policy
Situation Incident First 10 Minules Next 50 Minutes Day Subsequent Days Reference
¢+ -Obtain ¢+  Principal must + Ifimminentdanger | ¢«  Wait for law ¢ Debrief Safe ¢ Meet with Safe ¢+ In
identification establish the level of exists, dial 911; enforcement personnel | School Team and other | School Team to update | accordance
+ Locationin Incident otherwise, notify the ¢ Provide law staff and revise plans, if with OPUSD
building ¢+ Glive appropriate | Sheriff's Department enforcement with as ¢+ Debrief central needed policies, make
s+ Number of people | code action and and give all avallable much Information as level staff + Meet with parents | GPPropriate
procedure to be taken | information possible: name, if needed to update Judgement

involved : ¢+ Return to normal — 5 after

_ +  Principal should ¢+ Activate Site Safe description, actionand | \ hen approved (Code | them on incident
‘T d Nl;mber ?f p not leave the School Team, If need location, etc. Green) + If media person ﬁgﬁ’gﬁ;@ gl
student(s) or sta , )
injured, (,f) any command station + Notify central leyel ¢ Do not attempt to ¢ Summon other appears, meet them in Manual Y
o Identify staff disarm central level staff, as a designated area

weapon(s), if any
¢+ Time of day

¢+ Name of slaff
reporting

¢+ Name of stludent
reporting

+ Name of
messenger

¢ Name of other
reporting

¢+ Sendreporting
student to office with
sealed message, if
possible, giving name
and location

¢+ Provide any
information, name,
location, weapon type

¢+ Have teacher
secure doors or
evacuate area (Code
Red)

¢ Disperse crowd of
all bystanders

¢+ Isolate student(s)
reporting the incident

+ Do not attempt to
disarm person

+ Aftempt to defuse
the confrontation with
the use of a verbal

¢ Once situation is
under control, have
wilnesses and victim
available for law
enforcement personnel

¢ Return to normat
when appropriate

¢ Use appropriate
code(s)

needed

¢  Meet with parents,
if necessary

¢+ Monitor School
building continually

+ Complete a
written report

¢+  Provide update to
staff and debrief if
necessary after school

¢+ Provide update to
students if necessary -

¢  Send notice home
If necessary

¢+ . Monitor school
building continually

¢  Debrief with staff if
needed

~ | command
NOTE: ITIS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT
Remember:
¢+ Principal or his/her designee is in charge., ¢ Principal does not leave command post
+ ltis better fo be safe than sorry. ¢ Do not confront the suspect.
¢+ Maintain control of the facility at all times. . ¢ Wait for administrative response.



Bomb‘%reat Only

Definition: A bomb threat is correspondence or a call that leads a receiver of that information to believe that there is an explosive device in the facility. (Note:
All information received must be recorded on Bomb Threat Instruction Card

3

Plan of Action to be Taken

Establish Facts of Establish Level of the ‘ Remainder of the _ Policy Reference
Situation Incident First 10 Minutes Next 50 Minutes Day Subsequent Days
¢ Keep Person Levell: Threat Only ¢+ Believe the ¢ Based on facts, + Declare Code ¢+ Early moming ¢ Inaccordance
Talking messenger decide if school should | Green when meeting with Safe with OPUSD policies,
+ Follow Bomb + Ifimminent danger be evacuated appropriate School Team to update | make appropriate

Threat Instruction Card
directions

¢ Ask questions:
location of bomb, time
bomb will go off,
description of device,
why it has been
placed, name and
location of caller, etc.

¢ Determine the
age, sex, and race of
caller

+ Notify principal
and explain

+ Conduct visual
search of school with
two persons familiar
with building.

exists (package
Identified), dial 211 and
notify the Sheriff's
Department
Immediately

¢ Inform District
Office - Superintendent
or Assistant
Superintendent

¢ Principal uses
his/her discretion in
evalualion process, as
well as the use of Code
Red or Yellow

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

¢+ Activate runners to
communicate
Important information

immediately, thus,
guaranteeing safety of
students and staff, or
kept in regular
secesslon.

¢ Activate and brief
site Safe School Team.
Use all available
resources as needed

¢  Brief all personnel
on initial call

¢ Determine plan for
day

¢ Declare
appropriate code

¢ If determined that
this Is a Level Il incident,
follow Level I
instructions

¢ If Sheriff is called,
coordinate efforts
according to site plan

¢ Principal, police
and appropriate
centrai level staffs hold
jolnt press conference;
if needed, give specific
details

+ Give
superintendent update

¢  Principal meets
with Safe School Team
for update and
evaluate

4 Hold staff meeting
giving details and
answering questions

¢ Summon
counselors, social
workers or other
needed staff

¢ Meel with parents
, if need

¢ Send notice to
home

¢ Provide students
with update

and revise plans, if
need

¢+ Meet with parents
if need fo update them
on incident

¢ Summon
counselors or others, as
needed

+ Meet with staff if
need

judgement after
evaluating all risks
Policy Manual

NOTE: DO NOT USE TWO-WAY RADIOS OR CELLULAR PHONES.

I 1S CRITlCAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT.

Remember:

+ Principal or his/her designee is in charge.

¢ Itis befter o be safe than sorry.
4+ Maintain control of the facility at all times, unless an actual device is located or explosion occurs.
+ Ifadevice is found, law enforcement will assume contirol of the site. If and explosion occurs, the Fire Department will assume fhe lead role.
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Shooting/St bbing at School

Definition: When a person attempts to commit a violent injury fo another person or commits an act that places another person in reasonable apprehension of
immediately receiving a violent injury.

.

i’rc;r; of Action fo be Taken

Establish Facts of Establish Level of Policy Reference
Situation the Incident First 10 Minutes - Next 50 Minutes Remainder of the Day | Subsequent Days
¢ Obtain ¢+  Principal must + Nofify central staff ¢ Wait for law + Discourage all ¢ Early morning ¢+ Inaccordance
identification establish the level of | ,  ifimminent danger enforcement personnel | communication until meeting with Safe with OPUSD policles,
+ Locationin Incldem‘ exists, call 911, otherwise, + If possible, clearance from law School Team to make appropriate
buliding ¢+ Glve call Sheriff's Department announce appropriate | ¢  Deslgnate a place for update and revise | judgement affer
+  Number of people | @PPropriate code and provide all avallable | code and follow parents who arrive on plans, if need ggﬁ"uc‘&gg oglrlsks
involved CJCtIondondT 5 information. procedures campus ¢ h/lfeﬁf wiﬂ(\j . Cy Manu
procedure 1o be + Call for emergency + Activate the + Control Traffic parenis i need 1o
¢ Identify weapon(s) | taken medical aid if needed Safety Team update them on

if any

¢+ Time of day

¢+ Name of staff
reporting

+ Name of student
reporting

+ Name of
messenger

¢ Name of other
reporling

¢+ Principatl should
not leave the
command station

¢ Cadllor send for help
by well known student

¢ Keep people from
entering the area

¢+ Have teachers secure
doors and evacuate the
area of immediate
danger

¢ Do not attempt to
disarm

+ Identify name and
location of aggressor if still
on the scene and proving
a threat

¢ Ifvehicle involved,
attempt fo identify license,
make, and model of car

+ Indicate location of
Incident

¢ Do not disturb crime
scene

+ Disperse crowd of all
bystanders

¢+ Walt for assistance

¢+ Isolate the
witnesses wilh an
administralor and
gather information

¢+ Reroule traffic
from affected area

¢+ Attempt to cam
students

+ |dentify injured
student(s) or staff
member(s)

¢ Seek medical
attention from school
nurse or person trained
in first aide, if needed

¢+ Have an administrator
on hand o answer
questions

¢+ Debrief central level
staff

¢  Complete a wiitten
report

¢ Summon other central
level staff, as needed

¢+ Meet with parents, If
necessary

+ Monitor school
building continually

¢+ Let Sheriff handle any
question regarding crime
and the investigation

¢ Onceincidentis
clear, return to normal
operations

¢+ Send notice home

¢ Update students with
accurate information

¢ Summon counselors,
soclal workers or others as
need

incident

¢ Summon
counselors or others,

‘as needed

¢+ Meet with staff
If need

NOTE.: ITIS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:

+ Principal or his/her designee is In charge.
+ ltis better to be safe than sorry.
+ Maintain control of the facility at all times.

+ Principal does not leave command post
+ Do not confront the suspect.
¢+ Wait for administrative response.




Bomb Threat with St~

Definition: A bomb threat Is correspondence of a call that leads th
a result of visual search, a susplcious package Is found. (Note: All information receive

icious Package Found

e receiver of that information to believe that there is an explosive device in the facility, and as

d must be recorded on Bomb Thereat Instruction qud.

Establish Facts of
Situation

Establish Level
of the Incident

Plan of Action to be Taken

First 10 Minutes

Next 50 Minutes

Remainder of the Day

. Subsequent Days

Policy Reference

¢+ Believe the
messenger

¢ Keep Person
Talking

¢+ Follow Bomb
Threat Instruction Card
directions

¢+ Ask questions:
location of bomb, time
bomb will go off,
description of device,
why It has been
placed, name and
location of caller, etc.

¢+ Determine the
age, sex, and race of
caller

+ Nofify principal
and explain

¢ Conduct visual
search of school wilth
two persons familiar
with building.

Level ll: Threat
and Suspicious
Package Found

¢ Belleve the messenger

+ Dial 911 and notify the
Sheriff's Department
immediately

+ Inform central office staff
immediately

+ Activate and brief site
Safe School Team and give all
information received

+ Evacuate building,
relocating staff and students
more than 300 yards (use your
Emergency Preparedness
Plan e evacuation
procedures)

+ Teachers take roll books
& emergency forms &
emergency kits

¢+ Teachers check and
report missing student(s)

¢+ Have a staff person stand
outside to direct emergency
vehicles and control fraffic -

¢ Provide emergency
personnel a descriplion and
the location of the package

+ Secure area and prevent
persons from entering the
bullding

¢+ Allow law enforcement
to take control of the site
search

+ Students take backpacks

¢+ Activate and brief
site Safe School Team.

+ Use allresources as
needed

¢ Brief dll site
personnel on Initial call

¢ Determine plan for
day

¢ Declare Code Red
or appropriate code

¢ Declare Code Green
when appropriate

+ Principal, police and
appropriate central level
staffs hold joint press
conference: if needed,
give specific delails.

s+ Give Superintendent
update

4+ Principal meets with
Safe School Team for
update and evaluate

¢ Hold staff meeting

glving details and
answering questions

¢ Summon counselors,
soclal workers or other
needed slaff

¢+ Meel with parents, if
needed

¢ Send notice home

¢ Provide update to
students

.+ Early morning
meeting with Safe
School Team to
update and revise
plans, if needed

¢+ Meetwith
parents If needed
1o update them on
incident

¢ Summon
counselors or others,
as needed

¢+ Meet with staff
to update and
revise plans.

¢+ Inaccordance
with OPUSD policy

NOTE: DO NOT USE TWO-WAY RADIOS OR CELLULAR PHONES. IT IS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THE INCIDENT.

Remember:

¢ Principal or his/her designee is in charge.
¢+ ltis better fo be safe than sorry.

+ Maintain control of the facility af all time:

the site. If an explosion occurs, the Fire Department will assume the lead role.

s, unless an actual device Is located or explosion occurs. If a device Is found, law enforcement will assume control of




'\%

Definition: An actual bomb explo!

o

sion is the explosion of a device fused to defonate or explode with sudden violence under specified conditions.

Plan of Action to be Taken

Establish Facts of Establish Policy Reference
Situation Level of the A
Incident First 10 Minutes Next 50 Minutes Remainder of the Day Subsequent Days

¢+ Ifacallcomesin, | Levellll + Call 911 for Sheriff's + Activate and ¢ Declare Code Green | « Early moming ¢+ Inaccordance
keep person talking- Actual Bomb Department and fire/emergency brief site Safe School | when appropriate meeting with Safe with QPUSD policy
follow ?omg Threat Explosion services Team. . Principol,' police and School Team to
Instruction Card. + Immediately place school on ¢+ ‘Useal appropriate central level update and revise

Code Red resources as staffs hold JoInt press plans, If needed

needed conference: If needed, ¢+ Meetwith

+ Activate site Safe School Team

+ Notify central office staff
immediately

+ Evacuate building. relocating
personnel and students in pre-
designated area

+ Attempt to keep students
calm and in one location

+ Have designated staff
member to meet emergency -
vehicles and confrol fraffic’

¢ Provide emergency personnel
(police & fire) with all information
upon arrival

¢ Direct medical personnel to
Injured persons and provide names
and ages

+ Teachers take roll books with
them, and emergency forms, and
emergency kits

+ Teachers conduct aroll call of
students and report any missing
students

+ Beware that there might be
other blasts

+ . Allow Fire Department/Bomb
Squad to take control of the site

+ Students should take
backpacks

+ Brief all site
personnel on inifial
call

¢+ Determine plan
for day

¢+ Declare Code
Red

¢ Notify parents
of injured student(s).
If necessary

¢  Notify District of
possible emergency
relocation

give specific deiails.

¢ Give Superintendent
update

¢ Principal meets with
Safe School Team for
update and evaluate

¢+ Hold staff meeting
giving deialls and
answering questions -

¢+ Summon counselors,
soclal workers or other
needed staff

¢ Meet with parents, if
needed

¢ Send notice home

¢ Provide update to
students ’

parents if needed
to update them on
incident .

¢  Summon
counselors or others,

‘as needed

¢ Meet with staff
to update and
revise plans.

NOTE: DO NOT USE TWO-WAY RADIOS OR CELLULAR PHONES. IT IS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THE INCIDENT.

Remember:

+ Principal or his/her designee Is in charge.
+ ltis better to be safe than sorry.

¢ Maintain control of the facllity at all times, unl

the site. If an explosion occurs, the Fire Department will assume the lead role.

ess an actual device Is located or explosion occurs. If a device is found, law enforcement will assume control of




Definition: The exchange of mutual physical contact such as pushing, shoving and h

“Phts

itting with the intent to cause harm whether injury occurs or nof.

Plan of Action to be Taken

Establish Facts of Establish Level of Remainder of the Policy Reference
Situation the Incident First 10 Minutes Next 50 Minutes Day Subsequent Days
¢ Obtdin ¢ Principal must s Notify central level ¢ Notify central level + Debrlef Safe ¢+ Eary mormning ¢+ Inaccordance
identification establish the level of staff staff School Team and other | meeting with Safe with OPUSD policy
+ Locationin incident s Ifinjurlesoccur, call | ¢  Defer to rules, not staff School Team fo update
building + Give appropriate | 911 and provide all personal authority + Debrlef central and revise plans, if

¢ Number of people
involved

+  Number of
student(s) or staff
injured, if any

+ ldentify weapons,
if any

+ Time of day

¢+ Name of staff
reporting

¢+ Name of student
reporting

¢+ Name of
messenger

¢ Name of other
reporting

code action and
procedure to be
taken -

+ Principal should
not leave the
command station

available information

+ Notify emergency
medical team

¢+ Cadllorsend for
help by known student

¢+ Defertorules,
personal authority

¢ Disperse crowd of
all bystanders

+ Attempt fo defuse
the confrontation by
the use of verbal
command

¢+ Obtdin
identification

¢ ldentify the
aggressor(s)

¢ Separate
student(s) and relocate
in office or classroom

¢  Walt for assistance

¢+ Once help arives,
separate student and
relocate in office or
classroom

+ Obtain names of
student witnesses

¢+ Aftempt to calm
students

¢ ldentify injured
studeni(s) or staff
member(s)

¢ Seek medical
attention from the
school nurse or tralined
person in first aid, if
needed

+ If serious injury,
contact 911 and advise
of injury

¢ If weapon(s) are
used or any other

level staff

¢+ Complete a written
report

¢ Summon other
central level staff

¢ Meet with parenis
if necessary

¢ Monitor school
building continually

¢+ Meet with staff to
update and answer
questions

¢+ Follow up with
students according fo
discipline plan and
nollfy parents

needed

+ Meet with parents
if needed to update
them on incident

+ Continue follow up
with sfudents if needed

¢+ Meet with staff to
update and revise
plans.

person(outsiders) are
posing a threat, call law
enforcement
NOTE: IT IS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT
Remember:

+ Principal or his/her designee is in charge..
It is better to be safe than sorry.
Maintain control of the facility at all fimes.
Principal does not leave command post

Wait for administrative response.

© & o o




Fire/ Jplosion

.

Plan of Action to be Taken

Establish Facts of Establish Policy
Situation Level of Reference
the Remainder of the
Incident First 10 Minutes Next 50 Minutes Day Subsequent Days
+ Fire Alarm sounds +« Evacuate building(s): follow Fire Drill Plan ¢ Maintalin ¢+ Declare Code | ¢ Early morning ¢ In
automatically +  Call911, unless immediately determined fo be a students in Green when meeting with Safe accordance
+ Fire/Explosion talse alarm designated area appropriate School Team to with OPUSD
. until “all clear” is Principal update and revise policy
Sg;‘;‘["igca\bgu“ ding +  Indicate any medical emergency advised or other F’) olice and plans, If needed
«  Person on fire + If afire islocated, tumn off power and gas to the instructions given appropriate +  Meetwith

building(s)

+ Provide first aid to victim(s), assist in evacuating
building(s)

+ Upon arrival of Fire Department, locate fire and
provide map of campus; provide master key(s) fo fire
crew

+ |f fire discovered In specific area or explosion occurs,
inform occupants and evacuate area :

s+ Aftend to injured by fire/explosion; help them
evacuate the building

+ Employees should attempt fo extinguish only small
fires, using suppression equipment available

+ DO NOT use water on electrical fires
o DO NOT attempt to fight fires involving explosives

+ DO NOT attempt to fight fires involving toxic
chemicals or strong oxidizers

+ Nofify the Executive Director and Maintenance
department

+ Inform other occupants o leave immediate area
Perform necessary immediate first aid on victims(s)
Smother fire by rolling victim on ground

Deluge with water

As a resort, spray with dry chemical fire extinguisher

Inform appropriate administrative/supervisory
personnel

* o & & o

¢+ Keep students
away from
building until it is
determined safe or
until other
instructions are
glven by the Fire
Department

central level stoff
hold joint press
conference, if
needed. Glve
specific details

+ Give
Superintendent
update

+ Principal meet
with Safe School
Team for update
and evaluate

+ Hold Staff
meeting giving
details and
answering
questions

¢ Summon
counselors, social
workers or other
needed staff

¢ Meetwith
parents, if needed

¢+ Update
students

¢ Send notice
home

parents if needed to
update them on
incldent

+ Coniinue follow
up with students Iif
needed

¢ Summon
counselors as
needed

¢+ Meet with staff
to update and revise
plans.

NOTE: DO NOT USE TWO-WAY RADI

OS5 OR CELLULAR PHONES. IT IS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THE INCIDENT.

Remember:

+ -Principal or his/her designee is in charge.
+ Itis better to be safe than sorry.

+ Maintain control of the facllity at all fimes,

the site. If an explosion occurs, the Fire Department will assume the lead role.

unless an actual device is located or explosion

occurs. If a device is found, law enforcement will assume control of




" Death/Suicide of . Btudent/Staff Member

Establish Facts of

Establish Level of

Plan of Action to be Taken

Policy Reference

Situation the Incident First 10 Minutes Next 50 Minutes. Remainder of the Day Subsequent Days
¢+ Assessthe ¢+ Princlpal must ¢+ Cadll school ¢+ Gather + Discourage all ¢+ Early morning ¢ Inaccordance
situation establish the level of | central office information communication until clearance | meeting with Safe with OPUSD policies,
. If incident incident N Call 911 if s Student’s from law School Team to make opproprlofe
occurred away from + Give necessary schedule and + Designate a place for update andrevise | judgement affer
school appropriate code + Designate on _emergency contact parents who arrive on campus | Plans. if need evaluating all risks
action and card s Meet with Policy Manual

¢+ Announcing the
loss to the school

procedure to be
taken

+ Principal should
not leave the
command station

administrator/staff
member to contact
deceased’s family
and offer support

¢+ Noftlfy the
Superintendent
+ Notify counselors

+ Nofify school
personnel before start
of student school day

¢+ Names of
student’s close friends,
siblings, and schools
they attend

¢ Names of
witnesses, if any

¢ - Adjust schedule if
necessary

+ Keep school
personnel updated on
events and
circumstances

¢ Procure personal
items of deceased
from lockers, desks,
etc. DO NOT
IMMEDIATELY
rearrange any class
seating

¢ Control Traffic

¢ Have an administrator on
hand to answer questions

+ Debrlef central level staff
¢+ Complete a wiitten report

¢+ Summon other central
level staff, as needed

¢+ Meet with parents, if
necessary

+ Monitor school building
continually

+ Let Sheriff handle any
question regarding crime and |
the investigation

+ Onceincldent is clear,
return to normal operations

¢ Send notice home

¢ Update students wilh
accurate information

¢  Summon counselors, social
workers or others as need

parents if need to
update them on
incldent

¢ Summon
counselors or others,
as needed

¢ Meet with staff

If need

NOTE:

IT IS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:

¢ Principal or his/her designee Is in charge.

o o o o

It is better to be safe than sorry.
Maintain control of the facility at all times:
Principal does not leave command post -

Wait for administrative response. '




Sexu ) Battery

Establish Facts of

Establish Level of

Plan of Action to be Taken

Policy Reference

Situation the Incident First 10 Minutes Next 50 Minutes Remainder of the Day Subsequent Days
¢+ Assess the + Determine whether + Isolate any family ¢ Take appropriafe ¢+ Inaccordance
situation medical attentlon is members who are on disciplinary action as with OPUSD policies,

necessary; if so, call 911

+ Do not allow the
victim to wash, clean-up.,
or use the restroom if af all
possible

& Assignan
administrator to protect
the crime scene by not
allowing other sin the
room or area where the
alleged sexual battery
occurred

¢ Call District Office
when police arrive, they
take charge of the crime
scene and investigation

¢ Inform
Superintendent

+ - Notify the family of
the victim

¢ Appoint someone to
stay with the victim

campus

¢+ Invesfigate the
Incident and obtain
witness statements

+ Isolate offender if
possible

determined by OPUSD
Disciplinary Guidelines

+ Debirief staff, but
maintain privacy of victim

+ _ Prepare statement for
media

¢+ Send notice home if
appropriate

¢ Debirief students if
appropriate

¢+ Summon counselors, if
necessary

make appropriate -
judgement after
evaluating all risks
Policy Manuat

NOTE: IT IS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:

¢ Principal or his/her designee is in charge.
It is better to be safe than sorry.
Maintain control of the facility at all fimes.

Do not confront the suspect.

3
+
¢ Principal does not leave command post
S
¢

Wait for administrative response.




) ' - Kidnappin_JChildnapping M

Note: Although generally an elementary school problem, childnapping has occurred in middle andl high school. Typically, a non-custodial parent is denied
access to the child by the cowurl. or ihe custodicl porent retuses te comply with a court order to allow access fo the child. Any non-custodial adult who takes a
child form the campus without the perinission of the court ordered parent/guardian may be guilly of a felony. ’

Release of Students: Established procedures are to be followed in releasing students during the school day.

1.

All persons not enrolled in or employed at a school entering a school campus must sign in at the designated office

2. All visitors on campus must wear visitor passes.
3. The name of the parent/legal guardian must be indicated on student’s Emergency Card.
4. The parent/legal guardian should show legal identification.
5. The parent/legal guardian must sign out the student through the designated school office.
6. Checking out students during the last 30 minutes of the school day should be discouraged. '
7. Elementary schools may consider implementing a security code system in which parents designate a secret code that identifies them as the parent/legal
guardian.
Plan of Action to be Taken
Establish Facts of Establish Level of : Policy Reference
Situation the Incident First 10 Minutes Next 50 Minules Remainder of the Day Subsequent Days
¢+ Ifachidis ¢ Call Sheriff's ¢ Assist the police ¢+ Continue to assist the + Early moming + Inaccordance
kidnapped from school Department Investigation police investigation : meeting with Safe with OPUSD policies,
¢ Contact the custodial ¢+ Meet with staff to School team to make appropriate
parent update and revise plans updotg and revise Judgement after
. : plans, if needed, to evaluating all risks
¢ Obtain witness ¢+ Brief students on update and revise Policy Manual
statements factual information plans, if needed
¢ Inform District Office ¢ Send note home if +  Meet wilh
appropriate parents, if needed,
1o update them on
incident
¢ Summon
counselors or others,
) as needed
NOTE: ITIS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT
Remember:
¢ Principal or his/her designee Is in charge.

* < & o

It Is befter to be safe than sorry. )
Principal does not leave command post
Do not confront the suspect.

Wait for administrative response.
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Chemical Sp:!

/Airplane Crash

9

Plan of ‘Action to be Taken

Establish Facts of Establish Policy
Situation Level of the Next 50 Reference
Incident First 10 Minutes Minutes Remainder of the Day Subsequent Days
Off-Campus Hazardous + Notify all building occupants of the ¢ Follow ¢+ Discourage all + Meet with Safe ¢ In
Evaluation chemical spill chemical spill over the public address system or | established communication until School Team to accordance with
Required occurs so close | by alternate means to Initiate evacuation fo procedures in clearance from law update and revise OPUSD policles,
Evacuation fo building ha speclfic assembly points(s) Disaster Plan enforcement is recelved plans, if needed make
ConnotBeMade | fhebest = 1y caron ¢ Control traffic ¢ Mestwith E%pgggcr’\ffeoﬁer
be fo stay + Notify appropriate District Office Personnel ¢ Designate a place parents, if needed evcﬁucﬂng all risks
Inside for and Maintenance Depariment ) for parents who arrive on ¢ If media person Policy Manual
protection + Establish management post at a safe campus appears, meet them

location

+ |dentify location of classes in the holding
area/assembly point, to activate orderly
location other the students for parents wishing
to pick up their children according to the
disaster plan

+ Direct parents to the management post for
pickup of students

+ Maintain contact with District Office ,
Sheriff's and Fire Department to stay informed
about conditions at the school site and
surrounding area

¢ Cal9ll

¢ Notify appropriate District Office and
Malntenance Department

¢ Require persons in outside areas to go

Inside building

¢+ Announce Code Red
¢ Close all doors and windows in all bulidings

+ Shut down all air-conditioning and
ventilation units

¢+ Use the public address systems for
communicating instructions to staff and
students -

¢+ Determine alternative evacuation route if
possible

¢ Havean
administrator on hand to
answer questions

¢ Debrief Safe School
Team and other staff '

¢+ Debrief central level
staff

¢ Complete a written
report :

¢  Summon other
central level staff as need
¢+ Meet with parents, if
necessary

¢+ Monitor school
bullding continually

¢+ Let police handle
any question regarding
crime, the investigation

¢ Onceincidentis
clear, return to normail
operations

¢ Send notice home
¢ Update students

in a designated area

+ Monitor school
building continually

¢ Update school
staff and revise plans
as necessary

(continued on next page)




B | " Chemical St J/Airplane Crash

3

Plan of Action to be Taken

Establish Facts of Establish Policy
Situation Level of the Remainder of the Reference
Incident First 10 Minufes Next 50 Minutes Day Subsequent Days
¢+ Chemical Spill + ldentify the location In the school where + Follow + Follow ¢ In
Occurs on Campus spill has occurred, as well as 1he substance(s) established established accordance with
+ Recall/Further ¢+ Assess the situation procedures in procedures in OPUSD policies,
Evaluation Disaster Plan school/buildings make

+ Callon

¢+ Determine building exits that will be used
for evacuation of affected building(s). when
required

+ Conduct an orderly evacuation of the
area. DO NOT RING FIRE ALARM BELLS

¢ Cadll Maintenance Department
+ Keep students and others out of the
affected area until notified by Maintenance

Department or by Fire Department Hazardous
Materials Team that area is safe

+ Notify District Office

¢+ Delermine from
Ventura County
Management
officials whether
evacuation is
required from
assembly point of
when return to
bullding Is
anficipated-

+ Coordinate
between Ventura
County emergency
officials and School
District and
Maintenance
personnel to meet
any additional
requirements

Disaster plan

appropiiate
judgement after
evaluating all risks
Policy Manual

NOTE: IT 1S CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT
Remember:

¢

e & o6 o

Principal or his/her designee is in charge.
It is better to be safe than sorry.

Maintain control of the facility at all times.
Principal does not leave command post
Wait for administrative response.




DISTRICT RESPONSE TO THREAT OF BIOTERRORISM
February, 2003

In the event of a bioterrorism threat, designated district officials will maintain
contact with public health authorities, local police and the fire department.
The VCPH Disaster Management Unit is located at 2125 Knoll Drive, Suite
200, Ventura California, 93003, and is coordinated by Julie Frey 805/654-
7607.

The VCPH disaster management team’s present major focus is directed
toward first responders. This includes securing hospital emergency rooms
and facilities for decontamination. Judy Seyle, VCSSO Health Programs,
serves on Ventura County’s Bioterrorism Medical Advisory Committee
representing schools and is responsible for keeping school nurses abreast of
appropriate school response to bioterrorist threats as the plans are
developed. The OPUSD Risk Manager, Safe Schools Coordinator and
District Nurse will incorporate this and other information into the district's
crisis response plan as soon as it is made available.

During a bioterrorist assault, students will/will not be released to parents as
directed by the County and as outlined in each school's crisis response plan.

School district employees should be reminded that according to Government
Code Sections 3100 through 3109 "...all public employees (defined as all
persons employed by the state or any county, city, city and county, state
agency or public district, excluding aliens legally employed) are hereby
declared to be disaster service workers subject to such disaster service
activities as may be assigned to them by their superiors or by law..." In other
words, according to the oath of affirmation taken when hired, school district
employees should not expect to go home if a disaster occurs unless officially
dismissed by district officials in charge of managing the crisis.



)

Note:

Maijor Stu  ¥nt Disruption

3

In situations that may result in major disruption and/or demonstration, prevention is the school’s goal. A video camera can be very effective in deterring
disruptive acts. In disruptive situations, aftempt to obtain footage of the event(s).

Plan of Action to be Taken

Establish Facts of Establish Policy
Situation Level of the Subsequent Reference
Incident First 10 Minutes Next 50 Minules Remainder of the Day Days
When a major + Call District Office ¢+  Notify ¢ Discourage all ¢+ Meet ¢« In
student disruption ; parents/legal communicatlon until clearance | with Safe accordance with
¢ Alerfca erv and oft
occurs odmlnlsfrm‘orr: PUS SUpENVIsors and othet guardians of from law enforcement in School Team | OPUSD policles,
i Aftempt 1o dlffuse fension b involved students received fo update make
. use :
P e 1 Y ¢ Secure + Designate a place for and revise appropriate
+ ldentifying key players/concerns detalled written parents who arrive on campus plans, if Judgement after
+ lsolating key players in a neutral area statement(s) from | ,  Have an administrator on needed g\éﬁé‘;ﬂg% S‘(']'""s“s
¢  Conferencing with players students and ofher | 140 1o answer questions ¢+ Meel
witness, including . with parents,
&  Alerting parenis/legal guardians involved staff ¢+ Debrief Safe School Team | if needed
+ If situation cannot be diffused, separate members and other staff : s+ lfmedia
and detain students and solicit support of + Take + Debrief central level staff person
parents opproprio‘red _ + Complete a written reporl appears,
¢ Callschool officials and/or 911, If situation | disciplinary action | | ¢,nmon other central meet them In
calls for further action COJSP?JlgeDCI;?d'bI&I/ level staff, as needed a designated
scipline ‘ area
+  Clearly communicate to all students (via Guidelines ¢ Meet with parents, if Monft
announcements or bullhorn), in the presence of necessary ¢ oniror
adult witnesses, that students should ether school
attend classes or move to a safe, designated ¢ let police handle any bullding
areq; inform students that they will be subject to questions regarding crime and | continually
suspension and arrested if they do not comply the investigation + Update
+ DO NOT release students from classes r;tu r??gsc')”;'glegf (i:rg:{ggs school staff
I
¢ Announce Code Red f P l . and revise
+ Debirief staff and revise plans as
+ If astudenti(s) perslist, after second warning plans necessary

and reasonable period of time (not more than
two or there minutes), notify student(s) of his/her
suspension and glve direction for his.her leaving
the campus; if student(s) do not cease and
desist, direct police to arrest the students(s)

+ If adisruption escalates further, announce
Code Red, and follow procedures

¢+ Announce “All Clear

+ Debirief students
+ ° Send home notices.

NOTE: ITIS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:

¢ & & ¢ >

Principal or his/her designee is in charge.
It is better to be safe than sorry.

Maintain control of the facllity at all times.
Principal does not leave command post
Do not confront the suspect.

Wait for administrative response.




)

H Yage

Establish Facts of

Plan of Action to be Taken

Establish " Policy
Situation Level of the Reference
Incident First 10 Minutes Next 50 Minutes Remainder of the Day Subsequent Days
Asses situation + Call District Office Supervisors and ¢+ Wait for law + Debrief Safe School ¢+ Make ¢ In
other administrators | enforcement Team and other stoff arrangements for Crisis | accordance with
personnel + Debref ceniral staff management Team OPUSD poilicies,

+ Emergency Team Reports

¢ Announce Code Red, and follow
procedures

¢+ When police arrive, be prepared to
extent possible:

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

+ The types of weapons hostage-takers
possess

¢ The number and the names of
hostages

+ The demands and instructions
hostage-takers have given

+ A description of area under slege

¢+ Corporate with assist Sheriff who,
upon arrival, become “in charge”

¢+ Inform Superintendent

+ Provide law
enforcement with as
much Information as
possible; name,
description, action
and location, etc

¢ Do not attempt
o disarm suspect

+ Once situation Is
under control, have
witnesses and victims
available for law
enforcement
personnel

+ Return lo normal
when appropriate

¢ Use appropriate
code(s)

¢+ Relurn o normal

-when approved (Code

Green)

¢ Summon other
central level staff, as
needed

¢+ Meet with parents, if
necessary

¢  Monltor school
building continually

¢+ Complete a wiltten
report

+ Debrlef school staff
¢ Debirief students ,
¢ Send notice home

Services, as needed

¢ Summon
counselors as needed

make
appropriate
judgement after
evaluating all risks
Policy Manual

NOTE: ITIS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT

Remember:

* & & O O o

Principal or his/her designee is in charge.
It is better to be safe than sorry.

Maintain control of the facility at all times.
Principal does not leave command post
Do not confront the suspect.

Wait for administrative response
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Definition:

Weathe JTornadoes

NWS in two phases - WATCH and WARNING

Preparation:

On LN~

Utilize lower floors and interiors areas.
Do not use gyms and other areas with wide roof spans
Develop a special alarm system for tornado warnings.

Educate staff and students on appropriate posture to assume in shelter area in actual fornado warning

Keep first aid supplies current and convenient

Evaluate physical plant and develop plans for secure areas for secure areas for student/employee population

A destructive or potentially destructive weather condition as defined by the National Weather Service, usually announced, time permitting, by

Plan of Action to be Taken

Establish Facts of Establish Policy
Situation Level of the Next 50 Reference
. Incident First 10 Minutes Minutes Remainder of the Day Subsequent Days
Tornado Waich ¢ Inform student/employee population that + Continue ¢ Debrief Safe School ¢+ Meet with Safe ¢ In :
Tornado WATCH is in effect 1o monitor Team and other staff School Team 1o accordance with
+ Move students and faculty from portable weather + Debrief central level |- Update and revise OPUSD policies.
classrooms and outside fo permanent facilities | @dvisories or staff + | plans, if needed make
untit WATCH Is s+  Meet with appropriate
+ Prepare for sheller areas a defined inplan | ~gncelled ¢ Return to normal judgement after
: ) when roved (Code parents, if needed
+ Monitor weather advisories s+ Continue app evaluating all risks
! . Green) ¢ If media person Policy Manual
+ Make plans to evacuate large areas with to monitor appears, meet them
wide open roof spans sform ¢ Summon other

+ Keep doors unlocked
+ Close windows and outside doors
+ Monitor progress of storm

¢ Sound alarm and move students and staff
to shelter area as defined in plan

¢ Close windows and outside doors

¢ Stop at close available building, which can
be used as shelter

+ Aduvise students to seek cover and place
themselves In protected position, covering
head and face

¢+ If non suitable shelter is available, have
students disembark and lie flat in lowest area
available:

¢ Kéep students In shelter until storm/threat of
storm is past

¢ Retunto
normal activity
once
storm/threat of
storm has
passed

¢ If domage
or injuries, take
appropriate
steps to secure
any needed
help, and notify
Executive
Director

¢  Nofify
Transportation
Dispatch of
actions taken
as soon as
feasible

central level staff, as
needed

¢+ Meet with parents, if
necessary

¢  Monitor school
building continually

¢ Complete wiritten
report

in a designated area

¢  Monitor school
building continually

¢ Update school
siaff and revise plans
as necessary

(Continued on Next Page)




Weather - Thunde*\yrms and/or Lightning

)

Plan of Action to be Taken

Establish Facts of Establish Policy

Situation Level of the Next 50 Reference
Incident First 10 Minutes Minutes Remainder of the Day Subsequent Days

¢+ School ¢+ Storm ¢+ Get out of open areas and into an ¢ Basedon + Declare Code s Meet with Safe ¢ In

Grounds approaching enclosed building as quickly as possible facts, decide if | Green, when appropriate | School Team to accordance with

¢ Schoal + Do not seek shelter under isolated trees or | School should + Princpal, police and | UPdate and revise OPUSD policies.

Buildings close to metal fences, playground equipment, | P€ evacuated | gnpropriate central level | PIons if needed make

o Afhletic Events or shelters in exposed locations ltr:medioiely, staffs hold joint press ¢ Meetwith Qpépg)pré?‘fteo fer

+  Getindoors: stay indoors us- conference, If needed, parents, If needed jJudgem

¢ InTransif guaranteeing giving specific detalls f medi evaluating all risks

+ Field Trips or + Stay away from open doors and windows, | safety of Give Suparintandent ¢ ome a pﬁﬁor’;] Policy Manual

Hiking in an Open metal objects, electrical appliances students, staff, ¢ e ve superinienden ‘Oppg I ? meted €

¢+ Keep telephone use to a minimum

+ Do not handle flammable liquids in open
containers

¢+ Seek Shelter In buildings

+ Avoid open spaces, metal fence, sheds, or
unenclosed structures

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

¢ Remove melal-cleated shoes

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

+ DO NOT park under electrical lines, or irees

+ Persons using scooters, motorcycles,
bicycles, and other open vehicles should seek
protecied shelter

¢ Move to high ground and avoid lone trees
and small sheds

+ Stay away from metal fences

¢ Seek shelter in thick timber, ravine, ditch, or
in an enclosed vehicle or building

regular session

¢ Activate
and brief the
Safe School
Team:; use all
available
resources, if
needed

¢+ Briefal
personnel affer
initial call

+ Determine
plan for day

¢+ Declare
appropriate
code

¢ Determine
ifincident is a
Level ll
incident, follow
Level ll
instructions.

¢ Principal meet with
Safe School Team for
update

¢ Hold staff meeting
giving details and
answering questions

+  Summon counselors,
social workers or the
needed staff .
¢ Meet with parents, if
necessary

+ Send notice home if
appropriate

¢+ Debrief with students

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

Remember:

+

* o <

Principal or his/her designee is in‘'charge.
It is better to be safe than sorry.

Maintain control of the facility at all times.
Principal does not leave command post
Wait for administrative response.




Bl 3k Out

3

Definition: When the generator becomes dysfunctional and all power Is lost. May also include loss of phone service.
Plan of Action to be Taken
Establish Establish Level of Policy
Facts of the Incident - Reference
Situation First 10 Minutes Next 50 Minutes Remainder of the Day Subsequent Days
¢+ School + Principal must + Ifimminent danger exists, dial 911 or ¢+ Continue to ¢ Keep flashlightsin ¢+ Maintain normal + In
s+ Campus establish the level of | District Office monitor area until every classroom until operations accordance
v School lncident.on + Activate and brief Safe School Team, | POWer Is restored notified with OPUSD
Building :;‘;‘gg“gg;gé% ';: in necessary ¢ If any student ¢+ Complete written gg’;‘gg} iggke
; s Safe School Team or designee wil diskruphon occurs, reports, if necessary judgement
+ Teachersare 1o | monitor building and/or campus fo make | fake appropriate +  Continue to monitor after
secure fheir doors | g e all students and school personnel are | disciplinary action. as | greq evaluating all
and stay in place in a safe and secure ared directed by OPUSD ) ng
(Code Red) disciplinary ¢+ Meet with staff to risks Policy
+  Teachers are + Make sure every classroom has light guidelines update and revise plans Manual

not to release
students from class

"« Activafe emergency classroom plans

+ Activate emergency runner system to
support communications .

¢ Once power
and order are
restored, return to
normal operations

¢ Debrlef students

¢ Send notice home if -

necessary

NOTE: ITIS CRITICAL THAT YOU REMAIN CALM THROUGHOUT THIS INCIDENT
Remember:

Principal or his/her designee is in charge.

It is better to be safe than sorry.

Maintain control of the facility at all fimes.

Principal does not leave command post

Do not confront the suspect.

Wait for administrative response.

S © & ¢ & ¢




Evacuation P 3n & Procedures )

Evacuation of School Buildings

In a numiber of situations, it may be necessary to evacuate a school building. These situations may include fire and bomb threats. The sounding of a fire alarm
- should signal this evacuation. The following steps must be followed:

1. Maps should be posted in all classrooms indicating prirhory and secondary egress routes and holding oreas/assembly points.

2. Teachers should bring their class record books with them when evacuating thelr classroom/building, as well as emergency cards and emergency Kkits.

3. Teaches should ensure that all students are ouf of the classroom and restrooms.

4. Teachers should turn off lights and close door prior to following their students out of the classroom/building.

5. Instruct the first student inline to hold open exit door(s) until all persons in the class have evacuated. (Continue this procedure until building is clear.)

6. Classes should proceed to the pre-designated holding area/assembly point. Once there, teachers should make note of students who are not present
and maintain order.

7.

Teachers should remain with their classes until an “all clear” signal is sounded or an administrator gives other instructions.

Students should be instu4ctd to take their backpacks with them (from the classroom)

Evacuation of Campus

Situations may arise which require an off-campus evacuation to ensure the safety of students and staff. These situations include a chemical spill, airplane crash,
explosive device located on campus, or major fire. Pre-planning procedures for the emergency evacuation of campus shall consist of the following minimum
reguirements when evacuation is required.

1. Identify at least four assembly points (North, South, East, West) a minimum of one quarter () mile away from the school location in the even‘r it
becomes necessary to evacuate school campus.

Establish the desired evacuation routes to the four holding areas/assembly points on an evacuation plan.

Provide for the special evacuation needs of the disabled. Who will assist? See Emergency Plan

Maintain a copy of the evacuation plan readily available in the school adiminQistraiont office.

Orient staff, faculty, and students on their specific duties, requirements, and responsibilities should an off-campus evacuation be necessary.

SRS I N R

Provide for the use of the public address system as the primary means of notifying building occupants, when possible (Reference Code Yellow, Code
Green, and Code Red Procedures). Determine an alternative means of announcing an evacuation in the event of public address system failure.



When an Off-CampJ} Evacuation is Called

EVACUATION SITES School

North: . South
East v West
Teachers Should:

1. Bring class record books when evacuating their classroom/building and emergency forms & emergency kits

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

Turn off lights and close door prior to following fheir;TudenTs out of the classroom.

Insiruct the first student in line to hold open exit door(s) until all persons in the class have evacuated. (Continue this procedure until building Is clear.)

Proceed to the pre-designated holding area/assembly point. Once there, make note of students who are not present and maintain order
Remain with their classes until an “all clear” signal is sounded or an administrator gives

R

7. Students should bring backpacks with them from the classroom.
School/Based Administrator should:
1. Notify the appropriate District Office Personnel v
Establish and assign a management post at the off-site evacuation point.
Gather lists of students not accounted for from staff members.

2
3
4. Identify the location of classes in holding area/assembly point fo facilitate the orderly location of students for parents wishing to pickup of students.
5. Direct parents fo the management post for pickup of students.

6

Maintain contact with Sheriff/Fire Departments to stay informed about conditions at the school site and nearby areas.




Teacher:

Grade:

Room #:

ACCOUNTABILITY REPORT

Keep this form with your red emergency bag.

Complete this form and give to Joy Reints immediately

Date:

Time:

All students in my class are present and with me

The following students are not in school tdday:

The following students are in specials (literacy, speech, resource):

Student Special

Injured students/personnel left behind:

Name Location




Emergency
- Response




OAK PARK UNIFIED SCHOOL DISTRICT

INCIDENT COMMAND ORGANIZATION CHART

INCIDENT COMMANDER

1. Linda Sheridan

2. Julie Suarez

PUBLIC INFORMATION OFFICER LAISON OFFICER

1. Tony Knight u
2. Leslie Heilbron

1.Martin Klauss
2.Carole Ly

SAFETY OFFICER
. - SCRIBE
1. Linda Gam =
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2. Tony Nyugen 2. Linda O’Gara
¢ o E———————— .
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Lynn F
yan Framet Toni Banales
. CRITICAL INCIDENT
|| STRESS MANAGEMENT
1.  Gayle Tribe
2. Jeremy Rogers




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

Director, Budget &
Accounting

818-735-3215

805-404-5674

Financial Officer

Barbara Dickerson

Julie Suarez

Director, Business
Operations

818-735-3210

818-355-7176

Safety Officer

Susan Roberts

Director, Pupil Services

818-735-3214

818-929-0146

Stress Management

JoAnn Houseman

District Nurse

818-735-3224

818-288-3346

Medical Aid

Linda Sheridan

Administrative Assistant

818-735-3206

805-660-1620

Incident Commander

Stewart McGugan

E)irector, Alternative
Education

818-735-3207

805-341-7608

Student Care Chief

114115
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EMERGENCY/
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EMERGENCY ASSIGNMENTS

(W’"'.dent Commander . Erik Warren (Back-up: Angela Folendorf)
Evacuation Chief/Attendance Maureen Frey
Assistant to Evacuation Chief Linda Mendivil
and Status Board
Evacuation Area Supervisor/Attendance Eva Novak
Assistant to Evacuation Supervisor Lianne Arnold
and Attendance/Runner Allison Shapiro
- Barbara McPhillips
Triage Officer Quincie Melville
First Aid Team ’ Bonnie Chasin/Linda Friedricks
Meredith Glickman
Security Chief Joy Reints
Security Team Andi Hunt
Joy Reints
Steve Waldman (if on campus
Campus Supervision :
(@ety Officer _ Brian Fay
Fire Suppression Team Brian Fay & Katelyn Loe
Instructional Aides
Search & Rescue Officer Beth Ruben
Team A (1%, 2", 5™) Stephanie Love
Janet Levine
Team B (3, 4%, Computer, Library, MPR) Keri Lieberman
Cindy Lokitz
Transport Teams
Team A Amanda Berg
Paula Foy/Denise Wall
Team B Heather Sloan
Julie Tunnermann
Reunion/Social Services : Kristin Chobanian
Kelly Schultz
Danielle Warnes
Scribe Jennifer Aaronson
i;orgue Team Katelyn Loe &
Instructional Aides

Sanitation & Recovery Joy Reints



CLASSROOM EVACUATION

. Check on “buddy” safety
- Give shout out to grade level members

. Reassure students/Inventory injuries

. Injured persons who cannot be moved should be protected as much as possible and remain in classroom.
Reassure them that Search and Rescue will arrive shortly, consider assigning a buddy.

. Get your red emergency pack, emergency cylinder and a pencil, personal items (purse, cell phone and
personal medications)

. Check that all students exit room with you

- Close all doors behind you. LEAVE DOORS UNLOCKED
- Mark door with green circle if clear and empty/red circle if occupied in any way

. Take students to evacuation area

- If the designated route to the Kindergarten yard is not safe, seek out the safest route possible
for you and your students '

. Once in the evacuation area, put on appropriate colored vest from cylinder, instruct students to line up as
trained in alphabetical order. Account for each student in line. Complete Accountability Report and
turn it in to Angela, Maureen, or Erik. IMMEDIATELY NOTE ANY PERSON LEFT IN YOUR
CLASSROOM.

. Handle any minor injuries in evacuation area.

. All staff members who are not actively engaged in other assigned emergency duties will remain in the
evacuation area to supervise students. Keep your students calm and make absolutely sure they stay
together in the evacuation area. Explain to them that there is a system in place for releasing to parents
who will come as soon as possible.

10. Direct any parents to student checkout at Literacy area. Do not release students directly without

following checkout procedure.

11. Be careful not to discuss names of injured. Do not give out names or numbers of injured/dead.

12. You will be contacted at the evacuation area to complete your assigned duties. Advise Evacuation Area

Supervisor that you are moving on to assigned tasks when called upon to do so.



EVACUATION CHIEF/ATTENDANCE

Maureen Frey, Office Manager

1. Gather the following items:
- All walkie-talkies and batteries
- All school keys including Earthquake shed key
- Staff roster and sign-in
- Personal purse/phone/car keys

2. Lock office outer doors to prevent entrance to office

3. Establish Emergency Command Center at flagpole by retrieving table from Earthquake shed. BE SURE
TO START MAKING NOTES OF TIMES/EVENTS.

4. Be sure to get car keys from Erik, Brian and Health Tech

5. Give keys and walkie-talkies to:

m - Incident Commander (Warren)

\ - Keep one yourself
- Evacuation Area Supervisor (Novak)
- Triage Officer (Melville)
- Safety Officer (Fay)
- 1 each Search & Rescue/Transport Team (Love and Lieberman)
- Security Officer
- Social Services

6. Establish and maintain communications with personnel above.

7. Start accounting for adult personnel and make reassignments as needed.

8. Assist Incident Commander in establishing and maintaining communications with District Office.
9. Assist in accounting for staff and visitors on campus.

10. When situation is under control, remain at station but assist in directing parents, student supervision and
release.

Walkie-Talkie Channels:

mChannel 1 = District Office
Channel 11 = Oak Hills Elementary
Channel 12 = Oak Hills Elementary Secondary Channel




10.

11.

INCIDENT COMMANDER

Erik Warren, Principal
(Back-up: Teacher-in-charge)

. Gather the following items:

- Bullhorn

- Backpack

- Student Information Book

- Personal wallet/phone/car keys

Assist Office Manager in collecting all walkie-talkies in office area.

. Drop walkie-talkies and Student Information Book at Command Station at flagpole.

Assist in establishing Student Release Station at main gate of Literacy Rack area by retrieving table
from Earthquake shed.

Retrieve walkie-talkie and book from Command Station.

Personally establish contact with teacher in charge of student evacuation area. See that she has list of
students needed for accountability reports.

Account for all staff members and visitors on campus.
Check in with Security Chief to assist with accounting of all staff members and visitors on campus.

Assign Linda Mendivil to establish a white board to keep track of missing students/staff. Will also act
as runner to Incident Commander and note taker.

Assign Lianne Arnold, Allison Shapiro and Barbara McPhillips to assist with general supervision and
release of students, supervise dependent children of staff, and notifying of parents.

Evaluate damage and injury reports as they come in to determine appropriate responses.

12. Report and update District Office.

13.

Prepare to meet with parents, media and public. NEVER GIVE OUT NAMES OR NUMBERS TO
PUBLIC/MEDIA.



SAFETY OFFICER

Brian Fay, Head Custodian

. Gather the following items:

- All keys to site

- Walkie-talkie

- Wrench (utility shut-off as needed)

- Personal items such as keys and phone

Goto Earthquake shed to unlock shed.

. Proceed on these tasks only as safe to do so:

- Determine if leaving the gas turned on creates a fire hazard or a hazard to the safety of
people. If a hazard exists, proceed with extreme caution and turn the main gas valve off.

- Determine if leaving the water turned on creates a flooding hazard. If a hazard exists,
proceed with extreme caution and turn the main water valve off.

- Determine if leaving the electricity on creates a fire hazard or a hazard to the safety of
people. If a hazard exists, proceed with extreme caution and turn the main breaker switches
off.

Return to Earthquake shed to assist with moving items to Triage or Command Centers. -

Meet with Fire Suppression team at Command Center (flagpole).



10.

FIRE SUPPRESSION TEAM

Headed by Brian Fay
Assisted by Katelyn Loe and Instructional Aides

Katelyn and Instructional Aideé: Get your students to the Evacuation Area (Kindergarten yard)
following the Evacuation Procedures.

Once your students are accounted for and calm, and you are needed as a member of the fire
suppression team, advice Evacuation Area Supervisor (Eva Novak) that you are moving on to your
assigned task.

Go to Command Center (flagpole).

After meeting at the flagpole to receive instructions from Incident Commander, move on to the
Earthquake shed to meet up with Search & Rescue Officer (Beth Ruben).

Gather the following items:
- Be sure you have your keys
- Walkie-Talkie
- Fire extinguishers from the shed

Break into two groups and accompany the two Search & Rescue teams as they move out to recover
injured/trapped/dead.

Assist as needed by suppressing fire and determining safety of each room as teams enter.
Assist as needed by retrieving/moving injured/trapped/dead.

After all rooms have been cleared of persons, return to any hot spots and make sure fire is
completely extinguished.

Stay in contact with Incident Commander.

=



SECURITY
Headed by Joe Reints

Assisted by: Andi Hunt, Steve Waldman, and Campus Supervision

. Get your students to the Evacuation Area (Kindergarten yard) following the Evacuation Procedures.
Advise Evacuation Area Supervisor (Eva Novak) that you are moving on to your assigned task.

. Go to Command Center (flagpole).

. Joy Reints will pick up walkie-talkie and car keys of Maureen Frey and Health Tech.

. These cars may be moved to block entrance driveway into school if needed. A staff member must
remain with the vehicle so that it can be removed immediately for emergency vehicle access.

. Joy will remain at this entrance to move these cars should an emergency vehicle need to enter campus.
Joy will direct all parents coming onto campus to go to literacy area for student pick up.

. Unless directed otherwise, remaining members of the security team will be used as follows:

a. One will stay with Joy to supply additional supervision and direction to adults entering campus.

b. One will go to literacy area to provide security assistance and direction.

c. Remaining will go back to student evacuation area to patrol fence line and supervise students.
Any parents coming to the fence should be directed to the literacy area.



EVACUATION AREA SUPERVISOR

Eva Novak
Assisted by: Lianne Arnold, Allison Shapiro and Barbara McPhillips

. Get your students to the Evacuation Area (Kindergarten yard) following the Evacuation Procedures.

. Maintain supervision of all students in evacuation area. All staff members who are not actively engaged
in other assigned emergency duties will remain in the evacuation area to supervise students. Direct
these staff members to ensure adequate supervision.

. Assist with accounting of students, staff and visitors. Keep track of students and staff entering or
leaving evacuation area. Send Lianne Arnold to check with Triage Officer to confirm missing or those

not in the first-aid area.

. As other teachers leave to tend to assigned duties, make sure campus supervisor or other staff is
available to assist with supervision.

. Locate and help students get to student release point when requested.
. Keep Evacuation Area closed to public. Direct all parents to literacy area for appropriate check out.

. Stay in constant communication with Evacuation Chief and Incident Commander.



ASSISTANT TO INCIDENT COMMANDER
™ Linda Mendivil
1.  Get your students to the Evacuation Area (Kindergarten yard) following the Evacuation Procedures.

2. Once your students are accounted for and calm advice Evacuation Area Supervisor (Eva Novak) that
you are moving on to your assigned task.

3. Go to the Literacy area and report to Erik Warren.
4, Assist with getting any remaining items from Earthquake Shed.

5. Take over note taking responsibilities (incident scribe). Document all actions and decisions on a
continual basis. Write down any and all radio and verbal contact of Incident Commander.

6. Set up “white board” for general messages between staff members and to keep track of missing
students/staff/visitors. KEEP NAMES CONFIDENTIAL.

7. Assist Student Release Team with supervision of students in immediate literacy area that are waiting to
be released.

8. Direct parents/adults waiting to pick up students.

M 9. Never give out names or numbers.

Walkie-Talkie Channels:

Channel 1 = District Office
Channel 11 = Oak Hills Elementary
Channel 12 = Oak Hills Elementary Secondary Channel




REUNION/SOCIAL SERVICES
Kristin Chobanian
Kelly Schultz
Danielle Warnes
Jennifer Aaronson
Assisted by: Joy Reints, Andi Hunt, and Lianne Arnold
. Get your students to the Evacuation Area (Kindergarten yard) following the Evacuation Procedure.

. Once your students are accounted for and calm, and it is necessary for you to provide Reunion/Social
Services, advise Evacuation Area Supervisor (Eva Novak) that you are moving on to your assigned task.

. Pick-up student rosters from Maureen Frey. Go to Literacy area.
. Assist Erik Warren and Linda Mendivil in establishing Student Release Area.

. Oversee release of students to parents/guardian.

. Stay in constant contact with Maureen Frey regarding status of students present, released, or
unaccounted for.

. Start notifying parents/guardians of student status and procedures for pick up. Use personal cell phone
if necessary.

. Document all actions and decisions on a continual basis.



TRIAGE OFFICER

Quincie Melville

1. Get your students to the Evacuation Area (Kindergarten yard) following the Evacuation Procedures.

2. Once your students are accounted for and calm, and it is necessary for you to serve as Triage Officer,
advise Evacuation Area Supervisor (Eva Novak) that you are moving on to your assigned task.

3. Go to Earthquake shed and assist First Aid team with moving items to garden area.

4. Stop by Command Center (flag pole) to check in with Incident Commander and pick up walkie-talkie on
way back to garden.

5. Establish three groups of injured:

Level I(RED) Immediate Needs

Level Il (YELLOW) Delayed Needs

Level ITI (GREEN)  Minor Needs (consider sending back to evacuation area for treatment)
6. Track injured on white board.

7. Continually re-triage victims to assess if they have deteriorated to “Immediate”.

. Report frequently to Incident Commander and Evacuation Chief regarding status and location of injured.

9. Provide assistance to First Aid team as needed.
10. Document all decisions and actions on a continual basis and do same for First Aid team.

11. Have Morgue Team remove deceased from the First-Aid area.



SEARCH & RESCUE

Beth Ruben
Team A: Stephanie Love Search Area: First, Second, Fifth and Bungalows
Janet Levine
Team B: Keri Lieberman Search Area: Third, Fourth, Computer
Cindy Lokitz Library, MPR, Resource

1. Get your students to the Evacuation Area (Kindergarten yard) following the Evacuation Procedures.

2. Once your students are accounted for and calm it is necessary for you to begin Search and Rescue
operations, advice Evacuation Area Supervisor (Eva Novak) that you are moving on to your assigned
task.

3. Beth Ruben stops at Command Center (flag pole) to get two walkie-talkies and two master keys.
4. All others go to Earthquake shed and retrieve necessary tools (hard hats, gloves, etc.).

5. You will be paired with a Transport Team and a Fire Suppression person. Move out as a group.
Beth Ruben will give one walkie-talkie and keys to each group. She will sub in for any teacher who
may have been incapacitated or will return to student evacuation area to provide additional
supervision/security stopping by the Command Center to advise of status and actions.

6. Safety Considerations:
Buddy System: Always work in pairs, with 31 person acting as a runner.
Hazards: Be alert for hazards such as sharp object, dust, hazardous materials, power lines,
' leaking natural gas, high water, fire and unstable structures.

7. Search Methodology:

Call out: Begin the search by shouting “If anyone can hear my voice, come here.” If any
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