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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:
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8 |Emergency Response 2.
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14 |Infectious Diseases 2
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15 [Child Abuse Reporting Procedures 2
Policies and regulations pertaining to child abuse 7 X
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OAK PARK UNIFIED SCHOOL DISTRICT
EXHIBIT

Series 0000 Philosophy, Goals, Objectives & Comprehensive Plans E0000

Mission

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



Vision Statement

Red Oak Elementary School

The vision of the Red Oak Elementary School community is
to actively involve all children in becoming responsible,
caring and creative life-long learners. We provide a
foundation for success through clear goals, high
expectations, and a positive school climate with an
emphasis on critical thinking, problem solving, social
responsibility and personal growth. Students are
encouraged to reach their full potential as we celebrate
their unigueness.



RED OAK ELEMENTARY SCHOOL Profile:

On our campus there are 23 regular full time teachers serving approximately 640
students, Discovery Kindergarten through 5™ grade. Red Oak Elementary School is a 21-
year-old school and is the newest of three elementary schools in the school district. Red
Oak received the California Distinguished School award for academic excellence during
the 2013-2014 school year. This is the third time the school has been honored with this
award. Community-funded Measure R continues to provide capital for campus upgrades
such as repaving parking lots and reroofing selected sections of campus buildings. Our
school is situated in the gently rolling foothills at the southern base of the Simi Peak, in
the residential community of Oak Park, northwest of Los Angeles. Red Oak Elementary
School has an established record of educational achievement and parent involvement.
We believe that every child can, and will, learn and that this learning will lead to high
achievement. The goal of our school is to provide each student with a challenging and
rigorous curriculum based on California State Academic Standards. We believe every
child can achieve academic success and we are committed to providing unique and
differentiated instruction to meet the special individual needs of our students. To this
end, every child is provided with quality instructional experiences, which support and
maintain high expectations for all students. In many classrooms, new technologies from
our district’s C-6 bond funds are increasingly being used as a tool for teaching. One
well-known technological learning tool is our Smartboards. Community bond measure
C-6 continues to fund additional technology tools. Also, our Learning Center Program
services students requiring extra help in reading. It provides intensive instruction to raise
student reading ability. Student progress in State-approved curriculum is monitored on a
regular basis in all subject areas using such measurements as our SRI (Scholastic Reading
Inventory) and DIBELS (Dynamic Indicators of Basic Early Literacy Skills) to precisely
pinpoint student needs. This dedication to excellence, coupled with a warm and positive
school environment, actively supportive parent groups, and exciting school-wide
activities results in optimal school experiences for our students. Each year our highly
educated and devoted staff strives to build upon our past successes. We actively
incorporate new knowledge and seek out more effective ways to deliver education to our
students at every level. Red Oak parents appreciate education and make it a priority in
their lives by investing time and resources at the site. Parents are valued partners in
creating a special educational community at Red Oak. Over seventy-five percent of our
parents volunteer in some capacity to benefit our school. Both the School Site Council
and the Parent Faculty Association (PFA) are dynamic, active, empowered organizations
that help us to reach our goals of providing a quality education in a safe and nurturing
environment. With parents and teachers working as a team towards the same common
goal, every child has the opportunity to become successful. We believe that through
teamwork, open communication and a commitment to continuous improvement, we
achieve great things for our students and their families.



e. ANALYSIS OF CURRENT EDUCATIONAL PRACTICE
The following statements characterize educational practice at this school and are based on
No Child Left Behind (NCLB), Title I, Part A and the California Essential Program
Components (EPC).

Standards, Assessment, and Accountability

Red Oak teachers modify instruction and improve student achievement by utilizing a
variety of state and local assessments. This year students 3™ through 5™ grade took the
state standardized Smarter Balanced Assessment Consortium (SBAC) test covering
Common Core standards in language arts and math. Currently, no results were reported
to the parents, school or school district. This data should be made available in the future.
Another state assessment was the State Testing and Reporting (STAR) program for
science (5™ grade only). These are reviewed and analyzed upon receipt. During the fall,
teachers review assessments taken at the end of the last school year and use current
assessments to identify student needs and to plan appropriate instruction for all students,
including those identified as not meeting performance goals and those exceeding
performance goals.

W Use of data to monitor student progress on curriculum-embedded assessments and
modify instruction (EPC) has been critical to meeting performance goals and is essential
to any successful program. Instruction is adjusted based on meaningful information
gained from thorough assessment of student performance. In Oak Park, our reading
assessment plan includes:

* Regular assessment that is part of the Core Reading Program.

* DIBELS for grades K-3. The DIBELS assesses three areas of early literacy:
Phonological Awareness, Alphabetic Principle, and Fluency with Connected Text. The
measures are linked to one another and have been found to be predictive of later
reading proficiency. The test is given one-on-one with each child and takes about ten
minutes to administer. It is given three times a year on a prescribed timeline.

e SRI. The SRI is a computer-based reading comprehension assessment that is
administered to students in grades 1-5. These students take the test three times a year
on the computer. The software remembers the students and tracks their progress
throughout the year. It also provides lists of recommended reading for the student
based on the interests that the student selected; recommendations are on the student’s
lexile level. The SRI provides teachers, parents, and students with information about
student reading comprehension levels. This assessment also provides information
about grade level equivalency and predicts scores on the California Standards Tests.

The most important aspect of these assessments is the individualized data that is provided
cm to teachers and parents. Secondarily, the schools and the district as a whole will be able
‘ to design appropriate interventions and support for all students.



In all subject areas, pre- and post-testing are common practices of teachers who flexibly
group their students for short-term instruction of specific skills. These curriculum-
embedded assessments are standards-based and assist parents and teachers in monitoring
the progress students are making toward meeting performance standards. Our math
program uses curriculum embedded tests and spiral reviews to assess how well students
are learning and retaining information. Formal and informal assessments, such as
benchmark projects, also monitor the effectiveness of programs in social studies and
science. This progress is reported three times a year on standards-based report cards.
Parent conferences are held twice a year to formulate student goals and to address
progress. Students in the upper grades take an active part in goal setting and in
discussing progress.

The majority of our students are attaining scores at or above the proficient level in ELA
(English Language Arts) and math and do not require intervention. The small numbers of
students requiring intervention receive additional support through our in-school Learning
Center program and math aides. Additional grade level interventions are provided
through differentiated instructional strategies such as fluid grouping, use of manipulatives
and Special Education. Our instructional practices for EL (English Language) learners
begin with how EL teaching is related to K-12 EL, standards as well as content
assessments of the learner’s levels of linguistic and cognitive development. Materials
appropriate for EL students have also been purchased that include limited vocabulary
dictionaries and targeted software.

Staffing and Professional Development

Part of Red Oak’s focus on professional growth has been to ensure that all teachers
become NCLB (No Child Left Behind) compliant. This has involved teachers taking
courses to obtain CLAD credentials. OPUSD (Oak Park Unified School District)
supports this effort as well, and has offered several opportunities for teachers to obtain
NCLB compliant status. We are pleased that currently all Red Oak teachers have
achieved this status.

Red Oak offers opportunities for growth and support for teachers that are aligned with
content standards, assessed student performance and professional needs NCLB. Staff
members participate in district-sponsored activities on “buy back™ days and also use a
“passport” system that allows teachers to personalize professional growth. Specifically,
the law that establishes funding for the “buy back™ days provides guidelines for
identifying activities that qualify as professional development. These workshops
promote research-based activities that are aligned with state standards and frameworks
and are consistent with the district’s priorities.

Regular and frequent collaboration time is provided to teachers both within and across
grade levels by banking instructional time. Approximately 15 minutes in primary grades,
and 20 minutes in upper grades, were added to the master school schedule four days a
week to allow for an early release day on Wednesdays. Every Wednesday is set aside for



teacher and support staff to plan for instruction through interventions, remediation, and
extension.

Teaching and Learning

Teachers provide multiple levels of support to give every student an opportunity to access
the curriculum. State Board of Education adopted. standards-based instructional
materials are in place in the subjects of Math, Reading/Language Arts, Science, and
History/Social Science. In addition, scientifically researched-based materials are in place
for reading and math intervention in our Learning Center and Resource Classroom.
Materials appropriate for EL students are in place and include limited vocabulary
dictionaries designed for these students. Students receive a balanced, hands-on, enriching
learning experience. The curriculum aligns with district standards, which are often more
rigorous than the state standards, and is delivered through many modalities. We
differentiate curriculum across grade levels to meet the needs of every student. Flexible
grouping within individual classrooms ensures that all students receive instruction at their
level. Embedded in our math curriculum are re-teach and extension materials to
accompany each lesson. In language arts, teachers supplement lessons with extra support
and challenge activities. Beginning with the 2010-2011 school year, all fifth grade
students receive 30 minutes of weekly instruction in Mandarin Chinese. Site licenses
were purchased at the beginning of the 2013-2014 school year for Brain Pop and IXL.
Other free programs are used such as Think Central. Both are internet-based programs
mostly focused on math, both extend learning using an engaging format geared to the
instructional level of the viewer. Additionally, the fourth and fifth grade levels use Khan
Academy computer program as a supplement to their math instruction and for homework.

Curriculum, instruction and educational materials are aligned to content and performance
standards in accordance with NCLB guidelines. Instructional minutes for core academic
areas of mathematics and reading/language arts for each grade level adhere to
requirements set by the state. These minutes are grouped and kept whole to insure
quality instructional time with few interruptions and disruptions. Other academic
activities are scheduled around these core academic blocks to provide enough quality
time to sustain instruction that is substantial and promotes the mastery of concepts.
Flexibility in scheduling is used to allow for students with special needs to attend
intervention services in and around the core academic blocks. Grade levels working as a
team decide the general pacing of lessons. These teams work to balance student
achievement, and mastery of concepts, as well as cover the required material within each
grade level. Decisions on differentiated instructional strategies and interventions are
updated as needed. Revising the timelines of annual instructional plans and refocusing
curriculum emphasis is an ongoing process that occurs after reviewing testing results.

Starting in the 2014-2015 school year, a certificated physical education teacher was hired
to provide direct instruction for our students. Students receive 50 minutes of physical
education two times a week. There is a classified physical education instructor to help
assist and provide support for this program.



Students with disabilities receive appropriate support in all curricular areas. Lesson
modifications allow these students to use various modalities to show understanding. The
SAI (Specialize Academic Instruction) program provides individualized support for
students based on their IEPs. Aides assist some students in their regular classroom
setting. Struggling readers receive 20 to 30 minutes of daily reading fluency support in
the Learning Center. Students struggling in math receive daily support with math aides.
Within the regular classroom, students receive extra support through re-teaching and peer
tutoring. EL students receive assistance from a program incorporating SBE (State Board
of Education)-adopted materials, including complete Houghton Mifflin Reading sets,
vocabulary board games, sequencing cards and the Rosetta Stone computer program. All
classroom teachers are CLAD-certified. All teachers use Bloom’s Taxonomy to
differentiate the curriculum so that every student is reached at their individual level.
Common Core State Standards are being included or will be included in most core
academic subjects. The district adopted Go-Math curriculum materials by the Houghton
Mifflin and Harcourt publishing company this school year. They have the standards
embedded in them. Portions of staff meetings have been devoted to this task. Currently,
our teachers use language arts materials that have these standards embedded. During the
2013-2014 school year, bridge materials for language arts were obtained. These
materials called, Medallion, help to bridge the transition between our current academic
standards and those of the Common Core.

Opportunity and Equal Educational Access

State and district standards guide teachers in creating curriculum and appropriate
assessments. These assessments provide feedback about which standards have been
mastered and those requiring additional instruction.

Teachers utilize pre, post, and summative tests provided by Houghton-Mifflin, as well as
other assessment instruments, to assist teachers in setting up flexible, homogenous
learning groups. Houghton-Mifflin language arts and Go-Math assessments are used in
the same way for math grouping. These instructional groups address the needs of all
students, augmenting the curriculum with remediation and enrichment when appropriate.
For example, a teacher instructing a math group needing remediation may use slower
pacing and more hands-on materials to develop and reinforce understanding, and provide
enrichment. Teachers use methods such as curriculum compacting to promote critical
thinking. Research-based educational programs and activities are used to enhance and
raise student achievement. Some of these include material from Marcy Cook, Dale
Seymour, Marilyn Burns and Sandra Kaplan’s GATE Icons.

Assessment of all students needing academic support continues throughout the year. If a
student enters our school with a language other than English listed on the home language
survey, our English Language (EL) Specialist screens them using the CELDT test. EL
students remain accountable for content instruction, but can use alternate means (such as
visual representations and oral descriptions) to prove proficiency. Students testing in the
upper third of their class academically in reading and writing can be designated as fluent.



Students with learning disabilities are assessed with the Woodcock Johnson III and the
Test of Written Language and, Visual Motor Integration. They are re-evaluated every
three years. Throughout the year, students also receive portfolio assessments. Progress
toward Individual Educational Plan (IEP) goals is carefully monitored. When students no
longer need special services, classroom progress is monitored by specialist observation
and teacher feedback.

Involvement

Teachers create lessons for whole group, small groups (homogeneous and
heterogeneous), cooperative groups, and independent learners. These lessons incorporate
multiple modalities through the wuse of technology, manipulatives, scientific
investigations, field trips, research, and other hands-on activities. All of these activities
reach all learners and are more effective when utilizing community support. In many
grades parents lead weekly reading groups in the content areas. Teacher-created guides
are used to discuss key concepts and vocabulary. In math, teachers use a variety of
materials and approaches to reach students having difficulty with new concepts. Third,
fourth, and fifth grade teachers provide social studies, math, and science study guides to
help students and parents identify key concepts and important vocabulary. Teachers use a
variety of instructional strategies to meet the needs of students with a range of learning
styles and experiences (including fluid grouping for specific skill development).

Differentiation continues after school with homework designed to meet individual
students’ needs. In the classroom, students become peer tutors. Every primary class teams
with an upper grade class so that primary students have “Big Buddies”. Buddy classes
meet regularly to complete projects. For example, one kindergarten and 5™ grade buddy
team meet for 15 minutes every Friday morning for buddy reading. At the library, 5t
graders choose a challenge book for themselves along with a picture book with their
“little buddy” in mind. Kindergarteners practice tracking and reading sight words, while
5" graders build fluency and learn how to choose literature with an audience in mind.

Special events and activities enrich the curriculum, apply and extend student knowledge,
and provide an outlet for creative talents. We welcome community support all the time,
but for special events and activities we recruit parents and community members to
participate.

As students requiring [EPs and 504s are identified, grade level teams brainstorm new
ideas incorporating any necessary tools to ensure student success. Peer tutoring,
individual teacher time, home tutoring, resource specialists, the Learning Center, the
school psychologist and a school counselor help support all students. Additional services
are available depending on each child’s individual needs. Adapted physical education is
offered to students on campus. Students requiring speech therapy are accommodated
according to their IEPs. Speech therapists work in the classrooms and constantly ask
teachers for specific lesson material so that they may tie classroom lessons into the
students’ speech services during speech sessions.



(@ The consolidated application for funding special programs is a document that is put
together using the combined input from parents, community representatives, teachers,
and other school personnel.
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We Maintain a Safe and Orderly Environment

The safety and welfare of all students and staff is a priority throughout the school day.
Reasonable guidelines regarding campus conduct as well as safety have been established to
protect both students and staff. Maintenance staff, teachers, administrators, and students actively
participate in providing a clean, orderly, and safe environment for each campus.

Employees are trained and updated on practices for maintaining a safe and orderly
environment through the Oak Park Unified School District’s Employee Training Program. The
mission of the Employee Training Program is to provide an occupational health and safety
training program designed to instruct employees in general safe and healthy work practices and
to provide specific instruction with respect to hazards specific to each employee’s job
assignment. Students are also made aware of the importance of a safe and orderly environment,
especially with regards to exercising and playing sports in physical education and proper
laboratory procedures in science classes.

We further help maintain a safe and orderly environment through the work of the Oak
Park Unified School District Safety Committee. The Safety Committee is comprised of
volunteers from classified, certificated, and administrative staff and community members. The
committee meets no less than four times each school year to review safety practices, conduct site
inspections, and disseminate information to employees on safety, health, and catastrophic
occurrences. The goal of the committee is to help provide the safest work environment possible.

Each site will be inspected once each month by the head custodian, and a minimum of
once each year by the safety committee to insure that equipment and playground apparatus is
maintained in good condition. There must be sufficient cushioning materials around playground
bars, slides, etc. and play fields and yards may not have ruts, cracks, holes, raised concrete, etc.
which may cause tripping or falling accidents. Offices and classrooms are inspected to insure
that heavy, sharp, or breakable objects are not placed on top of or on upper shelves of cabinets,
bookcases, or other storage units. Wall sockets must have safety plates and walkways and aisles
must be free of obstructions. Each site is to maintain easily accessible emergency information,
equipment, and first aid kits.

After a site inspection has been made, a written report must be made and presented to the
site manager and safety committee. This report will list any potential hazards by severity, give
the location, and a time line for corrective actions to be taken. The hazard correction list will
also be forwarded to maintenance if required.

Each year the Board of Education approves a comprehensive long-range master plan of
district facilities including a deferred maintenance schedule. Maintenance and repairs are
expedited through a centralized work order system that assigns priorities on the basis of student
and staff health and safety. Grounds and landscaped areas are maintained on a rotational basis
by a central roving grounds crew.



General Safety Guidelines

The safety of staff and students will not be compromised by a disorderly environment.
Therefore, we have established the following general rules to outline the basic tenets of a safe
and orderly school and workplace. The General Safe Work Practices are as follows:

1. General caution is to be exercised when moving about the classroom.

2. All four feet of chairs are to remain on the floor at all times.

3. Rough-housing and running in the classroom is prohibited.

4, Toxic or potentially hazardous solutions may not be kept in classrooms
unless kept in a locked, non-student accessible storage area or cabinet.

5. Floor areas will be kept free of obstacles and any spills should be cleaned
up immediately.

6. Storage cabinets should be in good condition and not overloaded. Heavy,
sharp, or breakable objects are not to be stored on upper shelves or the
tops of cabinets, bookcases, etc.

7. Unauthorized flexible extension cords should not be used and all other
cords should be of the three-pronged, grounded type..

8. A fire drill or evacuation map is to be posted by each exit door.

9. All doorways and escape routes are to be kept free of obstructions.

10.  Bookcases and cabinets are to be secured to walls.

11.  Audio visual and high-technology equipment such as computers, TVs,
VCRs, etc., must be properly stored, strapped down, or otherwise
anchored as appropriate. This equipment should not be moved by anyone
other than an authorized employee. Proper lifting techniques are to be
adhered to when lifting or moving heavy equipment.

12.  Computers must have proper electrical extensions. Access to the sides and
rear of computers must be limited as much as possible.

13.  Equipment with frayed or damaged electrical cords is not to be used and
should be reported immediately.

14.  Electrical circuits may not be overloaded.

15.  All injuries should be reported to the Business Office.



Other Safety Guidelines

If an Accident Occurs...

All teacher or student accidents must be reported to the main office of the school site
immediately. An accident report must be completed by the teacher in charge and submitted to
the main office. Accident and worker’s compensation forms for staff members need to be
completed as soon as possible and returned to the main office.

No Medication at School

Any student who is to have medication at school on a regular basis must fill out the
appropriate form and have it signed by the student’s physician. If the student needs medication
for a short time, a form must be filled out and signed by the parent. All medication must be
administered by school office personnel. Under no circumstances is a student to have
medication on his/her person at school or take medication unsupervised. This applies even to
Tylenol or other over-the-counter medications in addition to prescription medications.

Practice Racial and Ethnic Sensitivity

Students may not make remarks, slurs, innuendoes, jokes, etc., related to a person’s race,
ethnicity, religion, color, national origin, sexual orientation, or background. Remarks made in
general or directed toward another student, adult, or family will not be tolerated. Students who
make such remarks are subject to suspension or other consequences and will be counseled on the
issue. Participating in, or conspiring to engage in acts of hate or violence, is prohibited.
Intentionally engaging in threats or intimidation that creates disorder, invades the rights of
others, or creates a hostile educational environment is prohibited.

No Sickness at School

In an effort to provide the most healthful and wholesome atmosphere for students, the
Oak Park Unified School District has the following rules and regulations regarding
communicable disease control:

1. Students should not attend school with an illness, respiratory infection
(common cold), a temperature of 100 degrees or above, or a rash.

Students who have had a fever must have a normal temperature (below
100 degrees) for 24 hours before returning to school.

2. If the school feels that a student’s physical condition does not warrant that
the child be in school, the parent will be will called and the student will be
sent home with a parents or person designated on the student’s emergency
card. Parents should not send their children to school to be diagnosed.



Parents are free to call the school for information concerning length of
absence, homework, etc.

3. Parents must follow the attendance procedures outlined in their student’s
handbook for reporting the absence of a child who is ill. Parents must call
the school to verify extended absences.

4. The school will use their communicable disease regulations as guidelines
for admitting or excluding students for health reasons. The school has the
final authority whether or not to admit any child suffering from a
contagious disease even though the child’s physician may have suggested
the child be permitted to return to school.

Use Technology Responsibly

The Oak Park Unified School District is committed to preparing students for a rapidly
changing world. One way in which we help students meet the challenges of the new millennium
is by providing and familiarizing students with the most up-to-date technology possible. Every
student in the Oak Park Unified School District has access to a computer. The use of these
computers, however, requires that students and staff exercise a certain degree of responsibility.
All students and staff sign contracts confirming that they have read the terms and conditions of
the Network Use Policy for the OPUSD-Net. The contract verifies that students and staff are
aware of the following:

1. Any violation of the rules, regulations, and/or policies may result in denial of
access privileges, and appropriate disciplinary action.
2. A student’s or staff member’s access to the computer is for educatlonal purposes

only, and the Oak Park Unified School District will take available precautions to
restrict access to and eliminate controversial or inappropriate materials. It is
impossible to restrict access to all controversial materials.

3. Students and staff agree to report any misuse of the system to the site
administrator or District Systems Administrator.

4. Students and staff will be held responsible for any costs or damages resulting
from harm caused to the computer system by their actions.

5. The Oak Park Unified School District reserves the rights to search user files, data,

programs, e-mail, and user workspace for the purpose of maintaining system
integrity and security, and preventing system abuse.

We Have Zero Tolerance for Drugs, Alcohol, and Tobacco

The Oak Park Unified School District believes that the maintenance of a drug and
alcohol-free workplace is essential to school and district operations. The Oak Park Unified
School District’s policy is zero-tolerance for drugs, alcohol, and tobacco on the school site. Any
student who is in possession of or under the influence of any controlled substance or look-alike,
including tobacco, alcohol, illegal drugs, or any student who has misused legal drugs, will be
recommended for disciplinary action. No employee shall unlawfully manufacture, distribute,
dispense, possess, use, or be under the influence of any alcoholic beverage, drug, or controlled



substance as defined in the Controlled Substances Act and Code of Federal Regulations before,
during, or after school hours at school or in any other district workplace.

We Have Zero Tolerance for Weapons

The Oak Park Unified School District has adopted and enforces a zero tolerance policy in
regards to any type of weapon 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 and BB guns,
or any student found to be in possession of any explosive device including firecrackers or
fireworks, will be recommended for expulsion, unless the principal recommends otherwise. This
includes any replica or look-alike of the above. All persons, including students and parents, are
prohibited from engaging in terrorist threats against school officials, school property, or both.



Safety at Red Oak Elementary School
4857 Rockfield S.
Oak Park, CA 91377

Playground Rules

Elementary school playgrounds are places of recreation and enjoyment. Students are
learning sportsmanship, how to get along with others, sharing, courtesy, etc. The playground
and field areas should be safe, orderly places where students can interact positively with one
another in a cooperative spirit. Students must therefore observe the following rules:

1.

W wm

'10.

11.
12.

13.

14.

Students are to remain on the school grounds at all times. The parking lot
is off limits. Students may not leave the school grounds without
permission or talk with persons through the fence.

All games are “open.” This means that all students may participate in any
game at any time within grade level designations.

In the event of a disagreement over a game as to whether a player is “out”
or not, the students playing the game are to vote to reach fair decision.
Students who continue to play unfairly are to be reported to the Yard
Supervisor. The Yard Supervisors carry the accepted rules for each
playground game.

Games that involve gambling tackling, pushing, or rough play are not
permitted. _

“Karate” type games or actions are not permitted at anytime.

Balls are not to be bounced in the halls or against the buildings.

No throwing of rocks, sticks, or other objects is permitted.

No climbing or pulling on trees and shrubs, or walking in planted areas.
Students are not to bring toys, yo-yo’s, radios, tape players, pagers, or
other equipment to school without permission of their teacher or principal.
Pocket-knives, matches, cigarettes, lighters, fireworks, and other
dangerous objects are seriously prohibited by law and may result in
immediate suspension.

Students may not wander around the campus or interrupt other classes
during recess. Students should not be in a classroom unattended, or any
area of the school grounds that is not supervised by a school official.
Students are to use the restrooms designated for their grade levels only.
Food and snacks must be eaten in the patio area, and not carried on to the
playground or field. Gum is not allowed at school. Candy and snacks
should only be eaten at nutrition time and lunch on the patio.

Students may not use any type of profanity or derogatory language.
Students who do will face disciplinary consequences.

In all cases, the Yard Supervisors are to be respected and obeyed.
Students may not argue with these school officials. Students who do will
face disciplinary action. Students may ask for and deserve an explanation
of any actions by a school official.



3

Visitor Policy

All Oak Park Unified School District schools require that visitors sign in with the
front office of the school site. Visitors may not wander around campus. Parents who
wish to visit classrooms may not do so without the approval of the office.
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Red Oak Elementary School
School Parental Involvement Policy

PART | GENERAL EXPECTATIONS

Red Oak Elementary School agrees to implement the following statutory requirements:

The school will distribute a School Parental Involvement Policy to parents of
child participants, developed and approved by School Site Council.

The school will notify parents about the School Parental Involvement Policy in
an understandable and uniform format.

The school will make the School Parental Involvement Policy available to the
local community.

The school will periodically update the School Parental Involvement Policy to
meet the changing needs of parents and the school.

The school will adopt the School Parental Involvement Policy as a component
of its school-parent compact.

The school agrees to be governed by the following statutory definition of
parental involvement and will carry out programs, activities and procedures in
accordance with this definition:
Parental involvement means the participation of parents in regular, two-way,
and meaningful communication involving student academic learning and other
school activities, including ensuring —
(A) that parents play an integral role in assisting their child’s learning;
(B) that parents are encouraged to be actively involved in their child’s
education at school;
(C) that parents are full partners in their child’s education and are included, as
appropriate, in decision-making and on advisory committees to assist in the
education of their child;
(D) the carrying out of other activities, such as those described in section
1118 of the ESEA.

PART II DESCRIPTION OF HOW THE SCHOOL WILL IMPLEMENT
REQUIRED SCHOOL PARENTAL INVOLVEMENT POLICY COMPONENTS

1. Red Oak Elementary School will take the following actions to involve parents in the
ongoing joint development and agreement of its School Parental Involvement Policy and
its Schoolwide plan, under section 1118(b) of the ESEA:

To make available the following materials to parents: Districtwide Parental
Involvement Policy, and the School’s Parental Involvement Policy.

School Site Council will approve these documents at their first meeting each year.



2. Red Oak Elementary School will take the following actions to distribute the School
Parental Involvement Policy to parents of participating children and the local community:

* Include these documents in the first day packet distributed to all Red Oak
families.

* Make copies available in the school office.

3. Red Oak Elementary School will periodically update its School Parental Involvement
Policy in our Student Handbook to meet the changing needs of parents and school:

* This document will be updated each year and included in the SPSA.
(School Plan)

4. Red Oak Elementary School will convene an annual meeting to inform parents of the
following:

* That their child’s school participates in Title 1

* About the requirements of Title 1

* Of their rights to be involved, as described in detail in the Student
Handbook

* This information about the Title 1 program will be disseminated to parents
during Student Study Team (SST) Meetings

5. Red Oak Elementary School is committed to being flexible when scheduling parent
meetings in regard to the Title 1 Program understanding that parent participation is key to
the program’s success.

6. Red Oak Elementary School will provide information about Title 1 Programs to
parents of participating children in a timely manner:

» Trimester updates as to student’s progress
* Teacher conferences will be conducted if a change in the student’s
instructional program is deemed necessary

7. Red Oak Elementary School will provide parents of participating children with a
description and explanation of the curriculum in use at the school, the forms of academic
assessment used to measure student progress, and the proficiency levels students are
expected to meet to:

* Parent notification letter describing the Title 1 Program will be sent to
each parent before their child enters the program

¢ Members of the Student Study Team will describe the program to the
parents

* Back to School Night program will assist in informing parents about
curricular activities



m 8. Red Oak Elementary School will provide parents of participating children
" opportunities to participate in the decision making process relating to the education of
their children:

» Teachers and parents have the right to request a meeting to discuss the
academic progress of students

* During Student Study Team meetings parents are encouraged to
actively participate in the decision making process

* Twice yearly at report card conferences, teachers will inform parents
of their child’s progress and have the opportunity to discuss changes to
the plan in place

9. Red Oak Elementary School will submit to the District any parent comments if the
Schoolwide plan under section (1114)(b)(2) is not satisfactory to parents of participating
children:

* Board Policy outlining complaint procedures can be found in the first
day packet sent to each family at the beginning of the school year
* Copies of this policy can be obtained at the school office

PART III SHARED RESPONSIBILITES FOR HIGH STUDENT ACADEMIC
W ACHIEVEMENT

1. Red Oak Elementary School will build the school’s and parent’s capacity for strong
parental involvement, in order to improve student academic achievement, through the
following activities:

* PFA membership

* Back to School events

* School Site Council Meetings open to the public

* Classroom volunteerism and participation

* Districtwide committees developing curriculum and policy

2. The school, with the assistance of the District, will provide parents with the following
information in the following ways:

¢ The state’s academic content standards
¢ The state’s student academic achievement standards

* The state and local academic assessments including alternate
assessments

* The requirements of Title 1
* How to monitor their child’s progress
* How to work with educators



This will be accomplished by conducting meetings including Principal Communications,
Back to School Nights by grade level, End of the Year Preview meetings and parent

conferences.

3. The school will, with the assistance of the District, provide parenting classes to the
community in an effort to assist in promoting healthy parent-child interaction.

4. The school will, with the assistance of the District and parents, educate its teachers,
pupil services personnel, principals and other staff in how to reach out to, communicate
with, and work with parents as equal partners, in the value and utility of parent

participation by:

* Informing teachers of school and District parent involvement policies

* Discussing strategies for involving parents at regular staff meetings
and District workshops

* Stressing Parent participation and involvement through the BTSA
program, attended by all new certificated employees

5. The school will ensure that information related to the school and parent-programs,
meetings, and other activities, is sent to the parents of participating children in an
understandable and uniform format through:

Periodic group emails which are sent to all families

The school website that is updated regularly

A monthly electronic newsletter which is sent to all families

SST confirmation letters that are sent to all families of
participating students

Teacher Newsletters and Parent communiqués

PART V_ADOPTION

This School Parental Involvement Policy has been developed agreed upon with parents of
children participating in Title 1, Part A programs, as evidenced by School Site Council
discussion and agreement.

This policy was adopted by Red Oak Elementary School on 11/30/09 and will continue in effect
each school year until revised. It remains available to the school community. Red Oak
Elementary School’s notification to parents of this policy will be in an understandable and
uniform format, and community access is provided for on the Red Oak Website.



Safety on Site




Red Oak Elementary School

The following procedures have been developed to provide a safe and efficient way to get
over 530 students to and from school safely each day.

Traffic Flow

Parents may not park in the drop-off/pick-up lane.

Parents may not let children pass between cars at any time.

Parking is allowed only in designated parking spaces or on the street.

Parents may not double park to drop-off or pick-up (this means students

would be forced to walk between stopped cars).

5. Parents must plan ahead. (Students should have lunch boxes and
backpacks in hand when driven into the parking lot and should be ready to
disembark.)

bl ol B

Drop-Off Lane

Parking is not permitted along the red curb in front of the school at any time. This is the
lane to the white drop-off and pick-up area. Parents may drop off children in the marked white
curb area only (past the flagpole). Safety Squad members will be there to open car doors and
greet. Parents may not stop to drop off along the red curb. Parents must pick up children in the
same area.

Parents may not leave their cars unless they are parked in a designated parking space.
Parents who are holding up traffic in the drop-off lane must move or find an appropriate parking
space. Parents may not sit in the pick-up lane and wait for children to com out once school is
dismissed.

Traffic Violations

Violators of these traffic Safety Rules will be warned and reminded by the Red Oak
Safety Squad, volunteers, and school personnel. Parent drivers with repeat violations of Red
Oak traffic procedures will not be asked to drive on Study Trips. The license plates of “repeat
offenders” will be published in the “Rattler” to raise the consciousness of all parents. They will
be reported in one of the following areas:

1. Parking or stopping for long periods of time in a Red or the Drop-Off
Zone.

Double-parking or dropping of students in the street or between cars.
Parking in a Handicapped space.

Driving in an unsafe manner (too fast, over cones, wrong direction).
Parking or driving in the Fire Lane.

Blatant disrespect towards Red Oak’s Safety Squad or staff.

ANl ol N

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.



®

In-line skates, skates, and skateboards are not allowed on campus at any
time.

One person per bike.

No curb jumping, trick riding, or wheelies in the street. Students must use
bike lanes when possible. Students must ride in the same direction as
traffic and as far to the right as possible. Bicycles are required to follow
all traffic rules that effect motor vehicles including all road signs and
signals.

Parents should obtain a copy of the DMV handbook and go over the
section on bicycles with their children before allowing them to ride to
school. Bikes should always be walked across large intersections,
especially on Kanan. '

Bicycles must be walked once students are on the school grounds. Bicycle
riding is not permitted before, during, or after school anywhere on the
school grounds. See recommended routes on Bike Map.

All bicycles must have their own lock (not shared) and must be locked in
the bike rack.

Protective headgear is mandatory for all bicycle riders.

Students may not ride bikes to school on wet or rainy days.
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TRAFFIC PROCEDURES

Student safety is EVERYONE'S RESPONSIBILITY. That is why Oak
Park employs Crossing Guards on our corners. We urge you to
avoid the traffic in the parking lot by dropping off your child with the
Crossing Guard who guides students across the crosswalk.

The following procedures have been developed to provide a safe
and efficient way to get our students to and from school safely
each day. The system will work only if everyone driving to and
from school obeys the rules and uses extreme caution. There is no
parking attendant. Every driver is responsible for following these
rules and keeping students safe.



Drop-off/Pick-up Procedures

Red Oak Elementary's enroliment is bigger than ever. We need to work together to keep
our school and our children safe. Our highest priority is to ensure that all students enter
and exit school in a safe and organized way. To accomplish this we all must correctly
follow our pick-up and drop-off procedures. Failure to do so creates chaos, frustration
and unsafe conditions. Please discuss these procedures with your family.

General Precautions for Parents:

Be your child's best example. Please be courteous and follow all safety guidelines at all
times.

Devote more time and be extra cautious when driving near school or on school property.
Please leave the campus within 10 minutes after the start of the school day or come to the
office to sign in as a volunteer.

No drop-offs prior to 8:00 AM. No supervision is provided prior to 8:00 AM.

Students are to be picked-up promptly at our dismissal times. There is no supervision
after school hours for students who are not enrolled in AM/PM or in an after-school
activity.

Please be respectful on campus. Speaking loudly in the halls or outside of classroom doors,
peering through windows or opening doors while classes or meetings are in progress is very
distracting.

Please monitor your younger children while waiting for dismissal. Their behavior can be
very distracting to classes still in progress.

Driving to Drop-off

The White Curb, by the flag pole, is the only designated area for safe loading/unloading
of passengers on campus.

Please allow yourself enough time in the morning to drive slowly through the school parking
lot, to wait your turn to drop your child at the White Curb.

Say your Goodbyes and have your student's backpack, lunch box and other important items
ready to go with the student prior to approaching the white curb.

Once at the white curb, please pull as far forward as possible before allowing your student
to exit your car.

Never leave an empty car space ahead of you while stopped at the white curb. During peak
times the line behind you stretches through the parking lot and into the street.

Never allow your student to exit the car from the driver's side as this puts your child oo
close to the bypass lane.



NEVER LEAVE YOUR CAR UNATTENDED.

If you must wait beyond the few moments it takes a child to exit your car, please use a
parking space instead of the white curb for drop-off.

Once your student has exited your car on the passenger side of the vehicle, please exit
parking lot via bypass lane to driver's left. This lane is for driving only - no loading,
unloading or stopping at any time.

Walking to drop-off
Use crosswalks to cross streets.

Follow all directions from school safety personnel. They can see potential problems you
can't.

Please be respectful to these valuable county employees as they are dedicated to the
safety of you and your child.

We encourage you to consider walking your children to school each day. Not only would it
help alleviate our serious traffic problem, but it also encourages good exercise and a
healthy lifestyle. Walking to school and carpooling are more important than ever!

Driving to Pick-up

Please be considerate of others! The White Curb is a convenience and a safety measure.
It is to be used for loading and unloading of passengers - not additional parking. If you
are picking-up students being released at different dismissal times, please consider using a
parking space.

Never leave your car unattended at the White Curb.

Always pull as far forward as possible while waiting for your student. Never leave an open
car space ahead of you. Please remember the line of parents trying to wait patiently
behind you.

No honking or signaling to students from your vehicle at any time.

Once your student has entered your car on the passenger side of vehicle, please exit
parking lot via bypass lane to driver's left. This lane is for driving only - no loading,
unloading or stopping at any time.



Oak Park USD
5801 E. Conifer Street

Oak Park, CA 91377

In case of an emergency, please contact the following staff members in the subsequent order:
Call Order Name Title Cell email Work Phone

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

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

6 Martin Klauss Asst. Superintendent 818-203-2586 mklauss@oakparkusd.org | 818=735-3216
7 Leslie Heilbron Asst. Superintendent 818-261-2836 | Iheilbron@oakparkusd.org | 818-735-3266
8 Tony Knight Superintendent 818-324-8915 tknight@oakparkusd.org 818-735-3206

Emergency Services

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

HIGHWAY PATROL: EAST COUNTY SHERIFF'S

NON-EMERGENCY

MOORPARK (805) 553-0800 (805) 494-8200
S —_— (805) 477-4100 WWW.VCSD.ORG
L.A. CO. LOST HILLS SHERIFI'S (818) 597-2954 THE GAS COMPANY 1-800-427-2200

WWW.SOCALGAS.COM
VENTURA CO. FIRE DEPT. (818) 597-2954
WWW.FIRE.COUNTOFVENTURA.ORG (FIRE UPDATES)
(805) 339-2234 1-800-684-8123

1-800-613-0901

EDISON EMERGENCY
OAK PARK WATER

VENTURA CO. RED CROSS
WWW.ARCVENTURA.ORG
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Total Offenses Committed - Suspension and Expulsion Report For... http://dq.cde.ca.gov/dataquest/SuspExp/umirsedcode.aspx?c Year=...

"B California Department of Education
Data Reporting Office

CDE » DataQuest » Suspension and Expulsion Report

Suspension and Expulsion Report For 2012-13

Total Offenses Committed
Red Oak Elementary ( 56738746111496 )

Report | Total Offenses Commitied %

Year: |

School: | 6111496 -- Red Oak Elementary  ©|
Glossary

General Description of this Report
This report provides a total count of California Education Code section violations committed by students and reported to

CALPADS for all incidents” during the academic year, not just the most severe offense (see Glossary) each student

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

?)

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

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

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

Red Oak Elementary Report

|No result for the search criteria entered. Please press back to go to previous page.

Report Total

|No result for the search criteria entered.

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

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

Viewing this Report

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

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

The "Total Number of Offenses Involved in Expulsions" column provides the total number of offenses committed by

1of2 5/15/14,9:19 PM



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

students involved in incidents for which they were expelled.

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

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

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

Availability of UMIRS Reports

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

Type: All Students
Report generated: 5/15/2014 9:19 PM
Source: California Longitudinal Pupil Achievement Data System (CALPADS)

Web Policy

20f2 5/15/14,9:19 PM
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- Dress Codes




DRESS CODE

The appearance and manner of dress of students is a matter to be
determined primarily by the students' parents. 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 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. Any
rude or insulting slogans or comments that can be viewed as
threatening are not to be worn.

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

* Appropriate footwear is required. No thongs, sandals, "gels",
open toed shoes, boots or heels. Comfortable and flexible street
shoes or tennis shoes are suggested.

* Hats or visofs are not to be worn in the classroom.

* QOutrageous hairstyles and hair color are not permitted. Make-up
and dangling earrings are not permitted.

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 provide a change of clothing.
Students will remain in the office for the remainder of the school
day if parents cannot be reached. Unresolved issues will revert to
normal suspension procedures. Due process involves an appeal to
the Superintendent and then to the Board of Education.



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. 5145 2 - 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 Plans/Site Councils)

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

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

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

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

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

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

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

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

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

(cf. 3260 - Fees and Charges)



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

Series 5000 Students . AR S5132(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



- OAK PARK UNIFIED SCHOOL DISTRICT

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



OAK PARK UNIFIED SCHOOL DISTRICT
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:



- OAK PARK UNIFIED SCHOOL DISTRICT
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 ©



OAK PARK UNIFIED SCHOOL DISTRICT
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



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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



OAK PARK UNIFIED SCHOOL DISTRICT
'~ 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.



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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



OAK PARK UNIFIED SCHOOL DISTRICT
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.



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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.



" OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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.



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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.



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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
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Lockdown/Shelter In Place Procedures
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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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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)
(cf. 35163 — 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



. OAK PARK UNIFIED SCHOOL DISTRICT

BP 3516(b)

BOARD POLICY
" Series 3000 Business and Non-Instructional Operations
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
WEB 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. Department 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



OAK PARK UNIFIED SCHOOL DISTRICT
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)
(cf. 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 'activities, 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:



- OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

Series 3000 Business and 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)
(¢f. 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 mjured 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 requn'es 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 ©



OAK PARK UNIFIED SCHOOL DISTRICT
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 Iliness/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. 35165 — 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)
(¢f. 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)

¢. Development of methods to ensure that communications are, to the extent practicable, in
a language 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



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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



OAK PARK UNIFIED SCHOOL DISTRICT
- 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 thése
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 principali 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.



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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

5. In outside assembly areas, teachers shall take roll, report missing students, 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



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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

Bomb 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 customarily receive telephone calls or handle packages shall receive training
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 explosive
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.



OAK PARK UNIFIED SCHOOL DISTRICT
ADMINISTRATIVE REGULATION

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; pmnshment
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 plactlced 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 pregram 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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ADMINISTRATIVE REGULATION

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. In laboratories, 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.



OAK PARK UNIFIED SCHOOL DISTRICT
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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 reqﬁest further
instructions after assessing the earthquake damage.

8. The Superintendent or designee shall provide updates to parents/ghardians 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 Resources:

FEMA PUBLICATIONS

Guidebook for Developing a School Earthquake Safety Program, 1990

OFFICE OF EMERGENCY SERVICES PUBLICATIONS

The ABCs 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: hﬂp.llwww mlema.ca.gov

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

Federal Emergency Management Agency (FEMA): http://fwww.fema.gov/hazards/earthquakes
National Incident Management System (NIMS): http://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:
“Qur School is in a Lockdown, This is not a drill.”

2) Additional information (example): “Active shooter on campus, take immediate

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.Shelter 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.”

€) 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) Anplace 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
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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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March
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June

Revised as of 9-2-2014
Emergency Drills Schedule
2014-2015

(+) means upper grades go from the yard straight to the field

Wednesday 10™  9:15  Fire Drill
Tuesday  30™  1:30  Fire Drill

Thursday 16™ 11:00 “Great Shake” (Full)

Monday 3rd 2:00  Fire Drill (no DK or K)
Tuesday 18" 10:45+ Earthquake (quickie)

(Quickie no search and rescue. Drop under desks, exit room,
line up outside on the field, all clear, return to class.)

Friday 5th 9:10  Lock Down Drill
Wednesday 17"  9:15  Fire Drill

Thursday 8" 1:35 Fire Drill

Monday gth 11:00 Fire Drill |
Wednesday 25™ 11:30 Earthquake (quickie)

(Quickie no search and rescue. Drop under desks, exit room,
line up outside on the field, all clear, return to class.)

Thursday 5" 11:15 Fire Drill
Monday 20" 2:00  Fire Drill

Wednesday 13® 9:15 Earthquake (quickie)

(Quickie no search and rescue. Drop under desks, exit room,
line up outside on the field, all clear, return to class.)

Friday 5t 10:45+ Fire Drill



SIGN LOCATION ON THE FIELD 2014-2015
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C-45 BIRD

D-56 MILLER
C-36 M. COHEN
C-47 BODILY

---BLANK POLL
C-46 SULLIVAN
C-34 DUFFY
C-35 GREGG

C-44 BROWN
C-33 JOHNSON
C-32 McDOWELL
C-31 WHITE

C-42 McKEGAN
C-43 SLOANE
D-55 S.COHEN

D-54 WILLIAMS
B-22 MERFELD

B-21 HOLLAND
D-53 NOBLE

B-11 LoBIANCO
B-12 JONES
B-13 LUND
B-23 SHARMA

B-24 SORENSEN



Emergency Jobs 2014-2015

Emergency Coordinator — Jamie Brown
SEARCH AND RESCUE

Sheri Merfeld -Team B Leader- (B Building AND Bungalows)
Karen Kovisto- B team

Jennifer Sorensen —B team

Barb Jones-B Team

b

Jan Sloane -Team C Leader — (C Building AND Main)
Marjorie Cohen-C Team

Grace McKeegan- C Team

Nina Johnson- C Team

A

FIRST AID

~ 1. Erica White (Team Leader)
‘ 2. Deborah King

3. Sara Cohen

4. Nicole Lobianco

5. Jeannie Budin-Smithers

STUDENT SUPERVISION

Ryan Bodily (Team Leader)

Elisa Duffy

Jennifer Bird

Jennifer Williams

Kate Gregg

Holly Noble

ALL SUPPORT STAFF ON CAMPUS
(LISTED ON NEXT PAGE)

Nk =



STUDENT RELEASE
1. Susan Crumpley (Team Leader)
2. Patti Holland
3. Maureen McDowell
4. Roblyn Prior
5. Enid Miller

COMMAND POST
1. Robbin Lund (Team Leader)
2. Jon Duim
3. Pennie Sullivan
4. Joanne Young

CAMPUS SECURITY
1. Jaime Barrera/Arturo Morales
2. Jon Duim

Student Supervision
-Allison Keitel (TEAM LEADER)
ALL additional Red Oak personnel will be on general supervision

on the field and assist various posts as needed. Please report to
command post, sign in, then proceed to student supervision.



RED OAK STAFF LIST
For General Supervision—2014-2015

Instructional Aides

Bauer, Molly (Kindergarten)
Chulack, Debbie (1% gr.)

Fletcher, Elya (Holland a.m.)
Fraychineaud, Jason (4™ gr.)

Hiday, Lynette (Williams)

Lim, Shenfun (Math—Upper grades)
Mackie, Susan (Lund)

Morrissey, Debbie (S. Cohen)
Onesto, Anjanette (Gregg)
Rosenberg, Gail (Math—Lower grades)
Sternal, Aubrey (5™ grade)

Taylor, Heidy (Holland p.m.)
Watkins, Stacy (2", 3™)

Wheeler, Sarah (McDowell)

Special Areas
PE—Casey Webb, Erin Somers

Music —

Library — Joann Fritzen

Counselor — Deborah King

ELL - Jodie Reiss

Speech — Janet Convey

Learning Center —Kim Christensen,

Michele Phillips
Resource —, Linda Santiago, Nick Jerrens
(intern)

Psychologist — Dara Glikmann;
Danielle Stomel (Intern)

Behaviorist — Kristen McNeely

O.T. - Jenny Kreitman

District Nurse — Joann Houseman

District Tech Specialist — Jessica
Kudiacek (Thurs. 12-4)

Science — Debbie Hammill

Mandarin Teacher — Helen Yap

Campus Supervisors
Bartolucci, Mike
Blank, Evan
Choquette, Lucia
Crumpley, Michael
Franz, Lisa

Gorman, Judy

Computer Aide

Sandler, Stephanie

Plant Managers

Barrera, Jaime (head)

Morales, Arturo (p.m.)

Cafeteria

Annette Gross

Jane Fish

Adaptive PE

Carolyn Barnes (cell 805-231-3195)
AM/PM Club

Jennifer Maddux-Gnagy, Director
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Tips for Classroom

Emergency Tips
For Your CLASSROOM
2014-2015

Keep your doors unlocked so your room can be accessed by emergency
personnel.

If you call 911 from your classroom, give your room number and location to the
person on the other end. All calls to 911 come up as “the office”.

When using a flashlight, bounce the light off the ceiling. It will project more light to
the entire room.

Your automobile jack in your car can come in very handy if someone is pinned under
debris.

NEVER go into a building alone!

Put plastic gloves on before you put on your heavier leather work gloves.

Procedures to Remember

Earthquake
Students drop under desks

If nothing to get under and you can’t make it outside, go up against a wall.

When shaking stops, all children that can, line up and proceed to field with your
rolling packs.

Please try to stay away from walking under overhangs and too close to buildings,
when ever possible, as you walk to the field.

DO NOT SIT NEAR THE FENCE - it can become electrified in some cases.

TAKE ATTENDANCE CAREFULLY- ACCOUNTABILITY IS KEY!!!

Pass out name information tags to all your students and have them put them around
their wrist. Put those name tags of missing students with your attendance cards in
the envelope for the command post.

Command post will give those name tags as needed to first aide.

kiokk This procedure will take some time, but do it carefully.

If all of your students are accounted for, PUT ON YOUR GREEN VEST

If you know you have left a student in your room or you have a student missing, PUT
ON YOUR RED VEST. _
After attendance cards start getting checked off at command post, and there is a
missing student or faculty, search teams will then be sent only to those rooms. A
large map at command post will be marked as needed. Search and Rescue will now
meet close to command post and wait for reported victims.

DO NOT ENTER A ROOM UNLESS THERE IS A REASON AND NEVER ENTER
ALONE!!!!

Search team B will go to rooms needed in B building (they are more familiar with it.)
Search team C will go to rooms needed in C building for the same reason.

Both B and C teams will be trained to search office “A” buildings.

Siblings will move down

ALL SUPPORT STAFF will be on student supervision.



When Searching a Building

- NEVER GO INTO A BUILDING UNLESS THERE IS A NEED!!!!

- Never go into a building alone. Team of 2 at all times, with 2 outside the door.

- Putonyour rubber gloves first, then your leather work gloves.

- When 2 people go into a room, the two people outside the room tape a slash on the
side of the door (NOT OVER THE DOOR) .

- When the team clears that room with a verbal report, slash the other way with tape,
to form an X. If injured or deceased inside, a note of that will be made within the X.
(see attached sheet)

- When searching, keep one hand (left) on a wall at all times. It is easy to get
disoriented. Lock arms with your search partner and they hold a flashlight in their
right hand.

- Ifyou find a student and you can get them out, take them with you to the door, and
give that person to one of the team members outside.

- Ifthey are injured and you cannot remove them, assure them you will be back for
them, and continue your search for any other reported missing people. MAKE SURE
THEIR AIRWAY IS OPEN BY TILTING THEIR HEAD BACK

- Report to the people outside the room you are in, you have a down person, that you
cannot remove, and they will let the command post know.

- After you have gotten to those students that were missing, and that could be moved,
go back and help the others.

NEW SEARCH TEAMS

- 2 people go in and search ONLY if a child is reported to be in that classroom
- 2 stay outside the door to report and make tape X

Search and Rescue teams to remain at command post until needed.
Emergency Coordinator - Jamie Brown

Team B: Sheri Merfeld (team leader)
Jennifer Sorensen
Barb Jones
Karen Kovisto

Team C: Jan Sloane (team leader)
Marjorie Cohen
Nina Johnson
Grace McKeegan

First Aide Area

- Allinjured will be sent or taken to first aide area.

- Assess injured and tag each person with the following:

- MINOR- just minor injury

- DELAYED- non life threatening, but injured

- IMMEDIATE- life threatening symptoms

- DECEASED - would not be removed from the building, but could happen after
arriving at first aide.



Fire

Exit building

Proceed to field area ---- Flag Pole Area as an alternate if the field area is unsafe.
Same basic procedures will be followed if fire is serious and wide spread.

If contained to just a room or small area, attendance cards will be handed in, but no
tags will be passed out, nor will students be moved down to siblings.

Lock Down

Mr. Duim or office staff will come over the intercom and ask for a lock down. No
more color code.

Lock your doors immediately.

Move children calmly away from the windows.

If you have a child out of your room, call the office and report them as soon as you
can.

**THE NEXT TWO PROCEDURES NEED TO BE DISCUSSED

In the past we were told to place signs in our windows. Now, being near a window is
NOT suggested.

If you are all accounted for in your room, place green “safe” sign in the window.

If you have a child out of the room or something is not right in your room, place the
red “help” sign in your window (nearest your door). If you can’t place the sign in your
window...DON'T. NO sign says it all.



Marking Areas Searched

Important Info
# (Dinjured still inside
# (D)of deceased inside

Agency that did the search
ROES

Area Searched

This is to let other emergency personnel know when the room was searched.
The X is to be done to the right or left of the door. Not on the door or attached to the door as

before.

As building is cleared, report that building to command post.



Backpack Supply List
2014-2015

Red Binder
A Current Class List
Emergency Plan (buddy list, jobs, pole assignment)
2 pencils
2 pens
emergency attendance cards
envelope with school map

flashlight
disposable gloves
heavy gloves

dust masks
goggles

small first aid kit
tissue box

trash bag (optional)
water (school supply in shed)
food (school supply in shed)
hardhat (optional)

crow bar (optional)

solar blanket (optional)



2014-2015 GREEN VESTS
for
Emergency Procedure Reminder

Hi Staff,

Just a reminder that even for fire drills we
put on our GREEN VESTS.

If you know you have an injured child left in
your classroom -not on drills just in case of
a real emergency : ) - please put on your -
RED VEST. These are to be kept in your
backpacks.

-ID tags are to be kept in your emergency
backpack and given to children after you
take attendance and BEFORE they move
down to younger siblings’ lines. These are
ONLY passed out in case of a real
emergency. It helps to identify the child and
their information in case they are injured or
upset and can’t give information needed.



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 ™ 1.Martin Klauss
2. Leslic Heilbron 2.Carole Ly
SAFETY OFFICER -
. - SCRIBE
1. Linda Gam = .
1.Linda LaTourette
2. Tony Nyugen 2. 1.inda O'Gara

#.

COMMURNICATIONS OPERATIONS CHIEF PLANNING CHIEF FINANCIAL & ADMINISTRATION LOGISTICS CHIEF
Annetic Segal ; CHIEF
La:rz Almi;ia Julie Suarez Shannan Kaesberg Barbara Dickerson Debbie Cooper
|
d : | L - ’ - VOLUN'II'EERS
MEDICAL LEADER SEARCH & RESCUE CAMPUS CHECK & STUDENT CARE MESSENGERS DIRECTOR
SUPERVISGR SECURITY SUPERVISOR SUPERVISOR 1. KCKelem IRECT
1.Joann Houseman Enoch Kwok 1. DJ Cook 1. Kate Thompson 2. Barbara Harrison 1.Guillermina Perez
2. Lori Glazer 2. Kate Edwards 3. Danny O’Brien
| |
TRIAGE TEAM A | |
LEADER SHELTER RELEASE
= Susan Allen f DIRECTOR DIRECTOR
Sharie Strasburger Oscar Jimencz Stew McGugan 1. LindaRoberts
2. Cristina Sanchez
MEDICAL AID TEAM B
= Randi Licpman = LEADER
Susan Roberts MiguelTabares
MORGUE TEAM C
N LEADER N LEADER
F
Lynn Framer Toni Banales
CRITICAL INCIDENT
L 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

Director, Business

818-355-7176

Julie Suarez Operations 818-735-3210 Safety Officer
Susan Roberts Director, Pupil Services 818-735-3214 818-929-0146 Stress Ma'nagement
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

Director, Alternative
Education

818-735-3207

805-341-7608

Student Care Chief

1114115




Red Oak
AFTER HOURS
EMERGENCY

OAK PARK DISTRICT CONTACTS

Please call in this order
1. Miguel Tabares — 818-256-4002
2. Oscar Jimenez — 818-256-4010
3. Julie Suarez — 818-355-7176




Brookside

Oak Hills

Deborah King

Red Oak

Barbara Jones
Karen Kovisto
Janet Convey

Medea Creek

Oak Park High

Kathie Leggett
Dick Billinsley
Brenda Pasqua

Victor Anderson

District Office

Miguel Tabares
Julie Suarez
Linda Sheridan
Debbie Cooper
All Sites

Debbie West

CERT Graduates



Emergency Response

Weapons used in or around schools, bomb threats or explosions, and fights, as well as
natural disasters, accidents, and suicides call for immediate, planned actions, and long-term,
post-crisis intervention. Planning for such contingencies reduces chaos and trauma. The Oak
Park Unified School District has therefore developed procedures to help each site meet the
challenges of emergencies at school. All Oak Park Unified School District schools have
developed evacuation procedures to protect students from harm, effective communication
systems for times of crisis, and a process for securing immediate external support from law
enforcement officials. '

A general Crisis Procedure Checklist is provided below as an example of the way in
which Oak Park Unified School District schools respond to emergencies.

Crisis Procedure Checklist

Assess life and safety issues immediately.
Provide immediate emergency medical care.
Call 911 and notify police and rescue first. Call the superintendent second.

Convene the crisis team to assess the situation and implement crisis response
procedures.

Evaluate available and needed resources.

Alert school staff to the situation.

Activate the crisis communication procedure and system of verification.
Secure all areas.

Implement evacuation and other procedures to protect students and staff from
harm. Avoid dismissing students to unknown care.

Adjust the bell schedule to ensure safety during the crisis.

Alert persons in charge of various information systems to prevent confusion and
misinformation. Notify parents.

Contact appropriate community agencies and the school district’s public
information office, if appropriate.

Implement post-crisis procedures.
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Emergency Preparedness/Crisis Management  6:35
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Student Threat Response Checklist

0O Document the student’s comments; ask the witness(es), adult(s), and/or students(s) to record the

statements with signature(s) and date. .

Review the student’s disciplinary file to look for other incidents of threat, hostility, or aggression.
Talk with the student’s counselor or student support specialist to learn all you can about the student—
home situation and any outside influences that may be affecting the student emotionally and behav-
iorally.

Q Review all of the student’s educational records and files to determine whether there are psychological

evaluations, educational assessments, or other information relevant to the alleged conduct.

O Invite the student to tell his or her side of the story. Listen carefully, and pay attention to the student’s

behavior / affect as he or she is telling the story. Take notes on the conversation.

O Check the student, his or her bookbag, and locker for possible weapons. Look through the student’s

notebooks and books for drawings and notes that might bear on the student’s propensity to engage in
violent or dangerous acts.

Q Talk to the student’s friends, if they are known, and to his or her teachers. Ask them if they have heard

the student make threats or talk about violent acts.

If appropriate, ask the student if there are guns at home. If so, ask whether he or she has access to them.
Call the student’s parents/ guardian after the investigation has been completed. Ask if there are guns
in the house and if their son/ daughter has ever talked about wanting to hurt or kill anyone. The reason
this conversation with parents should take place after the investigation is completed, rather than before
or during the process, is that the school administrator will have the facts and will be able to substantiate
what the student and others may have said.

Q Call the parents/ guardian of the threatened student(s) and inform them of the incident and the action

that has been taken. If charges have been filed, explain to the parents that they have the right to discuss
the charges with local law enforcement.

O Following due process procedures, suspend the student from school, depending on the circumstances

shown in your investigation.

Q Call your police support officer, who will come to make a report, and who will talk with the parents

and the student about what the report means, and about the student’s situation.

Q Depending on the nature of the threat, along with other circumstances, you may ask that the parent

or guardian arrange for the student tohave a psychological evaluation, or to see his or her doctor before
returning to school. Don’t forget that there may well be a legal limit to the maximum number of
suspension days, and that you will likely have to recommend expulsion after that maximum has been
reached.

Q If you think it necessary, require that a doctor, social worker, psychologist, or other professional

working with the student contacts you before you allow the student to return to school.

O Remember that when a student says, “I'm going to kick your ass,” the situation is probably quite

different from one in which a student says, “I want to/ am going to hurt, kill (specific name or a general
name).” In the latter situation the student usually provides some detail. Take notes.

Q Inform the appropriate person in the superintendent’s office when a threat is made, and consult

regarding intervention / disciplinary action to be taken.

‘A well thought-out response to a student threat will go a long way toward ensuring that the student

will not follow through on that threat, and that he or she can get the help needed to avert future threats.

Source: April Moore. “Student Hit Lists: Handle with Extreme Care.” Iaside School Safery, Vol. 3:8. Aspen Publishers. Inc.. © 1998.

Supplement #5, October 2001
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THREAT ASSESSMENT CARD

All threats are not created equal; most
threateners are unlikely to carry out their
threat.

A threat is @an expression of intent to do
harm or act out violently against someone or
something. It can be written, spoken, or
symbolic (hand motion as in shooting).

Can you tell why?

Warning signal
Taunt/intimidate/power/control
Punish

Manipulate
Coerce/frighten/terrorize
Compel someone to do something
Strike back

Disrupt

Test authority

Protect oneself

gooopoooo0ooo

Is the threat
o Direct

a Indirect

o Veiled

g Conditional

Factors

Specific, plausible details
identity of victims
Reason’

Means

Weapon

Method

Date

Time

Place

Concrete information about plans

LOW LEVEL THREATS—min. risk to
public safety

Vague & indirect
Information inconsistent
Implausible

Lacks detail

Lacks realism

gpooD00o

MEDIUM LEVEL—A threat which could
be carried out, although it may not
appear realistic

More direct and concrete

Wording suggests some thought
General indication of place and time

No strong indication of preparatory
steps

There may be a specific statement (“I'm
serious!” or “I really mean this")

o000
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HIGH LEVEL—A threat that appears to
pose an imminent and serious danger to
the safety of others

Q Threat is direct, specific and plausible

o Threat suggests concrete steps have
been taken toward carrying out threat—
practiced with weapon, surveillance

FOUR PRONGED APPROACH
Personaiity

a Leakage—recurrent themes of
destruction appearing in writing or
artwork, recurring preoccupation with
themes of violence, hopelessness,
despair.’

Exaggerated need for attention
Low self-esteem

Anger management problems
Inappropriate humor

o Low tolerance for frustration
a Poor coping skills

o Lack of resiliency

o Signs of depression
o Narcissism

o Alienation

O Attitude of Superiority
u]

Q

a

a

Family Dynamics

a Access to weapons
g Intimidated by child
o No limits

School Dynamics
a Disrespectful Behavior
o Detachment

Social dynamics
0 Media
o - Drugs and Alcohol



BOMB THREAT

QUESTIONS TO ASK:
1. When is a bomb going to explode?

2. Where is it right now?

3. What does it look like?

4, What kind of bomb is it?

5. What will cause it to explode?
6. Did you place the bomb?

7. Why?

8. What is your address?

9. What is your name?

EXACT WORDING OF THE THREAT:

Sex of caller:
Race:

Age:

Length of call:
Time:

Date:

Number at which call is received:

_
—_—

PLACE THIS CARD UNDER YOUR
TELEPHONE

CALLER’S VOICE:

O Calm 0O Nasal

O Angry O Stutter

O Excited O Lisp

O Slow O Raspy

O Rapid O Deep

O Soft O Ragged

O Loud O Clearing Throat
O Laughter O Deep Breathing
O Crying O Cracking Voice
O Normal 0 Disguised

O Distinct O Accent

O Slurred O Familiar

If voice is familiar, who did it sound like?

BACKGROUND SOUNDS:

0O Street Noise [0 Factory Machinery
O Crockery O Office Machinery -
0O Voices O Animal Noise

0O PA System [ Static

O Music - 0O Local

O Motor O Long Distance

0 Clear O House Noises

0 Booth O Other

THREAT LANGUAGE:

O Well Spoken O Incoherent

0 Educated O Taped

0O Foul QO Irrational

O Message read by threat maker

REMARKS:

REPORT TO:

PHONE NUMBER:

REPORT MADE BY:

Position:

Phone Number:

Date:

[ OAK PARK UNIFIED SCHOOL DIST.
Tony Knight, Superintendent



If a threat is received by telephone:

1. Pay close attention to: Exact wording

Speech characteristics

Background noises

Where is the bomb?

What kind of bomb?

When will it go off?

How big is it?

Why are you doing this?

3. Do not hang up on the caller and do not unnecessarily touch or move any of your
surroundings.

4. Attempt to use the Bomb Threat Checklist.

5. Notify main office.

6. Follow directions according to pre-established plan.

2. Ask these questions:

VVVVV SN

If a written threat is received:

1. Notify main office.

2. Copy the contents and protect the original message (plastic or other covering) to preserve
identifying marks or fingerprints.

The Principal will:

1. Activate the Site Emergency Operations Center which will:

a. Contact the fire and police departments.

b. Contact the District Office

2. Stay in control of all site activities until the arrival of the emergency units.
3. Determine (with the district administrator) to:

a.Conduct a search, using police and fire departments, bomb squad and other support units.

b. Evacuate students during search.
4. If evacuation is necessary avoid routes that go through parking lots, large containers and
areas where secondary devices may be hidden.

Teachers will:
1. Atsignal for evacuation, teacher will evacuate students to the assembly area using safest
route.

The Emergency Wall Unit will accompany students to the assembly area.
Wear “red” or “green” vest to signal status of classroom.

Check“buddy” for safety.

According to emergency plan, initiate extra duties as assigned.

VAW

After Emergency:

1. Building(s) must be inspected for fire and police personnel before re-occupancy.
2. If necessary, supplemental class space will be located by District Office.

3. If student release is necessary, follow pre-established plan.

4. Preserve Bomb Threat Checklist as part of the after action report.

Note: Because an explosive device can be controlled electronically, school radio usage
should not take place inside the school during a bomb threat since radio waves can
detonate the device. Radio usage can resume 300 feet away from the building, allowing
for communication from the evacuation staging area.

1lvV3idH1l GN09



Evacuation Plan & Procedures
Evacuation of School Buildings

In a number 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 primary and secondary egress routes and holding areas/assembly points.

Teachers should bring their class record books with them when evacuating their classroom/building, as well as emergency cards and emergency kits.
Teaches should ensure that all students are out of the classroom and restrooms.

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

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.)

A O o

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.
8. Students should be instructed to take their backpacks with them (from the classroom)
9. Check all evacuation areas if app<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>