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 S.E.M.S.

STANDARDIZED EMERGENCY MANAGEMENT SYSTEM

N.I.M.S.

NATIONAL INCIDENT MANAGEMENT SYSTEM

Santa Maria Joint Union High School District Administrators have the task and responsibility to ensure the safety of their students and staff in an emergency, whether it’s an earthquake, a flood, or an act of terrorism.  Developing emergency operations plans and training staff in emergency response procedures is required by law.

The Katz Act of 1984 (Sections 35295-35297 of the California Education Code) requires that schools plan for earthquakes and other emergencies.  The Petris Bill of 1992 

(Section 8607 of the California Government Code) school districts must be prepared to respond to emergencies using the Standardized Emergency Management System (SEMS).  This necessitates that the principals of SEMS be incorporated in plans that all school personnel be trained in how the system works, and that schools have drills and exercises to practice using the system.  

In 2004, pursuant to Homeland Security Presidential Directive Number 5, the federal government adopted a National Incident Management System (NIMS) to “provide a consistent nationwide approach for federal, state, and local governments to work effectively together to prepare for, prevent, respond to and recover from domestic incidents, regardless of cause, size or complexity.”  Because NIMS explicitly includes schools’ districts in its definition of “local government,” schools must comply with both SEMS and NIMS requirements as they plan, train, and respond to emergencies.

Fortunately, NIMS is based largely on the same management principles embodied by California’s SEMS.  This means that with but a few minor exceptions, compliance with SEMS will ensure NIMS compliance as well.  
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CAMPUS LAYOUT- MAPS AND 
BLUE PRINTS
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FIRE ALARM TURN OFF PROCEDURES

Fire Alarm Panel Location & Instructions
Location of Fire Alarms

#1 – Administration Building at basement equipment server room. Remote operator located at Information Desk. Password 12345

#2 – 500 Portables data cabinet. Remote operation in Classroom 520.
#3 – Maintenance Shop Training Room.
#4 – Lincoln Street Classroom 830. Remote operator in Classroom 910.
Procedures

1. Go directly to nearest fire alarm panel and read display to get general location of fire.

2. Dispatch staff (maintenance) to check on condition at individual area.
3. Press alarm acknowledge.

4. Press signal silence once all spaces have been evacuated.

5. Clear source of alarm when event is over.

6. When all is clear, press system reset. NOTE: If alarm condition is not cleared then the alarm will resound and SMFD will be dispatched again.
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UTILITY SHUT-OFF PROCEDURES
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CABLE TELEVISION SHUT-OFF LOCATION
Cable T.V. main shut-off is in the basement of the Administration Building.
[image: image3.emf]
FIRST AID SUPPLIES
First Aid supplies are housed in the Health Office, Swimming pool complex, and Maintenance Shop on the Santa Maria High School Campus.
Automated External Defibrillators are in the Wilson Gym Training room, Swimming pool complex, and Admin East Hallway.
DESIGNATED COMMAND POSTS LOCATIONS

On Site:
Admin Building, Maintenance Office

Off Site:
Bee Safe Lock and Key, 906 S. Broadway, Santa Maria (805-922-1749)

EVACUATION ROUTES AND STAGING AR[image: image4.png]T 0
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INCIDENT COMMAND SYSTEM (ICS) - Information Regarding System
· Based on function, not title.  Anyone can be placed in any function at any time. 
· Can be used for any incident small to large.
· Utilizes a chain of command.
· The principal is usually, but not always, the school incident commander.
Main ICS Sections-

· School Incident Commander - “The Boss”- accountable for the successful outcome of incident.
· Operations - “The Doers”- accountability of all on campus first aid, parent information, assembly, shelter if needed, search and locate security. 
· Planning/ Intelligence - “The Thinkers”- collects information, plans, coordinates district mental health crisis teams, provides incident log scribes.
· Logistics - “The getters”- resources, volunteers, transportation, communication, restrooms, water, food, etc.
· Administration/ Finance - “Keepers”- record keeping, funding, costs.
SCHOOL EMERGENCY MANAGEMENT TEAM
A. Incident Commander and Alternate: Ivan Diaz, Merrie Okie-Goldin
· Scribe and Alternate: Monica Garcia, Melissa Barredo, 

· Public Information Officer and Alternate: Steve Campbell, Monica Pallan

· Safety Officer: SMPD #1, Tyson Ellis
· Liaison Officer and Alternate: Teresa Luna Rojas, Betty Gamiz
B. Operations Section Chief and Alternate: Steve Campbell, Jules Manfreda
· Site Security Team Leader and Alternate: Doniel Galloway, Gabriel Athie

· Search and Rescue Team Leader and Alternate: Jamie Tanner, Ruby Lara
· Search and Rescue Teams:

            Team #1 A
Joey Araujo

      
B 
Brandon King


Team #2 A
Courtney Cameron
             B 
Naomi Nordwall

             Team #3 A
Walker Armstrong              
B 
Dave Yamate

             Team #4 A 
Garold Shaffer

            B 
Scott Goodman

· Medical Team Leader and Alternate: Sandy Fry, Jesse Soto

· Medical Teams:

 Team #1 A 
Mayte Olivera

B 
Matt Andree


Team #2 A 
Glenn Goldin

B 
Margarita Guillen-Franco 

· Team #3 A 
Christy Reasner
             B 
Maria Fruge 

Team #4 A 
Dan Ellington

B 
Jevie Buck
· Student Care Team Leader and Alternate: Adrian Salazar, Chantel Miller

· Student Care Teams:

 Team #1 A
Fatima Gonzalez

B
Rosa Mendoza-Martinez
              Team #2 A
Erika Martinez


B 
Daniela Ruiz Vazquez
             Team #3 A
Ceci Grimaldo


B
Terzino Gaeta

· Student Release Team Leader and Alternate: Eileen Gomez, Sony Melena
· Student Release Team:

             Primary: Denise Robles
      

   Alternate: Victoria Lopez   

            Spanish Fluency: Lily Espinoza

          Alternate: Ben Lopez 

C. Planning Section Chief and Alternate: Monica Pallan, Jules Manfreda
· Situation Analysis Unit Leader and Alternate: Jennifer Ryan, Lissette Noriega Acosta
· Documentation Unit Leader and Alternate: Leticia Juarez, Ivette Davis
D.  Logistics Section Chief and Alternate: Alex Anguiano Alcaraz, Jimmy Salutan
· Supplies/ Facilities Unit Leader and Alternate: Jimmy Salutan, James Harvey

· Staffing Unit Leader and Alternate: Michael Torres, Abigal Tan
· Communications Unit Leader and Alternate: Veronica Morales, Nancy Navarro-Garcia 

· Transportation Unit Leader and Alternate: Robert Wallace, Nelson Frutos, Nick Canaan

E.  Finance/ Administration Section Chief and Alternate: Cindy Quaid, Alejandra Fulton
· Recordkeeping Unit Leader and Alternate: Jeanette McColm, Mary Danielson
MANAGEMENT COMMAND SECTION  
A.1   INCIDENT COMMANDER


Primary:  Ivan Diaz
Alternate:  Merrie Okie-Goldin
Scribe:  Monica Garcia
Alternate:  Melissa Barredo 

The Incident Commander (IC) is responsible for emergency and/or disaster operations and shall remain at the Command Post (CP) to observe and direct all operations. You are responsible to ensure the safety of students, staff, and others on campus.  Lead by example; your behavior and decisions set the tone for staff and students.

Start-up actions:

· Obtain your personal safety equipment, i.e., hardhat, vest, clipboard with job description sheet.
· Access type and scope of emergency.

· Determine threat to human life and structures.

· Implement the Emergency Operations Plan and relevant hazard specific procedures.
· Assume the duties of ALL incident positions until staff is assigned and available.

· Activate functions (assign positions) as needed.  Appoint a backup or alternate for IC.

· Assign staff to initiate check-in procedures.

· Ensure that an incident organization and staffing chart is posted and arriving staff are assigned by name.

· Ensure the Incident Command Post is properly set up and ready for operation.

· Ensure that telephone and/or radio communication with other facilities are established and tested.

· In conjunction with the Planning Section Chief, develop and communicate an incident action plan with objectives and a time frame to meet those objectives.

· Open and maintain a position log.

Ongoing operational Duties:
· Continue to monitor and assess total school situation.
· View site map periodically for Search and Rescue progress and damage assessment information.

· Check with section chiefs for periodic updates.

· Reassign personnel as needed.

· Report (through communication) to school district office contact on status of students, staff, and campus as needed.

· Establish contact with SMPD Police, and/ or Santa Maria City Fire Department and other agencies, as needed, to aid and/ or to keep informed of school disaster status.

· Develop and communicate with Planning Section revised incident action plans as needed.

· In conjunction with the Public Information Officer, conduct press briefings and review media releases as required.  Establish procedures for information releases and press briefings with other agencies who may be involved.
· Begin student release when appropriate.  NOTE: No student should be released until student accounting is complete.  Never send students home before the end of the regular school day unless directed by the Superintendent or his/her designee, except individuals on request of parent/ guardian.    

· Utilize your alternate; plan and take regular breaks, 5-10 minutes per hour away from CP.

· Plan regular breaks for all staff and volunteers.  Take care of your caregivers.

· Thoroughly brief your relief staff upon shift change.

· If the incident becomes a Unified Command, thoroughly brief your Co-Incident Commander(s).

· Release teachers as appropriate.  By law, during a disaster, teachers become “disaster workers.”  Stagger teachers and staff appropriate release time to check on family and loved ones when possible.

· Remain on and in charge of your campus until redirected or released by the Superintendent or his/ her designee.

Closing Down:

· Authorize deactivation of sections, branches, or units when they are no longer required.

· At the direction of the Superintendent or his/her designee, deactivate the entire emergency response.  If the Fire Department or other outside agency calls an “All Clear,” contact the district before taking any further action.

· Ensure the return of all equipment and reusable supplies to Logistics.

· Close out all logs.  Ensure that all logs, reports, and other relevant documents are completed and provided to the Documentation Unit.

· Proclaim termination of the emergency and proceed with recovery operations if necessary. 

Command Post Equipment and Supplies:
· Emergency Operations Plan
· Campus maps
· Master keys
· Pens, pencils etc.
· Clipboards
· Staff and student rosters- 2 sets
· 2- way radio
· Cell phone 
· AM/FM portable radio
· Bullhorn
· Tables and chairs
· Canopy for shelter (if outside)
· Hardhat
· Vest
· Activity log   

A.2   Safety Officer


Primary:  SRO, Santa Maria Police Department


Alternate:  Tyson Ellis, Plant Manager
The Safety Officer ensures that all activities are conducted in as safe a manner as possible under the circumstances which exist.

Start-up Actions:
· Check in with Incident Commander for situation briefing.
· Obtain necessary equipment and supplies from logistics.

· Put on position identifier, such as vest or hat, if available.

· Open and maintain a position log.  Maintain all required records and documentation to support the history of the emergency or disaster. 

· Document the following: Messages received, action taken, decision justification and documentation, requests filled. 

Operational Duties:
· Monitor drills, exercises, and emergency response for safety.

· Identify and mitigate safety hazards and situations.

· Stop or modify all unsafe operations.

· Ensure that responders use appropriate safety equipment.

· Think ahead and anticipate situations and problems before they occur.

· Anticipate situation changes, such as severe aftershocks in all planning.

· Ensure personnel have adequate intake of water and healthy meals, in the event of a prolonged activation.

· Keep the Incident Commander (IC) advised of your status and activity and on any problem areas that now need or will require solutions.

Closing Down:

· When authorized by IC, deactivate the unit, and close out all logs.  Provide logs and other relevant documents to the Documentation Unit.

Safety Officer Supplies/ Equipment:
· Vest or position identifier
· Hardhat
· Clipboard, paper, pens, and pencils
· Two-way radio 

A.3. Public Information Officer



Primary:  Steve Campbell


Alternate:  Monica Pallan
The Public Information Officer (PIO) acts as the school site's official spokesperson in an emergency.  If a school district PIO is available, he/she will be the official spokesperson.  A school site-based PIO should only be used if the media is on campus and the district PIO is not available or forthcoming.
· Important Note- the public has the right and need to know important information related to emergencies/ disaster at the school site as soon as it is available and does not jeopardize an ongoing investigation or local and/or national security.
· News media can play a key role assisting the school in getting emergency/ disaster related information to the public and parents.  Information released must be consistent, accurate and timely.
Start up Actions:

· Determine a possible “news center” site as a media reception area (located away from the Command Post and students).  Get approval from the Incident Commander.
· Identify yourself as the “PIO” (vest, visor, hat, sign etc.)
· Consult with district PIO to coordinate information release.
· Assess the situation and obtain a statement from IC.  Tape record if possible.
· Advise arriving media that the site is preparing a press release and approximate time of its issue.
· Open and maintain a position log of your actions and all communications.  If possible, tape media briefings.  Keep all documentation to support the history of the event.
· Contact local Emergency Operations Center (EOC) to coordinate incident specific information to be released to media (i.e., size of disaster, etc.)
Operational Duties:

·  Keep up to date on the situation.
· Statements must be approved by the IC and should reflect:

-Reassurance

-Incident or disaster cause and time of origin

-Size and scope of incident

-Current situation e.g., condition of school site, evacuation

  progress, care being given, injuries, student release location,

  etc. Do not release any names.
-Resources in use

-Best routes to school if known and appropriate

-Any information school wishes to be released to the public

· Read statements if possible.
· When answering questions, be complete at truthful, always considering 

emotional impact.  Avoid speculation, bluffing, lying, and talking ‘off the record.”  

                  arguing, etc.  Avoid the use of the phrase “no comment.”

· Remind school staff to refer all questions from media or waiting parents to the PIO.

· Update information periodically with IC

· Ensure announcements and other information is translated into other languages as needed.

· Monitor news broadcasts about incident.  Correct any misinformation heard.

Closing Down:

· At the Incident Commanders direction, release PIO staff no longer needed.  Direct staff members to sign out through Timekeeping.

· Return equipment and reusable supplies to Logistics.
· Close out all logs.  Provide logs and other relevant documents to the Documentation Unit

Public Information Officer Equipment and Supplies
· ID Vest

· Battery Operated AM/FM radio and/or television (if possible)
· Paper/pencils/marking pens.
· Scotch tape/masking tape
· Scissors
· School site maps and area maps
· Laminated poster board or dry erase board for display
· Activity Log
A.4. Liaison Officer


Primary:  Teresa Luna Rojas


Alternate:   Betty Gamiz
The Liaison Officer serves as the point of contact for outside Agency representatives offering organizational assistance during school site emergency response.  The Liaison Officer coordinates the efforts of these outside agencies while on-site to ensure the proper flow of information.

Start-up Actions:

· Check with Incident Commander (IC) for situation briefing.
· Determine your personal operating location and set up as necessary.  All command staff should be congregated in one location at an Emergency Operations Center (EOC).  

· Obtain necessary equipment and supplies from logistics.

· Put on position identifier, such as vest or hat if available.

· Open and maintain a position log.  Maintain all required records and documentation to support the history of the situation.

Operational duties:

· Brief Agency Representatives on current situation, priorities, and incident action plan.

· Ensure coordination of efforts by keeping IC informed of agencies action plans.

· Provide periodic update briefings to Agency Representatives as necessary.

· Contact the American Red Cross and have them provide a representative to assess the situation. 

Closing Down:

· At the Incident Commanders direction, deactivate the Liaison Officer position and release staff no longer needed.  Direct staff members to sign out through Timekeeping.
· Return equipment and reusable supplies to Logistics.

· Close out all logs.  Provide logs and other relevant documents to the Documentation Unit.

Liaison Officer Equipment and Supplies

· Vest, hat position identifier.

· Two-way radio

· Clipboard, paper and pens

· Activity Log

OPERATIONS SECTION

B.1 OPERATIONS SECTION CHIEF 


Primary:  Jules Manfreda
Alternate:  Steve Campbell
The Operations Chief manages the direct response to the disaster, which can include the following teams: 

· Site Security

· Search and Rescue

· Student Care

· Medical, First Aid 

· Student Release
Start-up Actions:

· Check in with Incident Commander for situation briefing.

·  Obtain necessary equipment and supplies from Logistics.

· Assume the duties of ALL Operations Section positions until staff is available and assigned.

· Activate Team Leaders.

· Meet with Team Leaders and initiate response activities.

· Open and maintain activity log.

· Put on position identifier, such as vest or hat if available.

Operational Duties:

· As staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists.

· If additional supplies or staff is needed for the Operations Section, notify Logistics.  When additional staff arrives, brief them on the situation, and assign them as needed. 

· Coordinate Search and Rescue operations.  Appoint Search and Team leaders to direct their operations if necessary.

· As information is received from Operations Staff, pass it on to Situation Analysis and/or the Incident Commander.

· Inform the Incident Commander regarding tasks and priorities.

· Make sure that Operations staff is following standard procedures, utilizing appropriate safety gear and documenting their activities.

· Schedule breaks and reassign Operations staff within the section as needed.

Closing Down:

· At the Incident Commanders direction, release Operations staff no longer needed.  Direct staff members to sign out through Timekeeping.
· Return equipment and reusable supplies to Logistics.
· When authorized by IC, deactivate the section, and close out all logs.  Provide logs and other relevant documents to the Documentation Unit.
Operations Section Chief Equipment and Supplies:
· Vest or position identifier
· Two-way radio
· Search and Rescue Equipment
· Job Description
· Clipboard, paper or notebook, pens and pencils
· Search and Rescue maps
· Large campus maps
· Activity Log 
B.2 Security Team Leader



Primary:  Doniel Galloway
Alternate:  Gabriel Athie
Assess, identity and mitigate (to the extent possible) campus hazards during and immediately following and on-site disaster/emergency.  This team is also responsible for campus security for the duration of the incident, or until the arrival of first responders that assume responsibility.

Personnel:  Staff as assigned.  Work in pairs.

Start up Actions:

· Attend a briefing with Operations Section Chief and other Operations Team Leaders.
· Open and maintain position activity log.
· Assess available personnel and make appropriate assignments.
· Assume all Team duties until staff is assigned and available.
· Survey on-campus hazards and prioritize team response.
· Wear hardhat and orange identification vest.
· Take appropriate tools, job description clipboard and radio.
· Check all equipment for batteries, wear, and tear etc.
Operational Duties: 

· Coordinate activities of Site Security Team.
· Verity the shut-off of utilities as necessary.
· Determine integrity of on-campus water system and report this information to the Operations Section Chief.
· Direct the suppression of small fires.
· Coordinate the location of existing and potential hazards.
· Facilitate emergency vehicle access to the campus.
· Oversee/Monitor campus security/perimeter control.
· Secure school campus and buildings from un-authorized access.
Closing Down:

· Return equipment and reusable supplies to Logistics.
· When authorized by the Incident Commander, close out all logs.  Provide logs and other relevant documents to the Documentation Unit.
Security Team Leader Equipment and Supplies

· Vest
· Hardhat
· Work gloves
· Whistle
· First Aid Kit
· Two- way radio  
· Grand Master Key(s)
· Carry bucket or duffel bag with goggles, flashlight, dust masks, yellow caution tape, crescent wrench and shut off tools for gas.
· Activity log 
B.3 Search and Rescue Team Leader

Primary:  Jamie Tanner
Alternate:  Ruby Lara
The Search and Rescue Team Leader is responsible for coordinating all on-site search and rescue efforts.  This responsibility includes identifying search and rescue priorities and making team assignments.  The Search and Rescue team Leader is also responsible for ensuring the safety of his/her teams while they are in the field.  

Start up Actions:

· Obtain all necessary equipment.

· Obtain briefing from operations Chief, noting known fires, injuries, or other situations requiring response.

· Assume all Team duties until staff is assigned and available.

· Assign teams based on available manpower, minimum 2 persons per team.

Operational Duties:

· Perform visual check of outfitted team leaving CP, include radio check.  Teams must wear sturdy shoes and safety equipment.
· Record names and assignments before deploying teams.

· Dispatch teams to high priority areas first, then to search the campus using specific planned routes.

· Send a specific map assignment with each team.

· Remain at Command Post (CP) in radio contact with Search and Rescue Teams.

· Record all teams’ progress and reports on site map, keeping other at CP informed of problems.  When a room is reported clear, mark a “C” on the site map.

· If injured students or staff is located, consult Operations Chief for response.  Utilize Transport Teams or send a Medical/First Aid Team.

·  Record exact location of damage and triage tally (I=immediate, D=delayed, DEAD=dead) on map.

· Keep radio communication brief and simple.  No codes.

Closing Down:

· Record the return of each S and R Team.  Direct them to return equipment and report for additional assignments to Logistics.
· Provide maps and logs to the Documentation Unit.

Search and Rescue Team Leader and Teams Equipment/Supplies

· Vest 
· Hardhat   
· Work gloves
· Latex Gloves
· Whistle with Master key on lanyard
· One member wear first aid backpack
· Teams have 2-way radio each.
· Clipboard with job description and maps of site indicating search plans.
· Goggles
· Flashlight
· Dust masks
· Pry bar
· Grease pencil
· Pens and pencils
· Duct tape
· Masking tape
· Activity log 
B.4 Search and Rescue Teams

Team #1 A
Jose Aranjo


      
B 
Brandon King


Team #2 A
Courtney Cameron 


B 
Naomi Nordwall


Team #3 A
 Walker Armstrong


B 
Dave Yamate


Team #4 A 
Garold Shaffer


B 
Scott Goodman

The Search and Rescue Team (SR) is responsible for safely conducting all on-site search and rescue efforts under the direction of the Search and Rescue Team Leader. 

Start up Actions:

· Report to Search and Rescue Team Leader for briefing and assignments.

· Gather all SR Equipment and personnel safety gear.

· Check flashlight and radio batteries; perform radio gear.

· Visually inspect each other’s gear.

· Make sure you and your partner have school site maps and are clear on your assignment.
· Report gas leaks, fires, or structural damage to CP immediately upon discovery.  Shut off gas or extinguish fires if possible.

· Before entering a building, inspect complete exterior of building.  Report structural damage to team leader.  Use yellow caution tape to barricade hazardous areas.  

· Do not enter severely damaged buildings.

· If building is safe to enter, search assigned area (following map) using orderly pattern.  Check all rooms.  Use chalk or grease pencil to mark slash on door when entering room.  Check under desks and tables.  

· Search visually and vocally. Listen. When leaving each room, close slash to form “X” on door.  Report by radio to Command Post that room has been cleared.

· When injured victim is located, team transmit location, number of injured and condition of injured to CP.  Do not use names of students or staff on radio.  Follow directions from Command post.    

· Record exact location of damage and triage tally on map and report information to CP.

· Keep radio communication brief and simple, avoid codes.

Closing Down:

· Return equipment to Logistics.  Provide maps and logs to the Documentation Unit. 

Search and Rescue Team Leader and Teams Equipment/Supplies

· Vest 
· Hardhat   
· Work gloves
· Latex Gloves
· Whistle with Master key on lanyard
· One member wear first aid backpack
· Teams have 2-way radio each.
· Clipboard with job description and maps of site indicating search plans.
· Goggles
· Flashlight
· Dust masks
· Pry bar
· Grease pencil
· Pens and pencils
· Duct tape
· Masking tape
· Activity log 
B.5 Medical Team Leader



Primary:  Sandy Fry


Alternate:  Jesse Soto
The Medical Team Leader is responsible for the provision of emergency medical response, first aid and counseling.  Informs the Operations Chief or Incident Commander when the situation requires health or medical services that staff cannot provide.  Ensures that appropriate actions are taken in the event of deaths.

Start Up Actions:

· Establish the scope the incident with Incident Commander and determine probability of outside emergency medical support and transport needs.

· Assume all Team duties until staff is assigned and available.

· Make Team personnel assignments.  If possible, assign a minimum of two people to Triage, two to Immediate, two to Delayed, and two to Psychological.

· Setup first aid area in a safe place, away from students and parents, with access to emergency vehicles.  Obtain equipment/ supplies.

· Assess available inventory of supplies and equipment.

· Review safety procedures and assignments with personnel.

· Establish point of entry for triage into treatment area.

· Establish immediate and delayed treated areas.

· Set up separated Psychological First Aid area if staff levels are sufficient.

Operational Duties: 

· Oversee care, treatment, and assessment of patients.

· Ensure Caregiver and rescuer safety: Latex gloves for protection.  

· Make sure that accurate records are kept.

· Provide personnel response for injures in remote locations or request transport team from Logistics.

· If needed, request additional personnel from Logistics.

· Report deaths immediately to Operations Chief.

· Keep Operations Chief informed of overall status.

· Set up morgue, if necessary, in cool, isolated secure area; follow guidelines.

· Stay alert for communicable and isolate as appropriate.

· Consult with Student Care director regarding health care, medications, and meals for students with known medical conditions.

Closing Down
· At the Incident Commanders direction, release medical staff no longer needed.  Direct staff members to sign out through Timekeeping.
· Return equipment and reusable supplies to Logistics.

· When authorized by the Incident Commander, deactivate the section, and close out all logs.  Provide logs and other relevant documents to the Documentation Unit.

Medical Team Leader Equipment and Supplies
· Vest 
· Hardhat   
· Work gloves
· Latex Gloves
· Whistle with Master key on lanyard
· First Aid Kits w/ backpacks
· Teams have 2-way radio each.
· Clipboard with job description and maps of site indicating search plans.
· Goggles
· Flashlight
· Dust masks
· Pry bar
· Grease pencil
· Pens and pencils
· Duct tape
· Masking tape
· Stretchers
· Blankets
· Quick Medical Reference Guides
· Tables and Chairs
· Ground cover
· Activity log 
B.6 Medical Teams

Team #1 A 
Sandra Fry 

            B 
Matt Andree
Team #2 A 
Mayte Olivera

B 
Margarita Guillen-Franco
Team #3 A 
Glenn Goldin
                         B 
Maria Fruge
Team #4 A 
Dan Ellington


 B 
Jevie Buck
Use approved safety equipment and techniques.  Locate staff that is first aid trained and if possible, first aid certified.

Start Up Actions:
· Obtain and wear personnel safety equipment including latex gloves.

· Check with Medical Team Leader for assignment.
Operational Duties:  
· Administer appropriate first aid.
· Keep accurate records of care given.
· Continue to assess victims at regular intervals.
· Report deaths immediately to Medical Team Leader 
· If, and when, transport is available, do final assessment and document on triage tag.  Keep and file records for reference- do not send with victim.
· Students Emergency Card must accompany student removed from campus to receive advanced medical attention.  Send emergency out of area phone number. 
Triage Entry Area:

· Staffed with a minimum of 2 trained team members, if possible.

-One member confirms triage tag category (red, yellow, green) and directs to proper treatment area. Should take 30 seconds to assess, no treatment takes place here.  Assess if not logged.
· Second team member logs victim’s names on form and sends forms to CP as completed.

Treatment Area: 

· Staff with minimum of 2 team members per area if possible.

· One member completes secondary head to toe assessment.

· Second member records information on triage tag and on-site treatment records.

· Follow categories: Immediate. Delayed, Dead

· When using 2-way radios, do not use names of injured or dead.

Closing Down: 

· Return equipment and unused supplies to Logistics.

· Clean up first aid area.   Dispose of Hazardous waste safely.

· Complete all paperwork and turn it in to the Documentation Unit. 
Medical Teams Equipment/Supplies

· Vest 
· Hardhat   
· Work gloves
· Latex Gloves
· Whistle with Master key on lanyard
· One member wear first aid backpack
· Teams have 2-way radio each.
· Clipboard with job description and maps of site indicating search plans.
· Goggles
· Flashlight
· Dust masks
· Pry bar
· Grease pencil
· Pens and pencils
· Duct tape
· Masking tape
· Activity log 
B.7 Student Care Team Leader



Primary:  Adrian Salazar


Alternate:  Chantel Miller
The Student Care Team Leader is responsible for providing for the safe sheltering and care of students and staff while on-site during an emergency.  This person is also in charge of facilitating campus evacuation, when the school site is deemed, by the Management Team to be unsafe.  

Personnel:  Classroom teachers, substitute teachers and staff are assigned.

Start-up Actions:

· Wear identification vest if available.

· Take job description clipboard and a radio.
· Check in with Operations Chief for situation briefing.

· Assume all Team duties until staff is assigned and available.

· Assign personnel to assignments as needed.

· If designated assembly/shelter site is destroyed or inaccessible, consult with Operations Sections Chief and determine alternate location.

· If school is evacuating:
· Verify that the assembly area and routes to it are safe.

· Count or observe the classrooms as they exit, to make sure that all classes evacuate.

· Initiate the set-up of portable toilet facilities and hand washing stations.

· Ensure initial record of all students and staff in shelter/assembly area is made and that it is updated regularly during the disaster. 

· Monitor the safety and well being of the students and staff in the shelter/assembly area.

· Oversee the procurement and distribution of food and water.

· Direct set-up of sanitary facilities when necessary.

· Coordinate Student Release with Student Release Team Leader when directed by Operations Section chief.

· Administer minor first aid as needed.

· Determine the need for setting up a counseling/mental health site.

· Communicate need to Operations Section Chief.

· Arrange for counseling and mental health intervention as needed.

· Coordinate with Medical Branch for treatment of more serious physical and mental health care.
Closing down:  

· Close shelter per direction of Operations Section Chief.
· Return equipment and reusable supplies to Logistics.
· When authorized by IC, close out all logs.  Provide logs and other relevant documents to the Documentation Unit.
Student Care Team Leader Equipment/ Supplies

· Vest
· 2-way radio

· Ground cover Tarps

· First aid kit

· Water

· Food

· Sanitation supplies

· Activities for students: books, games, etc.

· Activity Log

B.8 Student Care Teams

Team #1 A
Fatima Gonzalez

B
Rosa Mendoza
Team #2 A
Erika Martinez

B 
Daniel Ruiz Vazquez
Team #3 A
Ceci Grimaldo

B
Terzino Gaeta
Provide for the safe sheltering and care of students and staff while on-site during an emergency.  This team is also responsible for facilitating campus evacuation when the school site is deemed by the Management Team to be unsafe.

Start-up Actions:

· Meet with Student Care Team Leader.
· Secure assembly site or set up shelter per directions of Student Care Team Leader.
· Gather all supplies from storage locker(s) and transport to assembly/shelter site.
· Conduct initial population assessment.
Operational Duties:

· Facilitate the orderly distribution of food and water.

· Set up sanitary facilities per direction of Student Care Team Leader.

· Make arrangements to provide shelter for students and staff.

· Maintain and update student and staff population log.

· Ensure initial record of all students and staff in shelter/assembly area is made and that it is updated regularly during the incident.

· Monitor the safety and well-being of the students and staff in the shelter/assembly area.

· Administer minor first aid as needed.

· Administer counseling and mental health intervention as needed.

· Maintain log of all assistance given and nature of that assistance.

· Cooperate with Student Release Team to facilitate orderly Student Release (when directed by Student Care Tea, Leader).

· Arrange activities and keep students reassured.

· Update records of the number of students and staff in the assembly area (or in the buildings). 

· Direct all requests for information to PIO.  

Closing Down:

· Close shelter per direction of Operations Section Chief.
· Return equipment and reusable supplies to Logistics.
· When authorized by IC, close out all logs.  Provide logs and other relevant documents to the Documentation Unit.
 Student Care Team Equipment/ Supplies

· Vest

· 2-way radio

· Ground cover Tarps

· First aid kit

· Water

· Food

· Sanitation supplies

· Activities for students: books, games, etc.

· Activity Log

B.9 Student Release Team Leader



Primary:  Eileen Gomez


Alternate:  Sony Melena
Oversee the reunification of students with their parents or authorized adult through separate Request and Release Gates.

Personnel: School Registrar, available staff, and emergency volunteers.  Law enforcement if available, to maintain security of release area. 

Start up Actions:

· Attend a briefing with the Operations Section Chief and other Operations Team Leaders.
· Open and maintain position activity log.
· Assume all Team duties until staff is assigned and available.
· Designate secure areas for student request and release and authorize setup.
· Set up Request Gate at a main student access gate if possible. Note: Release Gate should be some distance from Request Gate.
· Obtain and wear vest or position identifier, if available.
· Obtain necessary equipment and forms from logistics.
Operational Duties:

· Monitor request and release operations.
· Oversee Student Release Team” Procedures” for request and release of students.
· Assist with the location/ verification of missing students.
· Stay in contact with Student Care, Site Security, and Medical Team Leaders.
Closing Down:

· At the direction of the Operations Chief, Return equipment and unused supplies to Logistics.
· Complete all paperwork and turn in to the Documentation Unit.
Student Release Team Leader Equipment/Supplies

· Job Description clipboards

· Pens, pencils and staplers.

· Boxes of Emergency Cards.

· Signs to mark Parent Request Gate and Parent Release Gate.

· Signs for alphabetical grouping to organize the parents (A-F etc.)
· Student Release Log

B.10 Student Release Team



Primary: Denise Robles


Alternate: Victoria Lopez   



Spanish Fluency: Lily Espinoza



Alternate: Ben Lopez 

Start up Actions:

· Report to Student Release Team Leader for briefing and assignments.
· Gather all student release equipment and supplies.
· Set up Request Gate at a main student access gate.
· Post alphabetical signage on Request Table to organize parent requests (example: A-F, G-L, M-R, S-Z).
· Have Student Release Forms available for parents outside of fence at Request Gate. Have support from other staff and law enforcement, if available.
· Set up Student Release Gate some distance from Request Gate.
· Have Student Release Forms available on clipboards.
· Secure area against unauthorized access.  Mark gates with signs.
· Obtain and wear vest or position identifier.
· Obtain necessary equipment and forms from Logistics.
Operational Duties:

· Follow procedures outlined below to ensure the safe reunification of students with their parents or guardians.
· Refer all requests for information to the Public Information Officer. DO NOT SPREAD RUMORS! 
· Maintain log of students released.
Procedures:

· Divide Student Emergency Cards according to alphabetical groupings posted at Request Table.

· Requesting adult fills out Student Release Form, gives it to a staff member, and shows identification.

· Staff verifies identification, pulls Emergency Card from file and verifies that the requester is listed on the Emergency Card.

· Staff instructs the requester to proceed to the Release Gate.

· If there are two copies of the Emergency Cards (one at each gate) staff files the Emergency Card in the “out” box. If there is only one copy, runner takes the card with the Student Release Form and staff files a blank card with the student’s name on it in the “out” box.

· Runner takes form(s) to the designated classroom. Note: If parent refuses to wait in line, don’t argue. Note time with appropriate comments on Emergency Card and place in “out” box.
If student is with class:

· Runner shows Student Release Form to teacher.
· Teacher makes notation, “Sent with runner.”
· If appropriate, teacher sends parent copy of first aid form with runner.
· Runner walks student(s) to Release Gate.
· Runner hands paperwork to release personnel.
· Release staff match student to requester, verify proof of identification, ask requester to fill out and sign the lower portion of Student Release Form, and release student.  Parents are given the Notice of First Aid Care Given, if applicable.
If student is NOT with the class:

· Teacher makes appropriate notation on Student Release Form:
“Absent” if student was never in school that day.

“First Aid” if student is in Medical Treatment Area.

“Missing” if student was in school, but now cannot be located.

· Runner takes Student Release Form to Student Release Team Leader.

· Student Release Team Leader verifies student location with Command Post (if known) and meets with parent(s).
· If runner is retrieving multiple students and one or more are missing, walk available students to Release Gate before returning “Missing” forms to Student Release Team Leader for verification.

· Parent should be notified of missing student status and escorted to crisis counselor.

· If student is in first aid, parent should be escorted to medical Treatment Area.

· If student was marked absent, Student Release Team Leader will notify parent.

Closing Down:

· Close Request and Release tables when directed by Student Release Team Leader.

· Make sure all confidential information and emergency cards are returned to Team Leader for secure storage.

· Return all equipment to Logistics.

· Complete/close out all logs and turn them over to Documentation Unit.   

Student Release Team Equipment/Supplies

· Job Description clipboards

· Pens, pencils and staplers.

· Boxes of Emergency Cards.

· Signs to mark Parent Request Gate and Parent Release Gate.

· Signs for alphabetical grouping to organize the parents (A-F etc.)

· Student Release Log

PLANNING SECTION

C.1 PLANNING SECTION CHIEF


Primary: Monica Pallan


Alternate: Jules Manfreda
This section is responsible for the collection, evaluation, documentation, and use of information about the development of the incident and the status of resources.  Maintain accurate records and site map.  Provide ongoing analysis of situation and resource status.  Work with Incident Commander to develop the Incident Action Plan.  The Section is made up of the Documentation Unit and the Situation Analysis Unit.

Start up Actions:

· Check in with Incident Commander (IC) for situation briefing.

· Obtain necessary equipment and supplies from Logistics.

· Open and maintain activity log.

· Assume duties of ALL Planning Section positions until staff is assigned and available.

· Activate Unit Leaders as needed.

· Put on position identifier, such as vest etc.

· File all reports for reference. 

· Important: a permanent log may be typed or rewritten at a later time for clarity and better understanding.  Keep all original notes and records—they are legal documents. 
Student and Staff Accounting:

· Receive record and analyze Student Accounting forms.

· Coordinate with the Staffing Unit in Logistics to ensure that staff sign in, recording name, assignment, and time on-duty and off-duty.
· Check off staff roster.  Compute number of students, staff, and others on campus for Situation Analysis.  Update periodically.
· Report missing persons and site damage to Command Post.
· Report first aid needs to Medical Team Leader.
· File forms for reference.
Closing Down:

· Collect and file all paperwork and documentation from deactivating sections.
· Securely package and store these documents for future use.
· Return equipment and reusable supplies to Logistics.
Planning Chief Equipment/Supplies

· 2-way radio

· Paper, pens

· File Box

· Job Description clipboard

· Forms: Situation/Status Report
· Situation/ Status Update
· Activity Log

C.2 Situation Analysis Unit



Primary:  Jennifer Ryan


Alternate:  Lissette Noriega Acosta
This section is responsible for the collection, evaluation, documentation, and use of information about the development of the incident and the status of resources.  Maintain accurate site map.  Provide ongoing analysis of situation and resource status.

Start up Actions:

· Check in with Planning Chief for situation briefing.
· Obtain necessary equipment and supplies from Logistics.
· Put on position identifier, such as vest.
Operational Duties

Situation Status – Map 

· Collect, organize, and analyze situation information.
· Mark site map appropriately as related reports are received.  This includes but is not limited to Search and Rescue reports and damage updates, giving a concise picture status of campus.
· Preserve map as legal document until photographed.
· Use area-wide map to record information on major incidents, road closures, utility outages, etc.  (This information may be useful to staff for planning routes home etc.
Situation Analysis:

· Provide current situation assessments based on analysis of information received.
· Develop situation reports for the Command Post to support the action planning process.
· Think ahead and anticipate situations and problems before they occur.
· Report only to Command Post Personnel.  Refer all other requests to Public Information Officer. 
Closing Down:

· Close out all logs and turn all documents into Documentation.
· Return equipment and reusable supplies to Logistics.
Situation Analysis Unit Equipment/Supplies

· 2 way radio
· Paper and pens, pencils

· File boxes

· Job Description clipboard

· Dry erase board and pens

· Tissues

· Large site map of campus laminated or covered with Plexiglas.
C.3 Documentation Unit



Primary:  Leti Juarez 


Alternate:  Rachel Acosta
This unit is responsible for the collection, evaluation, documentation, and use of information about the development of the incident and the status of resources.

Start up Actions:

· Check in with Planning Chief for situation briefing.
· Obtain necessary equipment and supplies from Logistics.
· Put on position identifier, such as vest.
· Determine whether there will be a Staffing Unit and a Finance/Administration Section.  If there is neither, the Documentation Unit will be responsible for maintaining all records of any expenditures as well as all personnel time keeping records.
Operational Duties 

· Maintain time log of the incident, noting all actions and reports.
· Record content of all communication with Santa Maria Joint Union High School District Emergency Operations Center (EOC).
· Record verbal communication for basic content.
· Log in all written reports.
· File all reports for reference.
Student and Staff Accounting: 

· Receive record and analyze Student Accounting forms.
· Coordinate with the Staffing Unit in Logistics to ensure that staff signs in, recording name, assignment, and time on duty and off duty.
· Check off staff roster.  Compute number of students, staff and others on campus for Situation Analysis.  Update periodically.
· Report missing persons and site damage to Command Post.
· Report first aid needs to medical team leader.
· File forms for reference.
Closing Down: 

· Collect and file all paper work and documentation from deactivating sections.
· Securely package and store these documents for future use.
· Return equipment and reusable supplies to Logistics.
Documentation Unit Equipment/Supplies

· 2-way radio
· Paper, pens and pencils, file boxes, Job Description Clipboard

LOGISTICS SECTION

D.1 LOGISTICS SECTION CHIEF


Primary: Alex Anguiano Alcaraz


Alternate: Jimmy Salutan
The Logistics Section is responsible for providing facilities, services, personnel, equipment, materials, and forms in support of the incident.  The section set ups and maintains an Incident Check in Roster.  The Section is made up of the following units: Supplies/Facilities, Staffing and Communications.

Start up Actions:

· Check in with Incident Commander for situation briefing.
· Obtain on site supplies and open facilities.
· Put on position identifier, such as vest or hat.
· Assume lead of all Logistics positions until staffed.
· Activate Team leaders.
· Begin distribution of supplies and equipment as needed.
Operational Duties:

· As (or if) staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists.
· Ensure that the Incident Command Post and other facilities are properly set up.
· Coordinate supplies, equipment and personnel needs with the Incident Commander.
· Maintain security of stored supplies and equipment.
· Oversee distribution of supplies and equipment where and as needed.
Closing Down:  

· At the Incident Commander’s direction, deactivate the section and close out all logs.
· Verify that closing tasks of all Logistics positions have been accomplished.  Secure all equipment and supplies.
Logistics Section Chief Equipment/ Supplies

· 2-way radio

· Job Description clipboard

· Paper, pens, and paper

· Cargo container or other storage area with emergency supplies stored on campus.
D.2 Supplies/Facilities Unit



Primary:  Jimmy Salutan


Alternate:  James Harvey
This unit is responsible for providing facilities, equipment, supplies and materials in support of the incident.

Start Up Action:

· Check in with Logistics chief for situation briefing.

· Open supplies container or other storage area if necessary.

· Put on position identifier, such as vest or hat.

· Begin distribution of supplies and equipment as needed.

· Set up the Command Post.

Operational Duties:

· Maintain security of supplies and equipment.

· Distribute supplies and equipment as needed.

· Assist team members in locating appropriate supplies and equipment.

· Set up Staging Area, Sanitation Area, Feeding Area and other facilities as needed.

Closing Down:
· At the Logistic Chief’s direction, receive all equipment and unused supplies as they are returned.

· Secure all equipment and supplies.

Supplies/ Facilities Unit Equipment/ Supplies

· 2-way radio

· Job Description clipboard

· Paper, pens and paper

· Cargo container or other storage area with emergency supplies stored on campus
D.3 Staffing Unit

Primary:  Michael Torres


Alternate:  Abigail Tan
This unit is responsible for coordinating the check-in and assignment of personnel (staff, students, incident volunteers) in support of the incident. 

Start Up Actions:

· Check in with Logistics Chief for situation briefing.

· Put on position identifier, such as vest, if available.

· Establish a check in location to ensure that all personnel working on the incident are accounted for.
· Post signs so that staff can easily find incident check in location. 

Operational duties:

· Open three logs to list staff, volunteers and students who are awaiting assignment.

· Ensure that staff sign in, recording name, assignment, and time on duty and off duty.  Make photocopies for the Documentation Unit in the Planning Section.

· Deploy personnel as requested by the Incident Commander.

· Sign in volunteers, making sure that volunteers are wearing ID badges and are on the site disaster list.  Unregistered volunteers need to be registered.

Closing Down:

· Ask volunteers to sign out.

· At the Logistic Chief’s direction, close out all logs and turn them into Documentation Unit.

· Return all equipment and supplies.

   Staffing Unit Equipment/ Supplies

· 2 way radio

· Job Description clipboard

· Paper, pens, and paper

· Cargo container or other storage area with emergency supplies stored on campus

D.4 Communications Unit



Primary:  Veronica Morales


Alternate:  Nancy Navarro-Garcia
This unit is responsible for establishing, coordinating, and directing verbal and written communications within the school disaster site and with the school district.  If the school district cannot be contacted, communications may be made with outside agencies when necessary.

Personnel:
School staff member with two-way radio, supported by student or disaster volunteer runners, and if available, a Disaster volunteer who is a qualified amateur radio operator.  

Start Up Actions:

· Set up Communications station in a quiet location with access to the Command Post.

· Turn on radios and advise Command Post when ready to accept radio traffic.

Operational Duties:

· Coordinate all communications between site, Santa Maria Joint Union High School District and local Emergency Operations Center.

· Use runners to deliver messages to the Incident Commander with copies to the Planning Section Chief.

· Maintain Communications log: Date/ Time/ Originator/ Recipient.

· Monitor AM/FM radio stations and local TV for local emergency news.
· Direct the media or the public to the Public Information Officer.

Closing Down:

· Close out all logs, message forms, etc. and turn them over to Documentation.

· Return all equipment and unused supplies to Logistics.

Communications Unit Equipment/ Supplies

· 2-way radios with spare batteries for each
· Job description clipboard
· Paper, pens and pencils
· Table and chairs
· AM/FM Radio and television if possible
· File boxes 
· Tote tray for outgoing messages

· Activity Log 

COMMUNICATION PROTOCOL:

1. School site emergency – use site administration radio channel

2. District wide emergency – Use the following channels in order.
a. Channel 3 Maintenance Repeater

b. Channel 1 Transportation Repeater

c. Site administration Channel
3. County wide emergency – use Channel 6 County disaster repeater

POWER OUTAGE & NETWORK FAILURE PROCEDURES:

1. If wired telephones do not work, cell phones will be the primary communication tool.

2. If the public address system does not work, radios will be the primary communication tool. Strategically placed radio operators will receive and transmit message for classroom occupants. Refer to COMMUNICATION PROTOCOL for channel assignments.

3. If cell phones do not work, radios will be the primary communication tool. Additionally, there is a power outage telephone attached to one facsimile machine at each site. These telephones are connected to Verizon, which maintains power to the telephone in the event of a power outage.

TWO-WAY RADIO TRANSMISSION

During the activation of the Santa Maria Joint Union High School District Facility Emergency Operation Center, the following call signs will be used:



Emergency Operation Center (EOC) - Communications



Incident Commander (IC)



Information Officer





Operations



Search and Rescue (S&R Team 1 and S&R Team 2)



Medical



Safety 



Student Services



Shelter

COMMUNICATION EQUIPMENT INVENTORY:

1. Base Station (3) in Transportation Office, Facilities & Operations Office

2. Seven mobile radios in Maintenance Shop

3. Six mobile radios in Facilities & Operations Office

4. One mobile radio in Personnel Office

5. One mobile radio in Superintendent’s Office

6. 24 Bus mounted radios

7. Cell phones assigned to all administrators, Maintenance Lead, one electrician.
8. Power outage command center and communication system will be a bus, transmitting on County emergency channel #6, or radio-to-radio channel #4 (usable only for one site)

The basic channel identification is listed below:



Channel 1
Transportation repeater (buses)




Channel 2
Transportation (talk around)



Channel 3
RHS Maintenance




Channel 4
Food Services (talk around)




Channel 5
District (bus garage)





Channel 6
Emergency - SBCEO






Channel 7
RHS Admin.






Channel 8
SMHS Admin.





Channel 9
PVHS Admin.






Channel 10
S. B. Co. Sheriff





Channel 11
RHS #2 (talk around)







Channel 12
SMHS #2 (talk around)







Channel 13
PVHS #2 (talk around) 






Channel 14
SMHS Maintenance







Channel 15
PVHS Maintenance 

D.5 Transportation Unit



Primary:  Robert Wallace


Alternate:  Nelson Frutos, Nick Canaan
The Transportation Unit is responsible for implementing the transportation plan during school emergencies.  Part of those responsibilities include assessing the need for buses and trucks for the ferrying of students, staff and/or supplies and directing vehicles to where they are needed.

Start Up Actions:

· Attend a briefing with the Logistics Section Chief and the Supplies and Staffing Team Leader.
· Open and maintain position activity log.
· Gather all supplies and personal safety gear.
Operational Duties:

· Implement various components of the transportation plan.

· Direct the use of vehicles on campus.

· Stay in contact with Section Chief about the needs of other sections.

Closing:

· Release staff and volunteers per direction of Incident Commander.

· Arrange for return of vehicles to vendors.

· Make sure all equipment and reusable supplies are safely and securely stored.

· Close out all logs, messages forms, etc and turn them over to Documentation.

· Return all equipment and unused supplies to Logistics.

Transportation Unit Equipment/ Supplies

· 2-way radios with spare batteries for each
· Job description clipboard
· Paper, pens, and pencils
· Table and chairs
· AM/FM Radio and television if possible
· File boxes 
· Tote tray for outgoing messages

· Activity Log 

FINANCE/ADMINISTRATION SECTION
E.1 FINANCE/ADMINISTRATION SECTION CHIEF


Primary:  Cindy Quaid


Alternate:  Alejandra Fulton
The Finance/Administration Section is responsible for financial tracking, procurement and cost analysis related to the disaster or emergency.  Maintain financial records, track and record staff hours.

Start Up Actions:

· Check in with Incident Commander for situation briefing.

· Put on position identifier, such as vest or hat.

· Locate and set up workspace.

· Check in with the Documentation Clerk to collect records and information, which relate to personnel time keeping and/or purchasing.

Operational Duties: 

· Assume all duties of the Recordkeeping Unit until staff is available and assigned.
· As (or if) staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists.
· Document all expenses for possible future reimbursement.
Closing Down:

· At the Incident Commander’s direction, deactivate the section and close out all logs.

· Verify that closing tasks of all Finance/Administration positions have been accomplished.  Secure all documents and records.

Finance/Administration Equipment/ Supplies

· Job Description clipboard

· Paper, Pens, and Pencils

· Activity Log

E.2 Recordkeeping Unit



Primary:  Jeanette McColm


Alternate:  Mary Danielson
The Recordkeeping Unit is responsible for ensuring that records for personnel costs, volunteers, payroll, purchasing materials and supplies, insurance claims and cost recovery are maintained during campus emergencies.

Start Up Actions:

· Attend a briefing with Finance/Administration Section Chief.
· Locate all supplies.

· Activate personnel and make appropriate assignments.
Operational Duties:

· Monitor the tracking of staff and volunteer hours.

· Monitor the tracking of response-related requests and purchases.

· Facilitate the processing of purchase requests from Logistics Section Chief.

Closing Down:

· Release staff and volunteers per direction of Section Chief.

· Make sure all equipment and unused supplies are returned to Logistics.

· Complete/close-out all logs and turn them over Documentation Team.
Recordkeeping Unit Equipment/ Supplies 

· Job Description clipboard

· Paper, Pens, and Pencils

· Activity Log

SANTA MARIA JOINT UNION HIGH SCOOL DISTRICT 
EMERGENCY RESPONSE PROCEDURES

· Overview of Emergency Procedures

· Initial Response to Emergencies

· Duck and Cover

· Shelter In Place

· ALICE/Lockdown
· Building Evacuation

· Off- Site Evacuation

· All-Clear

· Aircraft Crash

· Animal Disturbance

· Biological or Chemical Release

· Bomb Threat

· Bus Disaster

· Disorderly Conduct

· Earthquake

· Explosion

· Fire

· Fire on School Grounds

· Flooding

· Incapacitated Staff Member

· Loss of Utilities

· Motor Vehicle Crash

· Psychological Trauma

· Suspected Contamination of Food and/ or Water
· Unlawful Walkout/Demonstration

· Windstorm

· First Aid Guidelines

Each procedure is described in detail and utilizes the school emergency management team for emergency procedures.  Not every position may need to be activated on every incident.  Each incident needs to be evaluated individually with appropriate response initiated depending on the complexity.

It is important to note that school administrators are responsible for the health and safety of students and staff during an emergency.  Although the following procedures refer to specific actions, school administrators must exercise discretion in implementing standardized procedures, and should consider modifications as necessary to assure the health and safety of all personnel during an emergency.      
OVERVIEW OF EMERGENCY PROCEDURES

How To Use This Resource
1.
INCIDENT HAPPENS
2.
LOCATE PARTICULAR INCIDENT DESCRIPTOR

3.
FOLLOW PROCEDURES FOR THAT INCIDENT

4.
ACTIVATE INCIDENT COMMAND SYSTEM (ICS) (See below)
MANAGEMENT / COMMAND

Incident Commander – Ivan Diaz
                   Safety Officer                                                   Public Information Officer (PIO)

       SMPD/SRO




          Steve Campbell
       Liaison Officer 

      Teresa Luna Rojas
Operations

Planning


Logistics

          Finance/ Admin.
Merrie Goldin
Monica Pallan

Alex Anguiano Alcaraz       Cindy Quaid
Site Security – Doniel Galloway              

Situation Status – Jennifer Ryan        
Supplies – Jimmy Salutan
              

Recordkeeping – Jeanette McColm
Search and Rescue – Jamie Tanner
 
Documentation – Leti Juarez
Staffing – Michel Torres
  


Medical – Sandy Fry
Transportation – Robert Wallace


Student Care – Adrian Salazar                                                     Communication – Veronica Morales

Student Release – Eileen Gomez
Santa Maria High School emergency Line #3000 Work Instruction

Scope: 
To provide a guideline for all staff to follow in the event of an emergency i.e., fight, injury, threat or medical in nature.                                              

Work Instruction:

Staff
I. When to call Emergency ext # 3000
· If a student is having a medical emergency
· If a student is threatening, you.
· If the student has a weapon
· If there is a fight near your classroom or in your classroom
· If an intruder or a suspicious individual is present or nearby.
II. When to call ext 3721 or 0

· When you need security to escort a student to the administration building.
· When a student walks out of your class
· When you need to find out information.
· When a sub hasn’t shown up.
III. Physical Education or no access to direct line

· Use cell phone to call in order of priority.

925-2567 ext. 3721


925-2567 ext. 3704


878-8165 Maintenance Cell

· If still no answer, send student immediately to nearest class to make 3000 calls.
Administration
I. When emergency 3000-line rings, it is to be answered by one of the administrative assistants, or support secretary at the information desk.  If after 5 rings, then the Maintenance support secretary at the Maintenance & Operations shop answers the call.  
II. When answering respond, “3000 line, this is (name), what is your emergency?
III. Ask the following questions:
· Who:  Who is involved, how many, get names, if possible, staff or student.  Vehicles involved?  Make sure you have student’s full name or student number for medical cases.

· When:  When did emergency happen?

· What:  Fight, Injury, Weapon, Threats, Medical?

· How:  What occurred to cause the emergency

· Where:  Location of situation

IV. Contact an administrator immediately via radio indicating there was a “3000-line call.”

V. Contact security by radio and have them go to the scene of the emergency.

VI. If necessary, contact Health Technician, at ext 3581 or on the radio, call Health Office.
VII. If necessary, contact School Resource Officer at ext. 3488 or via radio as call sign Mobile 1.

VIII. If SRO is not available and SMPD is necessary, contact SMPD dispatch at 925-2631.  Provide them with:

· Your name and phone number including extension.

· Reason for Call:  Type of emergency.

· Provide description i.e., number of individuals involved, male/female, clothes worn, vehicle description, etc. of individuals involved, name if possible.

· If ambulance is needed, be sure to indicate what entrance to use.

IX. Print out a student face sheet if a student is involved and an ambulance is called.  Provide the printout to the Principals Administrative Assistant so the District Office can be notified.
INITIAL RESPONSE TO EMERGENCIES

When an emergency occurs, school personnel must quickly determine what initial response actions are required.  Determining the appropriate actions to take is a three- step process.

1.
Identify the type of emergency.

2.
 Identify the level of emergency.

· Level 1 A Minor emergency handled by School Personnel without assistance from outside agencies: temporary power outage, minor earthquake, injury to student, etc.  

· Level 2 A Moderate emergency that requires assistance from outside agencies: fire, moderate earthquake, hazardous material accident, etc.

· Level 3 A Major emergency event that requires assistance from outside agencies: major earthquake, civil disturbance, large scale act of terrorism, etc. 

3.
Determine immediate action(s) that may be required:
· Duck and Cover

· Shelter In Place

· Lockdown/ALICE Activation
· Evacuate Building(s)

· Off-Site Evacuation

· All Clear

Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

DUCK AND COVER

This action is taken to protect students and staff from flying or falling debris. 

Description of action
1. The principal or designee will make the following announcement on the PA system. If the PA system is not available, the principal or designee will use other means of communication, such as messengers to deliver instructions.  The principal or designee should be calm, convey reassuring comments that the situation is under control and give clear directions.

Announcement:

“YOUR ATTENTION PLEASE.  DUCK, COVER AND HOLD ON.   DUCK, COVER AND HOLD ON.  ADDITIONAL INFORMATION AND INSTRUCTIONS TO FOLLOW.”  
2. If inside, teachers will instruct students to duck under their desks and cover their              heads with their arms and hands.

3. If outside, teachers will instruct students to drop to the ground, place their heads between their knees and cover their heads with their arms and hands.

4. Teachers and students should move away from windows.  

Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201

Business Services 


(805) 922-4573 ext. 4401

Office of Pupil Personnel

(805) 922-4573 ext. 4301

Police Department


(805) 928-3781
Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312

School Psychologist


(805) 925-2567 ext. 3726 

SHELTER- IN-PLACE
This action is taken to place and/or keep students indoors to provide a greater level of protection from airborne contaminants in outside air.  Shelter-In-Place is implemented when there is a need to isolate students and staff from the outside environment and includes the shut down of classroom and/or building air systems.  During Shelter-In-Place, no one should be exposed to the outside air.  
Announcement: 
 “YOUR ATTENTION PLEASE. SHELTER IN PLACE…SHELTER IN PLACE. 
STUDENTS AND STAFF ARE TO REMAIN INSIDE THE BUILDING AWAY FROM OUTSIDE AIR WITH WINDOWS CLOSED AND DOORS SECURELY CLOSED AND AIR CONDITIONING UNITS TURNED OFF.  ALL STUDENTS AND STAFF WHO ARE OUTSIDE, ARE TO IMMEDIATELY MOVE TO THE PROTECTION OF AN INSIDE ROOM.  AS SOON AS WE HAVE FURTHER INFORMATION, WE WILL SHARE IT WITH YOU.”

1.
If inside, teachers keep students in classroom until further instructions are given.
2.
If outside during passing period, students proceed to the next period classroom immediately if it is safe to do so.  If not, teachers and staff are to direct students into nearby classrooms or other school buildings.  Teachers are to consider location and proximity of identified hazard and if necessary, proceed to an alternative indoor location.

3.
Teachers secure individual classrooms while Site Security Team assists completing procedures as needed:  shut down classroom/building(s), air system, turn off local fans in area, close and lock doors, and windows.  If necessary, seal gaps under doors and windows with wet towels or duct tape.  Seal vents with aluminum foil or plastic wrap if available and turn off sources of ignition, such as pilot lights.

Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

ALICE/LOCKDOWN

ARMED ASSAULT ON CAMPUS

This procedure applies to an active shooter scenario. It is important that each staff member listen to the announcement of a lockdown to determine if implementation of the ALICE methodology applies.
Procedure:
All Staff

1. All persons who identify an active shooter or armed intruder, as soon as it is safe to do so, contact Administration by any means available. Examples include two-way radio, #3000 emergency line, or cell phone.
Principal/Administration/Incident Commander
1. Upon initial notification of an armed intruder, immediately call 911 to notify emergency services. School Administrator assures or designates a person to remain online with Police/Sheriff if safe to do so.
2. Give emergency services operator a detailed description of suspect(s). Provide information related to location, identification, clothing worn, height, etc.
3. School Administrator or designee will initiate ALERT protocol and announce over the PA, or any other means necessary, “We are entering an activation of ALICE!” Repeat ALERT message three times. Provide as much information as possible to include, but not limited to, specific location of assailant, clothing worn, and how many.

4. School Administrator or designee will contact SMJUHSD Office of Pupil Personnel, (805) 922-4573 ext. 4301, SMJUHSD Transportation, (805)922-4573 ext. 4711 
All Staff: Upon Notification of an active shooter or armed intruder on campus

1. Listen for information on incident description and location. 

2. Assess the situation for the best survival option. EVACUATE if possible. If not, gather assistance and engage in conducting an enhanced LOCKDOWN of the area. If the active shooter or armed intruder has made contact, immediately begin COUNTER strategies, and then EVACUATE or take control of the intruder.

a. Individuals, who are not in the immediate danger area, or outside, should gather information about their classroom’s immediate situation. Account for all students or other individuals sheltered in their room. Assess the ability for individuals to safely EVACUATE the building.

b. If there is no safe manner to EVACUATE the building, have others assist in conducting an enhanced LOCKDOWN of the room.

c. If the fire alarm is sounded stay inside of the classrooms and buildings. 

d. Rooms in Enhanced LOCKDOWN shall pay attention to all announcements providing event details. If the circumstances change and EVACUATE becomes a viable option, a decision can be made to leave the locations and EVACUATE.

e. If an active shooter or armed intruder enters the classroom, individuals are to use whatever COUNTER strategies necessary to keep the students safe. This includes all forms or resistance to the threat.

f. If an active shooter or armed intruder enters and begins shooting, all actions to stop the shooter are justified. This includes, making noise, moving about the room to lessen accuracy, throwing items (books, computers, phones, book bags) to interfere with the ability to shoot accurately, safely exiting out windows, and taking control of the intruder. Anyone not involved in COUNTER strategies should get out anyway possible and move to another location.

g. Unless evacuating, rooms in Enhanced LOCKDOWN, shall remain secured until personally given the “ALL Clear” by the Incident Commander or a law enforcement officer in uniform.
3. After the active shooter or armed intruder has been subdued:

a. School Incident Commander/ Principal in consultation with the law enforcement Incident Commander will announce an “ALL CLEAR, EVACUATION, and relocation to an alternate site for FAMILY REUNIFICATION.

b. The School Incident Commander will notify officials at the relocation site of the EVACUATION of the FAMILY REUNIFICATION protocols.

c. The School Incident Commander will request bus transportation or alternate transportation to the relocation site.

d. The School Incident Commander will activate the communications plan to deal with media and parent notification protocols, and direct parents to go to the relocations site.

e. Those individuals, who secured in an Enhanced LOCKDOWN, will EVACUATE the building using the designated exit routes and alternate routes to the assigned assembly areas, take attendance and move to the buses for transport.

f. The School Incident Commander will activate the crisis response team to activate MENTAL HEALTH AND HEALING procedures and/or notify area mental health agencies to provide counseling and mental health services at the relocation site.

g. The School Incident Commander will debrief appropriate school personnel.

h. The Superintendent or designee, in consultation with law enforcement officials, will determine when the school can resume normal activities and communicate the information to parents and the public.
EVACUATE BUILDING
Action taken after decision is made that it is unsafe to remain in the building.

Announcement:


“YOUR ATTENTION PLEASE…PLEASE EVACUATE ALL


BUILDINGS.  EVACUATE ALL BUILDINGS.  
TEACHERS AND STUDENTS ARE TO EVACUATE TO THEIR DESIGNATED ASSEMBLY AREA.  LOCK DOORS 


AS YOU ARE EXITING.  EVACUATE ALL BUILDINGS.”  

1.
Principal or designee initiates fire alarm.

2.
Teachers instruct students to evacuate building, using designated routes and assemble in their assigned assembly/shelter area.

3.
Once assembled, teachers and students stay in place until further instructions are given.

Important Santa Maria Joint Union High School District Numbers to contact as needed:

Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

OFF-SITE EVACUATION

Action taken after decision is made that it is unsafe to remain on campus.  Evacuation to an off-site assembly area is required.

Announcement:

“YOUR ATTENTION PLEASE…OFF- SITE EVACUATION. OFF-SITE EVACUATION. 

TEACHERS AND STUDENTS REPORT TO OFF-SITE ASSEMBLY AREA.  LOCK DOORS AS YOU EXIT.

OFF-SITE EVACUATION.”

1.
Principal or designee determines safest method for evacuating campus.  This may include use of school buses or simply walking to designated off-site location. 
2.
Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

3.
Teachers secure student roster when leaving building and take attendance once class is assembled in pre-designated safe location.

4.
Once assembled off-site, teachers and students stay in place until further instructions are given.

5.
In the event clearance is received from appropriate agencies, Principals may authorize students and staff to return to classrooms. 



   

ALL CLEAR
Action taken to notify teachers that normal school operations can resume. 

Announcement:

“YOUR ATTENTION PLEASE…IT IS NOW OKAY TO RETURN TO YOUR CLASSROOM AND RESUME NORMAL OPERATIONS. 

I WOULD LIKE TO THANK AND COMMEND ALL STUDENTS AND STAFF OF SANTA MARIA HIGH SCHOOL DISTRICT FOR THEIR COOPERATION. 

1.
This action signifies the emergency is over.

2.
If appropriate, teachers immediately begin discussions and activities to address   student’s fears, anxieties, and other concerns.  

AIRCRAFT CRASH
Address situations involving and Aircraft Crash on or in proximity to school property.

Procedure

1.
Call #3000 and then call 911.  School Administrator initiates appropriate immediate Response Action. 

2.
If school Administrator issues Evacuate Building action, staff and students evacuate buildings by prescribed routes or other safe routes to assembly/shelter area.

3.
Teachers bring their student roster and take attendance at assembly/shelter site to account for students.  Student Care Team notified of any missing students.

4.
School Administrator calls District.


Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

5.
If on school property, Site Security secures crash area to prevent unauthorized access.  For fuel or chemical spill on school property or utility interruption see appropriate section of Emergency Response Guide.

6.
School Administrator directs Site Security Team to organize fire suppression activities until Fire Department arrives.

7.
Medical Team checks injuries and provides appropriate first aid.

8.
Any affected areas closed until appropriate public safety and hazardous materials agency provide clearance and School Administrator issues authorization to do so.

9.
If it is unsafe to remain on campus, School Administrator initiates Off-Site Evacuation.    

ANIMAL DISTURBANCE
Procedure implemented when presence of a vicious animal or any wild animal threatens safety of students and staff.

Procedure

1.
School Administrator initiates appropriate Immediate Response Actions, which may include Lock Down or Evacuate Building.

2.
Staff members attempt to isolate animal from students and staff if it is safe to do so. If animal is outside, students are kept inside.  If animal is inside, students remain outside away from animal.  Isolate animal if possible.

3.
For outside assistance, School Administrator is to call #3000 and then 911.  If the situation is not life threatening, you can call the following appropriate number:



Santa Maria Animal Control

(805) 934-6119
4.
If staff member or student is injured, School/District Nurse, District Office and parent is notified.

5.
 School Administrator initiates Off-Site Evacuation if warranted.

BIOLOGICAL OR CHEMICAL RELEASE
A biological or Chemical Release involves discharge of a biological or chemical substance in a solid, liquid, or gaseous state.  The release of radioactive materials may happen.  Common chemical threats within or adjacent to schools include discharge of acid in a school laboratory, overturned truck of hazardous materials in proximity of the school, or a nearby explosion at oil refinery, chemical plant, or railroad yard. Indicators suggesting the release of a biological or chemical substance: multiple victims suffering from watery eyes, twitching, choking or loss of coordination, or having trouble breathing.  Other indicators may include an unusual odor or the presence of distressed animals or dead birds.

Scenario 1- Substance Released Inside a Room or Building

Procedure

1. School Administrator initiates Evacuate Building.  Staff uses designated routes or other alternative safe routes to be assigned assembly/shelter site, located upwind of affected room or building.

2. School Administrator call 911, providing exact location and nature of emergency.

3. School Administrator notifies District of situation.

Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

4.
Access to potentially contaminated areas is restricted. 
5.
Site Security Teams turns off local fans in area of release, closes windows and doors and shuts down the building’s air system, if this can be done without exposure to released substance.

6.
Persons who have come into direct contact with hazardous substances move to an area with fresh, clean air and wash with soap and water.  Immediately remove and contain contaminated clothing.  Do not use bleach or other disinfectants on potentially exposed skin.  Individuals who have been contaminated “tropically” by a liquid are segregated from unaffected individuals (isolation does not apply to widespread airborne releases).  


Affected individuals remain isolated until cleared for by release by Santa Barbara County HazMat Interagency Team or Santa Barbara County Health Department.  A member of Medical Team assesses need for medical attention but should not come in contact with exposed persons unless fully protected with personal protective equipment.

7.
Student Care Team provides a list of all people in affected room or contaminated area, specifying those who may have had actual contact with substance.

8.
Any affected areas will not be reopened until Kern County HazMat Interagency Team or appropriate agency provides clearance and School Administrator gives authorization to do so.  
Scenario 2- Substance Released Outdoors and Localized

Procedure 
1.
School Administrator determines appropriate immediate Response Action, which may include Shelter-In-Place or Evacuate Building while directing staff to remove students from affected areas to area upwind from the release.

2.
Site Security Team establishes safe perimeter around affected area and ensures personnel do not reenter area.

3.
School Administrator calls “911,” providing exact location and nature of emergency.

4.
School Administrator notifies District of situation.

Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

A District Representative shall immediately notify the State Office of Emergency Services, (800) 852-7550 and advise of the situation.     

5.
Site Security Teams turns off local fans in area of release, closes windows and doors and shuts down the building’s air system, if this can be done without exposure to released substance.

6.
Persons who have come into direct contact with hazardous substances move to an area with fresh, clean air and wash with soap and water.  Immediately remove and contain contaminated clothing.  Do not use bleach or other disinfectants on potentially exposed skin.  Individuals who have been contaminated “tropically” by a liquid are segregated from unaffected individuals (isolation does not apply to widespread airborne releases).  


Affected individuals remain isolated until cleared for by release by Santa Barbara County Health Department.  A member of Medical Team assesses need for medical attention but should not come in contact with exposed persons unless fully protected with personal protective equipment.   
7.
Student Care Team provides list of all people in areas of contamination, especially those who may have had actual contact with substance.

8.
Any affected areas will not be reopened until appropriate agency provides clearance and School Administrator gives authorization to do so.

Scenario 3:  Substance Released In Surrounding Community

Procedure

1.
School Administrator or local authorities determine potentially toxic substance has been released into the atmosphere.  School Administrator initiates Shelter-In-Place.

2.
Upon receiving Shelter-In-Place, notification, Site Security Team turns off local fans in area; closes and locks doors and windows; shuts down all building’s air conditioning systems; seals gaps under doors and windows with wet towels and/or duct tape; seals vents with aluminum foil or plastic wrap, and turns off sources of ignition, such as pilot lights.

3.
Staff and students located outdoors are directed to proceed immediately to nearby classrooms or buildings.  Teachers communicate their locations to School Administrator, using the PA system or other means without leaving the building.

4.
School Administrator “calls 911”, providing exact location and nature of emergency.

5.
School Administration notifies District Office of situation.

Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

6.
School remains in Shelter-In-Place until County of Santa Barbara HazMat Team or appropriate agency provides clearance, or staff is otherwise notified by School Administrator.   

BOMB THREAT

Responses to Bomb Threat is initiated upon the discovery of a suspicious package on campus grounds or receipt of a threatening phone call that present risk of an explosion.

Procedure
1.
If threat is received by telephone, person receiving the call attempts to keep the caller on the telephone as long as possible and alerts someone else to contact School Administrator and/or District Pupil Personnel Services/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781
2.
The person receiving the call is to stay calm and speak calmly.  Listen closely to voice of caller to determine caller’s age, sex, accent, speech impediment etc.  Listen for background noise such as payphone, school yard, busy traffic, railroad cars, PA systems etc. 
3.
Person answering the bomb threat asks the following questions, records the answers, and then immediately notifies School Administrator:
· When is the bomb going to explode?

· Where is it?

· What will cause it to explode?

· What kind of bomb is it?

· What’s your name?

· Why are you doing this?

· What can we do for you to avoid this?

· Can I call you back?  Give me your number.
4.
Advise District Office of Pupil Personnel or Santa Maria Police of situation, if not done so already.

· Office of Pupil Personnel

(805) 922-4573 ext. 4301 

· SM Police Department

(805) 928-3781
5. 
Depending on the seriousness of the threat, decide whether to evacuate.

6.
With Administration, Police Officers and Security Teams and other appropriate staff conduct a search of the school.  If a strange or suspicious object is discovered, it is NOT to be touched, handled, or moved by searching personnel.  Notify jurisdictional law enforcement agency of situation by “calling 911.”
7.
Have appropriate staff contain area, keeping everyone away.   Have other search teams continue to search until all areas of the campus and buildings have been completely searched (possibility of secondary device or object could have been planted).  All Cell Phones should be turned off and not used.

8.
After search, School Administrator determines appropriate Immediate Response Action(s), which may include DUCK AND COVER, LOCKDOWN/ALICE Activation, EVACUATE BUILDING OR OFF-SITE EVACUATION. 
9.
When suspicious object or bomb is found, School Administrator issues Evacuate Building Action.  Staff and students evacuate building using prescribed routes or alternate safe routes away form object to assembly/shelter site.

10.
Teachers bring student roster and take attendance at assembly area to account for students.  Teachers notify Student Care Team of missing students.  
11.
School activities are not resumed until affected area and school has been inspected and searched by proper authorities and determined to be safe.  School Administrator will make All Clear Announcement.  

DISORDERLY CONDUCT (INDIVIDUAL)
Disorderly Conduct may involve a student or staff member exhibiting threatening or irrational behavior.  If perpetrator is armed, refer to Armed Assault on Campus Procedures.

Procedure

1.
Upon witnessing Disorderly Conduct, staff takes steps to calm and control situation and attempt to isolate perpetrator from other students and staff, if it is safe to do so.

2.
Staff immediately notifies a School Administrator and/or School Security via two-way radio.

3.
School Administrator assesses situation and calls SMJUHSD Pupil Personnel/Police Department for additional officers to respond.  Continued assessment is necessary for deployment of additional officers to respond and assist from other agencies.  District personnel on scene “calls 911.” 

4.
If immediate threat is not clear, School Administrator may attempt to diffuse situation. Approach perpetrator in calm, non-confrontational manner and request he/she cooperate and try to talk.  For safety, the perpetrator may be detained and handcuffed for their safety and safety of others. 

5.
If perpetrator is a student, an attempt is made to notify the family.  (Family members may have information and provide information on handling the student.)

6.
School Administrator notifies District Office of situation.              


Important Santa Maria Joint Union High School District Numbers to contact

as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

DISORDERLY CONDUCT/RIOT (GROUPS)
Disorderly Conduct or Riot is large gathering of students who become out of control and participate in violent or non-violent activities.  Keeping majority of students not involved in this type of illegal activity isolated and away from activity is imperative in bringing these actions under control.

Procedure

1.
Upon witnessing Disorderly Conduct of this nature, staff takes steps to calm and control situation and attempt to isolate those involved from each other.

2.
Other staff attempts to calm and control other students not involved and get them on their way to class or off campus if incident is after school. While doing this, attempt to locate and identify witnesses who may provide information for School Administrators.

3.
Staff immediately notifies School Administrator via two-way radio.  

4.     
School Administrator assesses situation and calls SMJUHSD Pupil Personnel/Police Department for additional officers to respond.  Continued assessment is necessary for deployment of additional officers to respond and assist from other agencies.  District personnel on scene “calls 911.” 

5.
School Administrator initiates appropriate Immediate Response Actions, which may include Shelter-In-Place, Lockdown/ALICE Activation, Evacuate Building or Off-Site Evacuation.

6.
Secure all gates and entrances to the campus.

7.
Only authorized personnel are to be allowed in or out of the site.

8.
Sign-in and Sign-out all authorized visitors noting date and time, telephone number and reason for visit.

9.
During passing periods, All Staff should be on campus supervising, while teachers stand at the doorways to their classrooms watching and supervising students.

10.  
Staff is to report any suspicious activity, break up groups of students loitering and listen for any rumors or reports of possible ongoing activity by students.  Maximum supervision by staff is recommended during student lunch periods. 
11.
School Site Parent Groups may be contacted to assist with supervision and help monitor activity.

12.
Notify appropriate District Personnel for assistance as needed.
EARTHQUAKE
Earthquakes generally occur without warning and may cause minor to serious ground shaking, damage to buildings and injuries.  Even a mild tremor can create a potentially hazardous situation.  The following procedures should be implemented in response to all earthquakes, regardless of magnitude.
Procedure

Note:  Keep calm and remain where you are.  Assess situation, then act.



 Remember, most injuries or deaths are direct cause of falling or 



 flying debris. 

1.
Upon first indication of an earthquake, teachers’ direct students to Duck and Cover.

2.
Move away from windows and overhead hazards to avoid glass and falling objects

3.
When shaking stops, School Administrator initiates Evacuate Building.  Staff and students evacuate buildings using prescribed routes or other safe routes to assembly/shelter site.

4.
Teachers bring their student roster and take attendance at assembly/shelter site to account for students.  Teachers notify Student Care Team of missing students.

5.
If injury or damage is suspected, School Administrator “calls #3000 and then if the situation is life-threatening, they call “911.” 
6.
School Administrator contacts District Office

7.
Site Security Team attempts to suppress fires with extinguishers.

8.
Site Security Team notifies school personnel of fallen electrical wires.

9.
Site Security Team turns checks for gas main leaks and water leaks and notifies plant supervisor of situation. 

10.
Site Security Team is directed to stand post in areas of building to keep people from entering.

11.
Site Security Team Leader notifies plant supervisor to contact appropriate utility companies of any damages to water lines, sewers, power lines and other utilities.

12.
Medical Team checks for injuries and provides appropriate first aid.

13.
If area appears safe, Search and Rescue Team makes initial inspection of school buildings to identify any injured or trapped students or staff.

14.
School Administrator stays in contact with District Personnel.

15.
School Administrator confers with SMJUHSD Director of Facilities and Director of Maintenance and/or Designees to ensure buildings are safe for re-occupancy.  When safe to do so, Site Security Team conducts inspection of school buildings.  Site Security Team maintains a log of their findings, by building and provides periodic report to Incident Commander.

16.
Any affected areas are not reopened until Local District Facilities Director provides clearance and School Administrator gives authorization to do so.

17.
School Administrator initiates Off- Site Evacuation if warranted.     


EXPLOSION/ RISK OF EXPLOSION
Scenario 1:  Explosion on School Property
Procedure

1.
In event of explosion, all persons initiate Duck and Cover

2.
School Administrator consider possibility of another imminent explosion and takes appropriate action.

3.
After explosion, School Administrator initiates appropriate Immediate Response Actions, which may include Shelter-In- Place, Evacuate Building, or Off-Site Evacuation.  Evacuation may be warranted in some buildings and other buildings may be used for shelter.

4.
In event of evacuation, staff and students use prescribed routes or other safe routes and proceed to assembly/shelter site.

5.
Teachers bring student roster and take attendance at assembly/shelter site to account for students.  Teachers notify Student Care Team of missing students.

6.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  

7.
Site Security Team and/or Plant Supervisor turns off school’s main gas supply.

8.
Medical Team, when safe, checks for injuries and provides appropriate first aid.

9.
Staff attempts to suppress fires with fire extinguishers.  

10.
Site Security Team Leader notifies appropriate utility company of any damages to water lines, sewers, power lines and other utilities.

11.
Site Security Team Leader posts guards’ safe distance away from building entrance preventing persons entering school buildings, considering possible secondary explosion sites.
12.
When determined by emergency response officials to be safe to enter affected areas, School Administrator advises Search and Rescue Team to initiate search and rescue efforts.

13.
 School Administrator confers with SMJUHSD Director of Facilities and Director of Maintenance and/or Designees to ensure buildings are safe for re-occupancy.  When safe to do so, Site Security Team conducts inspection of school buildings.  Site Security Team maintains a log of their findings, by building and provides periodic report to Incident Commander.

14.
Any areas affected by explosion are not reopened until appropriate agency provides clearance and School Administrator gives authorization.

15.
School Administrator initiates Off- Site Evacuation if warranted. 

Scenario 2:  Risk of Explosion on School Property
Procedure

1.
School Administrator initiates appropriate Immediate Response Actions, which may include Shelter-In- Place, Evacuate Building, or Off-Site Evacuation.

2.
If School Administrator Issues Evacuate Building Action, staff and students evacuate building using prescribed routes or other safe routes to assembly/shelter site.

3.
Teachers bring student roster and take attendance at assembly/shelter site to account for students.  Teachers notify Student Care Team of missing students.

4.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  

5.
Site Security Team and/or Plant Supervisor turns off school’s main gas supply.

6.
Staff attempts to suppress fires with fire extinguishers.

7.
School Administrator advises Search and Rescue Team to initiate search and rescue efforts if warranted.

8.
Site Security Team Leader notifies appropriate utility company of any damages to water lines, sewers, power lines and other utilities.

9.
Any areas affected by explosion are not reopened until appropriate agency provides clearance and School Administrator gives authorization.

10.
School Administrator initiates Off- Site Evacuation if warranted. 

Scenario 3:  Explosion or Risk of Explosion in Surrounding Area

1.
School Administrator initiates Shelter-In-Place.

2.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  
3.
School Administrator takes further actions as needed.

4.
School Remains in Shelter-In-Place condition until an appropriate agency gives clearance that situation is under control.  Upon receiving clearance, the School Administrator gives All- Clear Announcement.   
  
 

Scenario 4:  Nuclear Blast or Explosion Involving Radioactive Materials
Procedure

1.
School Administrator initiates Shelter-In-Place.

2.
When sheltering, personnel establish adequate barriers or shielding (concrete walls, metal doors etc.) between themselves and source of blast or explosion and avoids sheltering near exterior windows.
3.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  
4.
After initial blast, remove students from rooms with broken windows, extinguish fires, provide first aid and relocate students from upper floors if possible.

5.
Site Security Team/Plant Supervisor turns off schools’ main gas supply, local fans in area; closes and locks doors and windows; shuts down all building’s air conditioning systems; seal gaps under doors and windows with wet towels or duct tape.

6.
School remains in Shelter-In-Place condition until County of Santa Barbara HazMat Team or appropriate agency provides clearance and School Administrator issues further instructions.    
FIRE ON SCHOOL GROUNDS

Procedure addresses situations where fire is discovered on school grounds.  A quick response situation is very important to prevent injuries and property damage. 

Procedure

1. When a fire alarm is activated, unless you are in the immediate vicinity of the fire, you should remain in place, and prior to evacuating:
a. Conduct an assessment of your surroundings and situation.
b. Listen for an announcement from the Administration for further instructions. This instruction should occur in the first 1-2 minutes. Absent further instructions or information, based on your assessment of the situation, proceed with evacuation remaining vigilant.

c. If students are at lunch or passing period, assess surroundings and wait for an announcement from Administration for directions and further guidance.
2.
If instructed to evacuate, use prescribed routes, or other safe routes, and proceed to 
assembly area.

3.
Teachers bring student rosters and take attendance at assembly area to account for students.  Teachers notify Student Care Team of missing students.

4.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  

5.
The Site Security Team suppresses fires and initiates rescue procedures until local fire department arrives. 

6.
The Site Security Team secures area to prevent unauthorized entry and keeps access roads and gates clear for emergency vehicles.

7.
Site Security Team Leader directs the fire department to fire and briefs department official on situation.

8.
Site Security Team/Plant Manager notifies Facilities and Operations Director or Designee of situation. Director of Facilities and Operations will contact any affected utility companies to respond.

9.
If needed, Transportation Manager or Designee is notified for buses to evacuate students and staff, if warranted.

10.
All affected areas are not to be reopened until local fire department or appropriate agency and School Administration deem it clear.

FIRE IN SURROUNDING AREA
Procedure addresses fire discovered in area adjoining school.  The initiated response actions take into consideration location and size of fire, its proximity to school and likelihood that fire may affect school.     
Procedure

1.
School Administrator initiates appropriate Immediate Response Actions, which may include Shelter-In-Place, Lockdown/ALICE Activation, Evacuate Building or Off-Site Evacuation.

2.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  
3.
School Administration instructs Site Security Team to prevent students from approaching fire and keep routes open for emergency vehicles.

4.
Agency Liaison works with fire department to determine if school grounds are threatened by fire, smoke, or other hazardous conditions.

5.
If School Administrator Issues Evacuate Building, staff and students evacuate affected building(s) using prescribed routes or other safe routes to assembly/shelter site.

6.
Teachers bring student roster and take attendance at assembly/shelter site to account for students.  Teachers notify Student Care Team of missing students.

7.
If needed, Director of Transportation is notified of a request for buses for student and staff evacuation.

9.
School Administrator initiates Off- Site Evacuation if warranted.  

FLOODING
Procedure applies whenever storm water or other sources of water inundate or threaten to inundate school grounds or buildings.  Flooding may occur because of prolonged periods of rainfall, where school would have sufficient time to prepare.  Alternatively, flooding may occur without warning, as a result of damage to water distribution systems, or failure of a man-made dam.
Procedure

1.
School Administrator initiates appropriate Immediate Response Actions, which may include Shelter-In-Place, Lock Down, Evacuate Building or Off-Site Evacuation.

2.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  
3.
If School Administrator Issues Evacuate Building or Off-Site Evacuation, staff and students evacuate affected building(s) using prescribed routes or other safe routes to assembly/shelter site.

4.
Teachers bring student roster and take attendance at assembly/shelter site to account for students.  Teachers notify Student Care Team of missing students.

5.
Switch all passing bells to manual operation.

6.
Contact appropriate SMJUHSD Departments as needed:  
Important Santa Maria Joint Union High School District Numbers to contact

as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

INCAPACITATED STAFF MEMBER
Procedure addresses situations involving school staff members who become ill, injured, unconscious, or unable to respond to students or other staff.
Procedure

1.
A staff or student directs another student to contact the office and request assistance either by classroom phone or immediate response.

2.
Another student notifies a teacher or staff member in the adjoining classroom.

3.
Students remain calm and in seats  

LOSS OR FAILURE OF UTILITES
Procedure addresses situations involving loss of water, power, or other utilities on school grounds.  Should also be used in event of discovery of gas leak, exposed electrical line, or break in sewer lines.

Procedure

1.
If water or electrical line is broken, efforts are made to turn off water or power to affected area and to notify the School Administrator and Site Plant Supervisor immediately.
2.
Upon notice of loss of utilities, School Administrator assesses the situation and determines if appropriate Immediate Response Actions, which may include Shelter-In-Place or Evacuate Building, are to be initiated.

3.
School Administrator or Designee (Site Plant Supervisor) notifies SMJUHSD Maintenance and Operations Administrators and informs them of situation which includes location and nature of situation/emergency.  Additional appropriate personnel are notified at discretion of School Administrator.

Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

4.
Maintenance Personnel, working with School Administration, contact affected utility company to determine weather their assistance is required and determine potential length of time service will be interrupted.  

Important Utility Service Phone Numbers:


Pacific Gas and Electric (PG&E)


(800) 743-5000


California Water Service



(805) 925-0951

The Gas Company




(800) 427-2000

5.
School Administrator, along with appropriate personnel, make decision whether to postpone remaining school day and arrange for early student dismissal. 

6.
Public Information Officer arranges for media announcements regarding situation.     



 
MOTOR VEHICLE CRASH
Procedure addresses situations involving Motor Vehicle Crash on or immediately adjacent to school property.  

Procedure

1.
School Administrator initiates appropriate Immediate Response Actions, which may include Shelter-In-Place, Lock Down, Evacuate Building or Off-Site Evacuation.
2.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  
3.
Site Administration or Security Team secures crash area to prevent unauthorized entry.

4.
School Administrator directs Site Security Team to organize fire suppression activities, if its safe to do so, until fire department arrives.

5.
Site Security Team checks for injuries to provide appropriate first aid.

6.
Any affected areas are not reopened until appropriate agency provides clearance and School Administrator issues authorization to do so.        
PSYCHOLOGICAL TRAUMA/ AFTERMATH COUNSELING
Crisis Management Actions are to be taken during and after any emergency that may have psychological impact on students and staff, such as act of violence; death of a student or staff member; earthquake or other natural disaster; serious environmental problem; or ethnic and racial tensions.  Emergencies like those described above usually produce one or more of the following conditions:

· Temporary disruption of regular school functions and routines.
· Significant interference with ability of students and staff to focus on learning.

· Physical and/or psychological injury to students and staff.
· Concentrated attention from community and news media.

As a result of such emergencies, students and staff may exhibit variety of psychological reactions.  As soon as physical safety of those involved has been insured, attention must turn to meeting emotional and psychological needs of students and staff.

Procedure

1.
School Administrator establishes Medical Team, which has primary responsibility for providing necessary assistance after all types of crises, including psychological first aid.

2.
Medical Team assesses rang of crisis intervention services needed during and following the emergency.

3.
Medical Team provides for or arranges for direct intervention services.

4.
If there is need for additional counseling services, School Administrator notifies District Superintendent or Designee.

5.
Medical Team advises and assists School Administrator to restore regular school functions as efficiently and as quickly as possible.

6.
In performing their duties, Medical Team members provide ongoing assessment of needs and follow-up services as required.
Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

SUSPECTED CONTAMINATION OF FOOD OR WATER

Procedure followed if site personnel report suspected contamination of food or water. Procedure applies where there is evidence of tampering with food packaging, observation of suspicious individuals in proximity to food or water supplies, or if notified of possible food/water contamination by District staff or local agencies.  Indicators of contamination may include unusual odor, color, taste, or multiple employees with unexplained nausea, vomiting, or other illnesses.
Procedure

1.
School Administrator and, Cafeteria Supervisor or Plant Supervisor isolates suspected contaminated food/water to prevent consumption and restricts access.

2.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  
3.
Other Santa Maria Joint Union High School District, Santa Barbara County and State of California notification protocols are followed currently.

4.
School Administrator provides list of all potentially affected students and staff.

5.
Medical Team and Responding Emergency Personnel assess need for medical attention and provide first aid as appropriate  

6.
School Administrator maintains a log of affected students and staff and symptoms; food/water suspected to be contaminated, quantity and character of products consumed and other pertinent information.

7.
School Administrator confers with all appropriate agencies before resumption of normal operations.

8.
School Administrator notifies parents of incident, as appropriate.
Important Santa Maria Joint Union High School District Numbers to contact as needed:
Superintendent   


(805) 922-4573 ext. 4201


Business Services 


(805) 922-4573 ext. 4401


Office of Pupil Personnel

(805) 922-4573 ext. 4301


Police Department


(805) 928-3781

Support Services


(805) 922-4573 ext. 4211
Public Information


(805) 922-4573 ext. 4211
Transportation



(805) 922-4573 ext. 4711


Maintenance and Operations

(805) 925-2567 ext. 3125 or 3131 


Nurses 



(805) 925-2567 ext. 3312


School Psychologist


(805) 925-2567 ext. 3726 

UNLAWFUL DEMONSTRATION/ WALKOUT
An Unlawful demonstration/ walkout is any unauthorized assemblage on or off campus by staff or students for purpose of protest or demonstration.

Procedure

1.
Upon indication that unlawful demonstration or walkout is about to begin, personnel immediately notify School Administrator.

2.
School Administrator assesses situation and initiates appropriate Immediate Response Actions, which may include Shelter-In-Place.  
3.
School Administrator calls 911 and/or SMJUHSD Office of Pupil Personnel/Police Department at (805) 922-4573 ext. 4301 or (805) 928-3781.  
4.
Student Release Team immediately proceeds to control student ingress and egress.  Each person entering or leaving campus is required to sign his/her name and record other pertinent information. 

5.
If students leave campus, School Administrators and allied law enforcement agencies will accompany them.  All attempts will be made to guide and control actions of students while off-site.

6.
Students not participating in demonstration or walkout are kept within their classrooms until further notice by School Administrator.  Teachers close and lock classroom doors.  Students and staff are protected from flying glass in event windows are broken by closing drapes and blinds in rooms so equipped.
7.
Documentation Unit staff attempt to keep accurate record of events, conversations, and actions.

8.
All media inquiries are referred to SMJUHSD Public Information Officer.

9.
School Administrator proceeds in good judgment on basis of police or other legal advice, in taking action to control and resolve situation.

10.
School Administrator notifies parents of incident, as appropriate.    



WINDSTORM
Warning of an impending windstorm is usually received via radio, television, or civil defense officials.  The United States Weather Service can usually forecast severe windstorms.  If time and conditions permit, students and staff are sent home (with SMJUHSD Superintendent’s approval).  If high winds develop during school hours without sufficient warning, the following emergency procedure is followed.

Procedure

1.
School Administrator initiates appropriate Immediate Response Actions, which may include Shelter-In-Place. 

2.
Close all windows and blinds.  Switch passing bells to manual operation.
3.
Evacuate classrooms that bear full force of the wind.

4.
When sheltering, personnel remain near an inside wall of a ground floor if the building has more than one level.  Avoid sheltering near exterior windows.

5.
Avoid auditoriums, gymnasiums and other enclosures that have long roof spans.

6.
School Administrator and/or designee’s monitor radio or television announcements and initiates further actions as appropriate.

7.
School remains in Shelter-In-Place condition until U.S. Weather Service or appropriate agency, or Santa Maria Joint Union High School District Administration provides clearance and School Administrator issues further instructions.   
     

EMERGENCY RESOURCE LIST
	American Red Cross
	………………………………………….
	(805) 928-0778

	Cal Trans
	………………………………………….
	(805) 922-1987

	California Highway Patrol
	………………………………………….
	911 or (805) 349-8728

	Child Abuse Hotline
	………………………………………….
	(800) 367-0166

	Child Protective Services
	………………………………………….
	(805) 681-4542 or 346-7121

	City of Santa Maria Water Department
	………………………………………….
	(805) 925-0951 x 252

	Coroner
	………………………………………….
	(805) 681-4145 or 681-4100

	Emergency Broadcast Stations (EBS)
	………………………………………….
	

	Federal Emergency Management Agency
	………………………………………….
	(805) 925-2631

	Food and Drug Administration
	………………………………………….
	(888) 463-6332

	Housing and Urban Development
	………………………………………….
	(800) 225-5342

	Juvenile Services
	………………………………………….
	(805) 739-8500 or 934-6270

	KSMA-AM 1240
	………………………………………….
	(805) 925-2582

	KUHL-AM 1440
	………………………………………….
	(805) 922-7727

	Marian Medical Center
	………………………………………….
	(805) 739-7000

	Mental Health (Child and Adult)
	………………………………………….
	(805) 934-6385 and 934-6380

	Pacific Gas & Electric (PG&E)
	………………………………………….
	(800) 743-5000

	Poison Control Center
	………………………………………….
	(800) 451-8346

	Probation
	………………………………………….
	(805) 739-8550

	Road Information
	………………………………………….
	(800) 427-7623

	Runaway National Hotline
	………………………………………….
	(800) 621-4000

	Salvation Army - Santa Maria
	………………………………………….
	(805) 922-4434

	Santa Barbara County Environmental Health Services
	………………………………………….
	(805) 346-8460

	Santa Barbara County Health Department
	………………………………………….
	(805) 346-7230

	Santa Barbara County Office of Emergency Services
	………………………………………….
	(805) 681-5500

	Santa Barbara County Public Works
	………………………………………….
	(805) 568-3000

	Santa Barbara County Sheriff's Department
	………………………………………….
	911 or (805) 346-7430

	Santa Maria Fire Department
	………………………………………….
	911 or (805) 925-2631

	Santa Maria Police Department (Non-Emergency)
	………………………………………….
	911 or (805) 928- 3781

	Dispatch/Emergency
	………………………………………….
	(805) 925-2631

	SISC
	………………………………………….
	(661) 636-4604

	SMAT
	………………………………………….
	(805) 928-5624

	Social Services Administration
	………………………………………….
	(805) 681-4401

	Student Attendance Review Board
	………………………………………….
	(805) 922-9455 x 2211

	The Gas Company
	………………………………………….
	(800) 427-2200

	
	
	


	Santa Maria Joint Union High School District

	
	
	

	Antonio Garcia
	………………………………………….
	(805) 922-4573 x4201

	Kevin Platt
	………………………………………….
	(805) 922-4573 x4301

	John Davis
	………………………………………….
	(805) 922-4573 x4212

	Santa Maria High School

	Steve Campbell
	………………………………………….
	(805) 925-2567 x3701

	Pioneer Valley High School

	Shanda Herrera
	………………………………………….
	(805) 922-1305 x5701

	Righetti High School

	Ted Lyon
	………………………………………….
	(805) 937-2051 x2701

	Delta High School

	Nate Maas
	………………………………………….
	(805) 937 6358 x1701

	Fitzgerald Community School

	Mark Leufkens
	………………………………………….
	(805) 922-9455


TEACHER AND STAFF ROSTER

[image: image7.jpg]SAN HIGCH € / 4 SMHS Emergency Line Ext 3000
SANTA MARIA HIGH @ SMHS Maintenance Cell 878-8164
“2022-2023” Police/Fire ENERGENCY 911

901 S. Broadway, Santa Maria, CA 93454 SM Police Dept 928-3781
Ph: 805-925-2567 * Fax: 805-922-0215 \/ SMPD Dispatch 925-2631
Records Office Fax: 805-314-2739 Gt leparment SJrloi]
STAFF EXT # STAFF EXT #
Aguila, Fernando / English 3644 Dolan, Andrew / Social Science 3531
Aguilar, Jeannette / |A Bilingual Email Dominguez, Crystal / SPED SH 3335
Aguilera, Yazmin / Math 3351 Draper, Karen / Business 3233
lAkhavan, Meena / Int'l Lang-French 3110 Edwards, Katy / Psychologist 3784
Allen, Jennifer /1A [I SPED 1902/1903 | [Ekberg, Matt/ Social Science 3643
Almaguer, Matt / Industrial Tech Arts-Auto Shop 3512 Eisner, Andrew / English 3633
Almaguer, Michelle, 1A [l SPED TVP, 1902 EII!ngton Dan / Athletic Director 3540
Alvarez Avila, Cristian / A SPED CTE 1901 Elliott, Rachel / |1A | SPED 3105
Alvarez, Joanna / IA Il SPED 3334 Eppley, Shatrmin/ Scishce 5560
Andree, Matt / SPED LH 3526 Esparza, Soniash SPELISH 5554
Angkahan, Rosiele / 1A Il SPED 3101 Espinoza, Gynthid  IA 1. SPED 5564
Araujo, Josy / PE 3546 Espinoza, Liliana / Translator 3730
o 2 Fairfield, Cheryl / 1A Il SPED Email
Araujo, Sara / Agriculture 3337 =
- i Farnsworth, Eric / VPA 3231
Arroyo, Griselda / Security Asst. 3768 -
- Felix, Manuel / Math 3356
Ast_rosky, D.UStm /1A l.l SPED 190211903 Fernandez, Jade / District Nurse 3312
Ath'e’ Gabrle_l ! Se_curlty Asst. 3768 Fernandez Ojeda, Jesus / Security Asst 3768
Avila, Salustia / Mixteco Translator 3769 Ferreira, Paola / Intl Lang-Spanish 3111
Ayon, Clemente / Agriculture 3339 Flory, Melissa / Agriculture 3510
Baker, Donna / Café 3460 Foley, Mary / Family Consumer Science 3629
Balderas, David / Math 3528 Frias, Margarito / Int'l Lang-Spanish 3103
Baltazar, Guadalupe / Math 3624 Fruge, Maria / Counselor 3557
Barnett, Ginny / P.E. 3535 Fry, Sandra / Health Asst./LVN 3582
Baro, Maria / Math 3612 Fulton, Alejandra / Business 3235
Barredo, Melissa / Admin Asst - Pallan 3710 Gaeta, Terzino / Counselor 3718
Basulto, Christian / Science 3247 Galloway, Doniel / Security Coord 3768
Bennett, Tina / Science 3362 Gamez, Micah / Therapist 3488
Bergstrom, Laura / EL Specialist 3770 Gamiz, Betty / Qutreach Consultant 3566
Bourbon, Melissa / [A | SPED 3480 Garcia, Alfredo / 1A | SPED 3628
Bowen, Brad / Special Ed 3527 Garcia, Monica / Admin Asst - Campbell 3702
Brown, Melticia / |A || SPED 3335 Garren, Danielle / Special Ed 805-636-6076
Buck, Jevie / Maintenance Secretary 3131 ga"ett JAndyéSPE_? SAH : g‘;gg
Cameron, Courtney / P.E. 3537 auna, Joe / security Asst.
Cam pbell, Steve IyPrincipaI 3701 gi”de_ss 'V“CChae' /dsoc/iT/lesC;?Se g?g;
Cariilio: CristnaflL 3102 odinez, Cassandra
(Gasiafiads, Enedine 7 Lo -Sgal 3109 Goldin; Clenni SRED /Y 1905
Castafieda, Jesus / IA I SPED 3105 Gonzales, Gilbert/ SPEDLH 1901
Castrejon, Veronica / ELD 3636 gonza:ez Ee{_nard/ocl SC|en|ce ggg;
Cano, Thomas / English 3625 onza ez, L2Uma / ounselor
Casi Sanch Lucio /1A B 0 Email Gonzalez, Monica / ELO 3242
Caj'amc ane ZZ /|‘A°'50PED fngua 32”551 Gonzalez, Elissa / English 3621
adena, *.assandra : Gonzalez, Omar / Social Science 3521
(Chakshiri, Alexander / English 3611 Gonzalez Garcia, Julio / Computer Technician 3792
Cheney, Jay / Social Science : Sl Goodchild, Jennifer / 1Al 1902/1903
Copeland, Christen / Speech Therapist 3587 Goodman, Scott / SPED Adap P.E. 3418
Clabough, Hannah / English 3619 Gomez, Eileen / Registrar 3736
Costanza, Richard / P.E. 3545 Greely, Barrie / 1A | SPED 3105
Coulter, Catherine / 1A |li SPED 3462 Greene, Chelsea / VPA 3525
Cowans, Katheryn / Science 3245 Greenlee, Thomas / Math 3603
Crowell, Mary / SPED Secretary 3728 Grimaldo, Cecilia / Counselor 3711
Cuevas, Cristobal / |IA SPED 3105 groppettli Ke/nA/ P_Ianlt Manager g;ﬁ;
Cuevas, Ricardo / |IA | SPED 3334 uerra, Luis / Agriculture
Cunningham, Tiffany / Science 3244 Guerra, Michael / Ag 805-363-6142
Daniels%n Mary / Azct. Acst 3756 Guillen-Franco, Margarita / Counselor 3249
Davis, Erin / SPED Coordinator 3707 Guiremand, Richard / Social Science 3642
= = = Guiremand, Tanya/ ISI 3340
DeBernardi, Deidrelaine / |A | SPED 3241 4
DoB di M 7 Agrioult 3330 Gustafson, Kyle / English 3635
eoernardl, Vare ZAgricuture Gutierrez, James / Security Asst 3768
DeMatteo, Nicole / Social Science 805-619-8524 = = =
Dola Pofia. Eloisa’lA | SPED 3105 Gutierrez, Marissa / Special Ed SH 1902
©'a Tena, £ oisa : Gutierrez, Patricia / SPED Inst. Asst. CTE 1901
Delgadillo, Julieta / English 3649 Hamby, Laken / Special Ed 3652
Delgado, Melissa /1A | SPED 3105 Hammond, Kristin / Family Cons. Soi 3610
D_evme_ Sheila / Science i 3645 Hebert, Rick / English 3232
Diaz Ojeda, Abel / Behavior IA_ (BIA) 1830 Hennings, Amy / Social Science 3640
Diaz, Ivan / Asst. Principal - Student Affairs 3703 Hernandez, Annette /A Bilingual Email
Diaz, Jose / Math 3357 Hernandez, Salena /1A | SPED 3520

Font/Color Key: Bold: Department Chair

Blue: Fluent Bilingual English/Spanish

Red: Principal / Assistant Principals
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[image: image8.jpg]STAFF EXT # STAFF EXT #
Hernandez, Sonia / Therapist TBD Pereyra, Jose / 1A || SPED 3480
Hernandez, Yessica / Science 805-631-6028 Perez, Yonic / |A Bilingual Email
Herrera, Ashley / 1A SPED 3706 Piacentini, Kathryn / Math 3604
Hoffman, Jon 7 English 3639 Pineda, Marbeya / A | SPED 3105
Huseth, Tara 7 Special Ed 805-631-6017 Plascencia, Karla / Migrant 1919
e Wack W o] T S758
, endance Asst.
Jimenez, John /Independent Study 1912 Powell, Mark / Agriculture 3331
Juarez, Diane / Library Asst. 3759 Powell. Shannon / Agriculture 3336
Juarez, Leticia / Admin. Asst - Vincent 3706 Prado-Lopez, Liliana / 1A Bilingual Email
Kanemoto, Morgan /Agriculture 805-631-6024 =
4 : - Putney, Alyson / SPED R.S. 3601
jea=Er, LGy S5eia) Seenes ggjé Quaid, Cindy / Business/Stud Store 323003757
e T 1837 Quart, Samantha / Band 3106/3107
Rohler CHrisy/ Toch TOSA 3410 Reasner, Christy / Counselor 3763
: - Reis, Courtnie / Social Science 3647
Lambert, Jennifer / PE TBD =5, 2
Lara, Ruby / Security Asst. 3768 Rico-Lua, Enrique / SPED M/M 3628
Limon, Cristian / Therapist 3258 R!tChle* ’V'af'”a / l.A SPED 3105
Limon, Jose / Security Asst. 3768 Ritzau, Kelli / Social Science ] 3522
Limon, Lynzee / Security Asst 3768 Robles, Denise / Admin Asst [I-Diaz 3704
Lombardi-Hyder, Natasha / Math 3355 Robles-Lozano, Patricia / Mixteco Trans 3793
Lopez Jr., Benjamin / Math 3529 Rocco, Suzanne / English 3614
Lopez, Arianna / Receptionist 3721 Rodriguez, Amanda / Agriculture 3332
Lopez, Cynthia / Guidance Secretary 3751 Rodriguez, Johnny /1A | SPED 3335
Lopez, Benjamin R. / Counselor 3229 Root, John / English 3622
Lopez, Victoria / Counselor 3716 Ruiz Vazquez, Daniela / Guidance Tech 3723
Luna, Mireya / Int'l Languages-Spanish 3108 Russom, Caren / Social Science 3530
Lopez Ventura, Raquel /1A Bilingual Email Ryan, Jennifer 7 Special Ed Coordinator 3722
t;gﬁtsodﬂa:rczzr/egi é Lﬁﬁrym/g:g'ttv Liaison g%gg Salazar, Adrian / Activities Director 3609
e R
Magana, Julissa / Math X
Manfreda, Jules / Dean of Students 3707 Santos_, Adalbert_o L1A l-l SPED 3902/3903
- : Schneider, Robin / Science TOSA 3243/3771
Markstone, Matthew / Social Science 3634 Shaffer Garold /P E_& Health 3638
e e e & 2105 Sheley-Oleda, Lupe / Guldance Tech 3713
Martinez: Erica / Counselor 3766 S.Teridgn’ K?”l\\/ll /tﬁe‘rhgéigr IA SPED ggg%
Martinez, Nicole / TA T SPED i Lva, Doug .,
e Emol Silva. Janna 7 Infl Lang-Span 3112
Mayorgé, Nancy /1A Il SPED 3480 Simonson, Jason / SPED LH 3653
McColm, Jeanette / ASB Bookkeeper 3755 Soto, Jesse / Health Technician 3581
McNeil, Caija / Speech Lang Path Assistant 3586 gpe'ndloves’hR?lbe/Cl\(jlat/hLlbrary Tech gg?g
Medina, John /1A 1 SPED 3105 pringer, elly a
Medina-Vazquez, Jonathan / Math 3350 Stearns, Kyla / Math 3358
Melena, Sonia / Student Data Specialist 3764 Steric, Nela / VPA Art 3524
Melero, Gizelle IA 1 SPED 3105 Stickler Kyle / Sped M/M 3602
Mendoza-Martinez, Rosa / Counselor 3749 Suarez, Anabel / A Bilingual Email
Mendoza, Kenya / Math 3646 Sullens, Jenna / SPED M/M 3338
Merrick, Matt / SPED SH 3462 Swift, Rebecca / SPED LH 3520
Miles, Rebecca / English 3620 Tanner, Jamie / P.E. 3538
Miller, Chantel / Psychologist 3790 Taylor, Sierra / English 3618
Morales, Sonia / Math 3359 Tenhet, Joshua / Science 3246
Morales, Veronica /Admin Asst. /Manfreda 3708 Toews, Katherine 7 English 3623
Moreno, Andrea /1A [ SPED 3526 3 i
Moridani, Maziar / Special Ed 3626 ¥?£reecJSérJazzr< /SE?]L&W:;%ASM gg?g
Morrell, Kate / Mental Health Therapist 805-266-9495 Turner. Annie / English 3613
Nordwall, Naomi / PE. 3536 Udloak-Trent TE 9|. L -
Noriega Acosta, Lissette / Altendance Tech. 3739 OCk, LIents ENGUSh ,
Nunez, Delia / 1A Il SPED 3462 ¥a'e\r}§!a’ T'%ar?%éiocg'.tsc'/ec”ﬁ? 3113??/135%14
Cieda, Sylvia / Math 3650 an ¥v e, onn = ouiar Lol
Olivera, Mayte / Crisis Intervention 3584 Vargas, Sergio, Security Asst. Lincoln Ctr 3707
Olney, Santina / Social Science 805-631-2894 Vasquez, Olivia / |A I_SF’ED 3105
Olsen, Lori / Intervention Lab Specialist 3753 Velasco, Oscar / Social Science 3685
Orlick, Laurence / English, 9th Grd Avid 3606 Vergara, Juan / English 3605
82[2, Asbel /hI?tEernzil_tiohnaI Language 805—22;—22801 Villa Torres, Luis / Security Asst. 3768
1Z, Sara nglis| Vincent, Tim / Assistant Principal 3705
8tero, OEFd / /SEeCili_"'Ed Teacher ggg;‘ van den Heever, Tina / English 3630
wens, lexa.. =Englis Washington, Kimberley/Career Center Sp. 3760
— JNZSn“CS;/’_'AE}\gFF’,ED e Whitefield-Vanhorn, Kristie/SPED RS 3105
Pallan, Monica 7 Asst. Principal - C&l 3709 w!eman, Berm/ -Seience 5240
: r : = : inders, Paige / Special Ed 3101
Pantoja, Patricia / [ntT Lang-Spanish 3104
Baulus Chris / Math 3353 Wolfe, Pam / SPED Resource Spec. 805-631-2558
Pearson, Erin / Family Consumer Science 3608 Yamate, Dav.'d / Hea.lth & PE 3648
Pavlich, Laura / English 3607 Zepeda, Marisol / Science 3234
Pearce, Kenna / Athletic Trainer 3170 Zimmerman, Courtney / SPED LH 3631
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[image: image9.jpg]DEPARTMENTS

|

ADMINISTRATION In School Intervention / Tanya Guiremand CPS 737-7078
Steve Camploell 3701 ibrary / Rebecca Spendlove 3758 | [CPS Emergency Report (800) 367-0166
Monica Garcia - Admin. Asst Ma@anPIant Manager/_’l’ emp - Scott Roy | 3125 | [District Office 922-4573
lvan Diaz - Student Affairs ELell piaint Secretary JJevieBuck | S151 1] Superintendent 4201/4202
Denise Robles - Admin. Asst. |Avila, James Harve},J Welson Frut;zyé, Tio Asst Supt / Business 4401/4402
Monica Pallan - Curriculum & Instr 3700 (At M G ARl TS Asst Supt/ Curriculum 2114212
. i f d H E 4 ; Asst Supt Personnel 4301/4302
Melissa Barredo - Admin. Asst. [Enrique Sanchez, Jevie Buck Maint.
Tim Vi Night Crew: Tony Rodriguez, Armando Cell Director / Facilities 4701/4702
TRy feent SISl |cutienez, Viguel Sanchez-artinez, Frank| a7 3164 | [ Director Fiscal Services 440374505
i _ i avarro, Alex Banda, Raymundo Porraz,
Leficia Juarez - Admin. Asst fanionio Reyes ose Bt ol Director /Information Service 460174222
Jules Manfreda - Dean of Students K@ Vaiencia, Abraham Vasquez, Alenjandro Director /LCFF P03
Veronica Morales - Admin Asst 3708 | {Anguiana, Manuel Azevedo, - -
- VIVILC 3765 D!rector/SpeaaI Ed ] 4221/4311
Activities Director / Adrian Salazar 3609 Network Ops / District — Mark Recinos 4611 B:;ﬁg: ; gtjude;; Sslezeez jgg;ﬁggg
ASB Business Off /Jeanette McColm 3755 | [Qutreach Consultant/Betty Gamiz 3566 7 /Cgf = Sorvi 5658
Athletic Director / Dan Ellington, 3540 Parent Center / Conference Rm 3732 anager eteria Services
Athletic Trainer / Kenna Pearce 3170 | |Phone Problems / Mark Recinos Email Manager; Energy i ggg
Attendance Office/Lissette Noriega 3739 | [P.E Boys 3541/3546 Manager /Tersonngat_
AErancs ASSSERT: “TRD <735 | [P.E_Girls / Jarmie Tanner 3537/3538 anager/ Transportstion AT 712
Auto Shop/Matt Almaguer 3575 |P.E. Classroom / Garold Shaffer 3638_| | Payrol - Certificated Heather Fiscus 4412
Sth Grd Avid/ Sierra Taylor 3515 | [P-E_Classroom/ Dave Yamate 3648 Payroll - Classffied Polo Perez 4411
e =706 [Psychologist CTE/ Nicole Gillon 3627_| | Persannel- Cerfficated Pl Parker 4300
e = 537 |Psychologist/C. Miler / K. Edwards 3790/3784 | | _Personnel - Classified Liz Enriquez 4303
PR ST 506 [Purchase Orders / Jeri Stil [ 4505 Purchasing - P. Blythe /_J. Swayze 4503/4502
L 75| [Purchasing /P, Blythe / J. Swayze _4503/4502 Transportation - Jerry Sitton 4711 /4712
11th Grd Avid / John Root Records Offica Bileen G 3736 Warehouse - Steve Moody 451174512
12th Grd Avid / Karen Draper 3233 _| mecores Lioe  -Ieen somez CTE 9340330
5 ; Regional Occupational Program 3719
12th Grd Avid / Rick Hebert 3232 &l D o9 Defta High School 937-6356
12t Grd Avid / Shelly Sori Security - Doniel Galloway Sec .Coord. 3768 - g
e il 34| = hrie! Athie, Marcus Lyghts, Griselda Fitzgerald 9226455
Band/Samantha Quart 3106/3107| ,Lé\rroy?j Jos7e_ Gauna, Luis \{////a, Ruby Home & Hospital 1741
] ara, Jose Tomres, Sergio Vargas,
Luicio Casiano Sanchez, Annette Hernandez, | [James Gutierrez, Lynzee Limon Pl_onee_r V_aIIey High School 922-1305
Liliana Prado-Lopez, Anabel Suarez, Laura Email Righetti High School 937-2051
Garcia, Raquel Lopez Ventura, SMPD 928-3781
. : - ROP 937-8427
Cafeteria / Donna Baker 3460 [School Resource OfficerDaniel Meraz | 3488 | e o e = Bonita School District 9281783
[Angelica Elfas, Catherine Duarte, Eileen [SPED District/ Sandra Hernandez 4311 SBCED 9644711
z’ﬁm: Je’[é' Cf” dRer 9, J$sls7’ba GLuzman, Joan Special Ed Office / Mary Crowell 3728 Class AdviSors
non, Karl Rosa, Yohana | opez 3460 : : | ClassAdvisors |
Lcé%’g;g,g%’g76;2352,%%?1‘2%‘7,”\7/},’5%05 SE:S'?AE%S:E'?,;/ TBGE;,U BT TBD | [12th Grd- Karen Draper / Adiian Salazar 3233/3609
(CAL Safe ] Erika Magana 1830 loreno, Deidrelaine DeBernard; ignacio 11th Grd - Sierra Taylor /Hannah. Clabough 3618
- Figueroa, Jestis Pacheco, Melany Ponce, 10th Grd - S. Araujo/A. Rodriguez /K Vanhom 3337/3332/3105
Career Center /K Washington 3760 licole Martinez, Salena Hernandez, Teresa Sth Grd-TED
Child Protective Serv (800 367-0166_| (2rew, Adalberio Sanlos, Catherine Covler nE = . -
Crisis Intervention Specialist 3584 Aﬁ,’,’os’iy, j’;’,’,ﬁf; Allaﬁ ngi,zfér gf,o’;,ch,u Shared Decision-Making Council
Data Specialist / Sonia Melena 3764_| [oanta” Aksradony Podiyes dose Steve Campbell 3401
EAOP / Nancy Pacheco 3729 eltl)c/ié Bmwn’,JNancy Mayorga, Ricardo 3105 AdrianiSalazar 3609
ELO / Monica Gonzalez 3242 | [Cuevas, Robin Ireland, Christian Alvarez Suzanne Rocco 3614
English Lang _Spec/ Laura Bergstrom 3770 é:;%ﬁaﬂzﬁéa&uu:r‘gzsqﬂﬂgmnaﬂgﬁ%e Shelly Springer 3514
Enrollment / Eileen Gomez 3736 élng;}g,ﬂbsﬁarge_ %rg:;y,cVanessa ’gal%o TBD
i ac [, Crist Levas, ca = 7
Foqﬁ)all Office / Albert Menc_ioza 3527 (Cuevas, John Medina, Marbeys, Pineda, School Site Council
Guidance Secretary / Cynthia Lopez 3751 | |Aliah Martinez, Vanessa Safto, Cassandra Steve Campbell 3701
Counselors (Cadena, John Medina, Godinez, Eloisa Dela Adrian Sal 3609
Rosa Mendoza / 9th - A-L B7an | [ GreleMelro. Asiely Harera Raten Doer - 5
Terzino Gaeta / 12th M-Z 3718 | Speech Therapist / Christen Copeland | 3587 Ricardo Valencia 3615
Ben Lopez / 10th A-L 3229 | [Speech Therapist/ Tara Sanchez 3585 Margarita Franco 3249
Maria Frugé / 10th M-L 3557 | [Speech Therapist Asst/ C. McNeil  3587/3586 Home & Hospital
Cecilia Grimaldo / 11th A-L 3711 | [Staff Lounge 3740 TBD
Fatima Gonzalez / 11th M-Z 3558 | [sStudent Store / Sammy’s Corner 3757 TBD
Margarita Guillen / 12th A-L 3249 | [Superintendent / Antonio Garcia 4501 Student Teachers
\(/:ICééocr:la/Lgpez |</| 12th M-Z g;;g [Technology - Subrmit Online Email Request
rica Martinez [Testing Room 3257/3258
C & C / Christy Reasner 3763 | [Textbooks / Diane Juarez 3759 Long Term Subs
Guidance Techs ___ 75| [Therapist- Cristian Limon 3258 || Bruce Leone (Roving) S04
Lo SFEE -O'ec?a 5773 | [Lherapist- Micah Gamez 3488 Charlie Sanders (Roving 3704
Guitapr - Tohr \)/Ian\JNie 5575 [Therapist - Sonia Hemandez TBD _ Special Programs
Fealth LVN [ Sandy Fry ) [Transportation 4711/4712 | |Fighting Back SM - Joycelyn Gonzalez - 3590
Health Tachrican | J6555 So5 3581 Transition Vocational Program | 1902 | |Fighting Back SM/ Steve Torres x3588 805-268-5993
Health District Nurse / Jade Femandez 3312 Trans_lators/ Lil Esparza, Salustia Avila 3730/3769 | |Fighting Back/Homeless Liaison - Lisa Coker 345-7582
Independent Studies - John Jimenez 1912_| [Welding Shop 3510 | [EAOP - Nancy Pacheco ]
Independent Studies - David Alderete 1900 _| [Weight Room Boys 3541 | |Lisa Ray - Teen Closet ext. 3342 709-8673
Information Desk / Arinna Lopez 3721_| [Xeroxing / TBD_ TBD
Instructional Assistants: Briana Martinez 3710 | [Yearbook/ Adrian Salazar 3609
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STUDENT’S WITH SPECIAL NEEDS

· STUDENTS WITH MEDICAL AND MEDICATION NEEDS

· SPECIAL EDUCATION STUDENTS WITH MEDICAL AND MEDICATION NEEDS 
· CONTACT SCHOOL SPECIAL EDUCATION OFFICE AND THE NURSE’S OFFICE. STUDENT INFORMATION IS CONFIDENTIAL AND CANNOT BE POSTED IN THIS DOCUMENT.
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