DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified Schoo! District

TRANSLATION

Responsibility Checklist

Ramey Dern/Maria Gonzalez/Melissa Ramirez/ /Rosemary Knutson

Basic Duties: Provide translation for communications and information as necessary

0 Provide appropriate information to Spanish radio and Television stations as deemed
appropriate.

1 Coordinate release of information with Community Liaison Officer — Scott Leaman

Establish a procedure to provide communication and information to parents.

(W Mobilize translators (teachers/students/parents) as needed.
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

OPERATIONAL AREAS
AND
SAFE ON-CAMPUS SITES

SCHOOL SITE

OPERATIONAL AREA

Lincoln High School

Priority One

Glen Edwards Middle School

Creekside Oaks Elementary School

DENT SECURITY

Priority One and
| - Priority Two

ST

| - Priority One
i - Priority Two

- Priority One
- Priority Two

Carlin C. Coppin Elementary
School

Sheridan School

- Priority One
i - Priority Two

Phoenix High School

~ Priority One
- Priority Two

| Priority One
- Priority Two

First Street School

- Priority One
ity Two

- 1 — Priority One
— Priority Two

- Priority One
Priority Two

Twelve Bridges Elementary School

Priority One
-- Priority Two

Priority One
— Prierity Two

Foskett Ranch Elementary School

riority One
= Priority Two

Twelve Bridges Middle School

-~ Priority One
— Priority Two

| Priority One

Lincoln Crossing Elementary

— Priority One
VO

District Office

2 — Priority One
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

CRISIS EVACUATION OFF-CAMPUS SITES

FROM TO

Carlin Coppin School Lincoln High School
Creekside Oaks School Lincoln High School
Sheridan School Stuart Hal/LHS

Glen Edwards Middle Lincoln High School
Phoenix High Glen Edwards Middle Sch.
Lincoln High School Glen Edwards Middle Sch.
First Street School Creekside Oaks Elem. Sch.

Twelve Bridges Elem. School = Twelve Bridges Middle Sch.
Foskett Ranch School Lincoln High School

Twelve Bridges Middle School Twelve Bridges Elem. School
Lincoln Crossing Elem. School Creekside Oaks Elem. School

District Office Lincoln High School

ALTERNATE SITES ARE GLEN EDWARDS
MIDDLE SCHOOL AND CREEKSIDE OAKS, IN
THAT ORDER

4
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

EVACUATION OF CAMPUS

Things to Grab:

e Student Emergency Cards (Secretary)
» Student Health Care Plan Binder (Clerk)
¢ Student Medication Binder (Clerk)
» Medication Bag (Clerk)
o Labeled Student Meds; Juice boxes
¢ Evacuation Boxes (Principal)
o (Goal of 1 box per 100 - 200 students)
o Principal calls Superintendent/DO
Blueprint of School (Custodian)
* 5 — 10 Orange Cones (Custodian)

Evacuation Boxes:
e Schools of <400
o SES & PHS
o 10of 12 X 8 X 4 box (one parent pick-up line) containing:
=  Pens/pencils & roll of tape
= Small spiral notebook
= |nstructions
= 4 waters, 4 vests, 2 whistles
e Schools of 400 — 500
o CCC, FS8S, FRES
o 4 of 12 X 9 X 4 boxes (4 parent pick-up lines)
o EACH of 4 boxes labeled for its alpha section and contains:
= 2 laminated ALPHA signs for its alpha section
e A-F,G-LLM-R;S-Z
= Pens/pencils & roll of tape
»  Small spiral notebook
= |nstructions
= 4 waters, 4 vests, 2 whistles
¢ Schools of 500 — 1500 students
o COES, LCES, TBES, GEMS, TBMS, LHS
o 8o0f 12 X 9 X 4 boxes (8 parent pick-up lines)
o Each of 8 boxes {abeled for its alpha section and contains:
« 2 laminated ALPHA signs for its alpha section

e A-C.D-FG-LJ-LM-OP-R;S-U V-

Pens/Pencils & roll of tape
Small spiral notebook
Instructions

4.waters, 4 vests, 2 whistles

Z
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

Instructions in Each Evacuation Box:

Grab Emergency Cards for Your Alpha Section, put in Box and move to Parent Holding
Area

Team of 4 adults per Box MINIMUM! Each wears a vest and whistle.

Team is NON-Teaching Staff! (Teachers are supervising their students) Use other
staff, teachers without classes, or non-district adult volunteers if necessary.

o Adult #1 Leader/Sign Holder — Grabs Emergency Cards & puts in box; holds
Alpha Sign high and maintains order front of line; receives communications;
makes decisions; restores boxes at end of incident

o Adult #2 Line Walker - lines parents up, calms parents, and walks the line
communicating info/updates ~ taking care of medical sifuations

o Adult #3 Card Puller - pulls cards from box, checks parent ID’s, checks off
name on emergency card of person receiving student. {f released to another
adult, records California Drivers License # of that adult on bottom of card.

o Adult #4 Runner — runs cards (5 at a time) to Student Waiting Area fo call for
students, then walks students and cards to Student Release Area; turns cards
over to Clerk/Secretary at Student Release Area for refiling

Student Waiting Area:

]

Students line up with teacher; Teacher takes roll, then has students SIT IN LINES to
maintain order and for easy identification/release of students when called.
Teacher releases student {o runners when students names are called.

Student Release Area:

L]

Students go with Adult #4 (runner with cards) to Student Release Area
Secretary/Clerk releases students from Student Release Area, refiling cards behind
alpha tabs as released

Students Riding Buses:

-3

L2

Students remain seated in line with teacher in Student Waiting Area as above and wait
with class until Bus # is announced.

(Go to designated area for Bus # when called.

Bus driver with list checks students off as they board.

Students Driving Cars:

Students remain seated in line with teacher in Student Waiting Area as above and wait
for all clear announcement at which time may drive home. If all clear is not
announced, must be picked up by parents in same manner as other students.
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DISTRICT CRISIS RESPONSE PLAN
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LOCAL EMERGENCY SERVICES

LINCOLN POLICE DEPARTMENT

916-645-4040

LINCOLN FIRE DEPARTMENT

916-645-4040

PLACER COUNTY SHERIFF'S DEPARTMENT

530-889-7870

CALIF. DEPT. OF FORESTRY, FIRE, RESCUE

916-645-2360

AMERICAN RED CROSS
457 Grass Valley Hwy.

530-885-9392

COUNTY OFFICE OF EMERGENCY SERVICES

530-889-7720

PLACER COUNTY FIRE

530-823-4411

EMERGENCY RESPONSE SYSTEMS

530-823-4411

C.H.P. 911/ emergency
EMERGENCY SERVICES 530-889-7721
CITY OF LINCOLN

KRIS WYATT, BOARD PRESIDENT

BRIAN HALEY, BOARD VICE PRESIDENT

DAMIAN ARMITAGE, BOARD CLERK

PAUL CARRAS, BOARD MEMBER

PAUL LONG, BOARD MEMBER

GAYLE GAROLINO-MOIJICA, PCOE

530-889-8020

KFBK

916-924-3901

PGE

KAHI 530-888-6397
TV 10 916-321-3300
TV 3 916-444-7316
TV 13 916-374-1300

1 (800) 468-4743

L9 2
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

INCIDENT REPORTING AND
INITIAL EMERGENCY PROCEDURES

In the event of the following:

Stranger on campus
¢ Notify the office using available systems (cell phone, campus phone
#200, radio).
e Provide a description of the individual

Individual with firearm-adult or student
e Never take steps 1o attempt to disarm the individualt
e Secure students, staff, and volunteers in classrooms
¢ Lock down room- Keep doors closed and locked at all times
e Notify the office using available systems (cell phone, campus phone
#200, radio).
¢ Account for all children
e Provide a description of the suspect

Attempted kidnapping

e Never take steps fo physically thwart a kidnap attempt!

¢ Secure students, staff, and volunieers in classrooms

e Lock down room-Keep doors closed and locked at all times

e Notify the office using available systems (cell phone, campus phone
#200, radio).

e Account for all children

e Provide a description of the suspect

28
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DISTRICT CRISIS RESPONSE PLAN
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Serious injury

Begin First Aid procedures and/or

Notify the office using available systems (cell phone, campus phone #200,
radio).

Activate the Emergency Monitoring System/call 911

Send students to neighboring classroom

Stay with victim until relieved by paramedic or other qualified individual
ldentify a liaison to direct emergency responders to the scene

Death of student (off campus)

® % @

Minimize initial comment to students until all facts are present

Contact school office for confirmation

Respect privacy of the victim's family

Expect support from district psychological support personnel

Moderate student discussions using script provided by support personnel
Notify office if additional support is needed in your classroom or
neighboring classroom

Death of student (on campus)

Remove students from scene by sending them to neighboring classroom
Designate an individual to secure the scene

Notify office using available systems or through adult runner

Activate the Emergency Monitoring System/cali 911

Remain with victim until relieved by administrative personnel, police or
paramedic

Minimize initial comment to students

Expect support from district psychological support personnel

If needed moderate student discussion using script provided by support
personnel

Death of employee

Same as above

29
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Fire
e Notify office using fire pull stations or by available systems
o Evacuate the building per procedure
e Call 911 if safe to do so with specific information

Earthquake
¢ Begin duck, cover and hold process
¢ Evacuate buildings 1 to 2 minutes after trembling stops
e Expect that the office will feel the trembling and await further information

Rumors of Trauma, Injury, Accident or Death

Seek confirmation from school office

Minimize comments to students until all facts are known
Moderate student discussions

Expect support from district psychological support personnel

2

Altercation between Aduits
» Remove students from immediate area. Close classroom blinds
e Notify the office using available systems (cell phone, campus phone #200,
radio).
o Notify 911 depending on the seriousness of the situation

Mountain Lion orOther Major Animal Predator
e Commence Return to Building procedures. Close classroom blinds
» Notify the office using available systems (cell phone, campus phone #200,
radio).

Violent Student
e Remove students from immediate area of student misbehavior

« Commence restraint procedures if student is attacking others

¢ Monitor objects that can be thrown

» Notify the office using available systems (cell phone, campus phone #200,
radio).

30
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Student Behavior Crisis

e Remove students from immediate area of student misbehavior or

» Remove disruptive student from peers

s Notify the office using available systems (cell phone, campus phone #200,
radio).

e Commence procedures outlined in individual student behavior plan if
available or

» Rely upon office or designee for next steps

Student Seizure (Medical)
o Be aware of procedures associated with individual
e Clear an area around the student
e Remove students to another area outside the classroom
e Do not restrain
e Contact office
» Activate the Emergency Monitoring System/call 911
o Wait with student : :
e Debrief- If needed support personnel from site/district will be available

Bomb Threat/Suspicious Object

¢ The Principal or designee shall notify the police department. He/she can
also make a request of assistance. State clearly where to meet officers.

e Notify the Superintendent

» Make the decision to evacuate the buildings

e [ollow Fire Drill procedures

e Avoid publicity concerning the bomb threat. If the news media has been
alerted ask for assistance from the District Office. :

e NO ONE is permitted to touch, handle, or move the suspicious object.

cgﬂ.";ll%
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Western Placer Unified School District

EMERGENCY ALERT

PROCEDURES
Office ——-
1 In order to access communication with all rooms and outside on
campus using the office phone system,

pick up the receiver

press “page”

press #

press “110” [slowly]

after hearing feedback on the receiver, begin message

mooOw®>

Classrooms ----

A Dial 200 to access the emergency phone

32

ZA. 1>
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FIRE

In the event of a fire:

1.

The fire alarm will be activated by personnel at the nearest fire
alarm puli station, or

Immediate contact wili be made with the school office by the school
intercom system. The fire alarm will be activated from the office.

Call 911 if safe to do so with specific details of the fire (add number).

Upon hearing the fire alarm, under the supervision of the teacher, students
will:

a evacuate the classroom

b walk to the predetermined location

¢  wait without talking for instruction from the teacher

Upon hearing the fire alarm, the teacher will:

a secure the emergency bag and emergency list

b close and lock all doors and windows to the classroom (time and safety
permitting)

C escort students from the room

d maintain control of students during the evacuation

e take roll of students once class has arrived at the
pre-determined location

f await further direction

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.

9. A
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EARTHQUAKE

In the event of an earthquake,

1.

Verbal announcement may be broadcast over the campus intercom
system, or you’ll know because you'll feel it.

Personnel and students outside the building will move away from any
buildings, trees, utility poles, downed power lines or other hazards

Personnel in the building will...

a drop -- assume a curled position on the floor or field, knees on the
ground...

b cover -- hands joined behind the neck, beneath a table or student
desk if possible, and

C hold -- in this position for approximately five minutes or until shaking
stops

Following the event, the fire alarm may sound. Staff and students will
evacuate the building in accordance with fire alarm procedures.

Secure the emergency bag and emergency list

Escort mobile students from the room

Close and lock door

Maintain control of students during the evacuation

take roll of situdents once class has arrived at the
predetermined location

Await further direction

GEwN -

o

No person shall be aliowed back into the building for any reason until
emergency personnel have thoroughly inspected the facility.

in the event that the procedure is a drill, an “all clear” announcement will
be broadcast.
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RETURN TO BUILDING

In the event that students must return to their classrooms because of an
emergency situation:

1. Verbal announcement will be broadcast over the campus intercom
system.

2. Immediately followed by direction from responsible adults on the yard to
walk to class.

3. Teachers will meet students at the exterior door and direct them to
assume safety position.

4. The exterior door will be locked. The blinds will be closed. (Interior doors
must be left closed but unlocked to facilitate movement out of classrooms
through common rooms as necessary.)

5.  With the teacher standing near the exterior door but out of the line of
exterior sight, roll will be taken and all students will be accounted for.

6. Immediately commence “Lock Down” procedures. (See next page.)
7. Classes will remain silent uniil further direction is broadcast over the

school intercom system or until contact is made with the teacher through
the school phone system.

Lo AUY
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LOCK DOWN

In the event that it becomes necessary to secure the building with the students
remaining inside:

1.

2.

Verbal announcement will be broadcast over the campus intercom system.
The exterior and interior doors to the building will be locked.

a.  Staff will escort students to the nearest building and secure the door.
Blinds will be closed and window in the door covered if safe to do so.
Students will move as far away from the window as possible.

Teachers will account for all students present on that day, if the status is
red, the staff will provide the office with a list of missing or extra students.

Teachers will slide a colored card under their door (if possible) to notify
personnel status of occupants inside:

Green = all students present (Foss. tape to window)

Red = there are missing studenis

No card = it is not safe to put up the card

Teachers in possession of current teacher cell phone lists will be asked to

activate said phones. Remind teachers to turn on their cell phones.

All personnel will await further notification either through a general
broadcast of the schoo! intercom system, through individual telephone,
personal contact or by e-mail.

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to open the door at any time.

36
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SHELTER IN PLACE

In the event that it becomes necessary to secure the building with the students
remaining inside:

1.

2.

Verbal announcement will be broadcast over the campus intercom system.
The HVAC system will be shut off.

The exterior and interior doors to the building will be locked.

a Staff will escort students to the nearest building and secure the door.

Teachers will account for all students present on that day. A call will be
made via the phone system to each room and the teacher will respond red
or green, if red, téacher will provide a list of names of absent or extra
students.

Teachers will place a colored card in their window o notify personnel
status of occupants inside:

Green = all students present

Red = there are missing students

No card = it is not safe to put up the card

Teachers in possession of current teacher cell phone lists will be asked to
activate said phones. Remind teachers to turn on their cell phones,

Teachers and Students will conduct instruction as usual, but will not [eave
building.

All personnel will await further notification either through a general
broadcast of the school intercom system, through individual telephone,
personal contact or by e-mail.

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to apen the door at any time
37
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12.
13.
14,
16.
16.
17.
18.
19.
20,
21,

22.

DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

STUDENT SIGN OUT SHEET

STUDENT NAME SIGNATURE OF
LAST., FIRST PARENT OR GUARDIAN DATE TIME
SIGNATURE OF AUTHORIZED SCHOOL OFFICIAL DATE TIME
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Evacuation Map
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Crisis Response — Suicide

Immediate Response
(All bolded/underlined items have a handout or agenda on following pages)

Inform the District Superintendent of the death.
o Superintendent confirms death and cause of deathffacts and whether family wants the

fact of suicide known

o Superintendent calls appropriate principal(s)

Principal(s) calls an immediate [nitial Crisis Response Team Meeting to assign
responsibilities.

Q

Crisis Response Team - School Psychologists, School Counselors, Director of Special
Ed (if additional support is needed), Community Counseling Resources (as necessary)
»  Principal and CRT establish a plan to immediately notify affected faculty and

staff of the death via the school's crisis alert system (usually phone or e-mail).

*  Principal and CRT determine who the affected individuals are on campus {(who
needs district/site support in the wake of the suicide — staff, students, none,
which?) (Possible scenarios — suicide of student; suicide of staff; suicide of
coach; suicide of parent of a student; suicide of graduated or former student,
eic)

= Principal checks AERIES for family members/siblings

Principal schedules an initial All-Staff Meeting as soon as possible (ideally before school
starts in the morning).

O

o]

O

o

Arrange for students to be notified of the death in small groups such as homerooms or
advisories {not by overhead announcement or in a large assembly}

Determine who the friends/family members are on campus

Determine how to notify/support these students/staff members

Disseminate Notification of Suicide to homeroom teachers, advisors, or others
leading groups.

Remind staff that returning to routines is helpful and to maintain as much normalcy in
classroom routines as possible,

Remind staff that memorials in the case of suicide may trigger contagion and are not
appropriate on school site '

Share with staff District procedures re dealing with media — refer media to District
Office

Set End-of-Day All Staff Meeting time and location

Principal speaks with District Superintendent and Crisis Response Team Leader throughout
the day.

Principal notifies affected families.

O

Via family letter, email or phone call prior to students leaving for home. Factual
information including the individual's name and if a staff member, their position with the
district. Do not include information regarding the manner of suicide. See Family -
Notification.

40
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*  CRT Leader Holds CRT End-of-Day Debrief
o Review day's challenges and successes
o Discuss plans for next day
o Plan End-of-Day All Staff Meeting
o Plan Follow-Up Staff Meetings (if needed)
Whenever there is a CRT Intervention, there MUST BE an End-of-Day Debrief!

Initial Crisis Response Team Meeting
Agenda

s Discuss known details
¢ Discuss what information is NOT to be shared with staff/students (details of the
suicide, for example)
» Determine roles/responsibilities, including Crisis Response Team Leader
o CRT Leader — Takes command, balances response initiatives with safety
concerns; motivates responders; communicates clear directions; sizes up
situation and makes rapid decisions; modifies plans as necessary
o Public Information Officer — Superintendent or designee
o CRT Members — Offer support; support staff/students
O
» Determine affected individuals
» Determine whether an all-staff meeting is appropriate and leadership of the meeting
* Review use of Crisis Response Team Log when seeing students

Initial All-Staff Meeting
Agenda

Share appropriate information about the death
Allow staff opportunity to express their own reactions/grief
Identify anyone needing additional support and refer them to appropriate resources
Provide appropriate faculty with a copy of the Notification of Suicide
+ Explain the plans for the day, including location of crisis counseling rooms
» Discuss the plan for assisting students who are having difficulty
o Share Suicide Postvention Information (handout for staff)
« Remind staff that all media communications are handled through the District Office
(Superintendent)

o & o & @
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Notification of Suicide
(To be read or paraphrased in specified classes by appropriate
staff member — teacher, if comfortable, administrator, scheol psychologist, counselor, etc.)

It is with great sadness that | have to tell you that one of our students ({change wording as needed
here) has taken hisfher life. We want you to know that we are here to help you in any
way we can. Suicide death presents us with many questions that we may not be able to answer right
away. Rumors may begin to circulate and out of respect for the family and the deceased, we ask that
you not spread rumors you may hear.

One thing is certain, There are supports in our community that can help. Suicide should never be an
option.

Each of us will react to ‘s death in our own way. Some of us may experience great
sadness while others of us may not be affected. Some of you may find you have difficulty concentrating
on your schoolwork while others may find that diving into your schoolwork is a good distraction.

We have counselors available to help our school community to deal with this sad loss and to help us
understand more about suicide. If you would tike to talk to a counselor, or if you have concerns about a
friend, just let your teacher or a staff member know.

Family Notification

Dear Parents,

I am writing with great sadness to inform you that a previous teacher of ours has died. Cur thoughts and sympathies go out to
those affected by such a great loss. Please know that your child may have been directly impacted by this loss and was given the
news of the death by their teacher during their first period class this morning.

The cause of death was suicide. We want to take this opportunity to remind our community that suicide is a very complicated
act. It is usually caused by a mental health disorder, which can prevent & person from thinking clearly about his or her
problems and how to sofve them. [i is important to remember that the vast majority of individuals who experience mental
health disorders or life stressors do not become suicidal. Suicide is always a permanent solution to # temporary problem.

Counselors were made available today at FRES fo meet with students individually and will be made avaifable over the next
couple of days and weeks. Please contact the office if you feet your child is in need of additional assistance.

Rumiors may begin to circulate, and we have asked the students not to spread rumors since they may turn cut lo be inacourate
and can be deeply hurtful to other students at FRES. We will do our best 1o give you accurate information as it is made
avaitable to us.

If you need help or gridance on how to talk to your child about suicide or the recent loss, please contact the office for
additional assistance.

If you have concerns about your child’s safety, please call 911 or take them to the emergency room immediately. Certain
behaviors can indicate a safety concern for your child, specifically, if the behaviors are new or have recently escalated around
the time of a painful event, loss, or change.

Concerning behaviors may include:
= Taiking about wanting to die or kiil onesel{

Looking for ways to kill oneself, such as searching enline
Talking about feeling hopeless or having no reason to live
Talking about feeling trapped or in unbearable pain
Talking about being a burden to others
Increasing the use of drugs or aleohol
Behaving recklessly

* Showing rage or talking about secking revenge

*  Spontaneous withdrawal

= Displaying extreme mood swings . .
s Saying good-bye or giving away belongings Qg q Q 25

Again, we are deeply saddened by this tragic loss. Please do not hesitate to contact FRES with any questions or COncems.
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L] 4 2 L

CRT End-of-Day Debrief
Agenda

Include CRT members, site principal, Superintendent
Review day's challenges and successes
Debrief, share experiences, express concerns and ask questions
Plan End-of-Day All Staff Meeting — review agenda
Discuss plans for next day
o Consider mental health supports needed
o Develop communication protocol
o Review Crisis Response Team Log
o Determine student contact follow-up needed
Prepare Suicide Postvention Information to share with staff

L] 4 & e a9

End-of-Day All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review day’s challenges and successes

Debrief, share experiences, express concerns and ask questions
Check in with staff to determine if they need additional support and
refer them accordingly

Discuss plans for next day

Remind staff of importance of self-care

Remind staff re dealing with media

Determine if Follow-Up Staff Meeting is Needed; Schedule Meeting
Share Suicide Postvention Information

Follow-Up All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review event's challenges and successes

Debrief, share experiences, express concerns and ask questions
Check in with staff to determine if they need additional support and
refer them accordingly

Discuss any additional plans, if needed

Remind staff of importance of self-care

Share Suicide Postvention information

q.9. 23
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Crisis Response Team Log
Date: Site: CRT Member:
Time | Student Follow-Up | Notes
Needed
Y/N

44
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SUICIDE POSTVENTION INFORMATION

Procedures aimed at identifying those affected by a suicide in order to decrease negative
reactions and increase adaptive copying.

Goals of Postvention

Assist survivors with the grief process

Identification and referral of students at-risk for requiring additional services
Reducing contagion

Providing appropriate information

Survivors of Suicide

Individuals directly affected by a completed suicide. Affected individuals include: family
members, classmates, friends, teachers, girl/boyfriend. Survivors typically experience an array of
amotional reactions:

» Shock, guilt, despair, denial, anger, disbelief, pain, shame, hopelessness, rejection,
confusion, and self-blame.

» Survivors are at an increased risk of suicide contagion. Suicide Contagion is a term used
to describe an increase of suicidal behaviors shortly after a completed suicide typically
due to imitation. To decrease contagion, sensationalism, glorification, and romanticization
should be avoided.

Providing Information

Information should be provided to facilitate understanding and clarification. When talking to
students, staff should provide information simultaneously to classes. Again, factual information
should be provided to eliminate sensationalization. Providing warning signs and resources within
the community to parents can help with the bereavement process.

Do’s & Don'’ts

Memorials and funerals

Do...

Encourage affected students to attend the funeral service

Develop suicide prevention procedures, including better ways to cope with emotion.

Don't...

Send all students to funeral

Cancel or change the school schedule

Permit physical memorials on school grounds

Fly flag at half-staff, have assemblies or yearbook dedications for victim, or moments of silence.

Altending the funeral should be at the discretion of the individual students and their parents.
When dealing with memorials and funerals, the goal of the school site should be to avoid
sensationalization, glorification, and romanticization of the suicide death. Too much attention
towards the suicide act and/or victim may lead to contagion. The school site may want to focus
memorials towards providing information and support to other students experiencing grief to help
prevent future suicides.

15

Q.22



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School Disirict

Community Resources

EAP — Employee Assistance Program - 800-932-0034 eap@acispecialtybenefits.com
Lighthouse Counseling and Family Resource Center — 645-3300

Placer County Children and Adult Systems of Care (530) 886-54501, 1-888-886-5401
Family Service Agency Suicide Prevention and Crisis Hotline (816) 368-3111

National Suicide Prevention Hotline 1-800-784-2433, 1-800-273-8255, 1-800-799-4888
National Association of School Psychologists www.nasponline.org (See PrePare materials)
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SOME PHENOMENA OF DECISION MAKING UNDER STRESS

p—

The greater the stress, the greater the conceptual rigidity of an individual.

2. The greater the conceptual rigidity the more closed to new information the individual becomes.

3. The greater the conceptual rigidity, the greater the tendency to repeat prior responses, to responses, to the exclusion of
new alternatives,

4. The greater the stress, the less the ability of the individual to tolerate ambiguity in the environment.

5. Intolerance of ambiguity feads to a response to a stimulus before adequate information is available for the correct
TESPORSE.

6. Under increasing stress, there is a decrease in productive thought and an increase in non-productive thought.

7. The greater the stress, the greater the distortion in perception of the environment.

8. The greater the stress, the greater the amount of risk perceived in the environment.

9. The greater the amount of time spent on a task, the lower the amount of risk perceived in the environment.

10. In a crisis situation, decision makers have difficulty distinguishing between threats to themselves and threats to the

organization.

t1. The greater the fear, frustration, and hostility aroused by a crisis, the greater the tendency to aggression and escape
behaviors.

12. 1n a crisis situation, negative psychological factors are reinforced.

13. In a stressful situation, the only goals that will be considered are those related to the immediate present, at the sacrifice
of longer range considerations.

14. The greater the stress, the greater the tendency to make a premature choice of alternatives before adequate information is
available for a correct response.

15. The greater the stress, the greater the likelihood that a decision maker will choose a risky alternative.

16. The greater the time pressure, the poorer or more incorrect the choice of alternatives becomes.

17. Groups experiencing substantive conflict more frequently employ creative alternatives than groups without conflict,

18. Groups experiencing conflict show more effective performance in decision making tasks than groups in little or no
conflict.

19. The greater the group conflict aroused by a crisis, the greater the consensus once a decision is reached,

20. In crisis, the number of communications channels available to handle incoming information decreases.

21. In a conflict, there is greater need for effective leadership.

22. The smaller the group, the greater the amount of influence the leader will have.

23. The smailer the group, the greater the amount of consensus that will be achieved through group discussion.

24, The tendency to choose a risky alternative increases with continued participation in a decision making task.

25. The greater the reliance on group problem solving processes, the greater the consideration of alternatives.

Adapted from Crisis Management: Psvchological and Sociological Factors in Pecision Making, Report to Office of Naval Research,
National Technical Information Service, U.S. Department of Commerce, Springficid, VA, 1975
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Prepax ing to Handle the News Media
During a Crisis

Anne-Marie St. Germaine
Jasculcal/Terman and Associates
Chicago, [llinois

In today’s education environment, officials and institutions find themselves on the firing line. The savvy
school attorney knows that, more often than not, a crisis means a public refations challenge as well as a legal
one. Since counsel is often the first called for help, you have an opportunity to set the stage for how the public
and the news media react to the circumstances.

A crisis can take many forms in the school setting. Some _for example, gun violence, hostage situations,
demonstrations, natural disasters, chemical contaminations -are “of the moment,” at the school, and a potential
threat to lives or safety. Other kinds of crises include real or perceived financial wrongdoing, labor negotiations,
and teachers’ strikes:

One thing common to the above situations is that the damage inflicted on an organization’s reputation is
determined more often by its handling of a crisis than by the seriousness or outcome of the crisis itself.

While it’s true that an essential vehicle for getting out your message is the news media, preparing to
handle the news media is just one aspect of overall crisis communication. It’s worth reviewing the “big picture”
of crisis communication before getting into specifics of preparing to deal with the news media.

THE BEST PREPARATION - HAVE A PLAN.

Crises unfold quickly. Being prepared and ready to anticipate what you’ll need to do will help you
immeasurably if and when you face a crisis. A plan boosts your ability to manage the situation and minimize the
damage with external audiences. Advance planning also enables you to make sure those within your school
understand the tough issues you face and how they affect everyone concerned.

Another good reason for advance planning is that in case of a crisis, you will not waste any time debating
process or basic facts or procedures when you should be “out front” managing your message and the issues at
hand.

Managing the flow of information may be the single most important thing you do in a crisis. Having a plan
in place helps you to do that.

Establish a Crisis Communications Team
The feam should include appropriate school officials, legal counsel, external counsel where applicable, and
selected representatives from constituencies as appropriate and desirable. For example, at times it may be

prudent to include law enforcement, teachers, or others depending on the nature of the crisis. One person, if
possible, should be designated as the spokesperson to deal with the news media.

48

2.9 231



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

Develop a Crisis Communications Plan

A plan outlines important steps that need to be taken by school officials immediately when a crisis hits .
when information must be gathered and distributed quickly and accurately to all who need to know The plan
will minimize the risk of overlooking an important step in the first 24 hours after a crisis hits, when the time
frame for making important decisions is a matter of minutes,
Conduct Crisis Media/Message Training Sessions for the Crisis Team

Crisis fraining is an essential component of advance planning. It helps you focus on core messages about
the institution ..in this case, the school _and builds the teamwork and rapid response mechanism needed should a

crisis hit. Such training has two basic elements: what you’ll do when a crisis hits, and how you'll explain what
you’re doing to others,

Review and Update the Plan Periodically

A plan on a shelf does little good. Personnel, governance and operations may change, and an evolving
public climate should be reflected in your plan.

CRISIS CHECKLIST: ACTION STEPS

Each crisis will be different; here are some basics for your crisis checklist.

. Assemble the core crisis team according to a predetermined notification list. Contact appropriate
legal counsel. Contact appropriate agencies and insurers per. legal counsel.

. Notify families in person, if possible (where applicable).

. Address the needs of victims and their families (where applicable).

. Compile all required/available information to make decisions.

. Be ready to play central role, both on the crisis team and publicly as a leader.
. Contact administrative help.

. Notify emplioyees/others.

. Consider counseling for victims, coworkers, families (where applicable).

. Notify appropriate public officials and community or interest groups.

. Draft a factual statement and distribute it to the full crisis team.

. Review who else needs the information, when, and in what sequence.

If the core crisis team determines that outreach should be made to the news media, this should be done as
swiftly as possible. One person on the crisis team should coordinate contact with appropriate reporters and,
where warranted, editorial boards to set up interviews or meetings. :

¢ .9 232



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

MANAGING THE NEWS MEDIA

Before, during and after a crisis, public perception of your school will in part be shaped by the news media,
It is essential that information shared by the spokesperson with the media is as up-to-date and complete as
possible.

It’s usually a good idea to respond to media inquiries as soon as possible. Delay in responding to media can
create the perception that you have something to hide. Or, that you don’t know what you’re doing.

At the same time, do not tush to deny or accept responsibility. The initial information you have may be
incomplete or wrong. Do your own investigating before reaching any conclusions. (In some cases, that could
take days, weeks or months.) You do not have to have all the answers right away, despite the news media’s
agpgressive quest for information.

It’s best to keep the number of people and supporting materials to a minimum when meeting with members
of the news media. The most effective approach is a clear and persuasive argument, backed up with easily
understood facts.

Prepare a basic statement for the media. Make sure that it is reviewed by the core crisis team. Stick fo the
facts and don’t speculate or theorize. Make sure your organization’s concerns and compassion are reflected in
the statement. A preliminary statement is fine; it can buy you valuable time. Determine what else you need
{question and answer pieces, list of supporters, third-party quotations, background information, and so on).

As soon as you're ready:

« Contact all appropriate media. [n most cases, it's best the news media hear from you first about what’s
happened.

+  Provide news bulletins as the crisis evolves/ unfolds.

« Record the names of arriving reporters at the *scene and represented media outlets.

+ Provide information to all media outlets and record to whom what information is released.
+ Receive phone calls from the news media.

» Determine whether an on-site news conference or briefing is necessary.

It is important to work with, rather than against, the new media (they are not the enemy!). This wili help
prevent the spread of misinformation, as well as demonstrate that school officials are concerned for the safety
of students, employees and neighbors. You must assure the public that the school administration is taking ail
steps possible to remedy any crisis and keep people safe. The media can help you do that. Make it clear to the
media that you are providing as much information as you can, as soon as possible. At the same time, of course,
the school must balance the public’s right to know with legal and privacy~ concerns.

Responding to Negative Stories
Should the news media run a negative story; an immediate response should be made in
. the form of a call to the reporter and/or letter to the editor. In some cases, it's appropriate for the response to
come from the most senior official possible. In other cases, you may want to downplay the importance of the

story and not have your top spokesperson respond. In any case, stick to the facts and your key messages when
formulating your response.

Media Monitoring

Clipping services and radio and television monitoring services can be helpful, should the situation
warrant. '
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THE ABC OF CRISIS COMMUNICATIONS

Here are a few tips for dealing with the news media that will serve you wel! in the crisis environment.
Thinking about these in advance and making sure your crisis team does the same is good preparation in itself.

The As
*Anticipation

Before talking to the media, anticipate likely questions and have answers ready be aware of gaps in
information, and know where you’re most vulnerable to media scrutiny Know your history with individual
media organizations or reporters.

+ Agenda

Prepare an agenda of points you want to make during an interview Even though there is a tendency in a
crisis situation to simply react to media questions, there are still messages you want to communicate about the
situation and how you are handling it. Identify three or four major message points and make sure they are
repeatedly stated during the interview.

sAccessibility

Be accessible to the news media. Many crisis situations call for having the most senior executives do the
media interviews. This conveys that you are taking the crisis seriously. Respond to reporters as quickly as
possible, even if only to field a question that you will have to research. You do not want the media to say schoo!
officials were unavailable for comment.

The Bs
* Brevity

Comments should be concise, informative and relative to the subject of the inquiry when you start to
ramble and move from the subject of the question, you may stray into dangerous or off-point topics.

+ B.S.

Do not “b.s.” the media. You will damage your credibility if you come across as insincere, or even worse,
arrogant. Do not gloss over or minimize problems. If you do not know the answer to a question, say so, and let
the reporter know that you will do your best to find out the answer as quickly as possible. Also, avoid the,
phrase “no comment” when at all possible. In some cases, you may not be able to comment publicly, but try to
find a better way to describe your inability to comment. Say something like, “We’re still doing our own internal
investigation and will have more to tell you later” or “Negotiations are at a very sensitive stage, and it could be
harmful if we commented right now”

Take control of the situation quickly Assemble the core crisis team immediately and make it clear to the
media that you are getting control of the situation as best you can . that you are not just “fetting things happen.”
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« Bad News
Get out the bad news yourself -do it quickly, and get it over with and behind you. The worst thing you can do
is prolong a crisis by stalling so that it drips out like a leaky faucet. Stalling or offering only fragments of the
story will create an information gap. That gap will be filled by speculation, or even worse, by misleading or
incorrect information from unfriendly sources. Frame the bad news in your own context. This allows you to
explain what happened from your perspective. ‘Getting the bad news out quickly yourself will also win you
points for candor and credibility? With the news media and general public.

The Cs
= Consistency

Consistency of message is always important, but it is critical in a crisis. Provide information that is as
accurate and up-to-date as possible. Your credibility is already on the line because of the crisis; do not add to
your problems by having to go back and correct misinformation. Keep information centralized and make sure
the spokesperson is well-briefed by the crisis team before fielding questions.

* Concern

While you will understandably be concerned about the school’s reputation, your primary concern must be
for the people affected by the crisis -the students and their families, the inj ured, teachers and other employees,
whatever the case may be. That concern must come across in your communications with the news media. Do
not, however, take responsibility for the crisis.

HANDLING UNEXPECTED MEDIA

It is important to be prepared for the media if they call or arrive at the school site. However, should media
call or arrive unexpectedly, follow your communications plan to alleviate confusion and avoid the spread of
misinformation.

Since schools do not necessarily have a centralized receptionist, it is extremely important that all employees
be notified of the situation and instructed not fo answer any guestions, and to forward all media inquiries to a
designated contact on the core crisis team and/or the designated spokesperson.

If media or others unexpectedly arrive at the school scene, these guidelines should be followed by the
person at the site:

Do not give out any information, no matter

how “harmless” it may seem.

Politely tell the reporter that because of safety measures (or whatever is credible and appropriate to the
situation), he/she should wait outside while someone is located to help him/her.

Another employee should make sure the reporter stays outside.

Locate the crisis team leader immediately, and if a different person, the spokesperson.

Escort the repotter to the conference room or other holding area.

LOGISTICS: ORGANIZING A MEDIA INFORMATION CENTER

In a severe emergency, or when a situation draws intense media scrutiny, you may want to set up a media
information center to ease communication and manage your message. ' '
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The following should be available in the media information center during emergencies or situations that
draw intense interest:

Telephone lines for outgoing calls

Two cellular phones (in case of power problem)
Word processor, paper and white-out

FAX machine

Photocopying machine

General media information kit about the school
Copies of the news release pertaining to the crisis
Latrge map of site for briefing

Smaller, individual maps of the site for media
Poster board, black markers, duct tape and scissors
Radio(s)

Television(s)

VCR

Radios (walkie-talkies)

Pagers for key personnel

Notepads, pens and stapler

Coffee-other refreshments

Ashtrays

Admiristrative assistance

Small generator in case of power failure

VYV Y VYVYVYVYVVVVVYVVYVYYYVY

THE AFTERMATH OF A CRISIS: PITFALLS AND OPPORTUNITIES

While the initial burst of activity may subside over the course of hours or days, the aftermath of a crisis can
be a dangerous time. It’s easy to sigh with relief that the worst is over. Don’t fall prey to this temptation; sustain
the momentum of interest and use it as a chance to get out positive messages and stories if you can, For example,
think about visiting editorial boards, taking out an advertisement in the newspaper, showcasing letters from
third- party supporters, reaffirming the schools commitment to quality, safety and performance, and so on.

Keep in mind, too, that separate from the crisis you have just been through, the school may have upcoming
plans that will be affected. Reassess your public refations and community relations efforts 1o make sure they
“fit” given what’s just happened.

Finally, you may want to plan substantive activities that will help to reestablish your schoot
administration’s reputation and leadership in the community
© 1999, National School Boards Association,

1680 Duke Street, Alexandria, VA 22314.
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Name Cell Phone Grade/Position
Anderson, Carol Second
Azar, Debra hMusic
Bane, Sheila Science
Beggerly, Jennifer Fourih
Bryant, Vicki Third
Burbage-Macaluso, Ban Fifth
Butier, Tiffany First
Carlion, Susie Office
Castilio, Kelly Principal
Clark, Katie SDC Pre-Scheol
Colfiesh, Kendra ASD K-1
Curry, Megan Science
Damos, Daisy Fifih
CeArkland, Shannon Resource Program
Flancgan, Jenny Fourth
Fruetel, Jennifer SDC K-1
Grever, Vicki First
Henriques, Stella Custodian
Karuzgas, Sue ASD Preschool
Law, Gregg Fourih
Mars, Monica Fifth
Meagher, Wendy Speech/Lang
Mendozq, Rita Office
Moddelmog, Kalring Office
Noriega, Kristin Kindergarien
Sahyoun, Commie First
Schreiber, Teri Second/Third
Sordahl, Shannon Second
Springborn, 8arbora(Allen} Second
Stephenson, Bethany Kindergarien
Taxarag, Susan Third

Zipp, Rita

Kindergorten
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Component One ~ People and Programs

l Goal #1: All students, including sub group populations, will demonstrate proficiency towards state standards.

Objectives:

* Foskett Ranch Elementary School will meet the reading and math goals set in the Single Plan for Student
Achievement (SPSA).

* English Language Learners will advance one proficiency level a year on the CELDT until redesignation as
Fluent English Proficient (FEP).

s Identified special education students will meet IEP goals that are aligned with grade level standards.

s All Sub groups will meet established targets.

Goal #2: Instruction will be aligned to standards, based on student consistent assessment data and geared
towards meeting the needs of all sub groups.

Objectives:

= Staff will analyze student data to plan instruction as measured by meeting agendas and minutes, lesson
plans, and principal walk through observations.

* Collaborative meetings between support personnel, administration and grade level teams will focus on
student performance (students below standards, meeting standards and exceeding standards) to plan and
implement strategies/techniques/intervention to support all students as measured by collaborative meeting
agendas, minutes and implementation of collaborative meeting action plans.

*  Qrade level and individual goals will align with school goals that are based on assessment data and geared
towards student achievement towards district standards.

* Instruction will be differentiated to include activities to meet the needs of all subgroups in the classroom as
well as the learning center.

Goal #3: Foskett Ranch students will feel emotionally and physically safe at school.

Objectives:

= Staff will consistently implement a school behavior plan that focuses on the three main expectations (BEST
Behavior Plan} as well as consequences to choices and procedures to every area of campus.

* Students will feel connected to school via development of positive relationships with other students and
adults as measured by student surveys.

=  Students will indicate they feel safe on the playground as measured by student surveys.
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Student Suppert and Intervention Opportunities:

Goal One: )

Students will meet or exceed grade level standards. Intervention plans, including programs to support students
academically, will be developed for students not meeting grade level standards.

Student Study Team (SST) is available for students that are having difficulty academically, behaviorally.

EL students (English Learners) are supported for English Language Development, core curriculum acquisition
and cultural integration. English Learners are placed with teachers that have a specialized certificate or
credential (CLAD, BLCAD, SDAIE) and receive instruction that is differentiated.

Special Education students receive intervention according to their Individual Education Plan (IEP) goals.
Foskett Ranch currently operates two programs — Resource Specialist Program (RSP), and Special Day Class
(8DC).

An after school homework program is offered for students in grades 3-5 for students that need extra academic
support.

Special Education Students have the opportunity to participate in the Western Placer Unified School District’s
extended school year program as outlined in their Individualized Education Plans (IEP).

Identified gifted and talented students have the option of attending the GATE program at First Street School or
attending a general education classroom at Foskett Ranch and addressing needs through an individualized plan.
Students meeting and exceeding grade level standards will be challenged by higher level thinking activities and
the Accelerated Reading Program.

Children’s System of Care - The goal of the program is to maximize the use of school resources for early
intervention to ultimately alleviate the need for more “deep end” services later on.

Positive Action is a K-5 classroom program that teaches students at all grade levels drug resistance skills, peer
pressure self esteem and how to make right choices.

Study Buddies and Peer Tutors are arranged by pairing upper grade classes with primary classes to provide peer
tutoring and assistance.

The Assistance League of Greater Placer provides supplies such as dictionaries, backpacks, sweatshirts, shoes,
jeans, and hygiene kits to students in need. They also offer anti-bullying programs.

Suicide prevention training is offered to support staff through Western Placer Unified School District and the
Placer County Office of Education.
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Goal 2

An occupational therapist works with the teachers of Special Education students who have sensory integration
and fine motor difficulties that prevent them from being successful in class.

Staft reviews the school behavior plan that awards student making appropriate choices and gives consequences
to students making inappropriate choices. The behavior plan is reviewed every other year and is a “living”
document.

The classroom teacher and/or principal, encouraging students to make appropriate choices, will create an
individual student behavior plan when necessary.

Achievement, citizenship and attendance certificates and other recognition certificates are given out at the end
of each trimester.

| Goal 3 |

Support Systems are coordinated with county and other agencies to provide child services as needed {Access,
5.M.A.R.T,, Lighthouse Center, Public Health Issues, Parenting Classes, Support Groups, SARB (School
Attendance Review Board), and site programs such as Positive Action, positive incentives (Fantastic Falcons)
and character education programs.

Educational programs are implemented to focus on specific health issues, such as nutrition, alcohol and other
drug prevention, anti-bullying, stranger awareness, family life (as grade appropriate).

Free and reduced breakfast and lunch programs are available for qualifying students.

The school will coordinate with mental health and alternate placement programs to assist that students who have
difficulty adjusting in regular education program receive appropriate education services.

Foskett Ranch participates with the district in providing health services such as vision and hearing screening at
selected grade levels or as referred.

Students experiencing difficulties may be referred to the Student Success Team to explore intervention options.

The Lighthouse Center, located at 427 A St. #400, Lincoln, CA 95648, 916-645-3300, offers counseling
services for at risk students.

Following the Education Code Section 3529.2 and Penal Code Section 11164, Foskett Ranch Elementary School
has a Child Abuse Reporting Procedure in place.

Local law enforcement and community agencies will make presentations on child safety issues.
A District nurse is on campus once per week and is available during emergencies or when needed. The nurse,

principal and psychologist coordinate with community services for prevention and intervention programs for
students and their families.

57

I S 240



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

Component Two: The Physical Environment (Place)

Foskett Ranch School is located in the Western Placer Unified School District. Its physical location is in North
Lincoln, in a once rural area that is experiencing growth of residential and commercial developments.

Goal One: All students will have safe ingress and egress during the daily school routine or during a crisis
situation.

Objectives:

e Parents are directed for safe and orderly traffic flow for drop off and pick up through information in the
student/parent handbook, first day packets, through the school newsletter and during parent meetings.
Frequency of parent communication will be monitored as needs and issues are assessed.

e The school administrator works with the City of Lincoln and Lincoln Police Department to establish
safe routes to school and to ensure that traffic safety is monitored. Frequency of law enforcement
involvement will be assessed by traffic flow incidents, parent and staff input.

e The school administrator will work with district personnel to install appropriate painted curbs, crossings
and roadways to ensure student safety.

»  Procedures are in place for emergency evacuation from the campus. Procedures will be assessed by local
fire and law enforcement agencies.

e A Crisis Management Team and strategies are in place in an emergency situation.

» Emergency kits will be checked regularly and updated as needed.

e  Drills are held monthly and assessed by the principal and office staff.

Goal Two: The Foskett Ranch campus is a secure and safe environment.

Objectives:

s The campus is closed. Visitors must sign in and receive a visitor's pass before they can be on campus.
Students must be signed out before they can leave the campus. Staff and office personuel monitor and
assess this procedure.

o  Students are not released to anyone not listed on their emergency card or designated by their parent or
guardian. The principal and office staff monitor this objective.

e Adequate lighting is in place to ensure safety on the campus at night. The principal and night custodian
make night checks to ensure all hallways have adequate lighting.

o Lock-down and evacuation procedures are in place. Office staff and principal assess the procedures
during lock-down drills. A cadre of staff will participate in training as available and will train the
remainder of the staff.

e Main entry and exit points are monitored. Staff is visible and continually assess the ingress and egress of
sfudents and visitors.

e Staff members wear picture ID badges.

e There is adequate supervision during recesses and high traffic areas as assessed by parent, staff and
student surveys and office referrals.

e A Security system is in place and the custodians, principal and District maintenance crew monitors its
use.
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Student Suppori:

Safe ingress and egress of pupils, parents and school employees to and from school is important at Foskett
Ranch. There is constant communication to parents on the safe ingress and egress procedures.

Safe drop off and pick up of students is a priority. Drivers are advised to exercise good judgment and extreme
caution particularly during the peak hours of 7:45am to 8:15am and 2:20pm to 2:50pm.

Foskett Ranch School works with Western Placer Unified School District Transportation to maintain safe and
orderly bus transportation for students. Inappropriate behavior is dealt with immediately. Bus drivers are well
trained and safety conscious. School staff supervises loading and unloading the bus and the exiting of school.

Teachers and staff monitor the loading/unloading of cars and student arrival/departures before and after school.

The campus perimeter is secure from criminal activity. The campus is closed and access signs are displayed
prominently at entry points. All visitors must check in at the office and wear visitor badges. Foskett Ranch
adheres to the Western Placer Unified School District’s Policies on School Safety. Staff is trained to direct
unidentified persons to the main office.

The classroom doors lock (using key) from the inside to allow teachers to secure their classrooms without
having to step outside. ' '

The school playground is gated and limits vehicle access to school grounds,

There is adequate staff supervision when students are on playground. Staff is on duty as students leave campus.
Teachers monitor the hallways. Loitering and trespassing by older students is not allowed.

Crisis Response Bags are in place. Current phone numbers are kept in the emergency
bag to be used in case of student and staff evacuation.

Places for loitering are limited. Hallways, restrooms and other potential trouble areas are monitored and
supervised. Appropriate lighting has been installed for lighting of darkened areas.

Physical conditions that could lead to accidental harm are promptly corrected. District safety inspections, made
by the school safety committee, are conducted several times a year. The inspections include a tour of the school
site checking for safety hazards.

The school policy dealing with vandalism includes procedures for painting over graffiti and making repairs
before students arrive on campus. Families may be held liable for financial restitution for graffiti, vandalism and
damage to school property. Broken windows will be replaced immediately.

School buildings and classrooms are well maintained and free of physical hazards. They are designed for
student safety, security and to prevent criminal activities.

Playpround safety rules help to prevent falls from recreational equipment and landscape designs prevent

students from climbing to dangerous heights, Rules on orderly walking in hallways are enforced. Maintenance
personnel continue to monitor slippery walkways on rainy or icy day

Qg_‘o],QLr‘fz



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

Emergency exit plans are posted in every classroom. Teachers discuss and review the emergency plans with
students. Monthly evacuation drills are practiced following requirements of the Lincoin Fire Department.
Earthquake drills are practiced four times per year. Emergency procedure drills are practiced semi-annually.

Procedures are in place for student evacuation in alignment with local law enforcement. Procedures are in place
for a Sheltering In-Place if a chemical is spilled near the location of the school. Procedures for evacuation to the
soccer field are in place for a gas leak or bomb scare. Procedures are in place for evacuation to an alternate site

if necessary.

Should a bomb threat be received, the principal or the designee shall: Notify the police of intended actions. The
principal of designee may request assistance. If assistance is requested the principal will state clearly where the
law enforcement officials may meet him/her upon arrival on campus. The principal will also notify the
superintendent. The decision to evacuate whole school (fire drill} or on an individual room by room basis will be
determined. Staff will avoid any publicity concerning the bomb threat. If the “bomb threat” caller has alerted
the news media, the district office will supply assistance for the principal in working with the press.

All persons will be given clear direction to not disturb any suspicious objects/packages.

LY 24D
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Foskett Ranch School

CRISIS RESPONSE PLAN CHART

Incident Commander:

Kelly Castillo — Principal

Public Information
Officer (P10):

Liason:

Scott Leaman,
Superintendent

Safety Officer:

Curtis Stizzo

Operations Chief: Logistics Chief: Planning and Admin/Finance Chief:
Intelligence Chief:
Kendra Colflesh Susan Taxara Rita Zipp Carrie Carlson
Accountability: Communications: Incident/Log Scribe: Records:
Dan Burbage-Macaluso Vicki Bryant/Bethany Kristin Noriega/Susie Tiffany Butler/Carrie
Stephenson Carlton Carlson

Search and Locate:
Daisy Damos

Security:
Mark Perkins/Stella
Henriques

Student Release:
Vicki Grever/Katrina
Moddelmog

First Aid;
Terry Schreiber/Susie
Carlton

Resourees, including
people (volunteers):
Jennifer Beggerly

Food/Water QOther
Supphlies:
Monica Mars

Aftermath Pianning:
Liz Wilson/Shannon
DeArkiand

Security/Shelter
Evacuation:

Mark Perkins/Stella
Henriques/Shannon
Sordahl

9 O 24Y
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DEFINITIONS

incident Commander

Manages the crisis situation. Usually does not respond directly to the scene.
Establishes and maintains the command center away from the scene.
Delegates responsibilities and follows up.

Coordinates with community responders (fire, law enforcement, etc)

Operations Section

L]

Operations section is responsible for “doing” or dealing directly with the students, staff,
and parents during the crisis situation.

Operations Chief. |s responsible for the entire section. Reports to the Incident
Commander.

Team leaders in operations report {o the Operations Chief.

Operations Teams for schools may include: Student/staff accountability; student
release; search and located; assembly or shelter; first aid; security

Accountability team; responsible for knowing the status of gveryone on campus.
Checks red and green cards, visitor log, etc.

Student release team: responsible for parent/student reunification. Requires someone
with authority, workers who are assertive. Communication with accountability team
essential.

Search and locate team: responsible for “sweeping” restrooms, break rooms, hallways,
etc.

Assembly or shelter team: Maintains the safety, security, supervision of students. May
include temporary shelter, water, rest rooms, etc. If evacuating campus, coordinates
evacuation site, transportation. Works closely with Student Release and Accountability
Teams.

First aide Team: provides immediate aid until responders arrive. Responsible for
patient tracking, accompanying student(s) to hospital if necessary.

Logistics Section

Logistics section is responsible for “getting: or obtaining anything the incident
Management Team needs.

Logistics Chief: is responsible for the entire section. Reports to the Incident
Commander.

Team Leaders in Logistics report to the Logistics Chief.

Logistics Teams for schools may include: Communication; volunteers; transportation;
supplies.

Communication Team:; Responsible for communication and information flow during the
crisis. Includes radio, phones, messengers, any method of distributing information.
Volunteer Team: Responsible for obtaining, managing and assigning school, district,
parent, other volunteers.

Transportation Team: Responsible for obtaining any needed transportation including
buses or other alternatives.

Supplies Team: Responsible for obtaining any supplies that may be needed. Works
closely with district and community responders.

62
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Planning/intelligence
+ Responsible for collection and evaluation of information. Provides an ongoing analysis
of the situation and status of resources.

Administration/Finance Section
» Responsible for the official records of the event. Tracks time and money spent.

Prepares reports, etc.
Incident |.og Scribe

* One of the most important functions,

« Stays close to the incident Commander and provides a written summary of all
communication

* (Goes every place the Incident Commander goes and records times, directives,

summaries of incoming and outgoing communications.
Pubiic Information Officer (P10}

» Responsible for handling the media. Establishes a media center and provides
information.

* May or may not be the actual spokesperson.

* Arranges interviews for the spokesperson.

* Prepares news releases with approval.

Liaison
s Directs the initial community responders to the scene.
¢ Links the school incident Commander with the responding agencies Incident
Commanders.
» s either in the school command post or the responding agencies command post.
¢ May not be used in a unified command.
» Links with other community agencies as needed (Red Cross, OES, eic.)

Safety Officer
» Responsible for the physical and emotional needs of the responders.

+ Makes sure all activities are performed in a safe way.
+ Ensures adequate breaks and support for the responders.

Aftermath

Debrief

Return to “normal”

Focus on people

It's okay to talk about it
Parent/community meetings

Don't forget your staff

Anniversaries

Anticipate other future problem areas
Second Debrief — 3-5 days post incident

e & & o @

e * @& @
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STAFF MEETING
FOR DEBRIEFING

As soon as any crisis has passed, the principal or designee will call a staff meeting to debrief all
individuals on the crisis including the nature of the crisis, those events leading up to the crisis, any
details regarding the condition of the campus or individuals involved in the crisis and any services,
psychological or medical, offered fo victims of the crisis, associates of the victims and / or staff.

it will be critical to respect the privacy of all individuals involved in any crisis and the need to do such
will restrict the amount of communication available to staff immediately following the event.

All staff should make themselves available for this meeting. Staff members not directly involved in the
situation should avail themselves of the opportunity to participate in the meeting in order to be well
informed about what has happened and to arrest any misinformation or rumor that may be circulating
regarding the incident.

Within one week after the incident, it may be necessary to convene another meeting of staff to review
the incident and the procedures associated with the incident to ensure:

1. All procedures were handled in accordance with the plan,
2. Any necessary revisions evident because of the incident
are included in the plan.

The site principal, designee, incident commander, other administrator or other qualified personnel
such as the area chaplain or the school psychologist will be available to follow up as necessary with
individual staff members or students.

Staff members may be admonished to protect the privacy of any individuals involved in a crisis
situation by maintaining a high degree of confidentiality.



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

COUNSELING SERVICES

Counseling services will be made available to students and staff members in accordance with the
practices outlined in the Western Placer Unified School District Crisis Management Plan. This may
involve the participation of counselors and psychologists from throughout the district or from
neighboring school districts.

Individuals directly involved with a loss of a family member or friend, or witnesses to an accident
where an injury or a fatality occurs or an act of violence where an injury or a fatality occurs will be
given immediate access to trained professionals. Because long term counseling regarding traumatic
events or crises may not be within the purview of the school to provide, individuals may be referred to
private therapists, fo county mental health or to a non-profit agency for follow-up assistance.

Staff members may be admonished to protect the privacy of any individuals involved in a crisis
situation by maintaining a high degree of confidentiality.

Q9. 24%
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CHAIN

Site Leader — Principal
{Oversees ENTIRE Situation)

By Site - Name/Cell
CCC — Terri Dorow
COES ~8cott Pickett
F88 — Ruben Ayala-
FRES~Kelly Castillo
LCES — Kevin Kurtz:
SES — Kris Knuison-

TBMS-Daniela Thompson
LHS - Jay Berns
PHS — Michael Doherty-§

Site Principal-> Superintendent/DO 3
Site Principal > Site Coordinator

Continuous Loop — Site Principal
keeps Superintendent/DO informed &
Superintendent/DO provides
leadership to Site Principal

Site Principal delegates to Site
Coordinator so that the Site Principal
is available and not tied down with a
specific task

Site Coordinator
{Deals with SPECIFICS/DETAILS

of Situation)

| TBMS ~ Randy Woods

CCC - Cindy Hood — F
COES — Emily Coffe
FSS — Bill Justice — &
FRES — D.Burbage-Macaluso
LCES -- Pam Soha
SES - Karen Roberts —
TBES - John Kovac
GEMS-Jashua O'Geen §

LHS — Vicki Eutsey
PHS — Mike Maul —

Site Principal-> Superintendent/DO >
Site Principal -» Site Coordinator

Site Coordinator <> Site Staff

CCC 645-6390 GEMS 645-6370
COES 645-6380  TBMS434-5270
FSS 645-6330 LHS 645-6360
FRES 434-5255  PHS645-6395
LCES 434-5292

SES 530-633-2591

TBES 434-3220

District Administrator
{Coordinates all activities, rumor
“control, communication)

Scoft Leaman,
Superintendent
{Mary Boyle, Deputy Supt)

Scott Leaman -»Site Principal ~> Site
Coordinator

District Office Lizison
{Communicates to Depts/Sites)

Audrey Kilpatrick, Asst Supt,
{Remains at DO)

Mary Boyle -» District Office - Other
Sites/Tech/Head Start, as appropriate

Community Liaison

Scott Learnan, Supt.

Scott Leaman < LPD, etc,

{Communicates to Media/Other)

Crisis Response Team
{Provides Emotional Support)

Tamnmy Forrest, Dir SPED =
School Psychologists/Counselors
-» Staff/Students

Mary Boyle -» Tammy Fomest
-¥ School Psychologists & Counselors

Transportation
(Buses Students as Necessary)

Audrey Kilpatrick, Asst Supt =2
Mark DeRossett, Transportation Dir

Mark DeRossett — Kate Johason -
Bus Drivers, as needed

Maintenance & Facilities
{Physical Plant/Safety Needs)

Audrey Kilpatrick, Asst. Supt.
Heather Steer, Facilities &
Curtis Stizzo, Maintenance

Heather Steer & Curtis Stizo—>
Maintenance personnel as needed

Personnel Ryan Davis, Director Personnel Ryan Davis - Kari O’ Toole/vielissa
(Provides [nfo as Needed) Services Ramriez

Communication 1 Audrey Kilpatrict, Asst Supt Curtis Stizzo—> Maintenance

(2-Way Radio Support)

Technology Mary Boyle = Bob Lyons Bob Lyons — Eli Tumer = Joe Ross

(Provides technological support)

Translation
(Provides translation as needed)

Mary Boyle —»Suzie Dollesin

Suzie Dollesin -> Ramey Dern -
Maria Gonzalez = Rosemary Knutson

Nursing
(Provides Medical Support)

Mary Boyle - Jessica Rogers &
Sara Hodgen

Jessica Rogers & Sara Hodgen ->
Clerks/Clerk 1I's

3
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ESSENTIAL TELEPHONE NUMBERS

Telephone # Fax # Cellular # Other #
DISTRICT
OFFICE/COMMAND
CENTER
Scott Leaman, Supt 645-6350 645-6356
DISTRICT OFFICE
LIAISON
Mary Boyle 645-6350 645-6356
COMMUNITY
LIAISON
Scott Leaman, Supt 645-6330 645-6356
PERSONNEL,
Ryan Davis, Director 645-5293 645-6348
MAINT/FACILITIES
&
COMMUNICATIONS | 434-5000
Audrey Kilpatrick 434-7268
Heather Steer 645-5100 645-6582
Curtis Stizzo 434-5000
TRANSPORTATION | 645-6346

645-5171
Mark DeRossett 434-3758

Kate Johnson

INTEGRATED FIRE
SYSTEMS, INC
Emergency Page #

See Page 5 for passcode

530-637-5322

8§66-952-6840
866-952-6840

530-637-5299

TECHNOLOGY

Bob Lyons 645-57135
Eli Turner 645-4017
Joe Ross 645-6394
CRISIS RESPONSE 645-6350
Tammy Forrest 645-4078 645-6356
Amy Petterson

Sandi Miller

Ellie Martinez

Mayela Martinez

Vincent Hurtado

NURSING

Sara Hodgen 645-6360
Jessica Rogers 434-5270
TRANSLATION

Ramey Dermn 645-6359
Maria Gonzalez 645-6350
Rosemary Knutson 645-6350
Melissa Ramirez 645-5293
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Décember 1€, 2010 Accessing Alarm Account History

On the Tnternel. tvpe in int the address line,

Lising sll CAPITAL letters. enter the site account # thut vou wanl o access,

Far the password, enter your pre-gsiablished password or use mine G5

it the enter button.

A list of responsible parties Tor the site will come up on the screen.

To the fell vou will see o b that savs “Recent History™, Lelt click on that rab.

You should now be able 10 view and print every event that has come through to the
monjtoring compiny in the fast fow months.

To exit, 20 1o the b in the upper right corner, You can then fog in again to see another
site i you Hke. 11 not, just close the [nternet window.,

Site Avcount# Type Address Phone
cee Security 150 E. 12" Street 645-6390
COES Security 2030 1™ Street 6435-6380
F58 Security 1400 1% Strect 645-6330
EFRE Fire 1561 Jpiner Paploway 434-52355
FRE "~ Security =

LCE Fire 635 Groveland Lane 434-5292,
LCE Sccurity

SES Security 4730 H Strect {530)633-2591
TBE Fire 2430 Bastridee Drive 434-5224
TBE Security

CEMS Seeurity 24 L. Street 645-6370
TBM Iire 778 Westview Drive 43453270
TBM Security

LHS Fire 7904 J Strect. . . {:3-6360.
LS Seeurify

PHS Seeurity 870 J Street 045-63935
Bus Fire 2705 Nicolaus rd. G43-6373
Bus Secarity

OBoH Seeurity 818 J. Street J3:4-3000
NDO Seccurity 400 6" Street G45-6350

Passward (o place on test or 1o calf in a false alarm

Q0. A5



Using Your ICOM or KENWOOD Radio
April 3, 2013

These radios have been programmed to communicate with the base stations at all sites.

Do not set your radio te Channel 1.
This Channel is desienated for EMERGENCIES ONLY.

Keep your radio charged up, but not left in the charger for more than 24 hours.

Turn on the radio, (top of radio, dial knob on the right.). Turn the volume up, (same
knob)

Make sure your channel is set to the site assigned channel. (Either dial knob on top or
scroll arrows on the face of the radio.)

Depress the “push-to-talk” button and hold it down until you finish talking. Release the
talk button and wait for a response.

To talk to another site, use the channel assignment below

Ch.1 Emergency only

Ch 13 Foskett Ranch
Ch. 2 Transportation

Chl4 Twelve Bridges It
Ch. 3 Maintenance

Ch 15 Lincoln Crossing
Chd Food Services

Ch 16 CARE (after-schoal)
Chs Twelve Bridges M.
Ch 6 Sheridan
Ch 7 Creekside Qalis
Chs8 CC Coppin
Cho First Street School
Ch 160 Gien Edwards
Chll Phoenix High
Chl1z Lincoln High
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DISTRICT CRISIS RESPONSE PLAN
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OTHER DISTRICT NUMBERS

CARE {After School Program)
Lauren Quinn, Director

645-5135 {office)

F3S 434-5038
GEMS 645-4020
SES 530-633-8119

HEAD START PRESCHOOL

CCcC 645-1051

Infant/Toddler Center 434-3705 (Mext ta Phoenix High School}

FAX 434-3706

WPUSD PRESCHOOL
15T &1 645-1772
SES 530 633-2591
CCC 916-645-6390, ext 37
STAR Creekside Oaks  434-8085

Twelve Bridges  434-6542
Lincoln Crossing 409-0797
Faskett Ranch 434-5884
FRES Preschool  632-8417

CAFETERIA
GEMS - Food Director  645-6373
LHS — Dawn 645-6365
CCC - Kitchen 645-6392
Cafeteria Clerk 645-6375

GEMS Cafeteria Clerk  645-4054
F8S Cafeteria Clerk 434.7283
TBE Cafeteria Clerk 434-5212
TBM Cafeteria Clerk 434-5269

LIGHTHOUSE COUNSELING & FAMILY RESOURCE CENTER  645-3300 Fax—434-3733
DISTRICT OFFICE EXTENSIONS

TECHNOLOGY 434-3737
Bob Lyons i (cell)
645-5175
Eli Turner
Joe Ross

Chuck Youtsey 434-3737

$ (cell)

Gordon West
o (eeld

Anayat Sharifie 434-3737

3 (cell}

101 Denise Arger, Receptionist 118 Roberta Giles, Special Ed. Clerk

102 Allison North, Sub Caller 119

103 120 Remey Dern, Interventions Secretary
104 Rosemary Knutson , Superintendent Secretary 121 Stacie Wyatt, Account Technician
105/106 Scott Leaman, Superintendent 122 Tammy Sommer, Account Technician
107 Mary Boyle, Deputy Supt. Educational Services 123 Bonnie Pellow, Account Technician
108 Maria Gonzalez, Admin Assist Ed. Services 1247125

109 Audrey Kilpatrick, Asst. Supt. Business 126 Debbie McKinnon, Payroll Technician
1o Carrie Carlson, Dir. of Business 127 Rhia Zinzun, Payroll Technician

111 . 128 Melissa Ramirez, Personnel Technician
1iz Ryan Davis, Director Personnel Services 129 Kari O'Toole, Personnel Technician
13 130

ii4 Suzie Dollesin, Program Specialist Interventions 131 Heather Steer, Facilities Planner

Fi5 Amy Pettersen, Program Specialist Spec. Ed 135 Lauren Quinn, CARE Program

Hé Tammy Forrest, Dir. of Special Education 137

P Diane Metzler, Secretary Special Education 138

7
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DISTRICT CRISIS RESPONSE PLAN
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O

O
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3

DISTRICT ADMINISTRATOR
Responsibility Checklist

Superintendent Leaman/Deputy Superintendent Boyle

Basic Duties: Oversees coordination of all activities; makes decisions re evacuation off-campus

CONFIRM FACTS Obtains accurate information about the total situation. Determines
the degree of impact.

Works with principal to decide whether to evacuate off campus.

Works with principal to convene the Crisis Response Team.

Works with District Office Liaison to set up a Community Bulletin Board/Communications
at District Office.

Authorizes Board members to be contacted.

Notifies City Manager of situation.

Goes to school site.

Contacts own family to assess their safety and to inform them of situation.
Works with site team to support resolution activities.

Works with District Liaison to communicate with District Office staff to update information and
to provide support.

Updates Board members.
Approves communication to parents emphasizing the positive.
Assists the site with evaluation of the event and the response.

Plans and sends appreciations to people who helped: letter to the editor, potluck, etc. is
appropriate to retain a feeling of community.

Conducts debrief after the event.

G A5
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DISTRICT OFFICE LIAISON
Responsibility Checklist

Assistant Superintendent, Audrey Kilpatrick

Basic Duties: Coordinates all activities at the District Office location.

[l Confirms situation with Superintendent.

Sets up and organizes District Command Center (Business Office)
Notifies Transportation, Maintenance, Personnel, and Communication, where necessary.

Screens calls to Superintendent’s Office. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

3 Provides updates to Board members. Delegates te the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

O

Updates voicemail message on district phones. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

Notifies and updates all sites of the situation.
Advises other districts of situation, if required.
Notifies the Placer County Office of Education, if warranted.

Coordinates repairs, if needed.

o o o o 4

Contacts insurance carrier
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SITE LEADER - PRINCIPAL
Responsibility Checklist

Basic Duties: Oversees entire situation on site; works with Superintendent to make decisions.

[0 Principal deals directly with District Office/Community coordination.

0 Principal makes necessary decisions in consultation with District Office.

[0 Principal notifies local law enforcement/fire department when deemed
appropriate.

O Principal works with District Administrator to activate Crisis Response Team
(School psychs/counselors)

O Principal oversees entire operation and respond as needed, confident the entire
operation is coordinated, organized and under the control of a competent Site
Commander.

00 Principal trouble shoots based on developing circumstances.

[0 Principal works with District Office re media operations/ communications.

00 Principal works with emergency personnel.

O Principal accompanies students and faculty to a safe evacuation site if deemed
appropriate,

O Principal is efficient/flexible/available to make decisions and communicate — not
tied to a specific task.
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SITE COORDINATOR
(Task Master)
Responsibility Checklist

CCC ~ Cindy Hood
COES ~ Emily Coffe
F8S — Bill Justice §
FRES - Dan Burbage-Macaluso
LCES -Pam Schaf
SES - Karen Roberts |
TBES - John Kovach g
GEMS - Josh O'Geen §
TBMS - Randy Woods |
LHS - Vicki Eutsey
PHS — Tracy Gruber

Basic Duties: Coordinate all activities at the inéident site.

Directs activities of Site Command Center

Alerts Teachers as required

Ensures Staff are at required positions with equipment/information necessary to complete tasks
Assigns additional duties to available staff and direct site operation

Communicates with nursing staff and Crisis Response Team, as needed

Communicates with Transportation, Food Services, as necessary

Organizes and coordinates all necessary activities at site,

Requests added personnel from Personnel Officer.

Works with Site Principal to advise parents of early dismissal of students, if necessary.

o o o o 0o 8 o o O

Provides information to Superintendent/media spokesperson regarding early dismissal of
Students and other information, if/as necessary
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DESIGNATED SECONDARY PERSON IN CASE
THE PRINCIPAL OR SITE COORDINATOR IS
UNAVAILABLE

NAME CELL #

CCC ~ Teresa Avelar —

COES — Annie Larsen i

FSS — Norma Lazaro

FRES — Katrina Moddelmog

LLCES — Irma Balonek

SES — Mike Maul —

TBES — Corie Volmer

GEMS — Debra Morrison &
TBMS — Todd Boynton

LHS — Barbara Green ~¢ |

PHS - Clint Nelson —

12
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TEACHERS
Responsibility Check List

Basic Duties:  Supervise and assist your students

In Classroom (Lockdown or Shelter in Place)
Secure your classroom - lock doors, close windows and shades/blinds.
Attempt to keep the student calm
Provide first aid where necessary
(Lockdown - Students and teachers maintain duck and cover positions away from
doors/windows)
Place color card in the window
Green = all safe
Red = CRITICAL - need help - injury - missing student
[ Do not use the phone - do not use cellular phones

O DOpoono

Evacuation (Fire, Bomb Threat or Off-Campus)

B Quickly, yet orderly, escort students to safe area as designated in Site Plan
0 Take record book, student information cards, color warning cards

1 Take attendance when safe site is reached

[ STAY WITH YOUR STUDENTS - wait for instructions re student release

Teachers on prep period

| Report directly to identified areas to secure the campus
il Assist the Site Coordinator with needs (Assist at evacuation site, serve as a runner, make phone
calls, etc....)

QA.26\
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(SEE PAGE 24 — LIST OF OFF CAMPUS SITES)

COMMUNITY LIAISON
Responsibility Checklist

Superintendent, Scott Leaman
Basic Duties: Your position is to coordinate all activities at the community level.

Act as media spokesperson.

Coordinate with District Office Liaison and Administration
Work with site team members to advise parents.

Be in communication with site level person at hospital.

Be in contact with City Council and Local Officials, as needed

Relay information about hospital victims to District Office Command Center.

O o 0o o o g o

At Site Administrator’s request, take a leadership role in conducting parent and
community meetings.

O

Contact radio, television, newspapers, as deemed appropriate.

O

If requested by site, coordinate a community resource response.

1 Plan with Site Principal and Crisis Response Team for a community meeting, if needed.

R oA
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CRISIS RESPONSE TEAM
Responsibility Checklist

Tammy Forrest
Amy Pettersen

Basic Duties: Your main function is to organize and dispatch members of the

Crisis Response Team to the appropriate incident site.

Crisis Response Team Members: {School Psychologists and School Counselors)

o 0o o oo

o 0o 0o 0O

Tammy Forrest, Amy Pettersen, Sandy Miller, Ellie Martinez, Mayela Martinez, Vincent
Hurtado, Janice Giorgi, Victoria Galvan, Liz Wilson, Tom Kelly, Lisa Noma, Mary Lou
Resendes, Terry Thickens

At request of site Crisis Response Support Team Leader, contact community mental health
resources.

Direct activities of any District Interns.
If requested by site, contact neighboring districts and secure their assistance.
Contact Placer/Sacramento County law enforcement chaplaincy, as necessary

Contact Placer/Sacramento County Department of Mental Health to atert the Critical
Incident Stress Management Team, as necessary

Provide support to students and staff, if requested; assess critical situations.
Assist site in staffing safe rooms for students and staff.
Provide written information to parents concerning possible reactions to the event.

Re available for consultation to site as they conduct follow-up activities in the weeks to come.

LA D
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TRANSPORTAION
Responsibility Checklist

Mark DeRosset/Kate Johnson

Basic Duties: Coordinate all transportation needs surrounding the incident.

{1 Work with dispatcher to contact bus drivers, if necessary.

0 Advise Mid Placer Transportation of situation and coordinate resources, if necessary.

[ Advise drivers of staging areas and routes.

&1 Assign mechanics and available maintenance staff to work with Lincoln PD (if available) to

block and direct traffic to allow buses to safely enter and exit designated pick-up area.

[ Provide evacuation to secondary site, if necessary.
Provide early transportation home to regular bus drivers as necessary.
1 Check off names of students on bus rosters as they reach exit gate; have mechanic escort them

to proper buses.
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MAINTENANCE/FACILITIES
Responsibility Checklist

Curtis Stizzo
Heather Steer

Basic Dutjes: Provide all necessary support as deemed appropriate

Accompany Superintendent to incident site.

Provide blueprints and any other technical data of the site,
Designate staff to bring extra communication equipment to the sites.
Assist emergency services personnel with information about the sife.
Provide any required resources to emergency personnel.

Provide support in establishing site command center.

O O B8 O 0O o d

Coordinate repairs.

17

Y A4S



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

PERSONNEL
Responsibility Checklist

Ryan Davis, Director of Personnel
Basic Duties: Identify district personnel who can be of assistance during the crisis.

£ Notify employee families affected by the crisis.

(] Assist site with information on personnel, including substitutes, who are present on
campus.

O Contact substitutes to work upcoming days.

O Assist in coordination of specialized personnel to incident, per request of Command

Center or District Liaison.

& Provide and maintain an updated resource guide of specialized personnel.
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Basic Duties:

R O (R S

COMMUNICATION
Responsibility Checklist

Curtis Stizzo
circumstances.

Work with Telephone Company, as necessary.
Update voice mail message, as appropriate.
Keep sites updated on telephone status.

Coordinate use of District’s 2-way radio system and all phone contacts.

Provide the most effective form of communication to the incident site under the

19
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TECHNOLOGY
Responsibility Checklist

Bob Lyons

Basic Duties: Provide access to electronic communications services,

o 0o o o

Provide information on mass messaging — email, voicemail, text.

Work with Site Leader to coordinate messaging.

Work with sites to provide access to Student Management System (AERIES)

Assist with technology needs.

2 9. 2638
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DISTRICT NURSE
Responsibility Checklist

Jessica Rogers R.N. & Sara Hodgen R.N.

Basic Duties:

Provide the best possible first aid service to the incident site as circumstances permit.

O

3

C

[ U O B O |

At request of Site Coordinator report to site and establish a first aid station area; ensure adequate
adult assistance.

Provide direction to Clerks re handling of Student Medication.

Provide direction and support to Clerks re reviewing Student Health Care Plans for students with
critical needs.

Direct first aid station under the supervision of the Site Coordinator.
Coordinate activities with hospital, if needed.
Meet with parents of injured students.

Assist school site team with parent or community meeting.

@ O, )
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TRANSLATION

Responsibility Checkdist

Ramey Dern/Maria Gonzalez/Melissa Ramirez/ /Rosemary Knutson

Basic Duties: Provide translation for communications and information as necessary

1 Provide appropriate information to Spanish radio and Television stations as deemed
appropriate.

[ Coordinate release of information with Community Liaison Officer — Scott Leaman

0 Establish a procedure to provide communication and information to parents.

O Mobilize translators (teachers/students/parents) as needed.
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OPERATIONAL AREAS
AND
SAFE ON-CAMPUS SITES

SCHOOL SITE

Lincoln High School

OPERATIONAL AREA

Glen Edwards Middle School

Creekside Oaks Elementary School

Carlin C. Coppin Elementary
School

Priority One

Priority Two

UDENT SECURITY

Priority One and
- Priority Two

Sheridan School

| - Priority One
Priority Two

Phoenix High School

Priority One
Priority Two

First Street School

Priority One
— Priority Two

Twelve Bridges Elementary School

— Priority One
— Priority Two

Foskett Ranch Elementary School

— Priority One
Priority Two

Twelve Bridges Middle School

Priority One
- Priority Two

Lincoln Crossing Elementary

Priority One
Priority Two

— Priority One
- Priority Two

District Office

Priority One
— Priority Two

Assist at Sites
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CRISIS EVACUATION OFF-CAMPUS SITES

FROM TO

Carlin Coppin School Lincoln High School
Creekside Oaks School Lincoln High School
Sheridan School Stuart Hall/LHS

Glen Edwards Middle Lincoln High School
Phoenix High Glen Edwards Middle Sch.
Lincoln High School Glen Edwards Middle Sch.
First Street School Creekside Oaks Elem. Sch.

Twelve Bridges Elem. School = Twelve Bridges Middle Sch.
Foskett Ranch School Lincoln High School

Twelve Bridges Middle School Twelve Bridges Elem. School
Lincoln Crossing Elem. School Creekside Oaks Elem. School

District Office Lincoln High School

ALTERNATE SITES ARE GLEN EDWARDS
MIDDLE SCHOOL AND CREEKSIDE OAKS, IN
- THAT ORDER
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EVACUATION OF CAMPUS

Things to Grab:

e Student Emergency Cards (Secretary)

¢ Student Health Care Plan Binder (Clerk)

e« Student Medication Binder (Clerk)

* Medication Bag (Clerk)
o Labeled Student Meds; Juice boxes

¢ Evacuation Boxes {Principal)
o {Goal of 1 box per 100 — 200 students)
o Principal calls Superintendent/DO

e Blueprint of School (Custodian)

o 5 — 10 Orange Cones (Custodian)

Evacuation Boxes:
o Schools of <400
o SES &PHS
o Tof 12 X 9 X 4 box (one parent pick-up line) containing:
=  Pens/pencils & roll of tape
= Smalil spiral notebook
* |nstructions
= 4 waters, 4 vests, 2 whistles
e Schools of 400 ~ 500
o CCC, FSS, FRES
o 4 of 12 X 9 X 4 boxes (4 parent pick-up lines)
o EACH of 4 boxes labeled for its alpha section and contains:
= 2 laminated ALPHA signs for its alpha section
e A-F, G~ M-R; S~-Z
Pens/pencils & roll of tape
Small spiral notebook
Instructions
= 4 waters, 4 vests, 2 whistles
e Schools of 500 — 1500 students
o COES, LCES, TBES, GEMS, TBMS, LHS
o 8of 12 X 9 X 4 boxes (8 parent pick-up lines)
o Each of 8 boxes labeled for its alpha section and contains:
= 2 laminated ALPHA signs for its alpha section
o A-CD~F,G~LJ~-LM-O;P-R;S~U;V-Z
Pens/Pencils & roll of tape
Small spiral notebook
Instructions
4 waters, 4 vests, 2 whistles
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Instructions in Each Evacuation Box;

Grab Emergency Cards for Your Alpha Section, put in Box and move to Parent Holding

~ Area

Team of 4 adults per Box MINIMUM! Each wears a vest and whistle.
Team is NON-Teaching Staffl (Teachers are supervising their students) Use other
staff, teachers without classes, or non-district aduit volunteers if necessary.

o Adult #1 Leader/Sign Holder — Grabs Emergency Cards & puts in box; holds
Alpha Sign high and maintains order front of line; receives communications;
makes decisions; restores boxes at end of incident

o Adult #2 Line Walker - lines parents up, calms parents, and walks the line
communicating info/updates — taking care of medical situations

o Adult #3 Card Puller - pulls cards from box, checks parent ID’s, checks off
name on emergency card of person receiving student. If released to another
adult, records California Drivers License # of that adult on bottom of card.

o Adult #4 Runner — runs cards (6 at a time) to Student Waiting Area to call for
students, then walks students and cards to Student Release Area; turns cards
over o Clerk/Secretary at Student Release Area for refiling

Student Waiting Area:

-]

o

Students line up with teacher; Teacher takes roli, then has students SIT IN LINES to
maintain order and for easy identification/release of students when called.
Teacher releases student to runners when students names are called.

Student Release Area:

Students go with Adult #4 (runner with cards) fo Student Release Area
Secretary/Clerk releases students from Student Release Area, refiling cards behind
alpha tabs as released

Students Riding Buses:

Students remain seated in line with teacher in Student Waiting Area as above and wait
with class until Bus # is announced.

Go to designated area for Bus # when called.
Bus driver with list checks students off as they board.

Students Driving Cars:

Students remain seated in line with teacher in Student Waiting Area as above and wait
for all clear announcement at which time may drive home. If ali clear is not
announced, must be picked up by parents in same manner as other students.

26
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LOCAL EMERGENCY SERVICES

LINCOLN POLICE DEPARTMENT

916-645-4040

LINCOLN FIRE DEPARTMENT

916-645-4040

PLACER COUNTY SHERIFF’S DEPARTMENT

530-889-7870

CALIF. DEPT. OF FORESTRY, FIRE, RESCUE

916-645-2360

AMERICAN RED CROSS
457 Grass Valley Hwy.

530-885-9392

COUNTY OFFICE OF EMERGENCY SERVICES

530-889-7720

PLACER COUNTY FIRE 530-823-4411
EMERGENCY RESPONSE SYSTEMS 530-823-4411
CHP. 911/ emergency
EMERGENCY SERVICES 530-889-7711
CITY OF LINCOLN

KRIS WYATT, BOARD PRESIDENT

BRIAN HALEY, BOARD VICE PRESIDENT

DAMIAN ARMITAGE, BOARD CLERK

PAUL CARRAS, BOARD MEMBER

PAUL LONG, BOARD MEMBER

GAYLE GAROLINO-MOJICA, PCOE

530-889-8020

KFBK 916-924-3901
KAHI 530-888-6397
TV 10 916-321-3300
TV 3 016-444-7316
TV 13 916-374-1300
PGE 1 (800) 468-4743

27
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INCIDENT REPORTING AND
INITIAL EMERGENCY PROCEDURES

In the event of the following:

Stranger on campus
= Notify the office using available systems (cell phone, campus phone
#200, radio).
» Provide a description of the individual

individual with firearm-adult or student
¢ Never take steps to attempt to disarm the individuall
e Secure students, staff, and volunteers in classrooms
» Lock down room- Keep doors closed and locked at all times
» Notify the office using available systems (cell phone, campus phone
#200, radio).
e Account for all children
+ Provide a description of the suspect

Attempted kidnapping

o Never take steps to physically thwart a kKidnap attemptt

o  Secure students, staff, and volunteers in classrooms

o Lock down room-Keep doors closed and locked at all times

» Notify the office using available systems (cell phone, campus phone
#200, radio).

e Account for all children

o Provide a description of the suspect

g 9. Ao
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Serious Injury

e e o e

Begin First Aid procedures and/or

Notify the office using available systems (cell phone, campus phone #200,
radio).

Activate the Emergency Monitoring System/call 911

Send students to neighboring classroom

Stay with victim until relieved by paramedic or other qualified individual
Identify a liaison to direct emergency responders to the scene

Death of student (off campus)

Minimize initial comment to students until all facts are present

Contact school office for confirmation

Respect privacy of the victim’s family

Expect support from district psychological support personnel

Moderate student discussions using script provided by support personnel
Notify office if additional support is needed in your classroom or
neighboring classroom

Death of student (on campus)

Remove students from scene by sending them to neighboring classroom
Designate an individual to secure the scene

Notify office using available systems or through adult runner

Activate the Emergency Monitoring System/call 911

Remain with victim until relieved by administrative personnel, police or
paramedic

Minimize initial comment to students

Expect support from district psychological support personnel

if needed moderate student discussion using script provided by support
personnel

Death of employee

Same as above
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Fire
» Notify office using fire pull stations or by available systems
o Evacuate the building per procedure
o (Call 911 if safe to do so with specific information

Earthquake
¢ Begin duck, cover and hold process
s Evacuate buildings 1 to 2 minutes after frembling stops
e Expect that the office will feel the trembling and await further information

Rumors of Trauma, Injury, Accident or Death

Seek confirmation from school office

» Minimize comments to students until all facts are known

» Moderate student discussions

+ Expect support from district psychological support personnel

Altercation between Adults
e Remove students from immediate area. Close classroom blinds
o Notify the office using available systems (cell phone, campus phone #200,
radio).
o Notify 911 depending on the seriousness of the situation

Mountain Lion or Other Major Animal Predator
« Commence Return to Building procedures. Close classroom blinds
* Notify the office using available systems (cell phone, campus phone #200,
radio).

Violent Student
¢ Remove students from immediate area of student misbehavior
o Commence restraint procedures if student is attacking others
e Monitor objects that can be thrown
» Notify the office using available systems (cell phone, campus phone #200,
radio). | '
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Student Behavior Crisis

o Remove students from immediate area of student misbehavior or

e Remove disruptive student from peers

e Notify the office using available systems (cell phone, campus phone #200,
radio).

¢ Commence procedures outlined in individual student behavior plan if
available or

e Rely upon office or designee for next steps

Student Seizure (Medical)
e Be aware of procedures associated with individual
e Clear an area around the student
s Remove students to another area outside the classroom
¢ Do not restrain
Contact office
Activate the Emergency Monitaring System/call 911
Wait with student
Debrief- If needed support personnel from site/district will be available

e & o

Bomb Threat/Suspicious Object

s The Principal or designee shall notify the police department. Hefshe can
also make a request of assistance. State clearly where to meet officers.

e Notify the Superintendent

e Make the decision to evacuate the buildings

e Follow Fire Drill procedures

e Avoid publicity concerning the bomb threat. If the news media has been
alerted ask for assistance from the District Office.

» NO ONE is permitted to touch, handle, or move the suspicious object.

n
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EMERGENCY ALERT

PROCEDURES
Office ----
1 In order to access communication with all rooms and outside on
campus using the office phone system,

pick up the receiver

press “page”

press #

press “110” [slowly]

after hearing feedback on the receiver, begin message

moow>»

Classrooms ----

A Dial 200 to access the emergency phone

32

< 9 A%0

[



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

FIRE

In the event of a fire:

1.

The fire alarm will be activated by personnel at the nearest fire
alarm pull station, or

Immediate contact will be made with the school office by the school
intercom system. The fire alarm will be activated from the office.

Call 811 if safe to do so with specific details of the fire (add number).

Upon hearing the fire alarm, under the supervision of the teacher, students
wiil:

a evacuate the classroom

b walk to the predetermined location

c wait without talking for instruction from the teacher

Upon hearing the fire alarm, the teacher will:

a secure the emergency bag and emergency list

b close and lock all doors and windows to the classroom (time and safety
permitting)

C escort students from the room

d maintain control of students during the evacuation

e take roll of students once class has arrived at the
pre-determined location

f await further direction

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.

33
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EARTHQUAKE

In the event of an earthquake,

1. Verbal announcement may be broadcast over the campus intercom
system, or you’ll know because you'll feel it.

2. Personnel and students outside the building will move away from any
buildings, trees, utility poles, downed power lines or other hazards

3. Personnel in the building will...

a drop -- assume a curled position on the floor or field, knees on the
ground...

b cover - hands joined behind the neck, beneath a table or student
desk if possible, and

C hold -- in this position for approximately five minutes or until shaking
stops

4.  Following the event, the fire alarm may sound. Staff and students will
evacuate the building in accordance with fire alarm procedures.

Secure the emergency bag and emergency list

Escort mobile students from the room

Close and lock door

Maintain control of students during the evacuation

take roll of students once class has arrived at the

predetermined location

Await further direction

gD~

o

5.  No person shall be allowed back into the building for any reason until
emergency personnel have thoroughly inspected the facility.

6. In the event that the procedure is a drill, an “all clear” announcement will
be broadcast.
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RETURN TO BUILDING

in the event that students must return to their classrooms because of an
emergency situation:

1. Verbal announcement will be broadcast over the campus intercom
system.
2. Immediately followed by direction from responsible adults on the yard to

walk to class.

3.  Teachers will meet students at the exterior door and direct them to
assume safety position.

4.  The exterior door will be locked. The blinds will be closed. (Interior doors
must be left closed but unlocked to facilitate movement out of classrooms
through common rooms as necessary.)

5.  With the teacher standing near the exterior door but out of the line of
exterior sight, roll will be taken and all students will be accounted for.

6. Immediately commence “Lock Down” procedures. (See next page.)
7. Classes will remain silent until further direction is broadcast over the

school intercom system or until contact is made with the teacher through
the school phone system.
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LOCK DOWN

In the event that it becomes necessary to secure the building with the students
remaining inside:

1.

2.

Verbal announcement will be broadcast over the campus intercom system.
The exterior and interior doors to the building will be locked.

a.  Staff will escort students to the nearest building and secure the door.
Blinds will be closed and window in the door covered if safe to do so.
Students will move as far away from the window as possible.

Teachers will account for all students present on that day, if the status is
red, the staff will provide the office with a list of missing or extra students.

Teachers will slide a colored card under their door (if possible) to notify
personnel status of occupants inside:

Green = all students present (Poss. tape to window)

Red = there are missing students

No card = it is not safe to put up the card |

Teachers in possession of current teacher cell phone lists will be asked to

activate said phones. Remind teachers to turn on their cell phones.

All personnel will await further notification either through a general
broadcast of the school intercom system, through individual telephone,
personal contact or by e-mail.

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to open the door at any time.
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SHELTER IN PLACE

in the event that it becomes necessary to secure the building with the students
remaining inside:

1.

2.

Verbal announcement will be broadcast over the campus intercom system.
The HVAC system will be shut off.

The exterior and interior doors to the building will be locked.

a Staff will escort students to the nearest building and secure the door.

Teachers will account for all students present on that day. A call will be
made via the phone system to each room and the teacher will respond red
or green, if red, teacher will provide a list of names of absent or extra
students.

Teachers will place a colored card in their window to notify personnel
status of occupants inside:

Green = all students present

Red = there are missing students

No card = it is not safe to put up the card

Teachers in possession of current teacher cell phone lists will be asked to
activate said phones. Remind teachers to turn on their cell phones.

Teachers and Students will conduct instruction as usual, but will not leave
building.

All personnel will await further notification either through a general
broadcast of the school intercom system, through individual telephone,
personal contact or by e-mail.

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.

Substitute Teachers will be contacted by telephone. |
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11
12.
13.
14.
15,
16.
17.
18.
18.
20,
21,

22.
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Students will be taught not to open the door at any time

STUDENT SIGN OUT SHEET

STUDENT NAME SIGNATURE OF
LAST, FIRST PARENT OR GUARDIAN BATE JIME
SIGNATURE OF AUTHORIZED SCHOOL OFFICIAL DATE TIME

38
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Crisis Response — Suicide

iImmediate Response
(All bolded/underlined items have a handout or agenda on following pages}

inform the District Superintendent of the death.

o

o

Superintendent confirms death and cause of death/facts and whether family wants the
fact of suicide known
Superintendent calls appropriate principal(s)

Principal(s) calls an immediate nitial Crisis Response Team Meeting fo assign
responsibilities.

O

Crisis Response Team - School Psychologists, Schoot Counselors, Director of Special
£d (if additional support is needed), Community Counseling Resources (as necessary)
*  Principal and CRT establish a plan to immediately notify affected faculty and

staff of the death via the school’s crisig alert system (usually phone or e-mail).
= Principal and CRT determine who the affected individuals are on campus (who
needs district/site support in the wake of the suicide — staff, students, none,
which?) (Possible scenarios — suicide of student; suicide of staff; suicide of
coach; suicide of parent of a student; suicide of graduated or former student,
etc.)
= Principal checks AERIES for family members/siblings

Principal schedules an Initial Ali-Staff Meeting as soon as possible (ideally before school
starts in the morning).

Q

e}

o

Arrange for students to be nofified of the death in small groups such as homercoms or
advisories (not by overhead announcement or in a large assembly)

Determine who the friends/family members are on campus

Determine how to notify/support these students/staff members

Disseminate Notification of Suicide to homeroom teachers, advisors, or others
feading groups.

Remind staff that returning to routines is helpful and to maintain as much normalcy in
classroom routines as possible.

Remind staff that memorials in the case of suicide may trigger contagion and are not
appropriate on school site

Share with staff District procedures re dealing with media — refer media to District
Office

Set End-of-Day All Staff Meeting time and location

Principal speaks with District Superintendent and Crisis Response Team Leader throughout
the day.

Principal notifies affected families.

o

Via family letter, email or phone call prior to students leaving for home. Factual
information including the individual's name and if a staff member, their position with the
district. Do not include information regarding the manner of suicide. See Family
Notification.
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CRT Leader Holds CRT End-of-Day Debrief

o Review day’s challenges and successes
o Discuss plans for next day
o Plan End-of-Day All Staff Meeting
o, Plan Follow-Up Staff Meetings (if needed)
Whenever there is a CRT Intervention, there MUST BE an End-of-Day Debrief!
Initial Crisis Response Team Meeting
Agenda
o Discuss known details
= Discuss what information is NOT to be shared with staff/students
(details of the suicide, for example)
» Determine roles/responsibilities, including Crisis Response Team
Leader
o CRT Leader — Takes command, balances response initiatives
with safety concerns; motivates responders; communicates
clear directions; sizes up situation and makes rapid decisions;
modifies plans as necessary
o Public Information Officer — Superintendent or designee
o CRT Members — Offer support; support staff/students
o]
» Determine affected individuals
+ Determine whether an all-staff meeting is appropriate and leadership
of the meeting
e Review use of Crisis Response Team Log when seeing students
Initial All-Staff Meeting
Agenda
o Introduce CRT members
s Share appropriate information about the death
s Allow staff opportunity to express their own reactions/grief

Identify anyone needing additional support and refer them to
appropriate resources
Provide appropriate faculty with a copy of the Notification of Suicide
Explain the plans for the day, including location of crisis counseling
rooms
Discuss the plan for assisting students who are having difficulty

o Share Suicide Postvention Information (handout for staff)
Remind staff that all media communications are handled through the
District Office (Superintendent)
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Notification of Suicide
(To be read or paraphrased in specified classes by appropriate
staff member — teacher, if comfortable, administrator, school psychologist,
counselor, etc.)

It is with great sadness that | have to tell you that one of our students (change
wording as needed here) has taken his/her life. We want you to
know that we are here to help you in any way we can. Suicide death presents us
with many questions that we may not be able to answer right away. Rumors may
begin to circulate and out of respect for the family and the deceased, we ask that
you not spread rumors you may hear,

One thing is certain. There are supports in our community that can help. Suicide
should never be an option.

Each of us will react to 's death in our own way. Some of us
may experience great sadness while others of us may not be affected. Some of
you may find you have difficulty concentrating on your schoolwork while others may
find that diving into your schoolwork is a good distraction.

We have counselors available to help our school community to deal with this sad
loss and to help us understand more about suicide. If you would like to talk to a
counselor, or if you have concerns about a friend, just let your teacher or a staff
member know.

Family Notification

Dear Parents,

{ am writing with great sadness 4 inform yout that a previous teacher of ours has died. Our thoughts and sympathies go out to Lhose affeeted by
such a great loss, Please know that your child may have been directly impacted by this foss and was given the news of the deatl by iheir acher
during their first period class this moning.

The cause of death was suwicids, We want to take this opportunity to remind our conmunity that suicide is a very complicated act, 1t is usually
caused by 2 mental Leaith disorder, which can prevent a person from thinking clearly about his or her problems and how to solve tiem. Iis
fiaportant to remember that the vast majority of individuals who experience mental heatth disorders or life stressors do not become suicidal,
Suicide is always a permanent solution (o 2 temporary problem.

Counselors were made available today at TBMS to meet with students individually and wifl be made available over the next couple of days and
weeks. Please contact the office if you feel your child is is: need of additionsl assistance,

Rumors may begin to circulnte, and we bave asked the students siot to spread rumors since they may tertt out 1o be inaccurate and can be deeply
Tartfid to other students at TBMS. We will do our best to give you accurate information as it is made available to us.

H you need help or puidance on how to talk to your child about suicide or the recent loss, please cantact the office for additional assistance.

i yau Bave coneerns about your child’s safety, please call 911 or take then: [o the emergency room ftnnediately. Certain beltaviors can indicale a
safety concern for you chifd, specificalty, if the behaviors are new or have recently escalated around the time of a painful event, loss, o change.

Coaceming behaviors nay include:

- Talking abont wanfing to dic or kilt oneseif
Looking for ways to kil oneself, such as searching online
Talking about feeling hopeless or having no reason io live
Talking about fecling trapped or in unbearable pain
Talkieg sbout being 3 burden Lo others
Increasing the use of drugs or aicohol
Behaving recklessly
Showing rage or taiking aboul secking revenge
Spontancous withdrawal a1
Digplaying extreme mood swings

Saying good-bye or giving away belongings C& C 1 Q%?

Again, we are deeply saddened by this tragic loss. Please do not hesitaie to contact TBMS with asy guestions or concents.
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CRT End-of-Day Debrief
Agenda

Include CRT members, site principal, Superintendent
Review day’s challenges and successes
Debrief, share experiences, express concerns and ask questions
Plan End-of-Day Al Staff Meeting — review agenda
Discuss plans for next day
o Consider mental health supports needed
o Develop communication protocol
o Review Crisis Response Team Log
o Determine student contact follow-up needed
Prepare Suicide Postvention Information to share with staff

o & @ 9

End-of-Day All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review day's challenges and successes

Debrief, share experiences, express concerns and ask questions
Check in with staff to determine if they need additional support and
refer them accordingly

Discuss plans for next day

Remind staff of importance of seif-care

Remind staff re dealing with media

Determine if Follow-lip Staff Meeting is Needed, Schedule Meeting
Share Suicide Postvention information

Follow-Up All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review event's challenges and successes

Debrief, share experiences, express concerns and ask questions
Check in with staff to determine if they need additional support and
refer them accordingly ‘

Discuss any additional plans, if needed

Remind staff of importance of self-care

Share Suicide Postvention Information
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Date: SHte: CRT Member;
Time | Student Follow-Up | Notes
Needed
Y/N
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SUICIDE POSTVENTION INFORMATION
~ For Staff ~
Procedures aimed at identifying those affected by a suicide in order to decrease negative
reactions and increase adaptive copying.

Goals of Postvention

Assist survivors with the grief process

ldentification and referral of students at-risk for requiring additional services
Reducing contagion

Providing appropriate information

Survivors of Suicide
Individuals directly affected by a completed suicide. Affected individuals include: family
- members, classmates, friends, teachers, girl/boyfriend. Survivors typically experience an array of
emotional reactions:
= Shock, guilt, despair, denial, anger, disbelief, pain, shame, hopelessness, rejection,
confusion, and self-blame.
= Survivors are at an increased risk of suicide contagion. Suicide Contagion is a term used
to describe an increase of suicidal behaviors shortly after a completed suicide typically
due to imitation. To decrease contagion, sensationalism, glorification, and romanticization
should be avoided.

Providing Information

Information should be provided to facilitate understanding and clarification. When talking to
students, staff should provide information simultaneously to classes. Again, factual information
should be provided to eliminate sensationalization. Providing warning signs and resources within
the community to parents can help with the bereavement process.

Do’s & Don’ts

Memorials and funerals

Do...

Encourage affected students to attend the funeral service

Develop suicide prevention procedures, including better ways to cope with emotion.

Don't...

Send all students to funeral

Cancel or change the school schedule

Permit physical memorials on school grounds

Fly flag at half-staff, have assemblies or yearbook dedications for victim, or moments of silence.

Attending the funeral should be at the discretion of the individual students and their parents.
When dealing with memorials and funerals, the goal of the school site should be to avoid
sensationalization, glorification, and romanticization of the suicide death. Too much attention
towards the suicide act and/or victim may lead to contagion. The school site may want to focus
memorials towards providing information and support to other students experiencing grief to help
prevent future suicides.

Community Resources

EAP — Employee Assistance Program — 800-932-0034 eap@acispecialtybenefits.com
Lighthouse Counseling and Family Resource Center — 645-3300 .

Placer County Children and Adult Systems of Care (530) 886-54501, 1-888-886-5401
Family Service Agency Suicide Prevention and Crisis Hotline (916) 368-3111

National Suicide Prevention Hotline 1-800-784-2433, 1-800-273-8255, 1-800-799-4889
National Association of School Psychologists www.nasponiine.org (See PrePare materials)
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SOME PHENOMENA OF DECISION MAKING UNDER STRESS

The greater the stress, the greater the conceptual rigidity of an individual.

2. The greater the conceptual rigidity the more closed to new information the individual becomes.

3. The greater the conceptual rigidity, the greater the tendency to repeat prior responses, to responses, to the exclusion of
new alternatives.

4.  The greater the stress, the less the ability of the individual to tolerate ambiguity in the environment.

Intolerance of ambiguity leads to a response to a stimulus before adequate information is available for the correct

response.

Under increasing stress, there is a decrease in productive thought and an increase in non-productive thought.

The greater the stress, the greater the distortion in perception of the environment.

The greater the stress, the greater the amount of risk perceived in the environment.

The greater the amount of time spent on a task, the lower the amount of risk perceived in the environment.

0. In a crisis situation, decision makers have difficulty distinguishing between threats to themselves and threats to the

orgarnization.

t1. The greater the fear, frustration, and hostility aroused by a crisis, the greater the tendency to aggression and escape
behaviors.

12. In a crisis situation, negative psychological factors are reinforced.

13. In a stressful situation, the only goals that will be considered are those related to the immediate present, at the sacrifice
of longer range considerations.

14. The greater the stress, the greater the tendency to make a premature choice of alternatives before adequate information is
available for a correct response.

15. The greater the stress, the greater the likelihood that a decision maker will choose a risky alternative.

16. The greater the time pressure, the poorer or more incorrect the choice of alternatives becomes.

17. Groups experiencing substantive conflict more frequently employ creative alternatives than groups without conflict.

18. Groups experiencing conflict show more effective performance in decision making tasks than groups in little or no
conflict.

19. The greater the group conflict aroused by a crisis, the greater the consensus once a decision is reached,

20. In crisis, the number of communications channels available to handle incoming information decreases.

21, In a conflict, there is greater need for effective leadership.

22, The smaller the group, the greater the amount of influence the leader will have.

23. The smaller the group, the greater the amount of consensus that will be achieved through group discussion.

24. The tendency to choose a risky alternative increases with continued participation in a decision making task.

25. The greater the reliance on group problem solving processes, the greater the consideration of alternatives.

wh
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Adapted from Crisis Management; Psychological and Sociological Factors in Decision Making. Report to Office of Naval Research,
National Technical Information Service, U.S. Depariment of Commerce, Springfield, VA, 1975
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Preparing to Handle the News Media
During a Crisis

Anne-Marie St. Germaine
Jasculcal/Terman and Associates
Chicago, Hlinois

In today’s education environment, officials and institutions find themselves on the firing line. The savvy
schoo! attorney knows that, more often than not, a crisis means a public relations challenge as well as a legal
one. Since counsel is often the first called for help, you have an opportunity to set the stage for how the public
and the news media react to the circumstances.

A crisis can take many forms in the school setting. Some . for example, gun violence, hostage situations,
demonstrations, natural disasters, chemical contaminations -are “of the moment,” at the school, and a potential
threat to lives or safety. Other kinds of crises include real or perceived financial wrongdoing, labor negotiations,
and teachers”’ sirikes:

One thing common to the above situations is that the damage inflicted on an organization’s reputation is
determined more often by its handling of a crisis than by the seriousness or outcome of the crisis itself.

While it’s true that an essential vehicle for getting out your message is the news media, preparing to
handle the news media is just one aspect of overall crisis communication. It’s worth reviewing the “big picture”
of crisis communication before getting into specifics of preparing to deal with the news media.

THE BEST PREPARATION - HAVE A PLAN.

Crises unfold quickly. Being prepared and ready to anticipate what you’ll need to do will help you
immeasurably if and when you face a crisis. A plan boosts your ability to manage the situation and minimize the
damage with external audiences. Advance planning also enables you to make sure those within your school
understand the tough issues you face and how they affect everyone concerned.

Another good reason for advance planning is that in case of a crisis, you will not waste any time debating
process or basic facts or procedures when you should be “out front” managing your message and the issues at
hand,

Managing the flow of information may be the single most important thing you do in a crisis, Having a plan
in place helps you to do that,

Establish a Crisis Communications Team
The team should include appropriate school officials, tegal counsel, external counsel where applicable, and
selected representatives from constituencies as appropriate and desirable. For example, at times it may be

prudent to include faw enforcement, teachers, or others depending on the nature of the crisis. One person, if
possible, should be designated as the spokesperson to deal with the news media.

46
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Develop a Crisis Communications Plan

A plan outlines important steps that need to be taken by school officials immediately when a crisis hits .
when information must be gathered and distributed quickly and accurately to all who need to know The plan
will minimize the risk of overlooking an important step in the first 24 hours after a crisis hits, when the time
frame for making important decisions is a matter of minutes.
Conduct Crisis Media/Message Training Sessions for the Crisis Team

Crisis fraining is an essential component of advance planning. It helps you focus on core messages about
the institution -in this case, the school _and builds the teamwork and rapid response mechanism needed should a

crisis hit. Such training has two basic elements: what you’ll do when a crisis hits, and how you’ll explain what
yot're doing fo others.

Review and Update the Plan Periodically

A plan on a shelf does litile good. Personnel, governance and operations may change, and an evolving
public ¢limate should be reflected in your plan.

CRISIS CHECKLIST: ACTION STEPS
Each crisis will be different; here are some basics for your erisis checklist.

. Assemble the core crisis team according to a predetermined notification list. Contact appropriate
legal counsel. Contact appropriate agencies and insurers per. legal counsel.

. Notify families in person, if possible (where applicable).

. Address the needs of victims and their families (where applicable).

. Compile all required/available information to make decisions.

. Be ready to play central role, both on the crisis team and publicly as a leader.
. Contact administrative help.

. Notify employees/others.

. Consider counseling for victims, coworkers, families (where applicable).

. Notify appropriate public officials and community or interest groups.

. Draft a factual statement and distribute it to the full crisis team.

. Review who else needs the information, when, and in what sequence.
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If the core crisis team determines that outreach should be made to the news media, this should be done as
swiftly as possible. One person on the crisis team should coordinate contact with appropriate reporters and,
where warranted, editorial boards to set up interviews or meetings.

MANAGING THE NEWS MEDIA

Before, during and after a crisis, public perception of your school will in part be shaped by the news media,
It is essential that information shared by the spokesperson with the media is as up-to-date and complete as
possible.

It’s usually a good idea to respond to media inquiries as soon as possible. Delay in responding to media can
create the perception that you have something to hide, Or, that you don’t know what you’re doing.

At the same time, do not rush to deny or accept responsibility. The initial information you have may be
incomplete or wrong. Do your own investigating before reaching any conclusions. (In some cases, that could
take days, weeks or months.) You do not have to have all the answers right away, despite the news media’s
aggressive quest for information.

1t’s best to keep the number of people and supporting materials to 2 minimum when meeting with members
of the news media. The most effective approach is a clear and persuasive argument, backed up with easily
understood facts,

Prepare a basic statement for the media. Make sure that it is reviewed by the core crisis team. Stick to the
facts and don’t speculate or theorize. Make sure your organization’s concerns and compassion are reflected in
the statement. A preliminary statement is fine; it can buy you valuable time. Determine what else you need
(question and answer pieces, list of supporters, third-party quotations, background information, and so on).

As 5001 as you're ready:

* Contact all appropriate media. In most cases, it’s best the news media hear from you first about what’s
happened.

* Provide news bulletins as the crisis evolves/ unfolds.

* Record the names of arriving reporters at the *scene and represented media outlets.

* Provide information to all media outlets and record to whom what information is released.
* Receive phone calls from the news media.

* Determine whether an on-site news conference or briefing is necessary.

It is important to work with, rather than against, the new media (they are not the enemy!). This will help
prevent the spread of misinformation, as well as demonstrate that school officials are concerned for the safety
of students, employees and neighbors. You must assure the public that the school administration is taking all
steps possible to remedy any crisis and keep people safe. The media can help you do that. Make it clear to the
media that you are providing as much information as you can, as soon as possible. At the same time, of course,
the school must balance the public’s right to know with legal and privacy~ concerns.

Responding to Negative Stories
Should the news media run a negative story; an inumediate response should be made in

- the form of a call to the reporter and/or letter to the editor. In some cases, it’s appropriate for the response to
come from the most senior official possible. In other cases, you may want to downplay the importance of the
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story and not have your top spokesperson respond. In any case, stick to the facts and your key messages when
formulating your response.

Media Monitoring

Clipping services and radio and television monitoring services can be helpful, should the situation
warrant.

THE ABC OF CRISIS COMMUNICATIONS

Here are a few tips for dealing with the news media that will serve you well in the crisis environment.
Thinking about these in advance and making sure your crisis team does the same is good preparation in itself.

The As

*Anticipation

Before talking to the media, anticipate likely questions and have answers ready be aware of gaps in
information, and know where you’re most vulnerable to media scrutiny Know your history with individual
media organizations or reporters.

+ Agenda

Prepare an agenda of points you want to make during an interview Even though there is a tendency in a

crisis situation to simply react to media questions, there are still messages you want to communicate about the

situation and how you are handling it. Identify three or four major message points and make sure they are
repeatedly stated during the interview.

*Accessihility
Be accessible to the news media. Many crisis situations call for having the most senior executives do the
media interviews. This conveys that you are taking the crisis seriously. Respond to reporters as quickly as

possible, even if only to field a question that you will have to research. You do not want the media to say school
officials were unavailable for comment.

The Bs
* Brevity

Comments should be concise, informative and relative to the subject of the inquiry when you start to
ramble and move from the subject of the question, you may stray into dangerous or off-point topies.

* B.S.
Do not “b.s.” the media. You will damage your credibility if you come across as insincere, or even worse,

atrrogant. Do not gloss over or minimize problems. f you do not know the answer to a question, say 5o, and let
the reporter know that you will do your best to find out the answer as quickly as possible. Also, avoid the,

49

§ <297



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

phrase “no comment” when at all possible. In some cases, you may not be able to comment publicly, but try to
find a better way to describe your inability to comment. Say something like, “We’re still doing our own internal
investigation and will have more to tell you later” or “Negotiations are at a very sensitive stage, and it could be
harmful if we commented right now”

Take control of the situation quickly Assemble the core crisis team immediately and make it clear to the
media that you are getting control of the situation as best you can . that you are not just “letting things happen.”

+ Bad News
Get out the bad news yourself -do it quickly, and get it over with and behind you. The worst thing you can do
is prolong a crisis by stalling so that it drips out like a leaky faucet. Stalling or offering only fragments of the story
will create an information gap. That gap will be filled by speculation, or even worse, by misleading or incorrect
information from unfriendly sources. Frame the bad news in your own context. This allows you to explain what
happened from your perspective. ‘Getting the bad news out quickly yourself will also win you points for candor
and credibility? With the news media and general public.

The Cs
* Consistency

Consistency of message is always important, but it is critical in a crisis. Provide information that is as
accurate and up-to-date as possible. Your credibility is already on the line because of the crisis; do not add to
your problems by having to go back and cotrect misinformation. Keep information centralized and make sure
the spokesperson is weli-briefed by the crisis team before fielding questions.

» Concern

While you will understandably be concerned about the school’s reputation, your primary concern must be
for the people affected by the crisis -the students and their families, the injured, teachers and other employees,
whatever the case may be. That concern must come across in your communications with the news media. Do
not, however, take responsibility for the crisis.

HANDLING UNEXPECTED MEDIA

It is important to be prepared for the media if they call or arrive at the school site. However, should media
call or arrive unexpectedly, follow your communications plan to alleviate confusion and avoid the spread of
misinformation.

Since schools do not necessarily have a centralized receptionist, it is extremely important that all employees
be notified of the situation and instructed nof fo answer any questions, and to forward all media inquiries to a
designated contact on the core crisis team and/or the designated spokesperson.

If media or others unexpectedly arrive at the school scene, these guidelines should be followed by the
person af the site:

Do not give out any information, no matter

how “harmless” it may seem.

Politely tell the reporter that because of safety measures (or whatever is credible and appropriate to the
situation), he/she should wait outside while someone is located to help him/her.

Another employee should make sure the reporter stays outside.

50

Q9. 299



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

Locate the crisis team leader immediately, and if a different person, the spokesperson.
Escort the reporter to the conference room or other holding area.

LOGISTICS: ORGANIZING A MEDIA INFORMATION CENTER

In a severe emergency, or when a situation draws intense media scrufiny, you may want to set up a media
information center to ease communication and manage your message.

The following should be available in the media information center during emergencies or situations that
draw intense interest:

Telephone lines for outgoing calls

Two cellular phones (in case of power problem)
Word processor, paper and white-out

FAX machine

Photocopying machine

General media information kit about the school
Copies of the news release pertaining to the crisis
Large map of site for briefing

Smaller, individual maps of the site for media
Poster board, black markers, duct tape and scissors
Radio(s)

Television(s)

VCR

Radios (walkie-talkies)

Pagers for key personnel

Notepads, pens and stapler

Coffee-other refreshments

Ashtrays

Administrative assistance

Small generator in case of power failure

VYV VY YVYVYYYVYVYVYVYVVYVYVVVYY

THE AFTERMATH OF A CRISIS: PITFALLS AND OPPORTUNITIES

While the initial burst of activity may subside over the course of hours or days, the aftermath of a crisis can
be a dangerous time, It’s easy to sigh with relief that the worst is over. Don’t {all prey to this temptation; sustain
the momentum of interest and use it as a chance to get out positive messages and stories if you can. For example,
think about visiting editorial boards, taking out an advertisement in the newspaper, showcasing letters from
third- party supporters, reaffirming the schools commitment to quality, safety and performance, and so on.

Keep in mind, too, that separate from the crisis you have just been through, the school may have upcoming
plans that will be affected. Reassess your public relations and community relations efforts to make sure they
“fit” given what’s just happened.

Finally, you may want to plan substantive activities that will help to reestablish your school
administration’s reputation and {eadership in the community
© 1999, National School Boards Association,

1680 Duke Street, Alexandria, VA 22314,

51

QA.AN



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

Sites to add Site Personnel Directory.



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

2013-2014 Classified Staff - LCS

1.  Campus Supervisor
2. Librarian Tech Balonek, Irma
3. Instructional Aide SDC Begley, Cynthia
4, Food Service Lead Borba, Michelle
5. Site Cafeteria Cashier Bortolus, Vickie

a. Kindergarten Aide (2

hrs)

6. Campus Supervisor Callahan, Michelle .50
7. Custodian PM Carrasco, Art
8. Instruction Aide Kinder DeRosset, Dora
9. Instruction Aide SDC Ferguson, Ryan
10, Campus Supervisor Finn, Liz
11. Campus Supervisor Slack, Staci
12. Kindergarten Aide Henri, Debra
13. Clerk Mendoza, Rita
I4. Site Food Service Asst. Navarrete, Maria
15. Campus Supervisor Props, Tera
16. Custodian AM Shawnee, Markus
17. RSP Aide Shima, Holly
18. Campus Supervisor Shorkey, Jon
19. Clerk Shorkey, Trish
20. Secretary Soha, Pam
21. Instructional Aide Suttivong, Ausanee
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2013-2014 - Certificated at LCS — Room Numbers

arren, Donna

Kindergarten PM

Dayna Swanson

K2

Kindergarten AM

Giannini, Jackie

K1

Kindergarten PM

Fleshman, Amanda

K1

First

: o,am .

Brown, James

First Grade

Mason, Jennifer

Cl01

First Grade

Cassidy, Liz

C103

10. Second Grade '

i Ochoa Mariela

Mnr aule “

E103

11. Second Grade

Beatty, Scott

E102

12. Second Grade

Shelton, Lauretta

Dio2

_13. Second Grade
14, Third Grade

s aatic, Hilma s C———

Botonis, Lauren

15, Third Grade

Crook, Jaclyn

Ei04

16. Third Grade

Bombard, Cecilia

F1o1

T ird Grade

A | Stuckey, Julie
18. Fourth Grade B

Coleman, Darren

G102

19, Fourth Grade

Cruice, Jamie

G103

20. Fourth Grade

Stone, Sheri

Gio4

21. Fourtl/Fifth Grade

Shye, Laura

Cl01

22, Fifth Grade

Sliepen, Laura

H101

23. Fifth Grade

Wright, Jennifer

H103

Saurer, Diane

Hi02

F103

Adams, Shelley

M-T-Th-F

28. Music

Greene, Lisa

T Yeam; W

29. Science

Brothers, Annie

M-F

30. Science

Patterson, Allison

Y amTh/Fri

31. Speech

Matiska, Barbara

Speech Room

32. Speech

Donkor, Eflen

Tues/Thur

33. School Psychologist

Galvan, Victoria

Wed/Fri
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Lincoln Crossing
Safe Schools Goals and Support Plan

Goal One: Al students will have safe ingress and egress during the daily school routine or during a
crisis situation.

Objectives:

e Parents are directed for safe and orderly traffic flow for drop off and pick up through
information in the student/parent handbook, first day packets, through the school newsletter
and during parent meetings. Frequency of parent communication will be monitored as needs
and issues are assessed. ~

* The school administrator works with the City of Lincoln and Lincoln Police Department to
establish safe routes to school and to ensure that traffic safety is monitored. Freguency of law
enforcement involvement will be assessed by traffic flow incidents, parent and staff input.

o The school administrator will work with district personnel to install appropriate painted curbs,
crossings and roadways to ensure student safety,

« Procedures are in place for emergency evacuation from the campus. Procedures will be

assessed by local fire and law enforcement agencies.

A Crisis Management Team and strategies are in place in an emergency situation.
Emergency kits will be checked monthly and updated as needed.

Drills are held monthly and assessed by the principal and office staff.

Procedures are in place for the safe drop off and pick up of students.

@ o & 9

Goal Two: The Lincoln Crossing campus is a secure and safe environment where students are
learning and using the 7 Habits for Highly Effective People skills..

Objectives:

= The campus is closed. Visitors must sign in and receive a visitor's pass before they can be on
campus. Students must be signed out before they can leave the campus. Staff and office
personnel monitor and assess this procedure.

» Students are not released to anyone not listed on their emergency card or designated by their
parent or guardian. The principal and office staff monitors this objective.

» Adequate lighting is in place {o ensure safety on the campus at night. The principal and night
custodian make night checks to ensure all hallways have adequate lighting.

s Lock-down and evacuation procedures are in place. Office staff and principal assess the
procedures during lock-down drills. A cadre of staff will participate in training as available and
will train the remainder of the staff.

» Main entry and exit points are monitored. Staff is visible and continually assess the ingress and
egress of students and visitors.
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o Staff members wear picture 1D badges.

« There is adequate supervision during recesses and high traffic areas as assessed by parent,
staff and student surveys and office referrals.

s A Security system is in place and the custodians, principal and District maintenance crew
monitors its use.

Student Support:

It is a priority at Lincoln Crossing for safe ingress and egress of pupils, parents and school employees
to and from school. There is constant communication to parents on the safe ingress and egress
procedures.

Safe drop off and pick up of students is a priority. Drivers are advised to exercise good judgment and
extreme caution particularly during the peak hours of 7:45am. to 8:15am. and 2:20pm. to 2:50pm.

Lincoln Crossing School works with Western Placer Unified School District Transportation to maintain
safe and orderly bus transportation for students. inappropriate behavior is dealt with immediately. Bus
drivers are well trained and safety conscious. School staff supervises loading and unloading the bus
and the exiting of school.

Teachers and staff monitor the loading/unioading of cars and student arrival/departures before and
after school.

The campus perimeter is secure from criminal activity. The campus is closed and access signs are
displayed prominently at entry points. All visitors must check in at the office and wear visitor badges.
Lincoln Crossing adheres to the Western Placer Unified School District's Policies on School Safety.
Staff is trained to direct unidentified persons to the main office.

Door locks allow teachers secure their classes and lock their doors without stepping outside to use a
key with allows for safe lock-down procedures.

The school playground is gated and limits vehicle access to school grounds.
There is adequate staff supervision when students are on playground. Staff is on duty as students
leave campus. Teachers monitor the hallways. Loitering and trespassing by older students is not

allowed.

A Crisis Response Box is in place. Current phone numbers are kept in the emergency
kit to be used in case of student, staff evacuation.

Places for loitering are limited. Hallways, restrooms and other potential trouble areas are monitored
and supervised. Appropriate lighting has been installed for lighting of darkened areas.

Physical conditions that could lead to accidental harm are promptly corrected. District safety

inspections, made by the school safety committee, are conducted several times a year. The
inspections include a tour of the school site checking for safety hazards.
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The school policy dealing with vandalism includes procedures for painting over graffiti and making
repairs before students arrive on campus. Families may be held liable for financial restitution for
graffiti, vandalism and damage to school property. Broken windows will be replaced immediately.

School buildings and classrooms are well maintained and free of physical hazards. They are
designed for student safety, security and to prevent criminal activities.

Playground safety rules help to prevent falls from recreational equipment and landscape designs
prevent students from climbing to dangerous heights. Rules on orderly walking in hallways are
enforced. Maintenance personnel continue to monitor slippery walkways on rainy or icy days.

Staff explicitly teacher the 7 Habits for Highly Effective People to students with students encouraged
to utilize the 7 Habits as they interact with others, set personal goals, and work cooperatively to help
their peers achieve academic and personal success. Good Habit Tickets are given to students who
demonstrate one of the 7 Habits.

Emergency exit plans are posted in every classroom. Teachers discuss and review the emergency
plans with students. Monthly fire drills are practiced following requirements of the Lincoln Fire
Department. Earthquake drills are practiced annually. Emergency procedure drills, including an
intruder on campus are practiced annually.

Procedures are in place for student evacuation in alignment with local law enforcement. Procedures
are in place for a Lock-in/Sheltering In-Place if a chemical is spilled near the location of the schoof.
Procedures for evacuation to the soccer field are in place for a gas leak or bomb scare. Procedures
are in place for evacuation to an alternate site if necessary.

Should a bomb threat be received, the principal or the designee shall: Notify the police of intended
actions. The principal of designee may request assistance. If assistance is requested the principal will
state clearly where the law enforcement officials may meet him/her upon arrival on campus. The
principal will also notify the superintendent. The decision to evacuate whole school (fire dril) or on an
individual room by room basis will be determined. Staff will avoid any publicity concerning the bomb
threat. If the “bomb threat” caller has alerted the news media, the district office will supply assistance
for the principal in working with the press.

All persons will be given clear direction to not disturb any suspicious objects/packages.
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{NOTE: The Crisis Response Plan is ONE of TEN sections of the
Comprehensive School Site Safety Plan)
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NAME

CHAIN

Site Leader — Principal
(Oversees ENTIRE Situation)

By Site - Name/Cell
CCC - Terri Dorow
COES —Scott Pickett
FSS — Ruben Ayala-
FRES-Kelly Castillo

SES — Kris Knutson-

PHS - Michael Dohe

Site Coordinator
{Deals with SPECIFICS/DETAILS
of Situation)

Site Principal->Superintendeat/DO =
Site Principal — Site Coordinator

Continuous Loop ~ Site Principal
keeps Superintendent/DQ informed &
Superintendent/DO provides
leadership to Site Principal

Site Principal delegates to Site
Coordinator so that the Site Principal
is available and not tied down with a
specific task

CCC - Cindy Hood — i
COES — Emily Coffee
FSS§ - Bill Justice —
FRES — D.Burbage-Macaluso
LCES — Pam Scha- @
SES ~ Karen Roberts
TBES - Johin Kovach
GEMS—Joshua O'Geen |
TBMS — Randy Woods
LHS — Vicki Eutsey —
PHS — Mike Maul —§

Site Principal->Superintendent/ DO -
Site Principal - Site Coordinator

Site Coordinator -» Site Staif

CCC 645-63%90 GEMS 645-6370
COES 645-6380  TBMS434-5270
FSS 645-6330 LHS 645-6360
FRES 434-3255 PHS 645-6395
LCES 434-5292

SES 530-633-2591

TBES 434-5220

District Administrator
{Coordinates all actjvities, rumor
“control, communication)

Scott Leaman,
Superintendent
(Mary Boyle, Deputy Supt)

Scott Leaman -2 Site Principal - Site
Coordinator

District Office Liaison
(Communicates to Depts/Sites)

Audrey Kilpatrick, Asst Supt.
(Remains at DO)

Mary Boyle - District Office -2 Other
Sites/Tech/Head Start, as appropriate

Community Liaison
{Communicates to Media/Other)

Scott Leaman, Supt.

Scott Leaman —»LPD, etc.

Crisis Response Team
{Provides Emotional Support)

Tammy Forrest, Dir SPED 2
Schoo! Psychologists/Counselors
> Staff/Students

Mary Boyle —=» Tammy Forrest
-2 School Psychologists & Counselors

Transportation
(Buses Students as Necessary)

Audrey Kilpatrick, Asst Supt -
Mark DeRossett, Transportation Dir

Mark DeRossett — Kate Johnson =
Bus Drivers, as needed

Maintenance & Facilities
(Physical Plant/Safety Needs)

Audrey Kilpatrick, Asst. Supt, =2
Heather Steer, Facilities &
Curtis Stizzo, Maintenance

Heather Steer & Curtis Stizzo>
Maintenance personnel as needed

Personnel Ryan Davis, Director Personnel Ryan Davis ~» Kari O'Toole/Melissa
(Provides Info as Needed) Services Ramriez

Communication Audrey Kilpatrict, Asst Supt Curtis Stizzo-» Maintenance

(2-Way Radio Support)

Technology Mary Boyle - Bob Lyons Bob Lyons > Eli Turner - Joe Ross

{Provides technological support)

Translation
(Provides translation as needed)

Mary Boyle ->Suzie Dollesin

Suzie Dollesin - Ramey Dem ~»
Maria Gonzalez <> Rosemary Knutson

Nursing
(Provides Medical Support)

Mary Boyle - Jessica Rogers &
Sara Hodgen

Jessica Rogers & Sara Hodgen >
Clerks/Clerk I1's

<) 4 310




ESSENTIAL TELEPHONE NUMBERS

Telephone # Fax # Cellular # Other #
DISTRICT
OFFICE/COMMAND
CENTER
Scott Leaman, Sapt 645-6350 645-6356
DISTRICT OFFICE
LIAISON
Mary Boyle 645-6350 645-6356
COMMUNITY
LIAISON
Scott Leaman, Supt 645-6350 643-6336
PERSONNEL
Ryan Davis, Director 645-5293 645-6348
MAINT/FACILITIES
&
COMMUNICATIONS | 434-.5000
Audrey Kilpatrick 434-7268
Heather Steer 645-5100 645-6582
Curtis Stizzo 434-3000
TRANSPORTATION | 645-6346

645-5171
Mark DeRossett 434-3758
Kate Johnson

530-637-5322 530-637-5299 Alarm Shut-Off Info,

INTEGRATED FIRE
SYSTEMS, INC

Emergency Page # 866-952-6840
See Page 3 for passcode | 866-952-6840
TECHNOLOGY

Bob Lyons 645-5715

Eli Tumer 645-4017

Joe Ross 645-6394
CRISIS RESPONSE 645-6350
Tammy Forrest 645-4078 645-6356
Amy Petterson

Sandi Miller

Ellie Martinez

Mayela Martinez

Vincent Hurtado

NURSING

Sara Hodgen 645-6360
Jessica Rogers 434-5270
TRANSLATION

Ramey Demn 645-6350
Maria Gonzalez 645-6350
Rosemary Kaoutson 645-6350
Melissa Ramirez 6435-5293




Décember 10, 2010 Accessing Alarm Account Fistory

On the Imernet. type in g8 g ihe address line.

Using all CAPITAL leuers., enter the site account # tat vou wanl to access.

For the password. enter your pre-established password or use mine!
i the enter button,

A list of responsible parties for the site will come up on the sereen,
Ta the left you wilt see a tab that savs “Recent History™. Left click on that tab.

You should now be able o view and print every event that has come through to the
manitoring company in the last {ew months.

To exit. 2o to the tab in the upper right comer. You can then log in again to see another
site [ you like, I not, just close the Internct window,

Site Accountf Tvne Addroess Phone
CCC Security 150 E. 12" Streci 643-6390
COES Security 2030 1" Street 645-6380
FS% Security 1400 1* Stireet 643-6330
FRE. Fire 1561 Joiner Parlway 434-3255
FRE " Seenrity T

LCE Fire 633 Groveland Lane 434-5292
LCIZ Seeurity

SES Security 4730 H Strect {5303633-2591
TBE Tire 2438 Lastridee Drive 43:4-5220
TBE Security

GEMS Security 2454 L. Street 6:453-6370
IBM Fire 77 Westview Drive 434-5274
TRM Securily

LHS Fire 790 J Street. 643-03060.
LHS Security

PHS Security 870 J Street 045-6393
Buog Fire 2705 Nicolnus rd. 045-6373
Bus Security

OoBo Security 14 .. Sireet $3:4-50001
NDQ Security 600 6™ Streot 6:45-6330

¢ I Password to place on test or 1o call in a false alarm

K..31A



Using Your ICOM or KENWOOD Radio
April 3,2013

These radios have been programmed to communicate with the base stations at all sites.

Da not set vour radio to Channel 1.
This Channel js designated for EMERGENCIES ONLY.

Keep your radio charged up, but not left in the charger for more than 24 hours.

Turn on the radio, (top of radio, dial knob on the right.). Turmn the volume up, (same
knob)

Make sure your channel is set to the site assigned channel. (Either dial knob on top or
scroll arrows on the face of the radio.)

Depress the “push-to-talk” button and hold it down until you finish talking. Release the
talk button and wait for a response.

To talk to another site, use the channel assignment below

Ch. 1 Emergency only Ch13 Foskett Ranch
Ch.2 Transportation Ch 14 Twelve Bridges E
Ch. 3 Maintenance Ch 15 Lincoln Crossing
Chd Food Services Ch 16 CARE (after-school)
Ch$s Twelve Bridges M.

Ché Sheridan

Ch7 Creekside Oaks

Chg CC Coppin

Ch9 First Street School

Ch 10 Glen Edwards

Chll Phoenix High

Ch 12 Lincoln High




DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

OTHER DISTRICT NUMBERS
CARE (After School Program) TECHNOLOGY 434-3737
Lauren Quinn, Director Bob Lyons ‘
645-51335 (office)
FSS 434-5038 Eli Turner
GEMS 645-4020
SES 530-633-8119 Joe Ross
Chuck Youtsey
HEAD START PRESCHOOL
ccc 645-1051 Gordon West
Infant/Toddler Center 434-3705 (MNext to Phoenix High School)
FAX 434-3706 Anayat Sharifie
WPUSD PRESCHOOL
1T &1 645-1772
SES 530 633-2591
CCC 016-645-6390, ext 37
STAR Creekside Oaks  434-8085
Twelve Bridges  434.6542
Lincoln Crossing 409-0797
Foskett Ranch 434-5884
FRES Preschool 632-8417
CAFETERIA
GEMS - Food Director  645-6373
LHS — Dawn 645-6365
CCC - Kitchen 645-6392
Cafeteria Cierk 645-6375
GEMS Cafeteria Clerk  645-4054
FSS Cafeteria Clerk 434-7283
TBE Cafeteria Clerk 434-5212
TBM Cafeteria Clerk 434-.5269
LIGHTHOUSE COUNSELING & FAMILY RESOURCE CENTER  645-3300 Fax ~ 434-3735
DISTRICT OFFICE EXTENSIONS
101 Denise Arger, Receptionist 118 Roberta Giles, Special Ed. Clerk
102 Allison North, Sub Caller 119
103 120 Remey Dern, Interventions Secretary
104 Rosemary Knutson, Superintendent Secretary 121 Stacie Wyatt, Account Technician
105/106 | Scott Leaman, Superintendent 122 Tammy Sommer, Account Technician
107 Mary Boyle, Deputy Supt. Educational Services 123 Bonnie Pellow, Account Technician
108 Maria Gonzalez, Admin Assist Ed. Services 1247125
109 Audrey Kilpairick, Asst. Supt. Business 126 Debbie McKinnon, Payroil Techrician
110 Carrie Carlson, Dir. of Business 127 Rhia Zinzun, Payroll Technician
121 . 128 Melissa Ramirez, Personnel Technician
12 Ryan Davis, Director Personnel Services 129 Kari O'Toole, Personnel Technician
113 130
114 Suzie Dollesin, Program Specialist Interventions 131 Heather Steer, Facilities Planner
115 Amy Pettersen, Program Specialist Spec. Ed 135 Lauren Quinn, CARE Program
116 Tammy Forrest, Dir. of Special Education 137
117 Diane Metzler, Sccretary Special Education 138
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DISTRICT ADMINISTRATOR
Responsibility Checklist

Superintendent Leaman/Deputy Superintendent Boyle

Basic Duties: Oversees coordination of all activities; makes decisions re evacuation off-
campus

£l CONFIRM FACTS Obtains accurate information about the total situation.
Determines
the degree of impact.

1 Works with principal to decide whether to evacuate off campus.

1 Works with principal to convene the Crisis Response Team,

3 Works with District Office Liaison to set up a Community Bulletin
Board/Communications

at District Office.

Authorizes Board members to be contacted.

Notifies City Manager of situation.

Goes to school site.

Works with site team to support resolution activities.

Works with District Liaison to communicate with District Office staff to update
rmation and
to provide support.

O

O

1

O Contacts own family to assess their safety and to inform them of situation.
1

O

info

Updates Board members.
Approves communication to parents emphasizing the positive.

Assists the site with evaluation of the event and the response.

O o o 0O

Plans and sends appreciations to people who helped: letter to the editor, potluck, efc. is
appropriate to retain a feeling of community.

8

Conducts debrief after the event.
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DISTRICT OFFICE LIAISON
Responsibility Checklist

Assistant Superintendent, Audrey Kilpatrick

Basic Duties: Coordinates all activities at the District Office location.

[ Confirms situation with Superintendent.

Sets up and organizes District Command Center (Business Office)
Notifies Transportation, Maintenance, Personnel, and Communication, where necessary.

Screens calls to Superintendent’s Office. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

3 Provides updates to Board members. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant,

&3 Updates voicemail message on district phones. Delegates to the Superintendent’s and
Deputy

Superintendent’s Secretary/Admin Assistant.

Notifies and updates all sites of the situation.

Advises other districts of situation, if required.

Notifies the Placer County Office of Education, if warranted.

Coordinates repairs, if needed.

O 0o o o o

Contacts insurance carrier

¥.A.3 b



SITE LEADER - PRINCIPAL
Responsibility Checklist

Basic Duties: Oversees entire situation on site; works with Superintendent to make
decisions.
O Principal deals directly with District Office/Community coordination.

[1 Principal makes necessary decisions in consultation with District Office.

[1 Principal notifies local law enforcement/fire department when deemed
appropriate.

[1 Principal works with District Administrator to activate Crisis Response
Team {School psychs/counselors)

[0 Principal oversees entire operation and respond as needed, confident the
entire operation is coordinated, organized and under the control of a
competent Site Commander.

[0 Principal trouble shoots based on developing circumstances.

[0 Principal works with District Office re media operations/ communications.

1 Principal works with emergency personnel.

[0 Principal accompanies students and faculty to a safe evacuation site if
deemed appropriate.

[0 Principal is efficient/flexible/available to make decisions and communicate —
not tied to a specific task.

i0
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District -

SITE COORDINATOR
(Task Master)
Responsibility Checklist

CCC - Cindy Hood [
COES —~ Emily Coffee |
FSS - Bill Justice |
FRES — Dan Burbage-Ma
FCES — Pam Soha
SES - Karen Roberts |
TBES ~ John Kovac
GEMS - Josh O'Geen
TBMS - Randy Woods
LHS - Vicki Eutsey
PHS — Tracy Gruber g

Basic Duties: Cgordinate all activities at the incident site.

Directs activities of Site Command Center

Alerts Teachers as required

Ensures Staff are at required positions with equipment/information necessary to complete tasks
Assigns additional duties to available staff and direct site operation

Communicates with nursing staff and Crisis Response Team, as needed

Communicates with Transportation, Food Services, as necessary

Organizes and coordinates all necessary activities at site.

Requests added personnel from Personnel Officer.

Works with Site Principal to advise parents of early dismissal of students, if necessary.

O o oo oc o oo o .

Provides information to Superintendent/media spokesperson regarding early dismissal of
Students and other information, if/as necessary

R.A.21%



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

DESIGNATED SECONDARY PERSON IN CASE
THE PRINCIPAL OR SITE COORDINATOR IS
UNAVAILABLE

NAME CELL #

CCC — Teresa Avelar

COES — Annie Larsen

FSS — Norma Lazaro — |
FRES - Katrina Moddelmog

LCES — Irma Balonek- [

SES ~ Mike Maul —

TBES — Corie Volmer NS

GEMS — Debra Morrison £

TBMS — Todd Boynton |

LHS — Barbara Green — |

PHS — Clint Nelson —

3.9.31
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TEACHERS
Responsibility Check List

Basic Duties:  Supervise and assist your students

In Classroom (Lockdown or Shelter in Place)
Secure your classroom - lock doors, close windows and shades/blinds.
Attempt to keep the student calm
Provide first aid where necessary
(Lockdown - Students and teachers maintain duck and cover positions away from
doors/windows)
Place color card in the window
Green = all safe
Red = CRITICAL - need help - injury - missing student
(M Do not use the phone - do not use cellular phones

I Oopoo

Evacuation (Fire, Bomb Threat or Off-Campus)

(| Quickly, yet orderly, escort students to safe area as designated in Site Plan
(| Take record book, student information cards, color warning cards

(] Take attendance when safe site is reached

A STAY WITH YOUR STUDENTS - wait for instructions re student release

Teachers on prep period

[ Report directly to identified areas to secure the campus

[ Assist the Site Coordinator with needs (Assist at evacuation site, serve as a runner, make
phone calls, efc....)

(SEE PAGE 24 - LIST OF OFF CAMPUS SITES)

13
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COMMUNITY LIAISON
Responsibility Checklist

Superintendent, Scott Leaman

Basic Duties: Your position is fo coordinate all activities at the community level.

Act as media spokesperson.

Coordinate with District Office Liaison and Administration

Work with site team members to advise parents.

Be in communication with site level person at hospital.

Be in contact with City Council and Local Officials, as needed

Relay information about hospital victims to District Office Command Center.

At Site Administrator’s request, take a leadership role in conducting parent and
community meetings.

Contact radio, television, newspapers, as deemed appropriate.
If requested by site, coordinate a community resource response.

Plan with Site Principal and Crisis Response Team for a community meeting, if needed.

14
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CRISIS RESPONSE TEAM
Responsibility Checklist

Tammy Forrest
Amy Pettersen

Basic Duties: Your main function is to organize and dispatch members of the

Crisis Response Team fo the appropriate incident site.

Crisis Response Team Members: (School Psychologists and School Counselors)

health

O O

O

O o o 0o

come.

Tammy Forrest, Amy Pettersen, Sandy Miller, Ellie Martinez, Mayela Martinez, Vincent
Hurtado, Janice Giorgi, Victoria Galvan, Liz Wilson, Tom Kelly, Lisa Noma, Mary Lou
Resendes, Terry Thickens

At request of site Crisis Response Support Team Leader, contact community mental
Tesources.

Direct activities of any District Interns.
If requested by site, contact neighboring districts and secure their assistance.
Contact Placer/Sacramento County law enforcement chaplaincy, as necessary

Contact Placer/Sacramento County Department of Mental Health to alert the Critical
Incident Stress Management Team, as necessary

Provide support to students and staff, if requested; assess critical situations.
Assist site in staffing safe rooms for students and staff.
Provide written information to parents concerning possible reactions to the event.

Be available for consultation to site as they conduct follow-up activities in the weeks to

15
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TRANSPORTAION
Responsibility Checklist

Mark DeResset/Kate Johnson
Basic Duties: Coordinate all transportation needs surrounding the incident.

O Work with dispatcher to contact bus drivers, if necessary.

1 Advise Mid Placer Transportation of situation and coordinate resources, if necessary.

1 Advise drivers of staging areas and routes.

(I Assign mechanics and available maintenance staff to work with Lincoln PD (if available)
to

block and direct traffic to allow buses to safely enter and exit designated pick-up area.

W} Provide evacuation to secondary site, if necessary.

. Provide early transportation home to regular bus drivers as necessary.

1 Check off names of students on bus rosters as they reach exit gate; have mechanic escort
them

to proper buses.

16
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MAINTENANCE/FACILITIES
Responsibility Checklist

Curtis Stizzo
Heather Steer

Basic Duties: Provide all necessary support as deemed appropriate

Accompany Superintendent to incident site.

Provide blueprints and any other technical data of the site.
Designate staff to bring extra communication equipment to the sites.
Assist emergency services personnel with information about the site.
Provide any required resources to emergency personnel.

Provide support in establishing site command center.

O O o o o o 0

Coordinate repairs.

17
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PERSONNEL
Responsibility Checklist

Ryan Davis, Director of Personnel
Basic Duties: Identify district persomnel who can be of assistance during the crisis.

1 Notify employee families affected by the crisis.

I] Assist site with information on personnel, including substitutes, who are present on
campus.

Contact substitutes to work upcoming days.

Assist in coordination of specialized personnel to incident, per request of Command
Center or District Liaison.

1 Provide and maintain an updated resource guide of specialized personnel.

18
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COMMUNICATION
Responsibility Checklist

Curtis Stizzo

I;asic Duties: Provide the most effective form of communication to the incident site under
t

) circumstances.

i Work with Telephone Company, as necessary.

O Update voice mail message, as appropriate.

1 Keep sites updated on telephone status.

(| Coordinate use of District’s 2~way radio system and all phone contacts.

19
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TECHNOLOGY
Responsibility Checklist

Bob Lyons

Basic Duties: Provide access to electronic communications services.

Provide information on mass messaging — email, voicemail, text.
Work with Site Leader to coordinate messaging.

Work with sites to provide access to Student Management System (AERIES)

0 N S R

Assist with technology needs.

20
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DISTRICT NURSE
Responsibility Checklist

Jessica Rogers R.N. & Sara Hodgen R.N.

Basic Duties:

Provide the best possible first aid service to the incident site as circumstances permit.

i At request of Site Coordinator report to site and establish a first aid station area; ensure
adequate adult assistance.

1 Provide direction to Clerks re handling of Student Medication.

O Provide direction and support to Clerks re reviewing Student Health Care Plans for
students with

critical needs.

Direct first aid station under the supervision of the Site Coordinator.

Coordinate activities with hospital, if needed.

Meet with parents of injured students.

Oo 0O o 43

Assist school site team with parent or community meeting.

21



TRANSLATION

Responsibility Checklist

Ramey Dern/Maria Gonzalez/Melissa Ramirez/ /Rosemary Knutson

Basic Duties: Provide translation for communications and information as necessary
1 Provide appropriate information to Spanish radio and Television stations as deemed
appropriate.

Coordinate release of information with Community Liaison Officer — Scoft Leaman
Establish a procedure to provide communication and information to parents.

Mobilize translators (teachers/students/parents) as needed.

22
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

OPERATIONAL AREAS

AND

SAFE ON-CAMPUS SITES

SCHOOL SITE

OPERATIONAL AREA

Lincoln High School

Prigrity One

— Priority Two

Glen Edwards Middle School

Priority One

Creekside Oaks Elementary School

Carlin C. Coppin Elementary
Schoot

STUDENT

SECURITY

Sheridan Schoot

Priority One
Priority Two

Phoenix High School

& - Priority Two

First Street School

Priority One

Twelve Bridges Elementary School

Foskett Ranch Elementary School

— Priority One
Priority Two

Twelve Bridges Middle School

Priority One
— Priority Two

Lincoln Crossing Elementary

Priority One
Priority Two

District Office

Priority One and

|- Priority Two

- Priorify Two

Priority One
Priority Two

Priority One

Priority One

Priority One
Prigrity Two
Priority One

= Priority One
Priority Two

Prigrity One
Twe
Priority One

Priority One
Priority Two

Priority One
. | Priority Two

— Assist at Sites

23
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CRISIS EVACUATION QOFF-CAMPUS SITES

FROM TO

Carlin Coppin School Lincoln High School
Creekside Oaks School Lincoln High School
Sheridan School Stuart Hall/LHS

Glen Edwards Middie Lincoln High School
Phoenix High Glen Edwards Middle Sch.
Lincoln High School - Glen Edwards Middle Sch.
First Street School Creekside Oaks Elem. Sch.

Twelve Bridges Elem. School  Twelve Bridges Middle Sch.
Foskett Ranch School Lincoln High School

Twelve Bridges Middle Schoel Twelve Bridges Elem.
School

Lincoln Crossing Elem. School Creekside Oaks Elem.
School :

District Office Lincoln High School

ALTERNATE SITES ARE GLEN EDWARDS
MIDDLE SCHOOL AND CREEKSIDE OAKS,
IN THAT ORDER

24



EVACUATION OF CAMPUS

Things to Grab:

s Student Emergency Cards (Secretary)

e Student Health Care Plan Binder (Clerk)

» Student Medication Binder (Clerk)

¢ Medication Bag (Clerk)
o Labeled Student Meds; Juice boxes

e Evacuation Boxes (Principal)
o (Goal of 1 box per 100 — 200 students)
o Principal calls Superintendent/DO

o Biueprint of School (Custodian)

¢ 5 - 10 Orange Cones (Custodian)

Evacuation Boxes:
e Schools of <400
o SES &PHS _
o 1of 12 X 9 X 4 box (one parent pick-up line) containing:
»  Pens/pencils & roll of tape
= Small spiral notebook
= Instructions
w4 waters, 4 vests, 2 whistles
e Schools of 400 — 500
o CCC, FSS, FRES
o 4 of 12 X 8 X 4 boxes (4 parent pick-up lines)
o EACH of 4 boxes labeled for its alpha section and contains:
= 2 laminated ALPHA signs for its alpha section
e A-FG-LM-R; S-Z
= Pens/pencils & roll of tape
=  Small spiral notebook
» Instructions
= 4 waters, 4 vests, 2 whistles
¢ Schools of 500 — 1500 students
o COES, LCES, TBES, GEMS, TBMS, LHS
o 8of 12 X9 X 4 boxes (8 parent pick-up lines)
o Each of 8 boxes labeled for its alpha section and contains:
= 2 laminated ALPHA signs for its alpha section
e A-C:D-F,G~LJ-LM~-O;P-R;S~U;V-Z
Pens/Pencils & roll of tape
Small spiral notebook
Instructions
4 waters, 4 vests, 2 whistles

25
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Instructions in Each Evacuation Box:
o Grab Emergency Cards for Your Alpha Section, put in Box and move to Parent
Holding Area
e Team of 4 adults per Box MINIMUM! Each wears a vest and whistle.
« Team is NON-Teaching Staffl (Teachers are supervising their students) Use
other staff, teachers without classes, or non-district aduit volunieers if necessary.
o Adult #1 Leader/Sign Holder — Grabs Emergency Cards & puts in box;
holds Alpha Sign high and maintains order front of line; receives
communications; makes decisions; restores boxes at end of incident
o Adulf #2 Line Walker - lines parents up, calms parenis, and walks the
line communicating info/updates — taking care of medical situations
o Adult #3 Card Puller - pulls cards from box, checks parent ID’s, checks
off name on emergency card of person receiving student. If released to
another adult, records California Drivers License # of that adult on bottom
of card.
o Adult #4 Runner — runs cards (5 at a time) to Student Waiting Area to call
for students, then walks students and cards to Student Release Areg,
turns cards over to Clerk/Secretary at Student Release Area for refiling

Student Waiting Area:

e Students line up with teacher; Teacher takes roll, then has students SIT IN
LINES to maintain order and for easy identification/release of students when
called.

« Teacher releases student to runners when students names are called.

Student Release Area:

e Students go with Adult #4 (runner with cards) to Student Release Area

» Secretary/Clerk releases students from Student Release Area, refiling cards
behind alpha tabs as released

Studenis Riding Buses:

e Students remain seated in line with teacher in Student Waiting Area as above
and wait with class until Bus # is announced.

s (o to designated area for Bus # when called.

¢ Bus driver with list checks students off as they board.

Students Driving Cars:

o Students remain seated in line with teacher in Student Waiting Area as above
and wait for all clear announcement at which time may drive home. if all clear is
not announced, must be picked up by parents in same manner as other students.

26
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

LOCAL EMERGENCY SERVICES

LINCOLN POLICE DEPARTMENT

916-645-4040

LINCOLN FIRE DEPARTMENT

916-645-4040

PLACER COUNTY SHERIFF'S DEPARTMENT

530-889-7870

CALIF. DEPT. OF FORESTRY, FIRE, RESCUE

916-645-2360

AMERICAN RED CROSS
457 Grass Valley Hwy.

530-885-9392

COUNTY OFFICE OF EMERGENCY SERVICES

530-889-7720

PLACER COUNTY FIRE

530-823-4411

EMERGENCY RESPONSE SYSTEMS

530-823-4411

C.H.P. 911/ emergency
EMERGENCY SERVICES 530-889-7721
CITY OF LINCOLN 916-645-3314

KRIS WYATT, BOARD PRESIDENT

BRIAN HALEY, BOARD VICE PRESIDENT

DAMIAN ARMITAGE, BOARD CLERK

PAUL CARRAS, BOARD MEMBER

PAUL LONG, BOARD MEMBER

GAYLE GAROLINO-MOJICA, PCOE

530-889-8020

KFBK

916-924-3901

KAHI 530-388-6397
TV 10 916-321-3300
TV 3 916-444-7316
TV 13 916-374-1300

1 (800) 468-4743

PGE

QO 334
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INCIDENT REPORTING AND
INITIAL EMERGENCY PROCEDURES

in the event of the following:

Stranger on campus

-4

L

Notify the office using available systems (cell phone, campus
phone #200, radio).
Provide a description of the individual

individual with firearm-adult or student

[

&
L
@

Never take steps to attempt to disarm the individuall

Secure students, staff, and volunteers in classrooms

{ ock down room- Keep doors closed and locked at all times
Notify the office using available systems (cell phone, campus
phone #200, radio).

Account for all children

Provide a description of the suspect

Attempted kidnapping

e ¢ e o

Never take steps to physically thwart a kidnap attempt!
Secure students, staff, and volunteers in classrooms

Lock down room-Keep doors closed and locked at all times
Notify the office using available systems (cell phone, campus
phone #200, radio).

Account for all children

Provide a description of the suspect

28
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Serious Injury

Begin First Aid procedures and/or

Notify the office using available systems (cell phone, campus phone
#200, radio).

Activate the Emergency Monitoring System/call 911

Send students to neighboring classrocom

Stay with victim until relieved by paramedic or other qualified
individual

tdentify a liaison to direct emergency responders to the scene

Death of student (off campus)

Minimize initial comment to students until all facts are present
Contact school office for confirmation

Respect privacy of the victim’s family

Expect support from district psychological support personnel
Moderate student discussions using script provided by support
personnel

Notify office if additional support is needed in your classroom or
neighboring classroom

Death of student (on campus)

e o 9 o

Remove students from scene by sending them to neighboring
classroom

Designate an individual to secure the scene

Notify office using available systems or through adult runner
Activate the Emergency Monitoring System/call 911

Remain with victim until relieved by administrative personnel, police
or paramedic

Minimize initial comment to students

Expect support from district psychological support personnel

If needed moderate student discussion using script provided by
support personnel

Death of employee

&

‘Same as above
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Fire
o Notify office using fire pull stations or by available systems
e Evacuate the building per procedure
e Call 911 if safe to do so with specific information

Earthquake
e Begin duck, cover and hold process
e Evacuate buildings 1 to 2 minutes after trembling stops
o Expect that the office will feel the trembling and await further
information

Rumors of Trauma, Injury, Accident or Death

Seek confirmation from school office

Minimize comments o students until all facts are known
Moderate student discussions

Expect support from district psychological support personnel

&
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Altercation beiween Adulis
e Remove students from immediate area. Close classroom blinds
¢ Notify the office using available systems (cell phone, campus phone
#200, radio).
e Notify 911 depending on the seriousness of the situation

Mountain Lion or Other Major Animal Predator
e Commence Return to Building procedures. Close classroom blinds
e Notify the office using availabie systems (cell phone, campus phone
#200, radio).

Violent Student
Remove students from immediate area of student misbehavior

Commence restraint procedures if student is attacking others
Monitor objects that can be thrown
Notify the office using available systems (cell phone, campus phone

e & &
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#200, radio).

Student Behavior Crisis

Remove students from immediate area of student misbehavior or
Remove disruptive student from peers

Notify the office using available systems (cell phone, campus phone
#200, radio).

Commence procedures outlined in individual student behavior plan if
available or

Rely upon office or designee for next steps

Student Seizure (Medical)

e & & 9 6 o o o

Be aware of procedures associated with individual

Clear an area around the student

Remove students to another area outside the classroom

Do not restrain

Contact office

Activate the Emergency Momtortng System/c:ail 911

Wait with student

Debrief- If needed support personnel from site/district will be available

Bomb Threat/Suspicious Object

¢ o o o

The Principal or designee shall notify the police department. He/she
can also make a request of assistance. State clearly where to meet
officers.

Notify the Superintendent

Make the decision to evacuate the buildings

Follow Fire Drill procedures

Avoid publicity concerning the bomb threat. If the news media has
been alerted ask for assistance from the District Office.

NO ONE is permitted to touch, handle, or move the suspicious object.
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EMERGENCY ALERT

PROCEDURES
Office ----
1 In order to access communication with all rooms and outside on
campus using the office phone system,

pick up the receiver

press “page’”

press #

press “110” [slowly]

after hearing feedback on the receiver, begin message

mooQw>

Classrooms ----

A Dial 200 to access the emergency phone
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FIRE

In the event of a fire:

1.

The fire alarm will be activated by personnel at the nearest fire
alarm pull station, or

Imimediate contact will be made with the school office by the school
intercom system. The fire alarm will be activated from the office.

Cali 911 if safe to do so with specific details of the fire (add number).

Upon hearing the fire alarm, under the supervision of the teacher,
students will:

a evacuate the classroom

b walk to the predetermined location

C wait without talking for instruction from the teacher

Upon hearing the fire alarm, the teacher will;

a secure the emergency bag and emergency list

b close and lock all doors and windows to the classroom (time and
safety permitting)

C escort students from the room

d maintain control of students during the evacuation

e take roll of students once class has arrived at the
pre-determined focation

f await further direction

In the event that the procedure is a drill or the emergency is over, an
“all clear” announcement will be broadcast.
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EARTHQUAKE

In the event of an earthquake,

1.

Verbal announcement may be broadcast over the campus intercom
system, or you'll know because you'll feel it.

Personnel and students outside the building will move away from any
buildings, trees, utility poles, downed power lines or other hazards

Personnel in the building will...

a drop - assume a curled position on the floor or field, knees on
the ground...

b cover -- hands joined behind the neck, beneath a table or
student desk if possible, and

c hold -~ in this position for approximately five minutes or until
shaking stops ' '

Following the event, the fire alarm may sound. Staff and students will
evacuate the building in accordance with fire alarm procedures.
Secure the emergency bag and emergency list

Escort mobile students from the room

Close and lock door

Maintain control of students during the evacuation

take roll of students once class has arrived at the
predetermined location

Await further direction

SRR NS

o

No person shall be allowed back into the building for any reason until
emergency personnel have thoroughly inspected the facility.

In the event that the procedure is a drill, an “all clear” announcement
will be broadcast.
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RETURN TO BUILDING
In the event that students must return to their classrooms because of an

emergency situation:

1. Verbal announcement will be broadcast over the campus intercom
system.

2.  Immediately followed by direction from responsible aduits on the yard
to walk {o class.

3. Teachers will meet students at the exterior door and direct them to
assume safety position.

4. The exterior door will be focked. The blinds will be closed. (Interior
doors must be left closed but unfocked to facilitate movement out of
classrooms through common rcoms as necessary.)

5.  With the teacher standing near the exterior door but out of the line of
exterior sight, roll will be taken and all students will be accounted for.

6. Immediately commence “L.ock Down” procedures. (See next page.)
7. Classes will remain silent until further direction is broadcast over the

school intercom system or until contact is made with the teacher
through the school phone system.
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LOCK DOWN

In the event that it becomes necessary to secure the building with the
students remaining inside:

1.

Verbal announcement will be broadcast over the campus intercom
system.

The exterior and interior doors to the building will be focked.

a. Staff will escort students to the nearest building and secure the
door.

Blinds will be closed and window in the door covered if safe o do so.
Students will move as far away from the window as possible.

Teachers will account for all students present on that day, if the status
is red, the staff will provide the office with a list of missing or extra
students.

Teachers will slide a colored card under their door (if possible) to
notify personnel status of occupants inside:

Green = all students present (Poss. fape fo window)

Red = there are missing students

No card = it is not safe to put up the card

Teachers in possession of current teacher cell phone lists will be
asked fo activate said phones. Remind teachers to turn on their celi
phones.

All personnel will await further notification either through a general
broadcast of the school intercom system, through individual
telephone, personal contact or by e-mail.

In the event that the procedure is a drill or the emergency is over, an
“all clear” announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to open the door at any time.
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SHELTER IN PLACE

In the event that it becomes necessary to secure the building with the students
remaining inside:

1. Verbal announcement will be broadcast over the campus intercom
system.

2. The HVAC system will be shut off.
3.  The exterior and interior doors to the building will be locked.

a Staff will escort students to the nearest building and secure the
door.

4. Teachers will account for all students present on that day. A call will be
made via the phone system to each room and the teacher will respond
red or green, if red, teacher will provide a list of names of absent or extra
students.

5.  Teachers will place a colored card in their window to notify personnel
status of occupants inside:
Green = all students present
Red = there are missing students
No card = it is not safe to put up the card

6.  Teachers in possession of current teacher cell phone lists will be asked
to activate said phones. Remind teachers to turn on their cell phones.

7. Teachers and Students will conduct instruction as usual, but will not
leave building.

8. All personnel will await further notification either through a general
broadcast of the school intercom system, through individual telephone,
personal contact or by e-mail.

9. In the event that the procedure is a drill or the emergency is over, an “all
- clear” announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to open the door at any time
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Crisis Response — Suicide
Immediate Response

(Al bolded/underlined items have a handout or agenda on following pages)

« Inform the District Superintendent of the death.

o}

o}

Superintendent confirms death and cause of death/ffacts and whether family wants the
fact of suicide known
Superintendent calls appropriate principal(s}

«  Principal(s) calls an immediate Initial Crisis Response Team Meeting to assign responsibiities.
o Crisis Response Team - School Psychologists, School Counselors, Director of Special

Ed (if additional support is needed), Community Counseling Resources (as necessary)

= Principal and CRT establish a plan to immediately notify affected facuity and staff
of the death via the school’s crisis alert system (usually phone or e-mail).

»  Principal and CRT determine who the affected individuals are on campus (who
needs district/site support in the wake of the suicide — staff, students, none,
which?) (Possible scenarios — suicide of student; suicide of staff; suicide of
coach; suicide of parent of a student; suicide of graduated or former student,
etc.)

= Principal checks AERIES for family members/siblings

+  Principal schedules an Initial All-Staff Meeting as soon as possible (ideally before school starts
in the morning).

o

o}

&)
o

Arrange for students to be notified of the death in small groups such as homerooms or
advisories (not by overhead announcement or in a large assembly)

Determine who the friends/family members are on campus

Determine how to notify/support these students/staff members

Disseminate Notification of Suicide to homeroom feachers, advisors, or others leading
groups.

Remind staff that refurning to routines is helpful and to maintain as much normalcy in
classroom routines as possible.

Remind staff that memorials in the case of suicide may frigger contagion and are not
appropriate on school site

Share with staff District procedures re dealing with media — refer media to District Office
Set End-of-Day All Staff Meeting time and location

- Principal speaks with District Superintendent and Crisis Response Team Leader throughout the

day.

+  Principal notifies affected families.
o Via family letter, email or phone call prior to students leaving for home. Factual

‘information including the individual's name and if a staff member, their position with the
district. Do not include information regarding the manner of suicide. See Family

«  CRT Leader Holds CRT End-of-Day Debrief

G

o]
O
o]

Review day's challenges and successes

Discuss plans for next day

Plan End-of-Day All Staff Meeting

Plan Follow-Up Staff Meetings (if needed)

Whenever there is 2 CRT Intervention, there MUST BE an End-of-Day Debrie
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Initial Crisis Response Team Meeting
Agenda

Discuss known details
Discuss what information is NOT to be shared with staff/students
(details of the suicide, for example)
Determine roles/responsibilities, including Crisis Response Team
Leader
o CRT Leader — Takes command, balances response initiatives
with safety concerns; motivates responders; communicates
clear directions; sizes up situation and makes rapid decisions;
modifies plans as necessary
o Public Information Officer — Superintendent or designee
o CRT Members — Offer support; support staff/students
(o]
Determine affected individuals
Determine whether an all-staff meeting is appropriate and leadership
of the meeting
Review use of Crisis Response Team_Log when seeing students

e & o @

Initial All-Staff Meeting
Agenda

Introduce CRT members
Share appropriate information about the death
Allow staff opportunity to express their own reactions/grief
Identify anyone needing additional support and refer them to
appropriate resources
Provide appropriate faculty with a copy of the Notification of Suicide
Explain the plans for the day, including location of crisis counseling
rooms
Discuss the plan for assisting students who are having difficulty

o Share Suicide Postvention Information (handout for staff)
Remind staff that all media communications are handied through the
District Office (Superintendent)
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Notification of Suicide
(To be read or paraphrased in specified classes by appropriate
staff member — teacher, if comfortable, administrator, school psychologist,
counselor, etc.)

It is with great sadness that | have to tell you that one of our students (change
wording as needed here) has taken hisfher life. We want you to
know that we are here to help you in any way we can. Suicide death presents us
with many questions that we may not be able to answer right away. Rumors may
begin to circulate and out of respect for the family and the deceased, we ask that
you not spread rumors you may hear.

One thing is certain. There are supports in our community that can help. Suicide
should never be an option.

Each of us will react to 's death in our own way. Some of us
may experience great sadness while others of us may not be affected. Some of
you may find you have difficulty concentrating on your schoolwork while others may
find that diving into your schoolwork is a good distraction.

We have counselors avaitable to help our school community to deal with this sad
loss and to help us understand more about suicide. If you would like to falkto a
counselor, or if you have concerns about a friend, just let your teacher or a staff
member Know.

Family Notification
Dear Parenis,

I am writing with great sadness to inform you that a previous teacher of ours has died. Qur thouglus and sympathies go out to those
affected by such a great loss, Please know that your chifd may have been directly impacted by this loss and was given the news of the
death by their teacher dusing their first period class this momming.

The cause of death was suicide. We want to take this opporiunity to remind our community thiat suicide is a very complicated act. 1tis
usuatly caused by & mental health disorder, which can pravent a person from thisking clearly about his or her problems and how to
solve them. It is important to remember that the vast majority of individuals who experience mentat health disorders or life stressors
do not become suicidal. Suicide is always a permanent solution 1o a temperary problem.

Counselors were made avaitable today nt TBMS to meet with students individually and will be made available over the next couple of
days and weeks. Please contact the office if you fect yonr child is in need of additional assistance.

Rumors tmay begin to circulate, 2nd we have asked the students not to spread rumors since they may tum out to be inaccurate and can
be decply hurtiul o other students at TBMS. We will do our best to give you accurate information as it is made available to us.

13 you need help or guidance on haw to talk to your child about suicide or ihe recent foss, pivase contact the effice for additional
assistance.

If you have conceras about your child’s safty, pleass call 911 or take them to the emergency room immediately. Certain behaviors
can indicate 2 safely concern for you child, specificafly, if the behaviors arc new or have recently escatated around the time of 2 painful

event, loss, or change,

Concerning behaviors may include:

U Talking about wanting to die or kill oneself
1.ooking for ways lo kill oneself, such as searching online
Tatking about fecling hopeless or having no reasen to live
Taliing about feeting trapped or in unbearable paia
Talking abowt being 2 burden to others
Increasing the use of drugs or aleohol
Behaving recklessly
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CRT End-of-Day Debrief
Agenda

Include CRT members, site principal, Superintendent
Review day's challenges and successes
Debrief, share experiences, express concerns and ask questions
Plan End-of-Day All Staff Meeting — review agenda
Discuss plans for next day
o Consider mental health supports needed
o Develop communication protocol
o Review Crisis Response Team Log
o Determine student contact follow-up needed
Prepare Suicide Postvention Information {o share with staff

& 0 o ©
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End-of-Day All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review day’s challenges and successes

Debrief, share experiences, express concerns and ask questions
Check in with staff to determine if they need additional support and
refer them accordingly

Discuss plans for next day

Remind staff of importance of self-care

Remind staff re dealing with media

Determine if Follow-Up Staff Meeting is Needed; Schedule Meeting
Share Suicide Postvention Information

o & & 0

Follow-Up All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review event’s challenges and successes

Debrief, share experiences, express concerns and ask questions
Check in with staff to determine if they need additional support and
refer them accordingly

Discuss any additional plans, if needed

Remind staff of importance of self-care

Share Suicide Postvention Information
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Crisis Response Team Log

Date: Site: CRT Member:
Time Student Follow-Up Notes
Needed Y/N
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SUIGIDE FUSITVENTION INFURKNMATION
~ For Staff ~

Procedures aimed at identifying those affected by a suicide in order to decrease negative reactions
and increase adaptive copying.

Goals of Postvention

Assist survivors with the grief process

Identification and referral of students at-risk for requiring additional services
Reducing contagion

Providing appropriate information

Survivors of Suicide

Individuals directly affected by a completed suicide. Affected individuals include: family members,
classmates, fiiends, teachers, girliboyfriend. Survivors typically experience an array of emotional
reactions:

e Shock, guilt, despair, denial, anger, disbelief, pain, shame, hopelessness, rejection, confusion,
and self-blame.

e Survivors are at an increased risk of suicide contagion. Suicide Contagion is a term used to
describe an increase of suicidal behaviors shortly after a completed suicide typically due to
imitation. To decrease contagion, sensationalism, glorification, and romanticization should be
avoided.

Providing Information

information should be provided to facilitate understanding and clarification. When talking to students,
staff should provide information simultaneously to classes. Again, factual information should be
provided to efiminate sensationalization. Providing warning signs and resources within the community
to parents can help with the bereavement process.

Do’s & Don’ts

Memorials and funerals

Bo...

Encourage affected students to attend the funeral service

Develop suicide prevention procedures, including better ways fo cope with emotion.

Don't...

Send all students to funeral

Cancel or change the school schedule

Permit physical memorials on schoof grounds

Fly flag at half-staff, have assemblies or yearbook dedications for victim, or moments of silence.

Attending the funerat should be at the discretion of the individual students and their parents. When
dealing with memorials and funerals, the goal of the school site should be to avoid sensationalization,
glorification, and romanticization of the suicide death. Too much attention towards the suicide act
and/or victim may lead to contagion. The school site may want to focus memorials towards providing
information and support to other students experiencing grief to help prevent future suicides.

Community Resources

EAP — Employee Assistance Program — 800-932-0034 eap@acispecialtybenefits.com
Lighthouse Counseling and Family Resource Center — 645-3300

Placer County Children and Adult Systems of Care (530) 886-54501, 1-888-886-5401
Family Service Agency Suicide Prevention and Crisis Hotline (916) 368-3111

National Suicide Prevention Hotline 1-800-784-2433, 1-800-273-8255, 1-800-799-4889
National Assaciation of School Psychologists www.nasponline.org (See PrePare materials)
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The greater the stress, the greater the conceptual rigidity of an individual.

The greater the conceptual rigidity the more closed to new information the individual becomes.

The greater the conceptual rigidity, the greater the tendency to repeat prior responses, to responses, to the

exclusion of new alternatives.

The greater the stress, the less the ability of the individual to tolerate ambiguity in the environment.

Intolerance of ambiguity leads to a response to a stimulus before adequate information is available for the

correct response.

Under increasing stress, there is a decrease in productive thought and an increase in non-productive thought.

The greater the stress, the greater the distortion in perception of the environment.

The greater the stress, the greater the amount of risk perceived in the environment.

The greater the amount of time spent on a task, the lower the amount of risk perceived in the environment.

0. In a crisis situation, decision makers have difficulty dtstmguxshmg between threats to themselves and threats to

the organization.

11. The greater the fear, frustration, and hostility aroused by a crisis, the greater the tendency to aggression and
escape behaviors.

12. In a crisis situation, negative psychological factors are reinforced.

13. In a stressful situation, the only goals that will be considered are those related to the immediate present, at the
sacrifice of longer range considerations.

14. The greater the stress, the greater the tendency to make a premature choice of alternatives before adequate
information is available for a correct response.

15. The greater the stress, the greater the likelihood that a decision maker will choose a risky alternative.

16. The greater the time pressure, the poorer or more incorrect the choice of alternatives becomes.

17. Groups experiencing substantive conflict more frequently employ creative alternatives than groups without
conflict,

18. Groups experiencing conflict show more effective performance in decision making tasks than groups inlittle or
no conflict,

19. The greater the group conflict aroused by a crisis, the greater the consensus once a decision is reached.

20. In crisis, the number of commmunications channels available to handle incoming information decreases.

21. Ina conflict, there is greater need for effective Jeadership.

22. The smaller the group, the greater the amount of influence the leader will have.

23. The smaller the group, the greater the amount of consensus that will be achieved through group discussion.

24, The tendency to choose a risky alternative increases with continued participation in a decision making task.

25. The greater the reliance on group problem solving processes, the greater the consideration of alternatives,

TR B
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Adapted fom Crisis Management: Psychological and Sociological Factors fn Decision Making, Report to-Office of Naval
Research, National Technical Information Service, U.S. Department of Commerce, Springfield, VA, 1975
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Preparing to Handle the News Media
During a Crisis

Anne-Marie St. Germaine
Jasculcal/Terman and Associates
Chicago, Illinois

In today’s education environment, officials and institutions find themselves on the firing line. The
savvy school attorney knows that, more often than not, a crisis means a public relations challenge as well
as a legal one. Since counsel is often the first called for help, you have an opportunity to set the stage for
how the public and the news media react to the circumstances.

A crisis can take many forms in the school setting. Some _for example, gun violence, hostage
situations, demonstrations, natural disasters, chemical contaminations -are “of the moment,” at the
school, and a potential threat to lives or safety. Other kinds of crises include real or perceived financial
wrongdoing, labor negotiations, and teachers’ strikes:

One thing common to the above situations is that the damage inflicted on an organization’s
reputation is determined more often by its handling of a crisis than by the seriousness or outcome of the
crisis itself.

While it’s true that an essential vehicle for getting out your message is the news media, preparing
to handle the news media is just one aspect of overall crisis communication. It’s worth reviewing the “big
picture” of crisis communication before petting into specifics of preparing to deal with the news media. -

THE BEST PREPARATION - HAVE A PLAN.

Crises unfold quickly. Being prepared and ready to anticipate what you’ll need to do will help you
immeasurably if and when you face a crisis. A plan boosts your ability to manage the situation and
minimize the damage with external andiences. Advance planning also enables you to make sure those
within your schoo] understand the tough issues you face and how they affect everyone concerned.

Another good reason for advance planning is that in case of a crisis, you will not waste any time
debating process or basic facts or procedures when you should be “out fronf” managing your message and
the issues at hand.

Managing the flow of information may be the single most important thing you do in a crisis. Having
a plan in place helps you to do that.

Establish a Crisis Communications Tewmt

The feam should include appropriate school officials, legal counsel, external counsel where
applicable, and selected representatives from constituencies as appropriate and desirable. For example, at
times it may be prudent to include law enforcement, teachers, or others depending on the nature of the
crisis. One person, if possible, should be designated as the spokesperson to deal with the news media.
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Develop a Crisis Connnunications Plan

A plan outlines important steps that need to be taken by school officials immediately when a crisis
hits _when information must be gathered and distributed quickly and accurately to all who need fo know
The plan will minimize the risk of overlooking an important step in the first 24 hours after a crisis hits,
when the time frame for making important decisions is a matter of minutes.
Conduct Crisis Media/Message Training Sessions for the Crisis Team

Crisis training is an essential component of advance planning,. It helps you focus on core messages
about the institution —in this case, the school ..and builds the teamwork and rapid response mechanism

needed should a crisis hit. Such training has two basic elements: what you’ll do when a crisis hits, and
how you’ll explain what you’re doing to others.

Review and Update the Plan Periodically

A plan on a shelf does little good. Personnel, governance and operations may change, and an
evolving public climate should be reflected in your plan.

CRISIS CHECKLIST: ACTION STEPS

Each crisis will be different; here are some basics for your crisis checklist.

° Assemble the core crisis team according to a predetermined notification list. Contact
appropriate legal counsel. Contact appropriate agencies and insurers per. legal counsel.

. Notify families in person, if possible (where applicable).

. Address the needs of victims and their families (where applicable).

. Compile all required/available information to make decisions.

.- Be ready to play central role, both on the crisis team and publicly as a leader.
- Contact administrative help.

. Notify employees/others.

. Consider counseling for victims, coworkers, families (where applicable).

. Notify appropriate public officials and community or interest groups.

. Draft a factual statement and distribute it to the full crisis team.

. Review who else needs the information, when, and in what sequence.

If the core crisis team determines that outreach should be made to the news media, this should be -
done as swiftly as possible. One person on the crisis team should coordinate contact with appropriate
reporters and, where warranted, editorial boards to set up interviews or meetings.
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MANAGING THE NEWS MEDIA

Before, during and after a crisis, public perception of your school will in part be shaped by the news
media. It is essential that information shared by the spokesperson with the media is as up-to-date and
complete as possible.

It’s usually a good idea to respond to media inquiries as soon as possible. Delay in responding to
media can create the perception that you have something to hide. Or, that you don’t know what you're
doing.

" At the same time, do not rush to deny or accept responsibility. The initial information you have may
be incomplete or wrong. Do your own investigating before reaching any conclusions. (In some cases, that
could take days, weeks or months.) You do not have to have all the answers right away, despite the news
media’s aggressive quest for information.

It’s best fo keep the number of people and supporting materials to a minimum when meeting with
members of the news media. The most effective approach is a clear and persuasive argument, backed up
with easily understood facts.

Prepare a basic statement for the media. Make sure that it is reviewed by the core crisis team. Stick to
the facts and don’t speculate or theorize. Make sure your organization’s concerns and compassion are
reflected in the statement. A preliminary statement is fine; it can buy you valuable time. Determine what
else you need (question and answer pieces, list of supporters, third-party quotations, background
information, and so on).

As soon as you're ready:

* Contact all appropriate media. In most cases, it’s best the news media hear from you first about
what’s happened.

* Provide news bulletins as the crisis evolves/ unfolds.

* Record the names of arriving reporters af the sscene and represented media outlets.

* Provide information to all media outlets and record to whom what information is released.
* Receive phone calls from the news media.

* Determine whether an on-site news conference or briefing is necessary.

It is important to work with, rather than against, the new media (they are not the enemy!). This
will help prevent the spread of misinformation, as well as demonstrate that school officials are
concerned for the safety of students, employees and neighbors. You must assure the public that the
school administration is taking all steps possible to remedy any crisis and keep people safe. The media
can help you do that. Make it clear to the media that you are providing as much information as you can,
as soon as possible. At the same time, of course, the school must balance the public’s right to know with
legal and privacy~ concerns.

Responding to Negative Stories

Should the news media run a negative story; an immediate response should be made in
. the form of a call to the reporter and/or letter to the editor. In some cases, it’s appropriate for the
response to come from the most senior official possible. In other cases, you may want to downplay the
importance of the story and not have your top spokesperson respond. In any case, stick to the facts and
your key messages when formulating your response.

Media Monitoring
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Clipping services and radio and television monitoring services can be helpful, should the situation
warrait.

THE ABC OF CRISIS COMMUNICATIONS

Here are a few tips for dealing with the news media that will serve you well in the crisis
environment. Thinking about these in advance and making sure your crisis team does the same is good
preparation in itself.

The As
sAnticipation

Before talking to the media, anticipate likely questions and have answers ready be aware of gaps in
information, and know where you’re most vulnerable to media scrutiny Know your history with
individual media organizations or reporters.

« Agenda

Prepare an agenda of points you want to make during an interview Even though there is a tendency
in a crisis situation to simply react to media questions, there are still messages you want to communicate
about the situation and how you are handling it. Identify three or four major message points and make
sure they are repeatedly stated during the interview.

*Accessibility

Be accessible to the news media. Many crisis situations call for having the most senior executives do
the media interviews. This conveys that you are faking the crisis seriously. Respond to reporters as
quickly as possible, even if only to field a question that you will have to research. You do not want the
media to say school officials were unavailable for comment.

The Bs
* Brevity

Comments should be concise, informative and relative to the subject of the inquiry when you start to
ramble and move from the subject of the question, you may stray into dangerous or off-point topics.

= B.S.

Do not “b.5.” the media. You will damage your credibility if you come across as insincere, oreven
worse, arrogant. Do not gloss over or minimize problems. If you do not know the answer to a question,
say 50, and let the reporter know that you will do your best to find out the answer as quickly as possible.
Also, avoid the, phrase “no comment” when at all possible. In some cases, you may not be able to
comment publicly, but try to find a better way to describe your inability to comment. Say something like,
“We’re still doing our own internal investigation and will have more to tell you later” or “Negotiations
are at a very sensitive stage, and it could be harmful if we commented right now”
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Take control of the situation quickly Assemble the core crisis team immediately and make it clear to
the media that you are getting control of the situation as best you can -that you are not just “letting things
happen.”

* Bad News

Get out the bad news yourself _do it quickly, and get it over with and behind you. The worst thing you
can do is prolong a crisis by stalling so that it drips out like a leaky faucet. Stalling or offering only
fragments of the story will create an information gap. That gap will be filled by speculation, or even
worse, by misleading or incorrect information from unfriendly sources. Frame the bad news in your own
context. This allows you to explain what happened from your perspective. ‘Getting the bad news out
quickly yourself will also win you points for candor and credibility? With the news media and general
public.

The Cs
* Consistency

Consistency of message is always important, but it is critical in a crisis. Provide information that is as
accurate and up-to-date as possible. Your credibility is already on the line because of the crisis; do not
add to your problems by having to go back and correct misinformation. Keep information centralized and
make sure the spokesperson is well-briefed by the crisis team before fielding questions.

* Concern

While you will understandably be concerned about the school’s reputation, your primary concemn
must be for the people affected by the crisis _the students and their families, the injured, teachers and
other employees, whatever the case may be. That concern must come across in your communications with
the news media. Do not, however, take responsibility for the crisis.

HANDLING UNEXPECTED MEDIA

It is important to be prepared for the media if they call or arrive at the school site. However, should
media call or arrive unexpectedly, follow your communications plan to alleviate confusion and avoid the
spread of misinformation.

Since schools do not necessarily have a centralized receptionist, it is extremely important that all
employees be notified of the situation and instructed no? to answer any questions, and to forward all
media inquiries to a designated contact on the core crisis team and/or the designated spokesperson.

If media or others unexpectedly arrive at the school scene, these guidelines should be followed by
the person at the site:

Do not give out any information, no matter

how “harmless™ it may seem.

Politely tell the reporter that because of safety measures (or whatever is credible and appropriate to
the situation), he/she should wait outside while someone is focated to help him/her.

Another employee should make sure the reporter stays outside.

Locate the crisis team leader immediately, and if a different person, the spokesperson.

Escort the reporter to the conference room or other holding area.

LOGISTICS: ORGANIZING A MEDIA INFORMATION CENTER
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In a severe emergency, or when a situation draws intense media scrutiny, you may want to setup a
media information center to ease communication and manage your message.

The following should be available in the media information center during emergencies or situations
that draw intense interest:

Telephone lines for outgoing calls

Two celiular phones (in case of power problem)
Word processor, paper and white-out

FAX machine

Photocopying machine

General media information kit about the school
Copies of the news release pertaining to the crisis
Large map of site for briefing

Smaller, individual maps of the site for media
Poster board, black markers, duct tape and scissors
Radio(s}

Television(s)

VCR

Radios (wallde-talkies)

Pagers for key personnel

Notepads, pens and stapler

Coffee-other refreshments

Ashtrays

Administrative assistance

Small generator in case of power failure

YYVYYVYVYVVVYVYVYVVYVYVVYVVVVVVYYVY

THE AFTERMATH OF A CRISIS: PITFALLS AND OPPORTUNITIES

While the initial burst of activity may subside over the course of hours or days, the aftermathof a
crisis can be a dangerous time. It’s easy to sigh with relief that the worst is over. Don’t fall prey to this
temptation; sustain the momentum of interest and use it as a chance to get out positive messages and
stories if you can. For example, think about visiting editorial boards, taking out an advertisement in the
newspaper, showcasing letters from third- party supporters, reaffirming the schools commitment to
quality, safety and performance, and so on.

Keep in mind, too, that separate from the crisis you have just been through, the school may have
upcoming plans that will be affected. Reassess your public relations and community relations efforts to
make sure they “fit” given what’s just happened.

Finally, you may want to plan substantive activities that will help to reestablish your school
administration’s reputation and leadership in the community
© 1999, National School Boards Association,

1680 Duke Street, Alexandria, VA 22314.
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EMERGENLY

OFFICE PHINE 200
Room# | Name Introm Ext. Room # Name fntrem | Ext.
Rl Aday, Christy HoRa G8 OFFICE
306 | Andrews, Lari a3 Pringipal | Cubias, Rey 104
208 | Baker, Pam b secretary | Traxel, Jeanine I
303 | Hass, Janet [all {fice Clerk | Paddeck, Ll {0
Christiansen,
K2 Berkley, Bev 64 PTClerk | Sandy 05
[34 | Cedarholm, Mary 133 [ffice Front Counter 17
308 Canway, Angie R, Office {07
200 07 | Curry, Nancy 138
Davies, Shavaun/Cern,
{02 Vanessa 3
787 | Emmerling, Lynne {44
Lanference
05 | Evangelisti, Katy [34 Rosm B8
K2 Foote, Wendi |64 Staff Lounge 127
304 | Bammerlgard, Soren faf Computer Lab a8
Psych | Martinez, Ellie 03 Work Room 6
2 Graves, Heather 147 Stage {Iffice 63
05 Rarbett, Darrie (35 Library Bremner. Dawn {56
313 Music | Kovach, Jehn {70 Custadial | Look Andy (am) {72
Hedges. Rab ‘,
208 | Lambert, Gari 142 Custodial | (pm) 175
307 | Londen, Conni {54 Kitchen {24
3i0 Mandel, Jamie 17 STAR (82
208 Morris, Gherill 145 {f Preschonl | Hexberg, Elizabsth 130
K Muskat, Barbara 55
312 58
308 | Scarbrough, Angie lag
309 SCt | Pattersan, Alison {66
{03 Perry, dulie {54 Playgraund
Sanchez, Barrie/ Snoak,
08 Kristin 137 Al Call




Ring Bell
307 | Souts, Erig 149 Manually
703 | Speckd 140
Rl Swansan, David 148
Science | Toy, Tom fal (ffice - PIC 1 PIC 162
206 / SDL | Johnson, Matt 43 STAR 434-Ba4l 132
{7 Gutierraz, Vanessa |36
202 | Valmer, Carje 24
Ki Wall, Cheryl 64
204/300
3-8 Willis, Gyndie 14
309 {6h
DISTRIGT NUMBERS
WRUSD - Bistrict Numbers Phone Number | Fax Numbep
Scott Leaman, Superintendent G45-6350 B40-B3ab
Rosemary Knustson, Supt. Secretary f45-63a0 b45-Baah
Mary Boyle, Asst. Supt. Ed. B4a-6300 G4a-b3uh
Audrey Kilpairick, Asst. Supt. Business B4a-B387 G4a-6356
Ryan Davis, Bir. Human Services f4n-a2d3 G45-578h
Business [Iffice and Accaunting G4a-6387 B45-528a
Payroll (Dehbie and Rhia) B45-513! B4g-aldl
Personnel (Melissa and Kari) B4n-5283 B45-H348
Transportatien (Bus Barage) G4a-0346 434-37a8
Hob Lyans, Directer of Technology B4a-biTh 434-T8T1
Chuck Youtsey and Gordon West, Technology 434-3137
Joe Ross and Anayat, AERIES h45-5304 Baa-574
Maintenance 434-a0100 B4a-alil
Fond Services §43-6373 bB40-0784
Tammy Forrest, Dir. {f Special Services B4a-4078 B45-8767
Suzie Dollesin, Directar of EL Servizes 434-3783 B4o-h3nk
Garrie Darlson, Dir. Of Business Services 434-5095 B45-5245

Teacher Absences Orline: www.aesopline.com
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Schaal Name Admin Phone Fax Secretary
Carlin Coppin Teri Dorow G4o-6330 §45-6368 | Cindy Hood
Graekside (aks Scott Pickett bha-6380 B43-6383 | Karen Anderson
First Street Ruben Ayala B4a-6330 G4o-h784 | Norma lazare
Katrina
Faskett Ranch Kelli Costilla 434-57255 434-5240 | Moddelmog
Jenifer
[len Edwards Middle Scheol Stacey Brown b4a-6a1l B45-6378 | Freymond
Lincain High Schoal day Burns h45-5360 f40-6349 | Barhara Greene
Lingoln Crossing Kevin Kurtz 434-5737 434-5761 | Pam Soha
Sandra
Phaenix High Scheol Michael Doherty | 645-6385 B4a-6347 | Hackbarth
Sheridan Melissa Willes | 030 B33-7081 | 530 633-856% | Karen Roberts
Jeaning
Twelve Bridges Middle School | Daniela Thompson | 434-5270 £34-5776 | Maletesta
Twelve Bridges Flementary Rey Cubias 434-a72] 434-5201 | Jeanine Traxel
PCOE Alternative Fd Programs | aall 74a-1685 | 530 745-14l5 | Marie
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Safe School Plan
2013-2014

Developed By:
Tawni Cole, Parent Beverly Berkley, Teacher
Michelle Golden, Parent Conni London, Teacher
Kelli Parker, Parent Jamie Mandel, Teacher
Stacey Sommerhauser, Parent Jeanine Troxel, Secretary
Ana Stevenson, Parent Rey Cubias, Principal

Twelve Bridges Elementary School
2450 Eastridge Drive
Lincoln, CA 95648
(916) 434-5220

Adopted by School Site Council: December 16, 2013
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OVERVIEW

The Twelve Bridges mission is “to develop lifelong learners by providing a comprehensive education
for every student which fosters high academic achievement, positive self-worth, and responsible
citizenship in an environment of mutual respect, trust, and cooperation among students, staff, and
parents.” The Safe School Plan has been written to support our district and school mission,

The Safe School Plan, with input from staff, students, and parents, meets the requirement of the
State of California and the special needs of our school site.

Our Safe School Plan incorporates the Disaster Response Procedures and Crisis Response Team of
the Western Placer Unified School District. School safety is evaluated annually through School
Site Council, district safety meetings, and emergency drills.

Twelve Bridges Elementary serves approximately 720 students in preschaol through fifth grade,

The ethnic make up for 2013-2014 is as follows:
¢ African American, not Hispanic 2%
¢ American Indian/Alaskan Native 1%
s Asian/Pacific Islander 10%
» Filipino 3%
» Hispanic or Latino 12%
e White not Hispanic 75%

The uniqueness of students and staff is recognized and respected. Our school emphasizes

excellence, innovation, and progress for all students in academic skills, citizenship, persenal growth,
and social development.
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Component One: School Culture and Climate

Goal: Twelve Bridges students, staff, and guests will feel physically and emotionaily safe at
school.

Objectives:

o Staff will consistently implement a school behavior plan that focuses on prevention and positive
reinforcement as well as consequences.

o Students will fee! connected fo school via development of positive relationships with other
students and adults.

o Pasitive reinforcement of expectations through emphasis on Tiger Traits and Qualities of
Greatness through the Nurtured Heart Approach and Love and Logic is foundational to
inferactions befween adults and students as well as among students.

e The Leadership and PBLS (Positive Behavior, Intervention, and Supports) teams will make
decisions to support this goal.

Student Support and Intervention Opportunities:

o Support Systems are coordinated with county and other agencies to provide child services as
needed such as: ACCESS, SMART, Lighthouse, School Attendance Review Board, Character
Education, and positive incentives for student behavior.

« Free and reduced breakfast and lunch programs are available for qualifying students.

e Mental health and alternate placement programs (Resource, Special Day, Speech, Occupational
Therapy, or Adaptive PE) are in place to ensure that students who have difficulty adjusting in
regular education program receive appropriate education services,

o The district provides vision and hearing screening at selected grade levels or as referred.

e Students experiencing difficulties may be referred to the Student Success Team by a staff
member or parent to explore intervention and/or support options.

e Twelve Bridges Elementary School has a Child Abuse Reporting Procedure in place.

o Office Clerk designated to address health related needs two hours per day.

e School Psychologist is on site three days a week to offer academic, emotional, and social
support.

s District Nurse is on site onhe day a week or when needed.

Parent Suppori:

e Twelve Bridges Elementary School involves parents as active participants in School Site Council,
Parent Teacher Club, Dads of Great Students (DOGS), various committees, and classroom
activities to build connections to our school community and develop a better understanding of
the curriculum and procedures.

e Parents are encouraged to be part of the Student Success Team or IEP Meetings to help create
action plans that include accommodations or modifications to help students become and feel
successful in the school program.

» Parent information nights...

e Parents of af-risk students are notified about opporfunities for support programs.

o Parents of students at-risk for retention will be notified at proper intervals per Board Policy.

e A phone and/or email broadcast to staff and families will be utilized to communicate any
health/safety concerns or updates. ' '
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Staff Support:

[ ]

Staff development days focus on district and school goals and objectives, state standards,
changing curriculum, changing student population, and specific needs of the student body.

A referral system is in place to help students and families meet their needs. Referrals to
support agencies, such as: Lighthouse, SARB, law enforcement agencies, or ACCESS, may be
recommended by the Student Success Team, a 504 Plan, or an IEP Team.

Administrator follows the Suspension/Expulsion Procedures outlined in the Education Code
Section 48900-48926. Suspension of Special Education students is monitored and legal
requirements are followed. AH information of suspension of special education students is sent
to the District Office.

Six Character Traits (trustworthiness, respect, responsibility, fairness, caring, and citizenship)
in addition to Qualities of Greatness are emphasized and recognized in the classroom and at
assemblies.

First Aid/CPR training is of fered annually to all staff members.

PBIS team will create a plan for consistent school safety and behavior management.

Staff will document student concerns using the AERIES system to increase consistency and a
collaborative approach to school-wide behavior management.

School Psychologist is on site three days a week to offer emotional, and social support to
students and resources and strategies to staff.

Behavior Plan:

School staff has developed the school behavior plan which provides logical consequences to
students who break the rules as well as positive rewards for students who follow them,
Positive Reinforcement: The school’s behavior plan is designed to positively reward
students who are able to follow the established rules and set good examples for others.
For example: verbal praise and encouragement; PAWS/Pass the PAW,; monthly, trimester,
and yearly Perfect Attendance recognition; and weekly spirit recognition.

The "Paws not Claws” system is in place fo recognize positive behavior among students.

We will be developing a PBLS program fo build on the work of the BEST team and fo use
data fo identify and address areas of concern within the context of a positive and safe
school environment.

Consequences:
The following classroom consequences apply when a student chooses to break a rufe and as a

result, receives a citation:

Citation 1: Teacher to call parent. Loss of 1-2 recesses.

Citation 2: Teacher to call parent. Loss of 2-3 recesses.

Citation 3: Teacher/Parent/Student/Principal Meeting.

Citation 4: Schedule Student Success Team (SST) Meeting. A one to five day
suspension may be assigned.

Citation 5: Consequence decided by principal on a case by case basis
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Suspension and Expulsion:

Education Code 48900 identifies the student actions that are grounds for suspension and expulsion.
Students who choose to violate Education Code 48900 are referred to the principal or his/her
designee. At the time of the suspension, a staff member will contact the student's parent/guardian
regarding the suspension and notify the parent/guardian of the suspension in writing. Under siate
law (Education Code 48914) the parent is obligated to meet with school staff without delay.

Governance Team:
The School Site Council reviews the Safe School Plan annually and examines student data. The
Student Success Team, grade level teams, and principal continually review data.

Funds/Resources Needed to Support Implementation:

A variety of resources are used fo fund the activities and programs:
= Incentive programs are funded with site and Parent Teacher Club funds.
o Staff development and trainings are funded by site and district funds.

Evaluation:
Evaluation of the programs and interventions will be made by parent, staff and student surveys,
discipline referrals and records, student assessment data, and referrals.

Timeline of Major Activiti
Identification of at risk students | On-going X I X XXX i X IX XX X
Begin Intervention Services As-Needed X IX X X X X IX XX X
Student Success Team Meets On-going XX X XXX IX XX X
Parent Notification of Retention | Trimester X X X X
Positive Recognition Awards Weekly/Monthly | X (X [ X [ X X I X X | X [X X
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Component Two: The Physical Environment

Twelve Bridges School is focated in the Western Placer Unified School District. Its physical
location is in Southeast Lincoln, in an area that is experiencing growth of residential and
commercial developments.

Goal #1: Ali students will have safe ingress and egress during the daily school routine or during a
crisis,

Objectives:

* Parents are directed for safe and orderly traffic flow for drop off/pick up through the
Student-Parent Handbook, first day packets, school newsletter, phone/email broadcasts, and
school website,

* Students in grades 3-5 have the opportunity o be a "Traffic Tiger" o assist with drop-off
each morning. After serving 10 times, the student is recognized with a pencil and book.

* The school administrator works with the City of Lincoln and Lincoln Police Department to
establish safe routes to school and to ensure that traffic safety is monitored.

¢ The school administrator will work with district personnel to install appropriate painted curbs,
crossings and readways to ensure student safety. Signs and cones in parking lot communicate
expectations for visitors,

e Procedures are in place for emergency evacuation from the campus. Procedur'es and equ:prmatﬂr
will be assessed by local fire and law enforcement agencies.

° A Crisis Management Team and strategies are in place in an emergency situation.

* Emergency supplies will be stored and refilled as needed in the office.

s Drills are held monthly and assessed for efficiency by the principal and office staff.

Goal #2: The Twelve Bridges campus will remain a secure and safe environment.

Objectives:

*  The campus is closed. Perimeter gates are locked each day, except for the front, main gate.

* Visitors must sign in and receive a visitor's pass before they can be on campus.

¢ Students must be signed out before they can leave the campus.

* Students are not released to anyone not listed on their emergency card or designated by their
parent,

* Adequate lighting is in place fo ensure safety on the campus at night. The principal and night
custodian make night checks to ensure all hallways have adequate lighting.

* Lock-down and evacuation procedures are in place.

* Main entry and exit points are monitored closely by school staff.

*  There is supervision during recesses and high traffic areas.

* Parent volunteers and field trip chaperones must have valid TB clearance and fingerprint
clearance an file with the front office. Volunteer list is updated and monitored regularly for
accuracy.

«  School administration is working with the district office and local community to add five
surveillance cameras to the school site.
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Student Support:

» Inappropriate behavior is addressed immediately.

e Staff monitors the loading/unloading of cars and student arrival/departures before and after
school.

¢ Playground safety rules help to prevent falls from recreational equipment and landscape designs
prevent students from climbing to dangerous heights.

o Emergency exit plans are posted in every classroom. Monthly fire drills, quarterly earthquoke
drills and two lockdown drills are practiced annually.

e  Procedures are in place for student evacuation in alignment with local law enforcement.

o Shelter In Place procedures are communicated, if a situation arises.

Parent Support

o There is continual communication to parents on traffic flow for safe drop off and pickup issues.

s Parents have the opportunity fo wark in a collaborative manner to give input o school safety
issues.

Staff and Site Support

-« Updated maintenance will be completed in alignment with the District’s Master Plan.

¢ Procedures are in place for immediate involvement of the Lincoln Police Department for violert
crime, crime against facilities or person.

o A securify system with panel access codes has been installed for the enfire school.

o A Disaster and Crisis Response Plan is available at the school site and werks in collaboration
with the District Crisis Response Plan. The plan is discussed and the staff gives input.

o There is a school site emergency communication system in place with the use of bells, phones,
hand-held radios, and intercoms. -

e The principal or designee will announce the lockdown using the PA system. All staff knowfo
immediately retreat o the indoors and remain locked in until further notice. A red or green
card system is in place for accounting of students.

Governance Team:

A School Site Council, consisting of principal, teachers, and parents parficipate in the goal sefting,
decisian making and development of the budget of the programs that support these goals. Staf f
and parents have opportunities for input. The staff works in coliaberation with jocal fire and law
enforcement agencies, the community, local businesses, health professionals, county agencies and
district personnel to help create a safe, secure facility.

Funds/Resources Needed fo Support Implementations:

A variety of resources are used to ensure the safety of this campus:

o District and site funds support the purchase of signs and barricades to ensure safefy of
students walking to and from school.

e Site and Parent Teacher Club funds support award, discipline and incentive programs.

o  School Improvement Program funds support safefy issues as part of the Safe School Plan,
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Evaluation:
Evaluation of the programs and campus security is reviewed and monitored by the School Site
Council. The Safe School Plan is updated annually.

On Campus Evacuation Locations:

o Primary: Far side of the blacktop near the playground area.

= Alfernate: parking lot, the service road next to the 200's wing or the park will be utilized
depending on where the emergency/fire is located.

Off Campus Evacuation Sites:
e Primary: Twelve Bridges Middfe School
s Alternate: &len Edwards Middle School

Lack Down:
s Doors locked and windows/blinds closed
e Lights off

» Students en the floor - Room is quiet
s Red (not all students accounted for) or Green (all accounted for) cards posted in the window
s Parents should be notified following the resolution of the lock-down

Shelter In Place:
s Doors locked and windows/blinds closed : Y
s Students are able to work at their desks - Lessons as usual until an all secure sighal is called

Communicating the Plan:

» Staff will be made aware of the crisis immediately through the PA system and/or alarms from
our school office

e "Oll" will be contacted and made aware of our crisis by our office staff

s District will be contacted and made aware of the situation by our office staff

e Media to be contacted by our district office staff

e Parents will be contacted with through phone calls, email blasts, and school website.

» Incident Command System (ICS) to be initiated when the crisis takes place

RED and GREEN Cards:

Teachers use these cards to communicate at a glance the following information:
e “GREEN CARD" -~ dll is well and everyone is accounted for
s "RED CARD: - Someone is missing, wounded or extra children
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2013 - 2014

Western Placer Unified School
District

and

Glen Edwards Middle School

Reviewed by Site Council
November 12, 2013

] WESTERN PLACER
BUILIMON JNIFIED SCHOOL DISTRICT

(NOTE: The Crisis Response Plan is ONE of TEN sections of the
‘Comprehensive School Site Safety Plan) -
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ROLE

NAME

CHAIN

Site Leader — Principal
(Oversees ENTIRE Situation)

By Site - Name/Cell _

CCC — Terri Dorow -
COES —Scott Pickett—§
FSS — Ruben Ayala-
FRES—Kelly Castillo
LCES — Kevin Kurtz
SES - Kris Knutson-
TBE-Rey Cubias
GEMS — Stacey Brown
TBMS~Daniela Thompson
LHS ~ Jay Berns-§
PHS — Michael Doherty-

Site Principal-> Superintendent/DO -
Site Principal -» Site Coordinator

Continuous Loop ~ Site Principal
keeps Superintendent/DO informed &
Superintendent/DO provides
leadership to Site Principal

Site Principal delegates to Site
Coordinator so that the Site Principal
is available and not tied down with &
specific task

Site Coordinator
{Deals with SPECIFICS/DETAILS
of Situation)

CCC - Cindy Hood
COES - Emily Coffee
FSS — Bill Justice
FRES - D.Burbage-Macalus
1.CES — Pam Scha- |
SES — Karen Roberts —
TBES ~ John Kovach [
GEMS--Jashua O'Geen §
TBMS - Randy Wood
LHS ~ Vicki Eutsey —
PHS — Mike Maul —

Site Principal->Superintendent/DO >
Site Principal -» Site Coordinator

Site Coordinator -> Site Staff

CCC 645-6390 GEMS 645-6370
COES 645-6380  TBMS434-5270
FS8 645-6330 LHS 645-6360
FRES 434-5255  PHS645-6395
LCES 434-5292

SES 530-633-259]

TBES 434-5220

District Administrator
{Coordinates all activities, rumor
‘control, communication) -

Scott [.eaman,
Superintendent
{Mary Boyle, Deputy Supt)

Scott Leaman —>Site Principal = Site
Coordinator

District Office Liaison
{Communicates to Depts/Sites)

Audrey Kilpatrick, Asst Supt.
{Remains at DO)

Mary Boyle -> District Office = Other
Sites/Tech/Head Start, as appropriate

Community Liaison
{Communicates to Media/Other)

Scott Leaman, Supt,

Scott Leaman ~» LPD, etc.

Crisis Response Team
(Provides Emotional Support)

Tammy Forrest, Dir SPED =
School Psychologists/Counselors
~> Staff/Students

Mary Boyle - Tammy Fonest
> School Psychologists & Counselors

Transportation
{Buses Students as Necessary)

Audrey Kilpatrick, Asst Supt -
Mark DeRossett, Transportation Dir

Mark DeRossett <> Kate Johnson -
Bus Drivers, as needed

Maintenance & Facilities
{Physical Plant/Safety Needs)

Audrey Kilpatrick, Asst. Supt, =
Heather Steer, Facilities &
Curtis Stizzo, Maintenance

Heather Steer & Curiis Stizzo->
Maintenance personnel as needed

Personnel Ryan Davis, Director Personnel Ryan Davis = Kari O'Took/vielissa
(Provides Info as Needed) Services Ramriez

Communication Audrey Kilpatrict, Asst Supt Curtis Stizzo—>Maintenance

{2-Way Radio Support)

Technology Mary Boyle = Bob Lyons Bob Lyons -» Eli Turner 2 Joe Ross

{Provides technological support)

Translation
{Provides translation as needed)

Mary Boyle -» Suzie Dollesin

Suzie Dollesin -» Ramey Dem —=
Maria Gonzalez - Rosemary Knutson

Nursing
(Provides Medical Support)

Mary Boyle > Jessica Rogers &
Sara Hodgen

Jessica Rogers & Sara Hodgen —
Clerks/Clerk H's

3
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ESSENTIAL TELEPHONE NUMBERS

Telephone # Fax # Cellular # Other #
DISTRICT
OFFICE/COMMAND
CENTER
Scott Leaman, Supt 645-6350 645-6356
DISTRICT OFFICE
LIAISON
Mary Boyle 645-6350 645-6356
COMMUNITY
LIAYISON
Scott Learan, Supt 645-6350 645-6356
PERSONNEL
Ryan Davis, Director 645-5293 645-6348
MAINT/FACILITIES
&
COMMUNICATIONS | 434-5000
Audrey Kilpatrick 434.7268
Heather Steer 645-3100 645-6582
Curtis Stizzo 434-5000
TRANSPORTATION | 045-6346
e 645-5171
Mark DeRossett 434-3758

Kate Johnson

INTEGRATED FIRE
SYSTEMS, INC
Emergency Page #

See Page 5 for passcode

530-637-5322

866-952-6840
866-952-6840

530-637-5299

Shut-Off Info

TECHNOLOGY

Bob Lyons 645-5715
Eli Turner 645-4017
Joe Ross 6435-6394
CRISIS RESPONSE 645-6350
Tammy Forrest 645-4078 645-6356
Amy Petterson

Sandi Miller

Ellic Martinez

Mayela Martinez

Vincent Hurtado

NURSING

Sara Hodgen 645-6360
Jessica Rogers 434-5270
TRANSLATION

Ramey Dem 645-6350
Maria Gonzalez 645-6350
Rosemary Knutson 6435-6350
Melissa Ramirez 645-5293

9 274



December 10, 2010 Accessing Alarm Account History

On the Interpet. type in ¢ Bpin the address line.

Using all CAPITAL letters. enter the site account # thit you want to aceess.

Far the password. enter your pre-established password or use mine G
Hiv the enter button,

A list of' responsible parties or the site will come up on the screen,
To the fefi vou will see a tab that savs “Recent History™. Left click on that rab,

You should pow be able to view and print evers event that has come through to the
manitoring company in the fast lew months.

To exit, g0 10 the tab in the upper right corner. You can then log in again to sce another
site i you Hke. 'not, just close the Internet windaw.

Site Acconnts Tvpe Address Phone
CcCe Security 150 E. 12" Street 645-6390
COES Security 2030 17 Street 6:45-6380
ESS Security 1400 1% Street 645-6330
ERE Fire 1561 Juiner Paglovay 434-3255
FRE " Security

LCE Fire 635 Groveland Lanc 434-5292
LCE Security

SES Seeurity 730 H Streel {83633-2391
TBE Five 24530 Eastridee Drive 434-522{
TBE Seeurity

GEMS Security 204 L. Street 645-6370
TBM Ilire 778 Westview Drive 434-527(
TBM Security

LHS Fire 790 J Strect . 045-630().
LHS Seceurity

PHS Security S .1 Street 645-6395
Bus Fire 2705 Nicolaus rd, 0:15-6373
Bus Seeurity

Obo Security 810 ], Stréct 4345000
NDO BT Security 600 6™ Strect 643-6350

Password W place on test or to call in a false slarm

9. 315



Using Your ICOM or KENWOOD Radio
April 3, 2013

These radios have been programmed to communicate with the base stations at all sites.

Do not set vour radio to Channel 1.
This Channel is designated for EMERGENCIES ONLY.

Keep your radio charged up, but not left in the charger for more than 24 hours.

Turn on the radio, (top of radio, dial knob on the right.). Turn the volume up, (same
knob)

Make sure your channel is set to the site assigned channel. (Either dial knob on top or
scroll arrows on the face of the radio.)

Depress the “push-to-talk” button and hold it down until you finish talking. Release the
talk button and wait for a response.

To talk to another site, use the channel assignment below

Ch. 1 Emergencyonly - Chi3 __ Foskett Ranch
Ch. 2 Transportation Ch 14 Tweive.Bridges Ik
Ch.3 Maintenance Ch 15 Lincoln Crossing
Ch 4 Food Services Ch 16 CARE (after-school)
Chs Twelve Bridges M.

Ché Sheridan

Ch7 Creekside Oaks

Ch8 CC Coppin

Ch9 First Street School

Ch 10 Glen Kdwards

Ch 11 Phoenix High

Chi2 Lincoln Hich

Q.0.370



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

QTHER DISTRICT NUMBERS
CARE {After School Program) TECHNOLOGY 434-3737
Lauren Quinn, Director Bob Lyons {celt)
645-5135 {office)
FS8 434-5038 Eli Turner {cell)
GEMS 645-4020 645-4017
SES 530-633-8119 Joe Ross {cell}

Chuck Youtsey 434-3737

HEAD START PRESCHOOL i {eelh)
CCC 645-1051 Gordon West  201-9282
Infant/Toddler Center 434-3705 (Next to Phoenix High School)

FAX 434-3706 Anayat Sharifie 434-3737

WPUSD PRESCHOOL

15T & 645-1772

SES 530 633-2591

CCC 916-645-6390, ext 37
STAR Creekside Oaks  434-8085

Twelve Bridges  434-6542
Lincoln Crossing 409-0797
Foskett Ranch 434-5884
FRES Preschool 632-8417

CAFETERIA
GEMS ~ Food Director  645-6373
LHS — Dawn 645-6365
CCC - Kitchen 645-6392
Cafeteria Clerk 645-6375

GEMS Cafeteria Clerk  645-4034
FSS Cafeteria Clerk 4347283
TBE Cafeteria Clerk 434-5212
TBM Cafeteria Clerk 434-5269

LIGHTHOUSE COUNSELING & FAMILY RESOURCE CENTER  645-3300 Fax - 434-3735
DISTRICT OFFICE EXTENSIONS

101 Denise Arger, Receptionist 118 Roberta Giles, Special Ed. Clerk
102 Allison North, Sub Caller 119
103 120 Remey Dern, Interventions Secretary
104 Rosemary Knutson, Superintendent Secretary 121 Stacie Wyatt, Account Technician
105/106 Scott Leaman, Superintendent 122 Tammy Sommer, Account Technizian
107 Mary Boyle, Deputy Supt. Educational Services 123 Bornie Pellow, Account Technician
108 Maria Gonzalez, Admin Assist Ed, Services 124/125
109 Audrey Kilpatrick, Asst. Supt. Business 126 Debbie McKinnon, Payroll Technician
110 Carrie Carlson, Dir. of Business 127 Rhia Zinzun, Payroll Technician
111 . 128 Melissa Rarnirez, Personnel Technician
112 Ryan Davis, Director Personnel Services 129 Kari O’ Toole, Personnel Technician
113 130
{14 Suzie Dollesin, Program Speciafist Interventions 131 Heather Steer, Facilities Planner
115 Amy Pettersen, Program Specialist Spec. Ed {35 Lauren Quinn, CARE Program
116 Tammy Forrest, Dir. of Special Education 137
1% Diane Metzler, Sceretary Special Education 138

7
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

9

o 0o o o 0o o

O O 0o 0O

O

DISTRICT ADMINISTRATOR
Responsibility Checklist

Superintendent Leaman/Deputy Superintendent Boyle

Basic Duties: Oversees coordination of all activities; makes decisions re evacuation off-campus

CONFIRM FACTS Obtains accurate information about the total situation. Determines
the degree of impact.

Works with principal to decide whether to evacuate off campus.

Works with principal to convene the Crisis Response Team.

Works with District Office Liaison to set up 2 Community Bulletin Board/Communications
at District Office.

Authorizes Board members to be contacted.

Notifies City Manager of situation.

Goes to school site.

Contacts own family to assess their safety and to inform them of situation.
Works with site team to support resolution activities,

Works with District Liaison to communicate with District Office staff to update information and
to provide support.

Updates Board members.
Approves communication to parents emphasizing the positive.
Assists the site with evaluation of the event and the response.

Plans and sends appreciations to people who helped: letter to the editor, potluck, etc. is
appropriate to retain a feeling of community.

Conducts debrief after the event,

2437



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

1

O

o o o o 1

DISTRICT OFFICE LIAISON
Responsibility Checklist

Assistant Superintendent, Audrey Kilpatrick

Basic Duties: Coordinates all activities at the District Office location.

Confirms situation with Superintendent.

Sets up and organizes District Command Center (Business Office)
Notifies Transportation, Maintenance, Personnel, and Communication, where necessaty.

Screens calls to Superintendent’s Office. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

Provides updates to Board members. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

Updates voicemail message on district phones. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

Notifies and updates all sites of the situation.

Advises other districts of situation, if required.

Notifies the Placer County Office of Education, if warranted.
Coordinates repairs, if needed.

Contacts insurance caryier

39217



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

SITE LEADER - PRINCIPAL
Responsibility Checklist

Basic Duties: Oversees entire situation on site; works with Superintendent to make decisions.

[0 Principal deals directly with District Office/Community coordination.

O Principal makes necessary decisions in consultation with District Office.

O Principal notifies local law enforcement/fire department when deemed
appropriate.

0O Principal works with District Administrator to activate Crisis Response Team
(School psychs/counselors)

[0 Principal oversees entire operation and respond as needed, confident the entire
operation is coordinated, organized and under the control of a competent Site
Commander. B . S T

[ Principal trouble shoots based on developing circumstances.

[1 Principal works with District Office re media operations/ communications.

O Principal works with emergency personnel.

[0 Principal accompanies students and faculty to a safe evacuation site if deemed
appropriate,

[0 Principal is efficient/{flexible/available to make decisions and communicate — not
tied to a specific task.

¥.9.380
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

o o o oo oo o o o

SITE COORDINATOR
(Task Master)
Responsibility Checlkdist

CCC ~ Cindy Hood |
COES — Emily Coffee
FSS — Bill Justice §
FRES — Dan Burbage-Mac
LCES — Pam Soh
SES ~ Karen Roberts
TBES - John Kovach g
GEMS - Josh O'Geen
TBMS - Randy Wood
LHS - Vicki Eutsey §
PHS — Tracy Gruber

Basic Duties: Coordinate all activities at the incident site,

Directs activities of Site Command Center

Alerts Teachers as required

Ensures Staff are at required positions with equipment/information necessary to complete tasks

Assigns additional duties to available staff and direct site operation
Communicates with nursing staff and Crisis Response Team, as needed
Communicates with Transportation, Food Services, as necessary
Organizes and coordinates all necessary activities at site.

Requests added personnel from Personnel Officer.

Works with Site Principal to advise parents of early dismissal of students, if necessary.

Provides information to Superintendent/media spokesperson regarding early dismissal of

Students and other information, if/as necessary

ga4.3 8
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DISTRICT CRISIS RESPONSE PLAN
- Western Placer Unified School District

DESIGNATED SECONDARY PERSON IN CASE
THE PRINCIPAL OR SITE COORDINATOR IS
UNAVAILABLE

NAME CELL #

CCC — Teresa Avelar —

COES ~ Annie Larse

FSS — Norma Lazaro —|
FRES —~ Katrina Moddelmog [
LCES — Irma Balonek- |
SES —~ Mike Maul —

GEMS — Debra Morrison

TBMS — Todd Boynton [

LHS — Barbara Green — |

PHS - Clint Nelson —

.9.3%2



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

TEACHERS
Responsibility Check List

Basic Duties:  Supervise and assist your students

In Classroom (Lockdown or Shelter in Place)
Secure your classroom - lock doors, close windows and shades/blinds.
Attempt to keep the student calm
Provide first aid where necessary
(Lockdown - Students and teachers maintain duck and cover positions away from
doors/windows)
Place color card in the window
Green = all safe
Red = CRITICAL - need help - injury - missing student
n Do not use the phone - do not use cellular phones

O OO0

Evacuation (Fire, Bomb Threat or Off-Campus)

0 Quickly, yet orderly, escort students to safe area as designated in Site Plan
0 Take record book, student information cards, color warning cards

O Take attendance when safe site is reached

O STAY WITH YOUR STUDENTS - wait for instructions re student release

Teachers on prep period
& Report directly to identified areas to secure the campus
[l Assist the Site Coordinator with needs (Assist at evacuation site, serve as a runner, make phone

calls, etc....)

(SEE PAGE 24 - LIST OF OFF CAMPUS SITES)

¥9.3¥3



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

COMMUNITY LIAISON
Responsibility Checklist

Superintendent, Scott Leaman
Basic Duties: Your position is to coordinate all activities at the community level.

Act as media spokesperson.

Coordinate with District Office Liaison and Administration
Work with site team members to advise parents.

Be in communication with site level person at hospital.

Be in contact with City Council and Local Officials, as needed -

Relay information about hospital victims to District Office Command Center.

O O 0O o o o g

At Site Administrator’s request, take a leadership role in conducting parent and
cotnmunity meetings.

O

Contact radio, television, newspapers, as deemed appropriate.
If requested by site, coordinate a community resource response.

Plan with Site Principal and Crisis Response Team for a community meeting, if needed.

LG 35



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

CRISIS RESPONSE TEAM
Responsibility Checklist

Tammy Forrest
Amy Pettersen

Basic Duties: Your main function is to organize and dispatch members of the

Crisis Response Team to the appropriate incident site.

Crisis Response Team Members: (School Psychologists and School Counselors}

o o o o d

o o 0o o

Tammy Forrest, Amy Pettersen, Sandy Miller, Ellie Martinez, Mayela Martinez, Vincent
Hurtado, Janice Giorgi, Victoria Galvan, Liz Wilson, Tom Kelly, Lisa Noma, Mary Lou
Resendes, Terry Thickens

At request of site Crisis Response Support Team Leader, contact community mental health
resources.

Direct activities of any District Interns.
If requested by site, contact neighboring districts and secure their assistance.
Contact Placer/Sacramento County law enforcement chaplaincy, as necessary

Contact Placer/Sacramento County Department of Mental Health to alext the Critical
Incident Stress Management Team, as necessary

Provide support to students and staff, if requested; assess critical sttuations.
Assist site in staffing safe rooms for students and staff.
Provide written information to parents concerning possible reactions to the event.

Be available for consultation to site as they conduct follow-up activities in the weeks to come.

g & 23S



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

TRANSPORTAION
Responsibility Checklist

Mark DeRosset/Kate Johnson

Basic Duties: Coordinate all transportation needs surrounding the incident.

E"_'i Work with dispatcher to contact bus drivers, if necessary.

(i Advise Mid Placer Transportation of situation and coordinate resources, if necessary.

1 Advise drivers of staging areas and routes,

[ Assign mechanics and available maintenance staff to work with Lincoln PD (if available) to

block and direct traffic to allow buses to safely enter and exit designated pick-up area.

a3

Provide evacuation to secondary site, if necessary.

O

Provide early transportation home to regular bus drivers as necessary.

Check off names of students on bus rosters as they reach exit gate; have mechanic escort them
{o proper buses.

16
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

MAINTENANCE/FACILITIES
Responsibility Checklist

Curtis Stizzo
Heather Steer

Basic Duties: Provide all necessary support as deemed appropriate

Accompany Superintendent to incident site.

Provide blueprints and any other technical data of the site.
Designate staff to bring extra communication equipment to the sites.
Assist emergency services personnel with information about the site.
Provide any required resources to emergency personnel.

Provide support in establishing site comrmand center.

O o o o 0o o o

Coordinate repairs.

®.9.397
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

PERSONNEL
Responsibility Checklist

Ryan Davis, Director of Personnel
Basic Duties: Identify district personnel who can be of assistance during the crisis.

1 Notify employee families affected by the crisis.

(] Assist site with information on personnel, including substitutes, who are present on
campus.

Contact substitutes to work upcoming days.

Assist in coordination of specialized personnel to incident, per request of Command
Center or District Liaison.

£ Provide and maintain an updated resource guide of specialized personnel.

LG 3EY



DISTRICT CRISIS RESPONSE PLAN
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COMMUNICATION
Responsibility Checklist

Curtis Stizzo

Basic Duties: Provide the most effective form of communication to the incident site under the
circumstanees.

- Work with Telephone Company, as necessary.

[ Update voice mail message, as appropriate.

[ Keep sites updated on telephone status.

L Coordinate use of District’s 2-way radio system and all phone contacts.

%1239



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

TECHNOLOGY
Responsibility Checklist

Bob Lyons

Basic Duties: Provide access to electronic communications services.

Provide information on mass messaging — email, voicemail, text.
Work with Site Leader to coordinate messaging.

Work with sites to provide access to Student Management System (AERIES)

o o o o

Assist with technology needs.

2A9.240



DISTRICT CRISIS RESPONSE PLAN
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DISTRICT NURSE
Responsibility Checklist

Jessica Rogers R.N. & Sara Hodgen R.N.

Basie Duties:

Provide the best possible first aid service to the incident site as circumstances permit.

L3 At request of Site Coordinator report to site and establish a first aid station area; ensure
adequate adult assistance.

o Provide direction to Clerks re handling of Student Medication.

E] Provide direction and support to Clerks re reviewing Student Health Care Plans for students
with

critical needs.

Direct first aid station under the supervision of the Site Coordinator.

Coordinate activities with hospital, if needed.

Meet with parents of injured students.

o 0o 0o o

Assist school site team with parent or community meeting.

¥.9. 3710
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DISTRICT CRISIS RESPONSE PLAN
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TRANSLATION

Responsibility Checklist

Ramey Dern/Maria Gonzalez/Melissa Ramirez/ /Rosemary Knutson

Basic Duties: Provide translation for communications and information as necessary
1 Provide appropriate information to Spanish radio and Television stations as deemed
appropriate.

Coordinate release of information with Community Liaison Officer — Scott Leaman
Establish a procedure to provide communication and information to parents.

Mobilize translators (teachers/students/parents) as needed.

S ESIC S pal
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DISTRICT CRISIS RESPONSE PLAN
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OPERATIONAL AREAS

AND

SAFE QN-CAMPUS SITES

SCHOOL SITE

OPERATIONAL AREA

Lincoln High School

Glen Edwards Middle School

Creekside Qaks Elementary School

UDENT SECURITY

Priority One and
| - Priority Two

Priority One
- Priority Two

_  Priority One
- Priority Two

Carlin C. Coppin Elementary
School

riority One

Priority Two

Sheridan School

Priority One
iority Twe

o - Priority One
Priority Two

Phoenix High School

Priority One
Priority Two

First Street School

| Prierity One
- Priority Two

Twelve Bridges Elementary School

- Priority One

Foskett Ranch Elementary School

— Priority One
— Priority Two

Twelve Bridges Middle School

— Priority One
Priority Two

Lincoln Crossing Elementary

Priority One
riority Two

&4 - Priority One
— Priority Two

District Office

Priority One
Priority Two

— Assist at Sites

Q. 393
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CRISIS EVACUATION OFF-CAMPUS SITES

FROM TO

Carlin Coppin School Lincoln High School

Creekside Oaks School Lincoln High School

Sheridan School Stuart Hall/ILHS

Glen Edwards Middle Lincoln High School

Phoenix High | Glen Edwards Middle Sch.

Lincoln ngh School Glen Edwards Middle Sch.
FirstStreetSchool ~ Creekside Oaks Elem. Sch.

Twelve Bridges Elem. School = Twelve Bridges Middle Sch.
Foskett Ranch School Lincoln High School

Twelve Bridges Middle School Twelve Bridges Elem. School
Lincoln Crossing Elem. School Creekside Oaks Elem. School

District Office Lincoln High School

ALTERNATE SITES ARE GLEN EDWARDS
MIDDLE SCHOOL AND CREEKSIDE OAKS, IN
THAT ORDER |

24
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DISTRICT CRISIS RESPONSE PLAN
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EVACUATION OF CAMPUS

Things to Grab:

¢ Student Emergency Cards (Secretary)

e Student Health Care Plan Binder (Clerk)

o Student Medication Binder (Clerk)

= Medication Bag {(Clerk)
o Labeled Student Meds; Juice boxes

« Evacuation Boxes (Principal)
o {(Goal of 1 box per 100 — 200 students}
o Principal calls Superintendent/DO

¢ Blueprint of School (Custodian)

« 5~ 10 Orange Cones (Custodian)

Evacuation Boxes:
e Schools of <400
o SES & PHS
o 1of 12 X 9 X 4 box (one parent pick-up fine) confaining:
= Pens/pencils & roll of tape
= Small spiral notebook
« Instructions
» 4 waters, 4 vests, 2 whistles
« Schools of 400 - 500
o CCC,FSS, FRES
o 4 of 12 X9 X 4 boxes (4 parent pick-up lines)
o EACH of 4 boxes labeled for its alpha section and contains:
= 2 laminated ALPHA signs for its alpha section
e A-F,G-LM~R;S~Z
= Pens/pencils & roll of tape
= Small spiral notebook
¢ Instructions
x4 waters, 4 vests, 2 whistles
o Schools of 500 — 1500 students
o COES, LCES, TBES, GEMS, TBMS, LHS
o 8of 12 X9 X 4 boxes (8 parent pick-up lines)
o Each of 8 boxes labeled for its alpha section and contains:
* 2 laminated ALPHA signs for its alpha section

e A-C:D-FG-LJ-LLM-O;P-R;S-U; V-2

Pens/Pencils & roll of tape
Small spiral notebook
Instructions

4 waters, 4 vests, 2 whistles

X ®m B 2



DISTRICT CRISIS RESPONSE PLAN
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Instructions in Each Evacuation Box:

o Grab Emergency Cards for Your Alpha Section, put in Box and move to Parent Holding
Area
e Team of 4 adults per Box MINIMUM! Each wears a vest and whistle.
« Team is NON-Teaching Staffl (Teachers are supervising their students} Use other
staff, teachers without classes, or non-district adult volunteers if necessary.
o Aduit#1 Leader/Sign Holder — Grabs Emergency Cards & puts in box; holds
Alpha Sign high and maintains order front of line; receives communications;
makes decisions; restores boxes at end of incident
o Adult #2 Line Walker - lines parents up, calms parents, and walks the line
communicating info/updates — taking care of medical situations
o Adult #3 Card Puller - pulls cards from box, checks parent ID’s, checks off
name on emergency card of person receiving student. If released to another
adult, records California Drivers License # of that adult on bottom of card.
o Adulf #4 Runner — runs cards (5 at a time) to Student Waiting Area fo call for
students, then walks students and cards to Student Release Area; tuns cards
over to Clerk/Secretary at Student Release Area for refiling

Student Waiting Area:; .

o Students line up with teacher; Teacher takes roll, then has students SIT IN LINES to
maintain order and for easy identification/release of students when called.

¢ Teacher releases student to runners when students names are called.

Student Release Area:

o Students go with Adult #4 (runner with cards) to Student Release Area

¢ Secretary/Clerk releases students from Student Release Area, refiling cards behind
alpha tabs as released

Students Riding Buses:

» Students remain seated in line with teacher in Student Waiting Area as above and wait
with class until Bus # is announced.

e (o to designated area for Bus # when called.

e Bus driver with list checks students off as they board.

Students Driving Cars:

o Students remain seated in line with teacher in Student Waiting Area as above and wait
for all clear announcement at which time may drive home. If all clear is not announced,
must be picked up by parents in same manner as other students.

26
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LOCAL EMERGENCY SERVICES

LINCOLN POLICE DEPARTMENT

916-645-4040

LINCOLN FIRE DEPARTMENT

916-645-4040

PLACER COUNTY SHERIFF’S DEPARTMENT

530-889-7870

CALIF. DEPT. OF FORESTRY, FIRE, RESCUE

916-645-2360

AMERICAN RED CROSS
457 Grass Valley Hwy.

530-885-9392

COUNTY OFFICE OF EMERGENCY SERVICES

530-889-7720

PLACER COUNTY FIRE

530-823-4411

EMERGENCY RESPONSE SYSTEMS

530-823-4411

C.H.P. 911/ emergency
EMERGENCY SERVICES 530-889-7721
CITY OF LINCOLN 91

KRIS WYATT, BOARD PRESIDENT

BRIAN HALEY, BOARD VICE PRESIDENT

DAMIAN ARMITAGE, BOARD CLERK.

PAUL CARRAS, BOARD MEMBER

PAUL LONG, BOARD MEMBER

GAYLE GAROLINO-MOIJICA, PCOE

530-889-8020

KFBK

916-924-3901

KAHI 530-888-6397
TV 10 916-321-3300
TV 3 916-444-7316
TV 13 916-374-1300

1 (800) 468-4743

PGE

®.9. 37
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INCIDENT REPORTING AND
INITIAL EMERGENCY PROCEDURES

In the event of the following:

Stranger on campus
¢ Notify the office using available systems (cell phone, campus

phone #200, radio).
Provide a description of the individual

Individual with firearm-adult or student

Never take steps to attempt to disarm the individual!

Secure students, staff, and volunteers in classrooms

Lock down room- Keep doors closed and locked at all times
Notify the office using available systems (cell phone, campus
phone #200, radio).

Account for all children

Provide a description of the suspect

Attempted kidnapping

@

Never take steps to physically thwart a kidnap attempt!

Secure students, staff, and volunteers in classrooms

Lock down room-Keep doors closed and locked at all times
Notify the office using available systems (cell phone, campus
phone #200, radio).

Account for all children
Provide a description of the suspect

LG 3AS
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Serious Injury

L3

4

Begin First Aid procedures and/or

Notify the office using available systems (cell phone, campus phone #200,
radio).

Activate the Emergency Monitoring System/call 911

Send students to neighboring classroom

Stay with victim until relieved by paramedic or other qualified individual
Identify a liaison to direct emergency responders to the scene

Death of student (off campus)

Minimize initial comment to students until all facts are present
Contact school office for confirmation
Respect privacy of the victim’s family

Expect support from district psychological support personnel

Moderate student discussions using script provided by support personnel
Notify office if additional support is needed in your classroom or
neighboring classroom

Death of student {(on campus)

Remove students from scene by sending them to neighboring classroom
Designate an individual to secure the scene

Notify office using available systems or through adult runner

Activate the Emergency Monitoring System/call 911

Remain with victim until relieved by administrative personnel, police or
paramedic

Minimize initial comment to students

Expect support from district psychological support personnel

If needed moderate student discussion using script provided by support
personnel

Death of employee

L

Same as above

D299
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Fire
e Notify office using fire pull stations or by available systems
s Evacuate the building per procedure
e Call 911 if safe to do so with specific information

Earthquake
¢ Begin duck, cover and hold process
» Evacuate buildings 1 to 2 minutes after trembling stops
o EXpect that the office will feel the trembling and await further information

Rumors of Trauma, Injury, Accident or Death
e Seek confirmation from school office
* Minimize commenits to students until all facts are known
e Moderate student discussions
o Expect support from district psychological support personnel

Altercation between Adults
¢ Remove students from immediate area. Close classroom blinds
¢ Notify the office using available systems (cell phone, campus phone #200,
radio).
e Notify 911 depending on the seriousness of the situation

Mountain Lion or Other Major Animal Predator
o« Commence Return to Building procedures. Close classroom blinds
o Notify the office using available systems (cell phone, campus phone #200,
radio).

Violent Student
¢ Remove students from immediate area of student misbehavior
» Commence restraint procedures if student is attacking others
¢ Monitor objects that can be thrown
= Notify the office using available systems (cell phone, campus phone #200,
radio).

% G.U00



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

Student Behavior Crisis

L

e
o
[
]

Remove students from immediate area of student misbehavior or

Remove disruptive student from peers

Notify the office using available systems (cell phone, campus phone #200, radio).
Commence procedures outlined in individual student behavior plan if available or
Rely upon office or designee for next steps

Student Seizure (Medical)

L

& e © 5 e o

Be aware of procedures associated with individual

Clear an area around the student

Remove students to another area outside the classroom

Do not restrain

Contact office

Activate the Emergency Monitoring System/call 911

Wait with student

Debrief- If needed support personnel from site/district will be available

Bomb Threat/Suspicious Object

L

e & & o

The Principal or designee shall notify the police department. He/she can also make a
request of assistance. State clearly where to meet officers.

Notify the Superintendent

Make the decision to evacuate the buildings

Follow Fire Drill procedures

Avoid publicity concerning the bomb threat. If the news media has been alerted ask for
assistance from the District Office.

NO ONE is permitted to touch, handle, or move the suspicious object.
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EMERGENCY ALERT
PROCEDURES

Office —--
1 In order to access communication with all rooms and outside on
campus using the office phone system,

pick up the receiver

press “page”

press #

press “110" [slowly]

after hearing feedback on the receiver, begin message

moom®m>»

Classrooms ~---

A Dial 200 to access the emergency phone

[¥3]
|8
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FIRE

In the event of a fire:

1.

The fire alarm will be activated by personnel at the nearest fire
alarm pull station, or

Immediate contact will be made with the school office by the school
intercom system. The fire alarm will be activated from the office,

Call 911 if safe to do so with specific details of the fire (add number).

Upon hearing the fire alarm, under the supervision of the teacher, students
will:

a evacuate the classroom

b walk to the predetermined location

C wait without talking for instruction from the teacher

Upon hearing the fire alarm, the teacher will:

a secure the emergency bag and emergency list

b close and lock all doors and windows to the classroom (time and safety
permitting)

C escort students from the room

d maintain control of students during the evacuation

e take roll of students once class has arrived at the
pre-determined location

T await further direction

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.
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EARTHQUAKE

In the event of an earthquake,

1.

Verbal announcement may be broadcast over the campus intercom
system, or you'll know because you'll feel it.

Personnel and students outside the building will move away from any
buildings, trees, utility poles, downed power lines or other hazards

Personnel in the building will...

a drop -- assume a curled position on the floor or field, knees on the
ground...

| b cover - hands joined behind the neck, beneath a table or 'student

desk if possible, and

e hold - in this position for approximately five minutes or until shaking

stops

Following the event, the fire alarm may sound. Staff and students will
evacuate the building in accordance with fire alarm procedures.

Secure the emergency bag and emergency list

Escort mobile students from the room

Close and lock door

Maintain control of students during the evacuation

take roll of students once class has arrived at the
predetermined location

Await further direction

e e

o

No person shall be allowed back into the building for any reason until
emergency personnel have thoroughly inspected the facility.

In the event that the procedure is a drill, an “all clear” announcement will
be broadcast.
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RETURN TO BUILDING

In the event that studenis must return to their classrcoms because of an
emergency siuation:

1.

Verbal announcement will be broadcast over the campus intercom
system,

Immediately followed by direction from responsible adults on the yard to
walk to class. ‘

Teachers will meet students at the exterior door and direct them to assume
safety position.

The exterior door will be locked. The blinds will be closed. (Interior doors
must be left closed but unlocked to facilitate movement out of classrooms
through common rooms as necessary.)

With the teacher standing near the exterior door but out of the line of
exterior sight, roll will be taken and all students will be accounted for.

Immediately commence “Lock Down” procedures. (See next page.)

Classes will remain silent until further direction is broadcast over the
school intercom system or until contact is made with the teacher through
the school phone system.

35
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LOCK DOWN

In the event that it becomes necessary to secure the building with the students
remaining inside:

1.

2,

Verbal announcement will be broadcast over the campus intercom system.
The exterior and interior doors to the building will be locked.

a.  Staff will escort students to the nearest building and secure the door.
Blinds will be closed and window in the door covered if safe to do so.
Students will move as far away from the window as possible.

Teachers will account for all students present on that day, if the status is
red, the staff will provide the office with a list of missing or extra students.

Teachers will slide a colored card under thelr door (n‘ poss;ble) to notn‘y

- personnel status of occupants inside:

Green = all students present (Poss tape to window)
Red = there are missing students
No card = it is not safe to put up the card

Teachers in possession of current teacher cell phone lists will be asked to
activate said phones. Remind teachers to turn on their cell phones.

All' personnel will await further notification either through a general
broadcast of the school intercom system, through individual telephone,
personal contact or by e-mail.

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to open the door at any time.

36
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SHELTER IN PLACE

In the event that it becomes necessary to secure the building with the students
remaining inside:

1.

2.

Verbal announcement wiil be broadcast over the campus intercom system.
The HVAC system will be shut off.

The exterior and interior doors to the building will be locked.

a Staff will escort students to the nearest building and secure the door,

Teachers will account for all students present on that day. A call will be
made via the phone system to each room and the teacher will respond red
or green, if red, teacher will provide a list of names of absent or extra
students. | |

Teachers will place a colored card in their window to notify personnel
status of occupants inside:

Green = all students present

Red = there are missing students

No card = it is not safe to put up the card

Teachers in possession of current teacher cell phone lists will be asked to
activate said phones. Remind teachers to turn on their cell phones.

Teachers and Students will conduct instruction as usual, but will not leave
building.

All personnel will await further notification either through a general
broadcast of the school intercom system, through individual telephone,
personal contact or by e-mail.

In the event that the procedure is a drill or the emergency is over, an “all
clear” announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to open the door-at any time

37
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STUDENT SIGN OUT SHEET
STUDENT NAME SIGNATURE OF
LAST, FIRST PARENT OR GUARDIAN DATE TIME
SIGNATURE OF AUTHORIZED SCHOOL OFFICIAL DATE TIME
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Crisis Response ~ Suicide

Iimmediate Response
(Al boldediunderfined items have a handout or agenda on following pages)

« Inform the District Superintendent of the death.

Q

[»]

Superintendent confirns death and cause of deathffacts and whether family wants the fact
of suicide known
Superintendent calls appropriate principal(s)

- Principal(s) calls an immediate [nitial Crisis Response Team Meeting to assign responsibilities.
o Crisis Response Team - School Psycholagists, Schaol Counselors, Director of Special Ed

(if additional support is needed), Community Counseling Resources (as necessary)

»  Principal and CRT establish a plan to immediately notify affected faculty and stalf
of the death via the school's crisis alert syst’errg {usually phone or e-mail}.

= Principal and CRT determine who the affectéd individuals are on campus (who
needs district/site support in the Wwake of the suicide — staff, studenis, none,
which?) {Possible scenatios — suicide of student: suicide of staff; suicide of coach;
suicide of parent of a student; suicide of graduated of former siudent, eic.)

x  Principal checks AERIES for family members/siblings

.« Principal schedules an jnitial All-Staff Meeting as soon as possible (ideally before school starts

in the moming). .-

<
o
o
<
o

<

&
0

Arrange for students to be'nofffied of the deathin small groups such as homerooms o
advisories (not by overhead announcement or in a large assembly)

Determine who the friends/ffamily members are on camipus

Determine how fo notify/support fHese studerts/staff members

Disseminate Notification of Suicide to homeroom Yeachers, advisors, or others leading
groups.

Remind staff that returning to toutines is.helpful and to maintain as much normailcey in
classroom routines as.possible.
Reniid staff _thai"mémon‘als in the case ‘of suicide may trigger contagion and are not
appropriate. o school site

Share with staff District procedures re'dealing with media — refer media to District Office
Set End-of-Day All Staff Méeting time and location

+  Principal speaks with District Superintendent and Crisis Respense Team Leader throughout the

day.

- Principal notifies affécted families,
o Via family letter, email or phone call prior to students leaving for home. Factual

information including the individual's name and if a staff member, their pesition with the
district. Do not include information regarding the manner of suicide. See Family
Notification.

+  CRT Leader Holds CRT End-of-Day Debrief

<
o
<
Le]

Review day's challenges and successes

Discuss plans fornext day

Plan End-of-Day All Staff Meeting

Plan Follow-LUp Staff Meetings (if needed)

Whenever there is a CRT Intefvention, there MUST BE an End-of-Day Debrief!

39
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Initial Crisis Response Team Meeting
Agenda

Biscuss known details
Discuss what informalion is NOT ta be shared with staff/students
(details of the suicide, for example)
Determine roles/responsibiliies, including Crisis Response Team
Leader
o CRT Leader - Takes command, balances response initiatives
with safely concems; motivates responders; communicates
clear directions; sizes up situation and makes rapid decisions;
modifies plans as necessary
o Public Information Officer ~- Superintendent or designee
o CRT Members — Offer support; support stafffstudents
o
Determine affected individuals
Determine whether an all-staff meeting is appropriate and leadership
of the meeting
Review use of Crisis Response Team Log when seeing students

~

Initial All-Staff Meeting
Agenda

Infroduce CRT members
Share appropriate information about the death
Allow staff opportunity to express their own reactions/grief
identify anyone needing additional support and refer them to
appropriate resources
Provide appropriate faculty with a copy of the Notification of Suicide
Explain the plans for the day, including location of crisis counseling
rooms
Discuss the plan for assisting students who are having difficulty

o Share Suicide Postvention Information (handout for staff)
Remind staff that all media communications are handied through the
District Office (Superintendent)

2 .o
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Notification of Suicide
(To be read or paraphrased in specified classes by appropriate
staff member — teacher, if comfortable, administrator, school psychologist,
counselor, efc.)

it is with great sadness that | have to tel| you that one of our students (changs
wording as needed Rers) has taken hisfher life. We want you fo
know that we are here o help you in any way we can. Sulclde death presents us
with rany questions that we may niot be able o answer right away. Rumors may
begin to circulate and out of respect for the family and the deceased, we ask that
you not spread rumors you may hear.

One thing is certain. There are supports in our community that can help. Suicide
shotld never be an oplion.

Each of us will react to ‘s death in our own way. Some of us
may experience great sadness while others of us may-not be affected. Some of
you may find you have difficulty cancentrating on your schoolwork while others may
find that diving into vour schoolwork is a good distraction.

We have counselors available to help our school community, fo deal with this sad
loss and to help us understand roore about suicide. If you would fike fo tallk to a
counselor, or if you have concerns about a friend, just let your teacher or a staff
member know.

.

g
=
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Family Noftification
Doar Parente,

[ nurr writng with preat sadness fo inform you that & pruviows teacker ol ours has died, Our though's snd sympathics go gut ie Goss affeeied by
such o preat fess, Plose know that your child sy have beon dirccily impacted by thix loss ang waz given the news of the death by heir teacker
charinsg thelr first pedad elass this morning.

Thi esuse of death wos sultie, Ve vot 1o tikie this opporanity tn rerdnd our communily thet sufcde Is a wery complissted set, Tuis veually
cansorl by 2 mental healihs disardes, which can provent 3 parson from thisting clearly about his or her problems and howto solve them, Iis
Inpurtahl 1 rimemmber that the vast weajority uf indfvidels who experieios mental health disorders ot life streszors darnot become suicidsl,
Suicide ix alwuyy & peammont solution to & inporagy problem.

Cotnsstars worn mede svaifable taday nt THMS to rmet with studeats individuatly end will b made avaitable over the pext eouple ofdays zod
works, Ploase cantect the offics i you feeh your child is in nocd of sdditionat assistance.

Tmars may bepln b clreulate, 2nd W have aked the studenzs not i sproad ramars sinee ey By tun ol te b inasoucele and cin ba desply
Furtfil to other students st THVE, We will do owr ber 40 give you acouzsts informotion 2 it s made avaiizble o nx

if you need help or gridance on bow to Balk Lo your chifd about suicide of the seecnt leas, ploass centacs the olfice for adibitionnd sssistanca,

1 yous have concoms abotil yier ebild’s zafesy, please call 911 ortake thent to the ememency toom immedistely. Cearain behavioes czn indicate
a safesy concem for you child, specifissily, ifthe behavions are new o7 bave meendly exvatzted arowad the tise of » painfisl cvent, foss. o change.

Contoming behaviors may ineede;

Talking shout wanting L dic or kift oncsell

Loaking for ways to kilf sueself, suck as searchiog onling
Talking about festing hopetess or haviag no reason ko five
“Fatking aboul foeling trpped of in wibeatshiz pain
“Fefcing abawt being 2 birden to otherx

Incrasing U= use of drups or atechel

Dehaving reckleasly

Showing rape or 1alking abmd mekdog twvenge
Spontansous pithdrawal

Displaving extneaie moed swings

Saying good-bye or giving away befoagings

R L B S
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* & 8 & 9

CRT End-of-Day Debrief
Agenda

Include CRT membaers, site principal, Superintendent
Review day's chailenges and successes
Debrief, share experiences, express concerns and ask questions
Plan End-of-Day All Staff Meeting - review agenda
Discuss plans for next day
o Consider mental health supports needed
o Develop communication protocal
o Review Crisis Response Team Log
o Determine student contact follow-up needed
Prepare Suicide Postvention Information {o share with staff

B & & @
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End-of-Day All Steff Mesting
Agenda

Offer verbal appreciation of all the staff

.. Review day's chalienges and successes.

Debrief, share experiences, express concems and ask questtons
Check in with staff to determine if they need additional support and
refer them accordingly

Discuss plans for next day

Remind staff of importance of self-care

Remind staff re dealing with media

Determine if Follow-Up Staff Meefing is Needed; Schedule Meeling
Share Suicide Postvention information

* 0 » 9

Follow-Up All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review event's challenges and successes

Debrief, share experiences, express concems and ask questions
Check in with staff to determine if they need additional support and
refer them accordingly

Piscuss any additionat plans, if needed

Remind staff of importance of self-care

Share Suicide Postvention Information

42
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Crisis Response Team Log

Date: Site: CRT Member:
Time |Student Foliow-Up Notes
Needed
YIN

2.9.413
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SUICIDE POSTVENTION INFORMATION
~ For Staff ~

Procedures aimed at identifying those affected by a suicide in order to decrease negative
reactions and increase adaptive copying.

Goals of Postvention

Assist survivors with the grief process

Identification and referral of students at-risk for requiring additional servicaes
Reducing contagion

Providing appropriate information

Survivors of Suicide

Individuals directly affected by a completed suicide, Affected individuals include; family members,
classmates, fiiends, teachers, girl/boyfriend. Survivors typically experience an array of emotional
reactions:

» Shock, guilt, despair, denial, anger, disbelief, pain, shame, hopelesshess, rejection,
confusion, and self-blame.

«  Survivors are at an increased risk of sulcide contagion. Suicide Contagion Is a term used
to describe an increase of suicidal behaviors shortly after a completed suicide typically
due to imilation. To decrease contagion, sensationalism, glorification, and romanticization
should be avoided.

Providing Information

Information should be provided to Facilitate understanding and clarification. When talking to
students, staff should provide information simultaneously o classes. Again, faclual information
should be provided to eliminate sensationalization. Providing waming signs and resources within
the community to parents can help with the bereavement process,

Do’s & Don'ts

Memorials and funerals

Do...

Encourage affected students to attend the funeral service

Develop suicide prevention procedures, including better ways to cope with emotion.

Dor't...

Send all students to funeral

Cancel or change the school schédule

Permit physical memorials on schoo! grounds

Fly flag at half-staff, have assemblies or yearbook dedications for victim, or moments of silence.

Attending the funeral should be at the discretion of the individual students and their parents.
When dealing with memorials and funerals, the goat of the school site should be to avoid
sensationalization, glorification, and romanticization of the suicide death. Too much atiention
towards the suicide act andfor victim may lead to contagion. The school site may want to focus
memorials towards providing information and support to other students experiencing grief to help
pravent future suicides.

Community Resources

EAP — Employee Assistance Program —~ 800-932-0034 eap@acispecialtybenefils.com
Lighthouse Counseling and Family Resource Center — 645-3300

Placer County Children and Adult Systems of Care (530) 886-54501, 1-888-8886-5401
Family Service Agency Suicide Prevention and Crisis Hofline (916) 368-3111

Mational Suicide Prevention Holline 1-800-784-2433, 1-800-273-8255, 1-800-799-4889
National Association of School Psychologists www,nasponiine.arg (See PrePare materials)
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SOME PHENOMENA OF DECISION MAKING UNDER STRESS

The greater the stress, the greater the conceptual rigidity of an individual.

The greater the conceptual rigidity the more closed to new information the individual becomes.

The greater the conceptual rigidity, the greater the tendency to repeat prior responses, to responses, to the exclusion of

new ealternatives.

The greater the stress, the less the ability of the individual to tolerate ambiguity in the environment.

Intolerance of ambiguity leads to a response to a stimulus before adequate information is available for the correct

T25pOonse.

Under increasing stress, there is a decrease in productive thought and an increase in non-productive thought.

The greater the stress, the greater the distortion in perception of the environment.

The greater the stress, the greater the amount of risk perceived in the environment.

The greater the amount of time spent on a task, the lower the amount of risk perceived in the environment.

0. In a crisis situation, decision makers have difficulty distinguishing between threats to themselves and threats to the

organization.

11. The greater the fear, frustration, and hostility aroused by a crisis, the greater the tendency to aggressionand escape

behaviors.
2. In a crisis situation, negative psychological factors are reinforced.

13. In a stressful situation, the only goals that will be considered are those related to the immediate present, at the sacrifice
of longer range considerations.

i4. The greater the stress, the greater the tendency to make a premature choice of alternatives before adequate information
is available for a correct response.

15. The greater the stress, the greater the likelihood that & decision maker will choose a risky alternative.

16. The greater the time pressure, the poorer or more incorrect the choice of alternatives becomes.

17. Groups experiencing substantive conflict more frequently employ creative alternatives than groups without conflict.

18. Groups experiencing conflict show more effective performance in decision making tasks than groups inlittle or no
conflict.

19. The greater the group conflict aroused by a crisis, the greater the consensus once a decision is reached.

20. In crisis, the number of communications channels available to handle incoming information decreases.

21. Inaconflict, there is greater need for effective leadership.

22. The smaller the group, the greater the amount of influence the leader will have.

23. The smaller the group, the greater the amount of consensus that will be achieved through group discussion.

24. The tendency to choose a risky alternative increases with continued participation in a decision making task.

25. The greater the reliance on group problem solving processes, the greater the consideration of alternatives.

P

h

v
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Adapted from Crisis Management: Psvcholopical and Sociological Fagtors in Decision Making. Report to Office of Naval Research,
Natignal Technical Information Service, U.S. Department of Commerce, Springfield, VA, 1975
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Preparing to Handle the News Media
During a Crisis

Anne-Marie St. Germaine
Jasculcal/Terman and Associates
Chicago, lilinois

[nn today’s education environment, officials and institutions find themselves on the firing line. The savvy
school attorney knows that, more often than not, a crisis means a public relations challenge as well as a legal one.
Since counsel is often the first called for help, you have an opportunity to set the stage for how the public and the
news media react to the circumstances.

A crisis can take many forms in the school setting. Some _for example, gun violence, hostage situations,
demonstrations, natural disasters, chemical contaminations -are “of the moment,” at the school, and a potential
threat to lives or safety. Other kinds of crises include real or perceived financial wrongdoing, fabor negotiations,
and teachers’ strikes:

One thing common to the above situations is that the damage inflicted on an organization’s reputation is
determined more often by its handling of a crisis than by the seriousness or outcome of the crisis itself.

While it’s true that an essential vehicle for getting out your message is the news media, preparing to
handle the news media is just one aspect of overall crisis communication. It’s worth reviewing the “big picture”
-of erisis communication before getting into specifics of preparing to deal with the news media. - :

THE BEST PREPARATION - HAVE A PLAN.

Crises unfold quickly. Being prepared and ready fo anticipate what you’[l need to do will help you
immeasurably if and when you face a crisis. A plan boosts your ability to manage the situation and minimize the
damage with external audiences. Advance planning also enables you to make sure those within your school
understand the tough issues you face and how they affect everyone concerned.

Another good reason for advance planning is that in case of a crisis, you will not waste any time debating
process or basic facts or procedures when you should be “out front” managing your message and the issues at
hand.

Managing the flow of information may be the single most important thing you do in a crisis. Having a plan
in place helps you to do that.

Establish a Crisis Connmunications Teant
The tean should include appropriate school officials, legal counsel, external counsel where applicable, and
selected representatives from constifuencies as appropriate and desirable. For example, at times it may be

prudent to include law enforcement, teachers, or others depending on the nature of the crisis. One person, if
possible, should be designated as the spokesperson to deal with the news media.
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Develop a Crisis Communications Plan
A plan outlines important steps that need to be taken by school officials immediately when acrisis hits .
when information must be gathered and distributed quickly and accurately to all who need to know The plan will

minimize the risk of overlooking an important step in the first 24 hours after a crisis hits, when the time frame
for making important decisions is a matter of minutes.

Conduct Crisis Media/Message Training Sessions for the Crisis Team
Crisis fraining is an essential component of advance planning. It helps you focus on core messages about
the institution _in this case, the school -and builds the tearnwork and rapid response mechanism needed should a

crisis hit. Such training has two basic elements: what you’li do when a crisis hits, and how you’ll explain what
you're doing to others.

Review and Update tie Plun Periodically

A plan on a shelf does little good. Personnel, governance and operations may change, and an evolving
public climate should be reflected in your plan.

CRISIS CHECKLIST: ACTION STEPS
Each crisis will be different; here are some basics for your crisis checklist.

. Assemble the core crisis team according to a predetermined notification list. Contact appropriate
legal counsel. Contact appropriate agencies and insurers per. legal counsel.

. Notify families in person, if possible (where applicable).

. Address the needs of victims and their families (where applicable).

. Compile all required/available information to make decisions.

. Be ready to play central role, both on the crisis team and publicly as a leader.
. Contact administrative help.

' WNotify employeesfothers.

. Consider counseling for victims, coworkers, families (where applicable).

. Notify appropriate public officials and community or interest groups.

. Draft a factual statement and distribute it to the full crisis team.

. Review who else needs the information, when, and in what sequence.

If the core crisis team determines that outreach should be made to the news media, this shouid be done as
swiftly as possible. One person on the crisis team should coordinate contact with appropriate reporters and,
where warranted, editorial boards to set up interviews or meetings.

MANAGING THE NEWS MEDIA
a1
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Before, during and after a crisis, public perception of your school will in part be shaped by the news media.
It is essential that information shared by the spokesperson with the media is as up-to-date and complete as
possible,

It’s usuaily a good idea to respond to media inquiries as soon as possible. Delay in responding to media can
create the perception that you have something to hide. Or, that you don’t know what you’re doing.

At the same time, do not rush to deny or accept responsibility. The initial information you have may be
incomplete or wrong. Do your own investigating before reaching any conclusions. (In some cases, that could
take days, weeks or months.) You do not have to have all the answers right away, despite the news media’s
aggressive quest for information.

It’s best to keep the number of people and supporting materials to a minimum when meeting with members
of the news media. The most effective approach is a clear and persuasive argument, backed up with easily under-
stood facts.

Prepare a basic statement for the media. Make sure that it is reviewed by the core ¢risis team. Stick to the
facts and don’t speculate or theorize. Make sure your organization’s concerns and compassion are reflected in the
statement. A preliminary statement is fine; it can buy you valuable time. Determine what else you need (question
and answer pieces, list of supporters, third-party quotations, background information, and so on).

As soon as you’re ready:

+ . Contact all appropriate media. In most cases, it’s best the news media hear from you first about what's
happened. '

» Provide news bulletius as the crisis evolves/ unfolds.

+  Record the names of arriving reporters at the »scene and represented media outlets.

*+  Provide information to all media outlets and record to whom what information is released.

* Receive phone calls from the news media.

* Determine whether an on-site news conference or briefing is necessary.

It is important to work with, rather than against, the new media (they are not the enemy!). This will help
prevent the spread of misinformation, as well as demonstrate that school officials are concerned for the safety
of students, employees and neighbors. You must assure the public that the school administration is taking all
steps possible to remedy any crisis and keep people safe. The media can help you do that. Make it clear to the
media that you are providing as much information as you can, as soon as possible. At the same time, of course,
the school must balance the public’s right to know with legal and privacy~ concerns.

Responding to Negative Stories

Should the news media run a negative story; an immediate response should be made in
- the form of a call to the reporter and/or letter to the editor. In some cases, it's appropriate for the response to
come from the most senior official possible. In other cases, you may want to downplay the importance of the
story and not have your top spokesperson respond. In any case, stick to the facts and your key messages when
formulating your response.

Mediz Monitoring
Clipping services and radio and television monitoring services can be helpful, should the situation warrant.
THE ABC OF CRISIS COMMUNICATIONS

‘Here are a few tips for dealing with the news media that will serve you well in the crisis environment.
Thinking about these in advance and making sure your crisis team does the same is good preparation in itself.

B9Ud1D

3



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

The As
*Anticipation

Before talking to the media, anticipate likely questions and have answers ready be aware of gaps in
information, and know where you’re most vulnerable to media scrutiny Know your history with individual media
organizations or reporters.

« Agenda

Prepare an agenda of points you want to make during an interview Even though there is a tendency ina
crisis situation to simply react to media questions, there are still messages you want to communicate about the
situation and how you are handling it. Identify three or four major message points and make sure they are
repeatedly stated during the interview,

= Accessibility

Be accessible to the news media. Many crisis situations call for having the most senior executives do the
media interviews. This conveys that you are taking the crisis seriously. Respond to reporters as quickly as
possible, even if only to field a question that you will have to research. You do not want the mediato say school
officials were unavailable for comment.

The Bs
« Brevity

Comments should be concise, informative and relative to the subject of the inquiry when youstart to ramble
and move from the subject of the question, you may stray into dangerous or off-point topics.

* B.S.

Do not “b.s.” the media. You will damage your credibility if you come across as insincere, or even worse,
arrogant. Do not gloss over or minimize problems. If you do not know the answer to a question, say so, and let
the reporter know that you will do your best to find out the answer as quickly as possible. Also, avoid the, phrase
“no comment” when at all possible. In some cases, you may not be able to comment publicly, buttry to find a
better way to describe your inability to comment, Say something like, “We’re still doing our own internal
investigation and will have more to tell you later” or “Negotiations are at a very sensitive stage, and it could be
harmful if we commented right now”

Take control of the situation quickly Assemble the core crisis team immediately and make itclear to the
media that you are getting control of the situation as best you can . that you are not just “letting things happen.”

= Bad News
Get out the bad news yourself -do it quickly, and get it over with and behind you. The worst thing you can do
is prolong a crisis by stalling so that it drips out like a leaky faucet. Stalling or offering only fragments of the story
will create an information gap. That gap will be filled by speculation, or even worse, by misleadiag or incorrect
information from unfriendly sources. Frame the bad news in your own context. This allows you toexplain what
happened from your perspective. ‘Getting the bad news out quickly yourself will also win you points for candor
and credibility? With the news media and general public.
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DISTRICT CRISIS RESPONSE PLAN
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The Cs
* Consistency

Consistency of message is always important, but it is critical in a crisis. Provide information that is as
accurate and up-fo-date as possible. Your credibility is already on the line because of the crisis; do not add to
your problems by having to go back and correct misinformation. Keep information centralized and make sure the
spokesperson is well-briefed by the crisis team before fielding questions.

* Concern

While you wilf understandably be concerned about the school’s reputation, your primary concern must be
for the people affected by the crisis -the students and their families, the injured, teachers and other employees,
whatever the case may be. That concern must come across in your communications with the news media. Do not,
however, take responsibility for the crisis.

HANDLING UNEXPECTED MEDIA

It is important to be prepared for the media if they call or arrive at the school site. However, should media
call or arrive unexpectedly, follow your communications plan to alleviate confusion and avoid the spread of
misinformation.

Since schools do not necessarily have a centralized receptionist, it is extremely important that all employees
be notified of the situation and instructed not to answer any questions, and to forward all media inquiries to a
designated contact on the core crisis team and/or the designated spokesperson. o -

- If'media or others unexpectedly arrive at the school scene, these guidelines should be followed by the
person at the site:

Do not give out any information, no matter

how “harmless” it may seem.

Politely tell the reporter that because of safety measures {or whatever is credible and appropriate to the
situation), he/she should wait outside while someone is located to help him/her.

Another employee should make sure the reporter stays outside.

Locate the crisis team leader immediately, and if a different person, the spokesperson.

Escort the reporter to the conference room or other holding area.

LOGISTICS: ORGANIZING A MEDIA INFORMATION CENTER

In a severe emergency, or when a situation draws intense media scrutiny, you may want to set up a media
information center to ease communication and manage your message.

The following should be available in the media information center during emergencies or situations that
draw intense interest:

Telephone lines for outgoing calls

Two cellular phones (in case of power problem)
Word processor, paper and white-out

FAX machine

Photocopying machine ,

General niedia information kit about the school
Copies of the news release pertaining to the crisis

VYVVVYVYVYVYY
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DISTRICT CRISIS RESPONSE PLAN
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Large map of site for briefing

Smaller, individual maps of the site for media
Poster board, black markers, duct tape and scissors
Radio{s)

Television(s)

VCR

Radios (wallie-talkies)

Pagers for key personnel

Notepads, pens and stapler

Coffee-other refreshments

Ashtrays

Administrative assistance

Small generator in case of power failure

YYVYVYYYVVYVYY

THE AFTERMATIH OF A CRISIS: PITFALLS AND OPPORTUNITIES

While the initial burst of activity may subside over the course of hours or days, the aftermath of a crisis can
be a dangerous time. It’s easy to sigh with relief that the worst is over. Don’t fall prey to this temptation; sustain
the momentum of interest and use it as a chance to get out positive messages and stories if you can. For example,
think about visiting editorial boards, taking out an advertisement in the newspaper, showeasing letters from third-
party supporters, reaffirming the schools commitment to quality, safety and pérformance, and so on,

Keep in mind, too, that separate from the crisis you have just been through, the school may have upcoming
plans that will be affected. Reassess your public relations and community relations efforts to make sure they “fit”
given what’s just happened.

Finally, you may want to plan substantive activities that will help to reestablish your school administration’s
reputation and leadership in the community
© 1999, National School Boards Association,

1680 Duke Street, Alexandria, VA 22314,
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Administration Team

Stacey Brown
Josh O'Geen

OfficelSupport Team
Jenifer Freymond

Michelle Rowe
Gloria Garcia
Kelle LeBeau
Gus Nevarez
Patrick Long
Karla Harder

Enrichment Team
Jessica Armistead
Jason Noonan
Albert Medina

Lisa Ward

Language-Arts Team

Wendy Hamasaki*
Jackie Banderas
Olen Dillingham
Lori Reitman
Bernadette Unden
Linda Menge

Math Team

Derek Hutchinson®
Jessica Fernandez
Ryan Smith (T)

Bill Trueman
Serena Snow (G)

Principal
Assistant Principal

Secretary i
Clerk 1l

Clerk #i

Library Tech
Lead Custodian
Custodian
Cusiodian

AVID
Technology
Music

Art

Teacher
Teacher
Teacher
Teacher
Teacher
Teacher

Teacher
Teacher
Teacher
Teacher
Teacher

Campus Supervisor Team

Chelsea Midel
Hunter Dora
MNoreen Skillman
Jessica Olson
Mike Raffetto

Food Services Team
Jeff Dardis

Elizabeth Tofft
Theresa Hawkins
L.eanne Avila

Connie Contreras
Maria (Lupe) Aguilar
Sandra Whitespeare
Juanita Arias

Director

Child Nutrition Clerk
Food Services Lead
Food Services
Food Services
Food Services
Cashier

Cashier

GEMS 20132014

TEACHERS AND STA

Physical Education Team

T

C.J Nichols*
Mike Hankins
Sandie Mullen

Science Team
Joe Uptain-Villa*
Mike Agrippino
Dan Alcomn
Charles Langston
Bill Trueman

Scocial Science Team

Deb Morrison™*
Tim Kerrigan
Flavia McGintey
Phil Otte

- Lori Reitman -

Special Education Team

David Luci*
Jeff McClaskey
Jufie Shackelford

Caroldee Althouse
Donna Salsberry
Sruti Vadgama

Support Team
Victoria Galvan

Pam Getz
Theresa Thickens
Travis Hunt
Karen Villa*
Michelle Hawe
Sarah Liebman
TBD

{*L.ead Teacher) 7

Teacher
Teacher
Teacher

Teacher
Teacher
Teacher
Teacher
Teacher

Teacher
Teacher
Teacher
Teacher
Teacher - -

Resource
Resource
Special Day

instructional Aid
Instructional Aid
Instructional Aid

Psychologist

Speech Pathologist
Mental Health Specialist
CARE

Rit Specialist
Intervention Provider
Intervention Provider
Instructional Aid

Y9422



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

Component #1- People & Programs

e (slen Edwards Middle School had an attendance
rate of 95.37% in 2012-13. Attendance is vitally
important to the success of students. Positive
attendance results in higher student
achievement. |

e Goal #1- Increase GEMS attendance rate to
95.87 in the 2013-14 school year.

e Goal #2- Reduce the number of truant students
from 132 in 2012-13 by 10% in 2013-14 to 119
students.

Component #2- Physical Environment
e Cameras have reduced the amount of vandalism
and graffiti incidents on campus.
e Install additional security cameras.
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2013 - 2014
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and

Twelve Bridges Middle School

| Reviewed by
~ Site Based Leadership Team
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WESTERN PLACER

NIFIED SCHOOL DISTRICT

(NOTE: The Crisis Response Plan is ONE of TEN sections of the
Comprehensive School Site Safety Plan)
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ROLE

NAME

CHAIN

Site Leader - Principal
{Oversees ENTIRE Situation)

By Site - Name/Cell
CCC - Terri Dorow
COES —~Scott Pickett
FSS — Ruben Ayala- §
FRES-Kelly Castillo-
LCES - Kevin Kurtz
SES - Kris Knutson
TBE-Rey Cubias -§
GEMS ~ Stacey Brown-
TBMS-Daniela Thompso
LHS — Jay Berns-
PHS - Michael Doherly

Site Coordinator

{Deals with SPECIFICS/DETAILS
of Situation}

Site Principal-? Superintendent/DO >
Site Principal -2 Site Coordinator

Continuous Loop — Site Principal
keeps Superintendent/DO informed &
Superintendent/DO provides
leadership to Site Principal

Site Principal delegates to Site
Coordinator so that the Site Principal
is available and not tied down with a
specific task

CCC ~ Cindy Hood —
COQES - Emily Coffe
FS8S - Biil Justice —§
FRES — D.Burbage-Macalusc
LCES - Pam Soha-
SES — Karen Roberts —
TBES — John Kovach
GEMS--Joshua O*Geen
TBMS — Randy Woods
LHS — Vicki Eutsey -~
PHS ~ Mike Maul —

Site Principal-» Superintendent/DO -
Site Principal -2 Site Coordinator

Site Coordinator = Site Staff

CCC 645-6390 GEMS 645-6370
COES 645-6380  TBMS 434-5270
FSS 645-6330 LHS 645-6360
FRES 434-5235 PHS 645-6395
LCES 434-5292

SES 530-633-2591

TBES 434.5220

District Administrator
(Coordinates all activities, rumor
control, comtnunication)

“Scott Leainan,

Superintendent
{Mary Boyle, Deputy Supt)

‘Scott Leaman ~» Site Principal -» Site

Coordinator

District Office Liaison
(Communicates to Depts/Sites)

Audrey Kilpatrick, Asst Supt.
{Remains at 2O}

Mary Boyle = District Office = Qther
Sites/Tech/Head Start, as appropriate

Community Liaison
{Communicates to Media/Other)

Scott Leaman, Supt,

Scott Leaman <> LPD, etc.

Crisis Response Team
{Provides Emotional Support)

Tammy Forrest, Dir SPED &
School Psychologists/Counselors
-2 Staff/Students

Mary Boyle - Tammy Forrest
-» School Psychologists & Counselors

Transportation
{Buses Students as Necessary)

Audrey Kilpatrick, Asst Supt -
Mark DeRossett, Transportation Dir

Mark DeRossett = Kate Johnson -2
Bus Drivers, as needed

Mainfenance & Facilities
(Physical Plant/Safety Needs)

Audrey Kilpatrick, Asst. Supt. >
Heather Steer, Facilities &
Curtis Stizzo, Maintenance

Heather Steer & Curtis Stizzo—>
Maintenance personnel as needed

Personnel Ryan Davis, Director Personnel Ryan Davis = Kari O’ Toole/Melissa
(Provides Info as Needed) Services Ramriez

Communication Audrey Kilpatrict, Asst Supt Curtis Stizzo—>Maintenance

(2-Way Radio Support)

Technology Mary Boyle - Bob Lyons Bob Lyons - Eli Turner -» Joe Ross

{Provides technological support)

Transkation
{Provides translation as needed)

Mary Bovle - Suzie Dollesin

Suzie Dollesin >Ramey Dern >
Maria Gonzalez - Rosemary Knutson

Nursing
{Provides Medical Support)

Mary Boyle = Jessica Rogers &
Sara Hodgen

Jessica Rogers & Sara Hodgen =
Clerks/Clerk 1I’s

3
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ESSENTIAL TELEPHONE NUMBERS

Telephone # Fax # Cellular # Other #
DISTRICT
OFFICE/COMMAND
CENTER
Scott Leaman, Supt 645-6350 645-6356
DISTRICT OFFICE
LIAISON
Mary Bovle 645-6350 645-6356
COMMUNITY
LIAISON
Scott Leaman, Supt 645-6350 645-6356
PERSONNEL
Ryan Davis, Director 645-3293 645-6348
MAINT/FACILITIES
&
COMMUNICATIONS | 434-5000
Audrey Kilpatrick 434-7268
Heather Steer 645-5100 645-6582
Curtis Sthzzo 434-5000
TRANSPORTATION | 645-6346

645-5171
Mark DeRossett 434-3758

Kate Johnson

INTEGRATED FIRE | 530-637-5322 530-637-5299
SYSTEMS, INC

Alam Shut-Off Info.

Emergency Page # 866-952-6840
See Page 5 for passcode | 866-952-6840
TECHNOLOGY

Bob Lyons 645-5715

Eli Tumer 645-4017

Joe Ross 645-6394
CRISIS RESPONSE 645-6350
Tammy Forrest 645-4078 645-6356
Amy Petterson

Sandi Miller

Ellie Martinez

Mayela Martinez
Vincent Hurtado

NURSING

Sara Hodgen 645-6360
Jessica Rogers 434-5270
TRANSLATION

Ramey Dern 645-6350
Maria Gonzalez 645-6350
Rosemary Knutson 645-6350
Melissa Ramirez 645-5293
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Décember 161 2010 Aceessing Alarm Account History

On the Internet. tvpe in ¢ Bmin Lhe address line.

Lising all CAPITAL leiters. enter the site account # that vou wanl ko access.

For the password. enter your pre-established password or use mine @
Hit the enter button.

A list of responsible parties for the site will come up on the screen.
To the teft you will see o tab that sayvs “Recent History™. Lelt click on that tab.

You should now be able to view and print every event that has come through to the
monitoring company in the last few months,

To exit. go 10 the tab in the upper right corner. You can then log in again o sce another
site i you like. 11 not. just close the nlernet window.

Site Account# Tvpe Address Phaone
cCcc Security 150 E. 12" Strect 645-6390
COES Security 2030 1™ Street 6435-6380
Fss Seceurity 1400 1™ Street 645-6330
FRE Fire 1361 Joiner Parlovay 434-5255
FRE Seeanity -
LCE Fire 633 Groveland Lane 4345292
LCE Security

SES Security 4730 H Street {530)633-2391
TBE Fire 2450 Eastridec Drive 4£34-3220
TBE Security

GEMS Seeurity 204 L. Street 6:43-6370
TBM Fire 770 Westview Drive 434-5270
TBM Sccurity

EHS Iire 798 J Street. G43-063061).
LHS Security

PHS Sccurity 870 .1 Street 643-6395
Bus Fire 2705 Nicolaus rd. 0456373
Bus Security

ano Security 810.J. Strect 43:4-3040
NDO Security 600 6™ Street 645-6350

Password to place on test or 1o call ina (alse alarm

B4 2Y



Using Your ICOM or KENWOOD Radio
April 3, 2013

These radios have been programmed to communicate with the base stations at all sites.

Do not set your radie to Channel 1.
This Channel is designated for EMERGENCIES ONLY.

Keep your radio charged up, but not left in the charger for more than 24 hours.

"Turn on the radio, (top of radio, dial knob on the right.). Turn the volume up, (same
knob)

Make sure your channel is set to the site assigned channel. (Either dial knob on top or
scroll arrows on the face of the radio.)

Depress the “push-to-talk™ button and hold it down until you finish talking. Release the
talk button and wait for a response.

To talk to another site, use the channel assignment below

Ch. 1 Emergency only

Ch 13 Foskett Ranch
Ch. 2 Transpertation

Ch 14 Twelve Bridges E
Ch.3 Maintenance
. Ch 15 Lincoln Crossing
Ch4d Food Services

Ch 16 CARFE (after-school)
Ch5 Twelve Bridses M,
Choé Sheridan
Ch7 Creekside Qalis
Ch § CC Coppin
Ch9 First Street School
Ch 10 Glen Edwards
Ch 1l Phoenix Hieh
Chl2 Lincoln High

@ LN



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

OTHER DISTRICT NUMBERS
CARE (After School Program) TECHNOLOGY
Lauvren Quinn, Director £ (cell) Bob Lyons
645-5135 {office)
FSS 434-5038 El Turner
GEMS 645-4020
SES 330-633-8119 Joe Ross
Chuck Youtsey
HEAD START PRESCHOQL
ccC 645-1051 Gordon West
Infant/Toddler Center 434-3705 (Next to Pheenix High School)
FAX 434-3706 Anayat Sharifie
WPUSD PRESCHOOL
&l 645-1772
SES 530 633-2591
CCC 916-645-6390, ext 37
STAR Creekside Oaks  434-8085
Twelve Bridges  434-6542
Lincoln Crossing  409-0797
Foskett Ranch 434-5884
FRES Preschoot 632-8417
CAFETERIA
GEMS ~ Food Director  645-6373
“LHS - Dawn 0 64546365
CCC - Kitchen 645-6392
Cafeteria Clerk 645-6375
GEMS Cafeteria Clerk  645-4054
FSS Cafeteria Clerk 434-7283
TBE Cafeteria Clerk 434-5212
TBM Cafeteria Clerk 434-5269
LIGHTHOUSE COUNSELING & FAMILY RESOURCE CENTER  645-3300 Fax — 434-3735
DISTRICT OFFICE EXTENSIONS
101 Denise Arger, Receptionist 118 Roberta Giles, Special Ed. Clerk
102 Allison North, Sub Catler 119
103 120 Remey Dem, Interventions Secretary
104 Rosemary Knutson , Superintendent Secretary 121 Stacie Wyatt, Account Technician
105/106__ ; Scott Leaman, Superintendent 122 Tammy Sommer, Account Technician
107 Mary Boyle, Deputy Supt. Educational Services 123 Bonnie Pellow, Account Technician
108 Maria Gonzalez, Admin Assist Ed. Services 124/125
109 Audrey Kilpatrick, Asst. Supt. Business 126 Pebbie McKinnon, Payroll Technician
it Carrie Carlson, Dir. of Business 127 Rhia Zinzun, Payrol] Technician
Tl . [28 Melissa Ramirez, Personne} Technician
112 Ryan Davis, Director Personnel Services 129 Kari O Toole, Personnel Technician
113 130
114 Suzie Dollesin, Program Specialist Interventions 131 Heather Steer, Facilities Planner
115 Amy Pettersen, Program Specialist Spec. Ed 135 Lauren Quinn, CARE Program
116 Tammy Forrest, Dir. of Special Education 137
117 Diane Metzler, Secretary Special Education 138
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DISTRICT CRISIS RESPONSE PLAN
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DISTRICT ADMINISTRATOR
Responsibility Checklist

Superintendent Leaman/Deputy Superintendent Boyle

Basic Duties: Oversees coordination of all activities; makes decisions re evacuation off-campus

O

O

o o o o g o

O O o O

CONFIRM FACTS Obtains accurate information about the total situation. Determines
the degree of impact.

Works with principal to decide whether to evacuate off campus.

Works with principal to convene the Crisis Response Team.

Works with District Office Liaison to set up a Community Bulletin Board/Communications
at District Office.

Authorizes Board members to be contacted.

Notifies City Manager of situation.

Goes to school site.

Contacts own family to assess their safety and to inform them of situation.
Works with site team to support resolution activities.

Works with District Liaison to communicate with District Office staff to update information and
to provide support.

Updates Board members.
Approves communication to parents emphasizing the positive.
Assists the site with evaluation of the event and the response.

Plans and sends appreciations to people who helped: letter to the editor, potluck, ete. is appropriate to
retain a feeling of community.

Conducts debrief after the event.
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O

0O

o o 0o o o

DISTRICT OFFICE LIAISON
Responsibility Checklist

Assistant Superintendent, Audrey Kilpatrick

Basic Puties: Coordinates all activities at the District Office location.

Confirms situation with Superintendent.

Sets up and organizes District Command Center (Business Office)
Notifies Transportation, Maintenance, Personnel, and Communication, where necessary.

Screens calls to Superintendent’s Office. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

Provides updates to Board members. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant.

Updates voicemail message on district phones. Delegates to the Superintendent’s and Deputy
Superintendent’s Secretary/Admin Assistant. .

Notifies and updates all sites of the situation.

Advises other districts of situation, if required.

Notifies the Placer County Office 6f Education, if warranted.
Coordinates repairs, if needed.

Contacts insurance carrier

Z 1.4
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DISTRICT CRISIS RESPONSE PLAN
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SITE LEADER - PRINCIPAL
Responsibility Checklist

Basic Duties: Oversees entire situation on site; works with Superintendent fo make decisions.

1 Principal deals directly with District Office/Community coordination.
00 Principal makes necessary decisions in consultation with District Office.
I Principal notifies local law enforcement/fire department when deemed appropriate.

[0 Principal works with District Administrator to activate Crisis Response Team (School
Psychs/counselors)

[0 Principal oversees entire operation and respond as needed, confident the entire operation
is coordinated, organized and under the control of a competent Site Commander.

[1 Principal trouble shoots based on developing circumstances.
O Principal works with District Office re media operations/ communications.
[0 Principal works with emergency personnel.

[T Principal accompanies students and faculty to a safe evacuation site if deemed
appropriate.

[1 Principal is efficient/flexible/available to make decisions and communicate - not tied to
a specific task.



DISTRICT CRISIS RESPONSE PLAN
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SITE COORDINATOR
(Task Master)
Responsibility Checklist

CCC - Cindy Hood §
COES — Emily Coffee
FSS - Bill Justice §
FRES — Dan Burbage-Macaluso
LCES — Pam Soha |
SES - Karen Roberts
TBES - John Kovach
GEMS - Josh O'Ges
TBMS - Randy Woods
LHS - Vicki Eutsey |
PHS - Tracy Gruber

Basic Duties: Coordinate all activities at the incident site,

o 0O 0o o o oo o o o

Directs activities of Site Command Center

Alerts Teachers as required

Ensures Staff are at required positions with equipment/information necessary to complete tasks
Assigns additional duties to available staff and direct site operation

Communicates with nursing staff and Crisis Response Team, as needed

Communicates with Transportation, Food Services, as necessary

Organizes and coordinates all necessary activities at site.

Requests added personnel from Personnel Officer.

Works with Site Principal to advise parents of early dismissal of students, if necessary.

Provides information to Superintendent/media spokesperson regarding early dismissal of
Students and other information, if/as necessary

9.9 424
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DESIGNATED SECONDARY PERSON IN CASE
THE PRINCIPAL OR SITE COORDINATOR IS
UNAVAILABLE

NAME CELL #

CCC — Teresa Avelar —

COES — Annie Larsen

FSS —~ Norma Lézaro —
FRES — Katrina Moddelmog [

LCES — Irma Balonek- |

SES — Mike Maul —|
TBES ~ Corie Volmer
GEMS — Debra Morrison
TBMS ~ Todd Boynton |

ILHS — Barbara Green

PHS — Clint Nelson

G AUuD5
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TEACHERS
Responsibility Check List

Basic Duties:  Supervise and assist your students

In Classroom (Loockdown or Shelter in Place)
Secure your classroom - lock doors, close windows and shades/blinds.
Attempt to keep the student calm
Provide first aid where necessary
(Lockdown - Students and teachers maintain duck and cover positions away from
doors/windows)
Place color card in the window
Green = al} safe
Red = CRITICAL - need help - injury - missing student
(] Do not use the phone - do not use cellular phones

O oooo

Evacuation (Fire, Bomb Threat or Off-Campus)

[ Quickly, yet orderly, escort students {0 safe area as designated in Site Plan
O Take record book, student information cards, color warning cards
1 Take attendance when safe site is reached

0 STAY WITH YOUR STUDENTS - wait for instructions re student release

Teachers on prep period

0 Report directly to identified areas to secure the campus
0 Assist the Site Coordinator with needs {Assist at evacuation site, serve as a runner, make phone calls,
efc....)

(SEE PAGE 24 - LIST OF OFF CAMPUS SITES)
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COMMUNITY LIAISON
Responsibility Checklist

Superintendent, Scott Leaman
Basic Duties: Your position is to coordinate all activities at the community level.

Act as media spokesperson.

Coordinate with District Office Liaison and Administration
Work with site team members to advise P&Feﬁtﬁf -

Be in communication with site level person at hospital.

Be in contact with City Council and Local Officials, as needed

Relay information about hospital victims to District Office Command Center.

O o o o o o o

At Site Administrator’s request, take a leadership role in conducting parent and
community meetings.

O

Contact radio, television, newspapers, as deemed appropriate.

O

If requested by site, coordinate a community resousce response.

| Plan with Site Principal and Crisis Response Team for a community meeting, if needed.
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Western Placer Unified School District

CRISIS RESPONSE TEAM
Responsibility Checklist

Tammy Forrest/Amy Petfersen

Basic Duties: Your main function is to organize and dispatch members of the
Crisis Response Team to the appropriate incident site.

Crisis Response Team Members: (School Psychologists and School Counselors)
Tammy Forrest, Amy Pettersen, Sandy Miller, Ellie Martinez, Mayela Martinez, Vincent
Hurtado, Janice Giorgi, Victoria Galvan, Liz Wilson, Tom Kelly, Lisa Noma, Mary Lou
Resendes, Terry Thickens

0O

At request of site Crisis Response Support Team Leader, contact community mental health
resources.

Direct activities of any District Interns.
If requested by site, contact neighboring distriets and secure their assistance.

Contact Placer/Sacramento County law enforcement chaplaincy, as necessary

o 0o o o4

Contact Placer/Sacramento County Department of Mental Health to alert the Critical Incident Stress
Management Team, as necessary

Provide support to students and staff, if requested; assess critical situations.
Assist site in staffing safe rooms for students and staff.

Provide written information to parents concerning possible reactions to the event,

O o 0O o

Be available for consultation to site as they conduct follow-up activities in the weeks to come.
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TRANSPORTAION
Responsibility Checklist

Mark DeRossett/Kate Johnson

Basic Duties: Coordinate all transportation needs surrounding the incident.

| Work with dispatcher to contact bus drivers, if necessary.

O Advise Mid Placer Transportation of situation and coordinate resources, if necessary.

4 Advise drivers of staging areas and routes,

| Assign mechanics and available maintenance staff to work with Lincoln PD (if available) to
block and direct traffic to allow buses to safely enter and exit designated pick-up area.

[l Provide evacuation to secondary site, if necessary.
Provide early transportation home to regular bus drivers as necessary.

[ Check off names of students on bus rosters as they reach exit gate; have mechanic escort them

to proper buses.
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MAINTENANCE/FACILITIES
Responsibility Checklist

Curtis Stizzo
Heather Steer

Basic Duties: Provide all necessary support as deemed appropriate

Accompany Superintendent to incident site.

Provide blueprints and any other technical data of the site.
Designate staff to bring extra communication equipment to the sites.
Assist emergency services personnel with information about the site.
Provide any required resources to emergency personnel.

Provide support in establishing site command center.

0 0 0o 0 0 o d

. Coordinate repairs.
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Western Placer Unified School District

PERSONNEL
Responsibility Checklist

Ryan Davis, Assistant Superintendent of Personnel Services
Basic Duties: Identify district personnel who can be of assistance during the crisis.

| Notify employee families affected by the crisis.

| Assist site with information on personnel, including substitutes, who are present on campus.

O Contact substitutes to work upcoming days.

& Assist in coordination of specialized personnel to incident, per request of Command Center or District
Liaison.

0 Provide and maintain an updated resource guide of specialized personnel.
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Basic Duties:

-0 o o o

COMMUNICATION
Responsibility Checklist

Curtis Stizzo
circumstances.

Work with Telephone Company, as necessary.
Update voice mail message, as appropriate.
Keep sites updated on telephone status.

Coordinate use of District’s 2-way radio system and all phone contacts.

Provide the most effective form of communication to the incident site under the
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TECHNOLOGY
Responsibility Checklist

Bob Lyons

Basic Duties: Provide access to electronic communications services.

£l Provide information on mass messaging — email, voicemail, text.

O Work with Site Leader to coordinate messaging.

[} Work with sites to provide access to Student Management System (AERIES)
1

Assist with technology needs.

20
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Western Placer Unified School District

DISTRICT NURSE
Responsibility Checklist

Jessica Rogers R.N. & Sara Hodgen R.N.

Basic Duties:

Provide the best possible first aid service to the incident site as circumstances permit.

(1 At request of Site Coordinator report to site and establish a first aid station area; ensure adequate adult
assistance.

i Provide direction to Clerks re handling of Student Medication.

O

Provide direction and support to Clerks re reviewing Student Health Care Plans for students with
critical needs. :

Direct first aid station under the supervision of the Site Coordinator.
Coordinate activities with hospital, if needed.

Meet with parents of injured students.

E]E];.[]EZI

Assist school site team with parent or community meeting.
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TRANSLATION

Responsibility Checklist

Ramey Dern/Maria Gonzalez/Melissa Ramirez/ /Rosemary Knutson

Basic Duties: Provide translation for communications and information as necessary

[ Provide appropriate information to Spanish radio and Television stations as deemed appropriate.
3 Coordinate release of information with Community Liaison Officer — Scott Leaman

1 Establish a procedure to provide communication and information to parents.

0 Mobilize translators_._(t_eachcrs/studen‘{s/parents) as needed.

22
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Western Placer Unified School District

OPERATIONAL AREAS

AND

SAFE ON-CAMPUS SITES

SCHOOL SITE

Lincoln High School

OPERATIONAL AREA

-~ Priority Two

Glen Edwards Middle School

Creekside Oaks Elementary School

Priority One
- Priority Two

STUDENT SECURITY
Priority One and

Priority One
{§ - Priority Two

- Priority One
- Priority Two

Carlin C. Coppin Elementary
School

Priority Two

- Priority One
- Priority Two

Sheridan School

- Priority One
Priority Two

Priority One
- Priority Two

Phoenix High Schooi

riority One
- Priority Tweo

&1 - Priority One
- Priority Two

— Priority One

First Street School — Priority One
— Priority Two

Twelve Bridges Elementary School Priority One
— Priority Two

Foskett Ranch Elementary School

Priority One

Twelve Bridges Middie School

= Priority One
Two

Lincoln Crossing Elementary

Priority Two

-~ Prigrity One
< — Priority Two

District Office

Priority One
— Priority Two

- Asgsist at Sites
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Western Placer Unified School District

CRISIS EVACUATION OFF-CAMPUS SITES

FROM TO

Carlin Coppin School Lincoln High School
Creekside Oaks School Lincoln High School
Sheridan School Stuart Hal/LHS

Glen Edwards Middle Lincoln High School
Phoenix High __Glen Edwards Middle Sch.
Lincoln High School Glen Edwards Middle Sch.
First Street School Creekside Oaks Elem. Sch.

Twelve Bridges Elem. School ~ Twelve Bridges Middle Sch.
Foskett Ranch School Lincoln High School

Twelve Bridges Middle School Twelve Bridges Elem. School
Lincoln Crossing Elem, School Creekside Oaks Elem. School

District Office Lincoln High School

ALTERNATE SITES ARE GLEN EDWARDS MIDDLE
SCHOOL AND CREEKSIDE OAKS, IN THAT ORDER

24
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

EVACUATION OF CAMPUS

Things to Grab:

o Student Emergency Cards (Secretary)

e Student Health Care Plan Binder (Clerk)

e Student Medication Binder (Clerk)

s Medication Bag (Clerk)
o Labeled Student Meds; Juice boxes

¢ Evacuation Boxes (Principal)
o {(Goal of 1 hox per 100 - 200 students)
o Principal calls Superintendent/DO

» Blueprint of School (Custodian)

s 5 — 10 Orange Cones (Custodian)

Evacuation Boxes:
o Schools of <400
o SES & PHS _
o 10f12 X 9 X 4 box (one parent pick-up line} containing:
= Pens/pencils & roll of tape
= Small spiral notebook
= Instructions
= 4 waters, 4 vests, 2 whistles
s Schools of 400 — 500
o CCC, FSS, FRES
o 4 of 12 X9 X 4 boxes (4 parent pick-up lines)
o EACH of 4 boxes labeled for its alpha section and contains:
« 2 |laminated ALPHA signs for its alpha section
e A-FG-LM~-R; S-Z
= Pens/pencils & roll of tape
= Small spirai notebook
= |nstructions
= 4 waters, 4 vests, 2 whistles
e Schools of 500 — 1500 students
o COES, LCES, TBES, GEMS, TBMS, LHS
o 8of12 X 9 X 4 boxes (8 parent pick-up fines)
o Each of 8 boxes labeled for its alpha section and contains:
» 2 laminated ALPHA signs for its alpha section
e A-C:D-F,G-LJ-LM-0O;P-R;8~U; V-2
Pens/Pencils & roll of tape
Small spiral notebook
instructions
4 waters, 4 vests, 2 whistles

5
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

instructions in Each Evacuation Box:
= Grab Emergency Cards for Your Alpha Section, put in Box and move to Parent Holding Area
e Team of 4 adults per Box MINIMUM! Each wears a vest and whistle.
o Team is NON-Teaching Staff! (Teachers are supervising their students) Use other staff,
teachers without classes, or non-district adult volunteers if necessary.
o Adult #1 Leader/Sian Holder — Grabs Emergency Cards & puts in box; holds Alpha
Sign high and maintains order front of line; receives communications; makes decisions;
restores boxes at end of incident
o Adult #2 Line Walker - lines parents up, calms parents, and walks the line
communicating info/updates — taking care of medical situations
o Adult #3 Card Puller - pulls cards from box, checks parent ID’s, checks off name on
emergency card of person receiving student. If released to another adult, records
California Drivers License # of that adult on bottom of card.
o Adult #4 Runner — runs cards (5 at a fime) to Student Waiting Area to call for students,
then walks students and cards to Student Release Area; turns cards overfo
Clerk/Secretary at Student Release Area for refiling

Student Waiting Area:

e Students line up with teacher; Teacher takes roll, then has students SIT IN LINES to maintain
order and for easy identification/release of students when called.

« Teacher releases student to runners when student names are called.

Student Release Area: 2

e Students go with Adult #4 (runner with cards) to Student Release Area

e Secretary/Clerk releases students from Student Release Area, refiling cards behind alpha tabs
as released

Students Riding Buses;

e Students remain seated in line with teacher in Student Waiting Area as above and wait with
class until Bus # is announced.

¢ Go to designated area for Bus #whencalled. ~

« Bus driver with list checks students off as they board.

Students Driving Cars:

. Students remain seated in line with teacher in Student Waiting Area as above and wait for all
clear announcement at which time may drive home. If all clear is not announced, must be
picked up by parents in same manner as other students.

e |



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

LOCAL EMERGENCY SERVICES

| LINCOLN POLICE DEPARTMENT

816-645-4040

LINCOLN FIRE DEPARTMENT

916-645-4040

PLACER COUNTY SHERIFF’S DEPARTMENT

530-889-7870

CALIF. DEPT. OF FORESTRY, FIRE, RESCUE

916-645-2360

AMERICAN RED CROSS
457 Grass Valley Hwy.

530-885-9392

COUNTY OFFICE OF EMERGENCY SERVICES

530-889-7720

PLACER COUNTY FIRE

530-823-4411

EMERGENCY RESPONSE SYSTEMS

530-823-4411

C.H.P. 911/ emergency
EMERGENCY SERVICES 530-889-7721
CITY OF LINCOLN

916-645 331

KRIS WYATT, BOARD PRESIDENT

BRIAN HALEY, BOARD VICE PRESIDENT

DAMIAN ARMITAGE, BOARD CLERK

PAUL CARRAS, BOARD MEMBER

PAUL LONG, BOARD MEMBER

GAYLE GAROLINO-MOJICA, PCOE

530-889-8020

KFBK

916-924-3901

KAHI 530-888-6397
TV 10 916-321-3300
TV 3 916-444-7316
TV 13 916-374-1300
PGE

1 (800) 468-4743

27
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DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

SECTIO
INCIDENT REPORTING AND !N_ITIAL EMERGENCY PROCEDURES

in the event of the following:

Stranger on campus
o Notify the office using available systems (cell phone, campus phone #200, radio).
» Provide a description of the individual

individual with firearm-adult or student
e Never take steps to attempt to disarm the individual!
Secure students, staff, and volunteers in classrooms
Lock down room- Keep doors closed and locked at all times
Notify the office using available systems (cell phone, campus phone #200, radio).
Account for all children
Provide a description of the suspect

2 0 & & &

Attempted kidnapping
e Never take steps to physically thwart a kidnap attempt!
Secure students, staff, and volunteers in classrooms
Lock down room-Keep doors closed and locked at all times
Notify the office using available systers (cell phone;campus phone #200, radio).
Account for all children
Provide a description of the suspect

a & ¢ 2 ©

Serious Injury
s Begin First Aid procedures and/or
Notify the office using available systems (cell phone, campus phone #200, radio).
Activate the Emergency Monitoring Systemn/call 811
Send students to neighboring classroom
Stay with victim until refieved by paramedic or other qualified individual
ldentify a liaison to direct emergency responders to the scene

4 & & ° @

Death of student (off campus)
« Minimize initlal comment to students until all facts are present
Contact schoof office for confirmation
Respect privacy of the victim'’s family
Expect support from district psychological support personnel
Moderate student discussions using script provided by support personnel
Notify office if additional support is needed in your classroom or neighboring classroom

e 8 © 5 8

Death of student {on campus)
» Remove students from scene by sending them to neighboring classroom
Designate an individual to secure the scene
Notify office using available systems or through adult runner
Activate the Emergency Monitoring System/call 911
Remain with victim until relieved by administrative personnel, police or peramedic
Minimize initial comment to students
Expect support from district psychological support personnel
if neaded moderate student discussion using script provided by support personnel

¢ o ©o 5 8 & 6

Death of employee
« Same as above

R A.49!
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Fire
s Notify office using fire pull stations or by available systems
« Evacuate the huilding per procedure
o Call 911 if safe 1o do so with specific information

Earthquake
e Begin duck, cover and hold process
¢ Evacuate buildings 1 to 2 minutes after trembling stops
» Expect that the office will feel the trembling and await further information

Rumors of Trauma, Injury, Accident or Death

¢ Seek confirmation from school office

s+ Minimize comments to students until all facts are known

s Moderate student discussions

+  Expect support from district psychological support personnel
Altercation between Aduits

» Remove students from immediate area. Close classroom blinds.
«  Notify the office using available systems (cell phone, campus phone #200, radio).
« Notify 911 depending on the seriousness of the situation

Mountain Lion or Other Major Animal Predator
« Commence Return to Building procedures. Close classroom blinds
»  Notify the office using available systems (cell phone, campus phone #200, radio).

Violent Student
» Remove students from immediate area of student misbehavior
«  Commence restraint procedures if student is attacking others
s Monitor objects that can be thrown
» Notify the office using available systems (cell phone, campus phone #200, radio).

Student Behavior Crisis

*« Remove students from immediste area of student misbehavior or
Remove disruptive student from peers
Notify the office using available systems {cell phone, campus phone #200, radio).
Commence pracedures outlined in individual student behavior plan if available or
Rely upon office or designee for next steps

¢ © & o

Student Seizure (Medical)
Be aware of procedures associated with individual
Clear an area around the student
Remove students to another area outside the classroom
Do not restrain
Contact office
Activate the Emergency Monitoring System/call. 811
Wait with student
Debrief- If needed support personnel from site/district will be available
Bomb Threat/Suspicious Object
» The Principal or designee shall notify the police department. Hefshe can also make a request of assistance.
State clearly where to meet officers.
Notify the Superintendent '
Make the decision to evacuate the buildings
Follow Fire Drill procedures
Avoid publicity concerning the bomb threat. If the news media has been alerted ask for assistance from the
District Office. ' '
e NO ONE is permitted to touch, handle, or move the suspicious object.

e % » ¢ & 5 o @

¢ & & &
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EMERGENCY ALERT
PROCEDURES
Office:

In order to access communication with all rooms and outside on campus using the
office phone system,

A pick up the receiver

B press “page”

C press #

D press “111" [stowly]

E after hearing feedback on the receiver, begin message
Classrooms:

A Dial 200 to access the emergency phone

30

.4 DD



DISTRICT CRISIS RESPONSE PLAN
Western Placer Unified School District

FIRE

In the event of a fire:

1.

The fire alarm will be activated by personnel at the nearest fire alarm pull station,

~ or Immediate contact will be made with the school office by the school

intercom system. The fire alarm will be activated from the office.
Call 911 if safe to do so with specific details of the fire (add number).

Upon hearing the fire alarm, under the supervision of the teacher, students wil:
a evacuate the classroom

b walk to the predetermined location

c wait without talking for instruction from the teacher

Upon hearing the fire alarm, the teacher will:

a secure the emergency bag and emergency list

b close and lock all doors and windows to the classroom (time and safety
permitting)

C escort students from the room

d maintain control of students during the evacuation

e take roll of students once class has arrived at the
pre-determined location = |

f await further direction

$

In the event that the procedure is a drill or the emergency is over, an “all clear’
announcement will be broadcasit.

31
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EARTHQUAKE

In the event of an earthquake,

1.

Verbal announcement may be broadcast over the campus intercom system, or
you’ll know because you'll feel it.

Personnel and students outside the building will move away from any buildings,
trees, utility poles, downed power lines or other hazards

Personnel in the building will...

a drop - assume a curled position on the floor or field, knees on the ground...

b cover - hands joined behind the neck, beneath a table or student desk if
possible, and

c hold -- in this position for approximately five minutes or until shaking stops

Following the event, the fire alarm may sound. Staff and students will evacuate
the building in accordance with fire alarm procedures.

Secure the emergency bag and emergency list

Escort mobile students from the room

Close and lock door

Maintain control of students during the evacuation

take roll of students once class has arrived at the predetermined
location :

6. Await further direction -

G W=

No person shall be allowed back into the building for any reason until emergency
personnel have thoroughly inspected the facility.

In the event that the procedure is a drill, an “all clear” announcement will be
broadcast.

32
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RETURN TO BUILDING

In the event that students must return to their classrooms because of an emergency
situation: '

1.

Verbal announcement will be broadcast over the campus intercom
system.

Immediately followed by d:rection from responsible adults on the yard to walk to
class.

Teachers will meet students at the»extertor door and direct them fo assume
safety position.

The extetior door will be locked. The blinds will be closed. (Interior doors must
be left closed but unlocked to facilitate movement out of classrooms through
common rooms as necessary.)

With the teacher standing near the exterior door but out of the line of exterior
sight, roll will be taken and all students will be accounted for. :

Immediately commence “Lock Down” procedures. (See next page.)

Classes will remain silent until further direction is broadcast over the school
intercom system or until contact is made with the teacher through the school

‘phone system.

33
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LOCK DOWN

In the event that it becomes necessary to secure the building with the students
remaining inside:

1.
2.

Verbal announcement will be broadcast over the campus intercom system.
The exterior and interior doors to the building will be locked.

a.  Staff will escort students to the nearest building and secure the door.
Blinds will be closed and window in the door covered if safe to do so.
Students will move as far away from the window as possible.

Teachers will account for all students present on that day, if the status is red, the
staff will provide the office with a list of missing or extra students.

Teachers will slide a colored card under their door (if possible) to notify
personnel status of occupants inside:

Green = all students present (Poss. tape to window)

Red = there are missing students

No card = it is not safe to put up the card

Teachers in possession of current teacher cell phone lists will be asked to
activate said phones. Remind teachers to turn on their cell phones.

All personnel will await further notification either through a general broadcast of
the school intercom system, through individual telephone, personal contact
or by e-mail.

In the event that the procedure is a drill or the emergency is over, an “all clear
announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to open the door at any time.

34
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SHELTER IN PLACE

In the event that it becomes necessary to secure the building with the students
remaining inside: ‘

1. Verbal announcement will be broadcast over the campus intercom system.
2. The HVAC system will be shut off.
3.  The exterior and interior doors to the building will be locked.

a Staff will escort students to the nearest building and secure the door.

4.  Teachers will account for all students present on that day. A call will be made via
the phone system to each room and the teacher will respond red or green, if red,
teacher will provide a list of names of absent or extra students.

5.  Teachers will place a colored card in their window to notify personnel status of
occupants inside:
Green = all students-present -
Red = there are missing students
No card = it is not safe to put up the card

6. Teachers in possession of current teacher cell phone lists will be asked to
activate said phones. Remind teachers to turn on their cell phones.

7. Teachers and Students will conduct instruction as usual, but will not leave
building.

8.  All personnel will await further notification either through a general broadcast of
the school intercom system, through individual telephone, personal contact or by
e-mail.

0. In the event that the procedure is a drill or the emergency is over, an “all clear”
announcement will be broadcast.

Substitute Teachers will be contacted by telephone.
Students will be taught not to open the door at any time
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STUDENT SIGN OUT SHEET
STUDENT NAME SIGNATURE OF
LAST, FIRST PARENT OR GUARDIAN DATE TIME
SIGNATURE OF AUTHORIZED SCHOOL OFFICIAL DATE TIME

36
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Crisis Response — Suicide

Immediate Response
(All bolded/underiined items have a handout or agenda on following pages)

inform the District Superintendent of the death.

o

9

Superintendent confirms death and cause of death/facts and whether family wants the fact of suicide
known
Superintendent calls appropriate principal(s)

Principal{s} calls an immediate Inifial Crisis Response Team Meeting o assign responsibitities.

Q

Crisis Response Team - School Psychologists, School Counselors, Director of Special Ed (if additional
support is needed), Community Counseling Resources (as necessary)

» Principal and CRT establish a plan to immediately notify affected faculty and staff of the death via
the school's crisis alert system {(usually phone or e-mail).

»  Principal and CRT determine who the affected individuals are on campus (who needs district/site
support in the wake of the suicide — staff, students, none, which?) {Possible scenarios — sticide
of student; suicide of staff; suicide of coach; suicide of parent of a student; suicide of graduated or
former student, etc.)

=  Principal checks AERIES for family members/siblings

Principal schedules an Initial All-Staff Meeting as soon as possible (ideally before school starts in the moming).

o

0 0 Cc o0

O
Q

Arrange for students to be notified of the death in small groups such as homerooms or advisories (not by
overhead announcement or in a large assembly)

Determine who the friends/family members are on campus

Determine how to notify/support these students/staff members

Disseminate Notification of Suicide to homeroom teachers, advisors, or others leading groups.
Remind staff that returning to routines is helpful and to maintain as much normalcy in classroom routines
as possible.

Remind staff that memorials in the case of suicide may trigger contagion and are not appropriate on
school site

Share with staff District procedures re dealing with media — refer media to District Office

Set End-of-Day All Staff Meeting time and location

Principal speaks with District Superintendent and Crisis Response Team Leader throughout the day.

Principal notifies affected families.
o Via family letter, email or phone call prior to students leaving for home. Factual information including the

individual's name and if a staff member, their position with the district. Do not include information
regarding the manner of suicide. See Family Notification. '

CRT Leader Holds CRT End-of-Day Debrief

Q

]
o]
o)

Review day's challenges and successes

Discuss plans for next day

Plan End-of-Day All Staff Meeting

Plan Follow-LIp Staff Meetings (if needed)

Whenever there is a CRT Intervention, there MUST BE an End-of-Day Debriefl
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Initial Crisis Response Team Meeting
Agenda

Discuss known details
Discuss what information is NOT to be shared with staff/students (details of the suicide, for example)
Determine roles/responsibilities, including Crisis Response Team Leader
o CRT Leader — Takes command, balances response initiatives with safety concerms; motivates
responders; communicates clear directions; sizes up situation and makes rapid decisions,
modifies plans as necessary
o Public Information Officer — Superintendent or designee
o CRT Members — Offer support; support stafffstudents
0 .
Determine affected individuals
Determine whether an all-staff meeting is appropriate and leadership of the meeting
Review use of Crisis Response Team Log when seeing students

initial All-Staff Meeting
Agenda

Introduce CRT members
Share appropriate information about the death
Allow staff opportunity to express their own reactions/grief
[dentify anyone needing additional support and refer them to appropriate resources
Provide appropriate facuity with a copy of the Notification of Suicide
Explain the plans for the day, including location of crisis counseling rooms
Discuss the plan for assisting students who are having difficulty
o Share Suicide Postvention Information (handout for staff)
Remind staff that all media communications are handled through the District Office (Superintendent)

40
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Notification of Suicide
(To be read or paraphrased in specified classes by appropriate staff member — teacher, if comfortable, administrator, school
psychologist, counselor, etc.)

It is with great sadness that [ have to tell you that one of our students (change wording as needed here) has
taken hisfher life. We want you fo know that we are here to help you in any way we can. Suicide death presents us with many
questions that we may not be able to answer right away. Rumors may begin to circulate and out of respect for the family and the
deceased, we ask that you not spread rumors you may hear.

One thing is certain. There are supports in our community that can help. Suicide should never be an option.
Each of us will react to 's death in our own way. Some of us may experience great sadness while athers of us may

not be affected. Some of you may find you have difficulty concentrating on your schoolwork while others may find that diving into your
schoolwork is a good distraction.

We have counselors available to help our school community to deal with this sad loss and to help us understand more about suicide.
If you wousld fike to talk to a counselor, or if you have concerns about a friend, just let your teacher or a staff member know.

Family Notification

Dear Parents,

I am wrifing with great sadness to inform you that a previous teacher of ours has died. Our thoughts and sympathies go out to those
affected by such a great loss, Please know that your child may have been directly impacted by this loss and was given the news of the
death by their teacher during their first period class this morning.

The cause of death was suicide. We want to take this opportunity to remind our communily that suicide is a very complicated act. itis
usually caused by a mental health disorder, which can prevent a person from thinking clearly about his or her problems and how to
solve them. ltis important to remember that the vast majority of individuals who experience mental health disorders o life stressors do
not become suicidal. Suicide is always a permanent solution to a temporary problem.

Counselors were made available today at TBMS to meet with students individually and will be made available over the next coupte of
days and weeks. Please contact the office if youfeel your child-is in need of additional assistance.-- -

Rumors may begin to circutate, and we have asked the students not {o spread rumors since they may turn qut to be inaccurate and
can be deeply hurtful to other students at TBMS. We will do our best to give you accurate information as it is rade available to us.

i you need help or guidance on how fo talk to your child about suicide or the recent loss, please contact the office for additional
assistance.

i you have concerns about your child's safety, please call 911 or take them to the emergency room immediately. Ceria@n behaviorg
can indicate a safely concern for you child, specifically, if the behaviors are new or have recently escalated around the time of a painful
event, loss, or change. ‘

Concerning behaviors may include:

»  Talking about wanting {o die or kill oneself
Looking for ways to kill oneself, such as searching online
Talking about feeling hopeless or having no reason {o live
Talking about feeling trapped or in unbearable pain
Talking about being a burden to others
Increasing the use of drugs or alcchol
Behaving recklessly
Showing rage or talking about seeking revenge
Spontaneous withdrawal -
Displaying extreme mood swings
Saying good-bye or giving away belongings

m N E K M X N O = N

Again, we are deeply saddened by this tragic loss. Please do not hesitate to contact TBMS with any guestions or concerns.
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CRT End-of-Day Debrief
Agenda

include CRT members, site principal, Superintendent
Review day’s challenges and successes
Debrief, share experiences, express concerns and ask questions
Plan End-of-Day All Staff Meeting - review agenda
Discuss plans for next day
o Consider mental health supports needed
o Develop communication protocol
o Review Crisis Response Team Log
o Determine student contact follow-up needed
Prepare Suicide Postvention Information to share with staff

End-of-Day All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review day’s challenges and successes

Debrief, share experiences, express concerns and ask questions

Check in with staff to determine if they need additional support and refer them accordingly
Discuss plans for next day

Remind staff of importance of self-care

Remind staff re dealing with media

Determine if Follow-Up Staff Meeting is Needed; Schedule Meeting

Share Suicide Postvention Information

Follow-Up All Staff Meeting
Agenda

Offer verbal appreciation of all the staff

Review event's challenges and successes

Debrief, share experiences, express concerns and ask questions

Check in with staff to determine if they need additional support and refer them accordingly
Discuss any additional plans, if needed

Remind staff of importance of self-care

Share Suicide Postvention Information
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Crisis Response Team Log

Date: Site: CRT Member:
Time Student Follow-Up Notes
Needed Y/N

Z 9 Yol
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SUICIDE POSTVENTION INFORMATION
~ For Staff ~

Procedures aimed at identifying those affected by a suicide in order to decrease negative reactions and increase adaptive
copying. :

Goals of Postvention

Assist survivors with the grief process

identification and referral of students at-risk for requiring additional services
Reducing contagion

Providing appropriate information

Survivors of Suicide
individuals directly affected by a compieted suicide. Affected individuals include: family members, classmales, friends,
teachers, girl/boyfriend. Survivors typically experience an array of emotional reactions:
» Shock, guilt, despair, denial, anger, disbelief, pain, shame, hopelessness, rejection, confusion, and self-blame.
o Survivors are at an increased risk of suicide contagion. Suicide Contagion is a term used to describe an increase
of suicidal behaviors shortly after a completed suicide typically due to imitation. To decrease contagion,
sensationalism, glorification, and romanticization should be avoided.

Providing Inforimation

Information should be provided to facilitate understanding and clarification. When talking to students, staff should provide
information simultaneously to classes. Again, factual information should be provided to eliminate sensaticnalization.
Providing warning signs and resources within the community to parents can help with the bereavement process.

Do’s & Don'ts

Memorials and funerals

Po...

Encourage affected students to attend the funeral service

Develop suicide prevention procedures, including better ways to cope with emotion.

Don’t...

Send all students fo funeral

Cancel or change the school schedule

Permit physical memorials on school grounds

Fly flag at half-staff, have assemblies or yearbook dedications for victim, or moments of silence.

Attending the funeral should be at the discretion of the individual students and their parents. When dealing with memorials
and funerals, the goal of the school site should be to aveid sensationalization, glorification, and romanticization of the
suicide death. Too much attention towards the suicide act and/or victim may lead to contagion. The school site may want
to focus memorials towards providing information and support to other students experiencing grief to help prevent future
suicides,

Community Resources

EAP ~ Employee Assistance Program ~ 800-932-0034 eap@acispecialtybenefits.com
Lighthouse Counseling and Family Resource Center ~645-3300~ -

Placer County Children and Adult Systems of Care (530) 886-54501, 1-888-886-5401
Family Service Agency Suicide Prevention and Crisis Hotline (916) 368-3111

National Suicide Prevention Hotline 1-800-784-2433, 1-800-273-8255, 1-800-799-4889
National Association of School Psychologists www.nasponline.org (See PrePare materials)
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SOME PHENOMENA OF DECISION MAKING UNDER STRESS
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The greater the stress, the greater the conceptual rigidity of an individual.

The greater the conceptual rigidity the more closed to new information the individual becomes.

The greater the conceptual rigidity, the greater the tendency to repeat prior responses, to responses, to the exclusion of new
alternatives.

The greater the stress, the less the ability of the individual to tolerate ambiguity in the environment.

Intolerance of ambiguity leads to a response to a stimulus before adequate information is available for the correct response.
Under increasing stress, there is a decrease in productive thought and an increase in non-productive thought.

The greater the stress, the greater the distortion in perception of the environment.

The greater the stress, the greater the amount of risk perceived in the environment.

The greater the amount of time spent on a task, the lower the amount of risk perceived in the environment.

In a crisis situation, decision makers have difficulty distinguishing between threats to themselves and threats to the organization.
The greater the fear, frustration, and hostility aroused by a crisis, the greater the tendency to aggression and escape behaviors.
In a crisis situation, negative psychological factors are reinforced.

In a stressful situation, the only goals that will be considered are those related to the immediate present, at the sacrifice of fonger
range considerations.

The greater the stress, the greater the tendency to make a premature choice of alternatives before adequate information is available
for a correct response.

The greater the stress, the greater the likelihood that a decision maker will choose a risky alternative.

The greater the time pressure, the poorer or more incorrect the choice of alternatives becomes.

Groups experiencing substantive conflict more frequently employ creative alternatives than groups without conflict.

Groups experiencing conflict show more effective performance in decision making tasks than groups in little or no conflict.
The greater the group conflict aroused by a crisis, the greater the consensus once a decision is reached.

In crisis, the number of communications channels available to handle incoming information decreases.

In a conflict, there is greater need for effective leadership.

The smaller the group, the greater the amount of influence the leader will have.

The smaller the group, the greater the amount of consensus that will be achieved through group discussion.

The tendency to choose a risky alternative increases with continued participation in a decision making task.

The greater the reliance on group problem solving processes, the greater the consideration of alternatives.

Adapted from Crisis Management: Psycholopical and Sociological Factors in Decision Making, Report to Office of Naval Research, National
Technical Information Service, U.S. Department of Commerce, Springfield, VA, 1975
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Preparing to Handle the News Media During a Crisis

Anne-Marie St. Germaine
Jasculcal/Terman and Associates
Chicago, Illinois

In today’s education environment, officials and institutions find themselves on the firing fine. The sawy school
attorney knows that, more often than not, a crisis means a public refations challenge as well as a legal one. Since counsel
is often the first called for help, you have an opportunity to set the stage for how the public and the news media react to
the circumstances.

A crisis can take many forms in the school setting. Some ..for example, gun violence, hostage situations,
demonstrations, natural disasters, chemical contaminations -are “of the moment,” at the school, and a potential threat to
lives or safety, Other kinds of crises include real or perceived financial wrongdoing, labor negotiations, and teachers’
strikes:

One thing common to the above situations is that the damage inflicted on an organization’s reputation is determined
more often by its handling of a crisis than by the seriousness or outcome of the crisis itself.

While it’s true that an essential vehicle for getting out your message is the news media, preparing to handle the
news media is just one aspect of overall crisis communication. It’s worth reviewing the “big picture” of crisis
communication before getting into specifics of preparing to deal with the news media.

THE BEST PREPARATION - HAVE A PLAN.

Crises unfold quickly. Being prepared and ready to anticipate what you’ll need to do will help you immeasurably if
and when you face a crisis. A plan boosts your ability to manage the situation and minimize the damage with external
audiences. Advance planning also enables you to make sure those within your school understand the tough issues you
face and how they affect everyone concerned. '

Another good reason for advance planning is that in case of a crisis, you will not waste any time debating process or
basic facts or procedures when you should be “out front” managing your message and the issues at hand.

Managing the flow of information may be the single most important thing you do in a crisis. Havinga plan in place
helps you fo do that.

Establish a Crisis Communications Team

The zearn should include appropriate school officials, legal counsel, external counse! where applicable, and selected
representatives from constituencies as appropriate and desirable. For example, at times it may be prudent to include law
enforcement, teachers, or others depending on the nature of the crisis, One person, if possible, should be designated as the
spokesperson to deal with the news media.

Develop a Crisis Communications Plan

A plan outlines important steps that need to be taken by school officials immediately when a crisis hits _when
information must be gathered and distributed quickly and accurately to all who need to know The plan will minimize the
risk of overlooking an important step in the first 24 hours after a crisis hits, when the time frame for making important
decisions is a matter of minutes.

Conduct Crisis Medin/Message Training Sessions for the Crisis Team .

Crisis fraining is an essential component of advance planning,. It helps you focus on core messages about the
institution ..in this case, the school _and builds the teamwork and rapid response mechanism needed should a crisis hit.
Such training has two basic elements: what you’ll do when a crisis hits, and how you’ll explain what you're doing to
others.
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Review and Update the Plan Periodically
A plan on a shelf does little good. Personnel, governance and operations may change, and an evolving public climate
should be reflected in your plan.

CRISIS CHECKLIST: ACTION STEPS
Each crisis will be different; here are some basics for your crisis checklist.

. Assemble the core crisis team according to a predetermined notification list. Contact appropriate legal
counsel. Contact appropriate agencies and insurers per. legal counsel.

. Notify families in person, if possible (where applicable).

. Address the needs of victims and their families (where applicable).

. Compile all required/available information to make decisions.

. Be ready to play central role, both on the crisis team and publicly as a leader.

. Contact administrative help.

. Notify employees/others.

. Consider counseling for victims, coworkers, families (where applicable).

. Notify appropriate public officials and community or interest groups.

. Draft a factual statement and distribute it to the full crisis team.

. Review who else needs the information, when, and in what sequence.

If the core crisis team determines that outreach should be made to the news media, this should be done as swiftly as
possible. One person on the crisis team should coordinate contact with appropriate reporters and, where warranted,
editorial boards to set up interviews or meetings.

MANAGING THE NEWS MEDIA

Before, during and after a erisis, public perception of your school will in part be shaped by the news media. It is
essential that information shared by the spokesperson with the media is as up-to-date and complete as possible.

It’s usually a good idea to respond to media inquiries as soon as possible. Delay in responding to media can create
the perception that you have something to hide. Or, that you don’t know what you’re doing.

At the same time, do not rush to deny or accept responsibility. The initial information you have may be incomplete
or wrong. Do your own investigating before reaching any conclusions. (In some cases, that could take days, weeks or
months.) You do not have to have all the answers right away, despite the news media’s aggressive quest for information.

It’s best to keep the number of people and supporting materials to a minimum when meeting with members of the
news media. The most effective approach is a clear and persuasive argument, backed up with easily understood facts.

Prepare a basic statement for the media. Make sure that it is reviewed by the core crisis team. Stick to the facts and
don’t speculate or theorize. Make sure your organization’s concerns and compassion are reflected in the statement. A
preliminary statement is fine; it can buy you valuable time. Determine what else you need (question and answer pieces,
list of supporters, third-party quotations, background information, and so on).

As soon as you're ready:
+ Contact all appropriate media. In most cases, it's best the news media hear from you first about what’s happened.
+ Provide news bulletins as the crisis evolves/ unfolds.
+ Record the names of arriving reporters at thé =scene and represented media outlets.
* Provide information to all media outlets and record to whom what information is released.
* Receive phone calls from the news media.
+ Determine whether an on-site news conference or briefing is necessary.

It is important to work with, rather than against, the new media (they are not the enemy!). This will help prevent the
spread of misinformation, as well as demonstrate that school officials are concerned for the safety of students,
employees and neighbors. You must assure the public that the school administration is taking all steps possible to
remedy any crisis and keep people safe. The media can help you do that. Make it clear te-the media that you are
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providing as much information as you can, as soon as possible. At the same time, of course, the school must balance the
public’s right to know with legal and privacy~ concerns.

Responding to Negative Stories

Should the news media run a negative story; an immediate response should be made in the form of a call to the reporter
and/or letter to the editor. In some cases, it's appropriate for the response to come from the most senior official possible.
In other cases, you may want to downplay the importance of the story and not have your top spokesperson respond. In
any case, stick to the facts and your key messages when formulating your response.

Media Monitoring
Clipping services and radio and television monitoring services can be helpful, should the situation warrant.

THE ABC OF CRISIS COMMUNICATIONS
Here are a few tips for dealing with the news media that will serve you well in the crisis environment. Thinking about

these in advance and making sure your crisis team does the same is good preparation in itself.

The As

=Anticipation

Before talking to the media, anticipate likely questions and have answers ready be aware of gaps in information, and
know where you’re most vulnerable to media scrutiny Know your history with individual media organizations or
reporters.

* Agenda . . . ,
Prepare an agenda of points you want to make during an interview Even though there is a tendency in a crisis
situation to simply react to media questions, thers are still messages you want to communicate about the situation and
how you are handling it. Identify three or four major message points and make sure they are repeatedly stated during the
interview.

«Accessibility
Be accessible to the news media. Many crisis situations call for having the most senior executives do the media

interviews. This conveys that you are taking the crisis seriously. Respond to reporters as quickly as possible, even if only
to field a question that you will have to research. You do not want the media to say school officials were unavailable for
comiment,

The Bs
*» Brevity
Comments should be concise, informative and relative to the subject of the inquiry when you start to ramble and
move from the subject of the question, you may stray into dangerous or off-point topics.

« B.S.

Do not “b.s.” the media. You will damage your credibility if you come across as insincere, or even worse, artogant.
Do not gloss over or minimize problems. If you do not know the answer to a question, say so, and let the reporter know
that you will do your best to find out the answer as quickly as possible. Also, avoid the, phrase “no comment™ when at all
possible. In some cases, you may not be able to comment publicly, but fry to find a better way to describe your inability
to comment. Say something like, “We’re still doing our own internal investigation and will have more to tell you later” or
“Negotiations are at a very sensitive stage, and it could be harmful if we commented right now”

Take control of the situation quickly Assemble the core crisis team immediately and make it clear tothe media that
you are getting control of the situation as best you can -that you are not just “letting things happen.”
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* Bad News
Get out the bad news yourself -do it quickly, and get it over with and behind you. The worst thing you can do is prolong
a crisis by stalling so that it drips out like a leaky faucet. Stalling or offering only fragments of the story will create an
information gap. That gap will be filled by speculation, or even worse, by misleading or incorrect information from
unfriendly sources. Frame the bad news in your own context. This allows you to explain what happened from your
perspective. ‘Getting the bad news out quickly yourself will also win you points for candor and credibility? With the
news media and general public.

The Cs:
+ Consistency
Consistency of message is always important, but it is critical in a crisis. Provide information that is as accurate and
up-to-date as possible. Your credibility is already on the line because of the crisis; do not add to your problems by having
to go back and correct misinformation. Keep information centralized and make sure the spokesperson is well-briefed by
the crisis team before fielding questions.

« Concern
While you will understandably be concerned about the school’s reputation, your primary concern must be for the
people affected by the crisis the students and their families, the injured, teachers and other employees, whatever the case
may be. That concern must come across in your communications with the news media. Do not, however, take responsibil-
ity for the crisis.

HANDLING UNEXPECTED MEDIA _
It is important to be prepared for the media if they call or arrive at the school site. However, should media call or arrive
unexpectedly, follow your communications plan to alleviate confusion and avoid the spread of misinformation.

Since schools do not necessarily have a centralized receptionist, it is extremely important that all employees be notified of
the situation and instructed not o answer any questions, and to forward all media inquiries to a designated contact on the
core crisis team and/or the designated spokesperson.

I media or others unexpectedly arrive at the school scene, these guidelines should be followed by the person at the site:

Do not give out any information, no matter how “harmless” it may seem.
Politely tell the reporter that because of safety measures (or whatever is credible and appropriate to the situation),
he/she should wait outside while someone is tocated to help him/her.

Another employee should make sure the reporter stays outside.

Locate the crisis team leader immediately, and if a different person, the spokesperson.
Escort the reporter to the conference room or other holding area.

LOGISTICS: ORGANIZING A MEDIA INFORMATION CENTER

In a severe emergency, or when a situation draws intense media scrutiny, you may want to set up a media
information center to ease communication and manage your message.

The following should be available in the media information center during emergencies or situations that draw
intense interest:

Telephone lines for outgoing calls

Two cellular phones (in case of power problem)
Word processor, paper and white-out

FAX machine

Photocopying machine

General media information kit about the school
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Copies of the news release pertaining to the crisis
Large map of site for briefing

Smaller, individual maps of the site for media
Paster board, black markers, duct tape and scissors
Radio(s)

Televigion(s)

VCR

Radios (walkie-talkies)

Pagers for key personnel

Notepads, pens and stapler
Coffee-other refreshments

Ashtrays

Administrative assistance

Small generator in case of power failure

VY VYYYVVYVVYVVYVYVY

THE AFTERMATH OF A CRISIS: PITFALLS AND OPPORTUNITIES

While the initial burst of activity may subside over the course of hours or days, the aftermath of a ciisis can be a
dangerous time. It’s easy to sigh with relief that the worst is over. Don’t fall prey to this temptation; sustain the
momentum of interest and use it as a chance to get out positive messages and stories if you can. For example, think about
visiting editorial boards, taking out an advertisement in the newspaper, showcasing letters from third- party supporters,
reaffirming the schools commitment to quality, safety and performance, and so on.

Keep in mind, too, that separate from the crisis you have just been through, the school may have upcoming plans that
will be affected. Reassess your public relations and community relations efforts to make sure they “fit” given what’s just
happened.

Finally, you may want to plan substantive activities that will help to reestablish your school administration’s
reputation and leadership in the community © 1999. National School Boards Association,

1680 Duke Street, Alexandria, VA 22314,
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Daniela
Thompson
Randy Woods
Janene
Malatesta

Daniela

Jim Houck
Jessica Rogers

Dave Baker
Pat McAdam
Krystal Arnold
Jen Hiadun
Traci Jensen

Randy

Lora Geist
Marcella Hutlie
Kathleen Hart
Cheryl Harrison
Marcie Petersen
Kory Fink
Dana Silvas
Pam Geiz
Denise Alves
Dawn Simpson

Nathan Brown Dave Baker
Ray Gonzales
Todd Boynton
April Davenport

Kim Moss

Charles Haddox Jim Houck
Darlene Wenger
Carol
Cummings

Julie Repec

Diane Cuneo
Jamie Dowler
Robin Reynolds

Numbers are area code (916} unless otherwise
nofed
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JoAnn Kight

Dawn McKinney

Chris McKay

Kent/Cindy
Cygan

Kate Hill

Geni Atkinson

Eileen Binning

Pam Johnéon

Gina Ford

Jennifer
Chandler

Jen Hiadun

Robert
Arosteguy

Jessica
McClanahan

Mark Weber

Lori Young

Danielle
O'Mialley

Traci Jensen

Ben Volmer

Laura
Mosbacher

Karina Sofia

Erik Bost

Mary Jane

Masys

“Rachel
Scontriano

Cat Plitzer

Pat McAdam

Bath Oneto

imelda Davila

Flaine Borba

Delores Reyes

Theresa Palos

Angie Seay

Janice Giorgi

Ellie Martinez-
Talley

Amber
Sanderson

Theresa Drahos
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Action Plan for Component 1: Personal Characteristics of Staff and Students

Our goal is to create and foster a positive, safe, and caring learning environment in which all student scan feel safe
and experience success.

Areas of Pride:

1. Twelve Bridges Middle School is located in Western Placer Unified School district in the city of Lincoln. The

school serves grades six through eight. The student enrollment is currently approximately 825, which is a little less

than last school year.

Twelve Bridges is one of eleven schools in WPUSD.

3. Students with special needs are readily accepted by peers and accommodated by staff regardless of their abilities and
challenges.

4. Personnel are in-serviced in multicuftural education through college coursework (CLAD), professional growth
(SDAIE) and on-going staff development programs to meet the changing needs of students.

5. A district nurse and clerk monitor/check students for yarious health issues: vision testing, immunizations, head lice,
scoliosis, hearing testing, Family Life, and minor injuries.

6. District health/counseling services provide prevention and intervention programs for students and families
(psychologist, group sessions, and more).

b2

Avreas of Concersn:

1. Developing a deeper understanding and respect for one another’s cultural diversity among our students, as well asa
deeper understanding with regard to students with special needs.

2. Offering intervention strategies/resources to establish and then maintain a caring and safe school climate.

Objective 1: Increase courtesy and mutual respect among our students and staff.
1. Related activities:
» Provide on-going student and staff bullying/harassment prevention information, which is to include information
on cyber bullying.
»  Administration has come to an agreement with regard to what does/does not constitute bullying.
2. Resources needed:;
o Staff, materials, time and budget allocation
3. Person/s responsible for implementation:
¢  Administration and staff
4. Timeline for implementation:
»  2013-2014 school year

Budget:
1. Hand-out materials, posters and information booklets
2. Estimated costs for workshops
3. Cost of translating, if needed
Evaluation criteria and timeline:
1. Evaluation will be done through grade level meetings throughout the year.
Teams will meet at appropriate times and will coordinate the activities into their curriculums.
2. Timeline for implementations will be throughout the school year.
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Action Plan for Component 2: School’s Physical Environment

Our goal is to create and foster a positive, safe, and caring learning environment in which all students can feel safe
and experience success.

Areas of Pride:

1.

School location: Twelve Bridges Middle School is located in the growing community of Lincoln at the foot of the
Sierra Nevada Mountains. The town’s population stands at approximately 38,350 people (2010). Thereare Lincoln
Police and Fire Department emergency services available. The Western Placer Unified School district is the largest
employer in town and the school system is an integral part of the community and its activities. The school has the
cooperation of the community in general and of nearby residents to obtain information on possible student crimes and
truancy. The school is alert to exposure to safety hazards, such as toxins or heavy traffic from Highway 65 and
railroad freight movement through town.

School grounds: The TBMS campus perimeter and interior are fenced to secure the site from easy criminal access
and activity. The campus is closed during school hours to outsiders and access signs are prominently displayed at all
entry points. Emergency and district vehicles have limited access to school grounds. Visitors are required to sign-in
and obtain badges at the front office before entering the campus. Places for loitering are limited. Theschool has
appropriate lighting in the evenings and at night and there are surveillance cameras currently in use, which include the
required signage.

Maintenance/Safety: Our maintenance staff promptly corrects the physical conditions that could lead to accidental
harm. The school has adequate and proper protection against falls from recreational equipment and landscaping
designs that prevent students from climbing to dangerous heights. There is a school policy for dealing with vandalism
including procedures for cleaning or painting over graffiti/tagging as soon as possible and promptly replacing broken
windows, The maintenance staff does an excellent job keeping the grounds clean, safe and beautiful.

Health: District health services provide prevention and intervention. '

School Building and Classrooms: Twelve Bridges Middle School was completed in the Fall of 2006. TBMS
currently houses 48 classrooms, Drama room, Music room, Science Tech lab (not in use this school year), four fully
equipped science labs, library, two computer labs, Gymnasium, Multi-purpose center, and an Administration building.
Classrooms are well maintained, free of physical hazards and equipped with telephones and intercoms/communication
systems.

Internal Security Procedures: A campus-wide communication system with individual telephones inall areas and
school-wide “all-call” capabilities enables clear and effective announcements at any time. Security and fire prevention
systems enhance the overall security of the campus:-Visitors; guests and parent volunteers use the sigh-in and badge
procedures to provide further safety. A background check is standard procedure for all volunteers and employees who
work directly with children in and outside the classroom. A site emergency plan is in place and site fire drills are
scheduled as required. Lock-down drills are also periodically scheduled along with an annual evacuation drill. A
district crisis response team and plan is in place with identified procedures. Standard incident reporting procedures
are also in place. Valuables and equipment are inventoried properly, engraved for identification and stored securely.

Areas of Concern:

i. Access from the bike trails to the school.
2. Coverage for the students on rainy days
3. Excessive automobile traffic and safety at the park, due to decreased busing availability.
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Objective 1: Secure additional space for student use during the rainy season.
1. Related activities:
o Investigate a rainy day schedule with the possibility of teachers opening their classrooms before
school or during lunch,
2. Resources needed:
e Time and budget allocation
3. Person/s responsible for implementation:
# School-wide, administration, staff, students, parents and volunteers
4. Timeline for implementation:
o 2013-2014 school year
Budget
1. Time and materials

Evaluation Criteria and Timeline
1. Evaluations will be monitored monthly throughout the year.

Action Plan for Component 3: School’s Sociai Environment

Our goal is to create and foster a positive, safe, and caring learning environment in which all students can feel safe
and experience success.

Areas of Pride

1. Leadership: The principal and administrative team provides strong leadership, a clear vision, and a plan of action.
She advocates sharing the decision-making with staff, parents, students, and Site Based Leadership Team (SBLT). Local
Emergency Services, secirity personnel and community leaders are actively involved and encouraged to take part in
school activities. The principal emphasizes the importance of positive staff attitudes toward the treatment of students and
parents; the principal models and expects the staff to demonstrate responsiveness, respect, consideration and sensitivity.
The principal is readily available to all members of the school community and is highly visible on the campus and in the
classrooms.

2. School-Site Management: Administration, staff, students, parents and the community are involved in setting goals,
policies and procedures insuring a strong commitment to student success and high achievement.

3. Classroom Organization and Structure: TBMS is a 6-8 grade level school made up of individual classrooms. Each
classroom provides an orderly and safe learning atmosphere, encouraging the adventure of learning and advances positive
communication among students and staff. Students transition between their academic teachers. Classrooms are air-
conditioned and heated to provide a safe and comfortable learning environment.

4, Discipline and Consequences: The current discipline plan is aligned with the district policies and ensures a safe
environment for students. The site discipline plan is disseminated to parents and students at the beginning of the school
year assembly and in their School Agenda’s Parent/Student Handbook section, as well as through first day packets.
Parents and students are asked to sign an agreement form to verify they have received and read the handbook information.
All staff (certificated and classified) review and understand the policies and procedures and implement them on a fair and
consistent basis. Procedures are established for reporting all criminal behavior on the school campus to the appropriate
personnel and law enforcement agencies. Interventions for inappropriate personal behavior are explored as a first step
such as warnings, parent conference, Student Study Téant: " Positive discipline will be utilized, when applicable, and
aimed at changing the behavior and attitude students and not merely a punitive reaction.
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5. Partnerships: Parents are viewed as partners in the education of our students. A strong support network is provided
for parents and students (Lighthouse Resource and Counseling Center, District Health Services provide prevention and
intervention programs for students and families, Free and Reduced Lunch Program).

Areas of Concern

1. A desire to develop parent/community involvement in the educational process and support students.

2. Twelve Bridges will work to increase awareness in the areas of cyber bullying and local gang tendencies and issues,
when applicable.

Objective 1: Increase parent involvement in their student’s education.

1. Related Activities:

e Continue to provide opportunities for parents to visit the school and take an active role, such as
Back-To-School night, Open house, Honors activities, Concerts and Assemblies.

o Send home information regarding cyber bullying trends via email.

2. Resources Needed:
e Planning time, staff, parents and students

3. Person/s responsible for implementation:
e  Administration and staff

4. Timeline for implementation: ~°
e 2013-2014 school year

Budget
1. None needed at this time.

Evaluation Criteria and Timeline

1. The evaluation will be an annual review of program.
2. Timeline for implementation will be throughout the school year.

Action Plan for Component 4: School’s Culture

Our goal is to create and foster a positive, safe, and caring learning environment in which all students can feel safe
and experience suecess.

Areas of Pride

1. Affiliation and Bonding: Administration, staff, students and parents work together to ensure that strategies are in
place to build a sense of community within the school so that alf can feel pride in their school, and feel that they are
important members of a team. Students and staff are genuinely concerned about what happens to one another, Staff
member’s birthdays are celebrated when possible. The dignity and heritage of each person is affirmed and respected.
Staff and students accept ownership of conditions and events that occur at the school.

2. Behavioral Expectations: Students are asked to be respectful of the rights of others showing courtesy and tolerance,
to be responsible for their own behavior, and to be prepared for class.

3. Academic Expectations: Twelve Bridges Middle School students are expected to meet and maintain promotion
requirements: a “C” average in both math and language arts and an overall grade point average of 2.0 or better.
Learning and productivity are valued and expected. WPUSD is dedicated to providing the best education for our
students. All textbooks and instructional materials in all subject areas are aligned to the California State Standards.
Students and staff want and expect class time to be used efficiently.
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Areas of Concern
1. The school climate: bullying/intimidation, gang related activity, verbal abuse,
teasing and exclusion.

2. Educating students/families of the Common Core State Standards and the
testing that will take place.

Objective 1: Increasing staff and student commitment to tolerance and diversity.
1. Related activities:

¢ Continue o provide quality informational programs
2. Resources needed:

»  Administration, staff, materials, time and budget allocation.
3. Person/s responsible for implementation:

» School-side, administration, staff, students, parents and volunteers.
4. Timeline for implementation:

e 2013-2014 school year
Budget ‘

1. None needed at this time.
Ivaluation Criteria and timeline
1. Evaluation will be monitored for compliance.
2. Timeline for implementation will be throughout the school year.

Objective 2: Increase student achievement.
1. Related activities
o  Bring all students to appropriate grade level achievement
»  Regular acknowledgment of student successes
2. Resources needed:
e Administration, staff, materials, time and budget allocation.
3. Person/s responsible for implementation:
o School-wide, administration, staff, students, parents and volunteers
4. Timeline for implementations:
e 2013- 2014 school year
Budget
1. None needed at this time as the programs are already in place
Evaluation criteria and timeline

1. Evaluation will be monitored for compliance as needed
2. Timeline for implementatiori will be throughout the school year
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