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Section 1: School Safety / Climate Team

The school site safety team or committee shall be composed of the following members: the principal or designee, one
teacher who is a representative of the recognized certificated employee organization, one parent/guardian whose child
attends the school, one classified employee who is a representative of the recognized classified employee
organization, other members if desired. (Ed Code 32281)

Site Responsibilities:

1. Establish School Safety/Climate Team
2. Update your site map including evacuation routes
3. Create a School Site Safety Plan including:
o Strategies for improving school safety/climate: goals, data, timeline, evaluation
o Fire Earthquake Drill Schedule - Once during each summer school session.
o Lockdown Drill - One drill during each summer school session.
o Update School Phone Tree
4. Update the templates in this section of the plan to reflect current areas of responsibilities at your site: (1)
Incident Command Team, (2) Goals, Strategies and Activities for School Climate and Physical Environment
5. Work closely with the school site council. Remember the school site council has the responsibility of approving
the final plan and must be involved in its development.
6. Submit your Site Safety Plan to the Emergency Preparedness Manager for review and Board
submission/approval.

Principal or Designee:
Teacher:
Classified:

Parent Representative:

Emergency Telephone Number Directory
Name Home # Work # Cell #
Principal:
Assistant Principal:
Custodian:

Secretary/Other:



Section 3: Safety Policies & Procedures

District Policies and Procedures

3.1 Child Abuse

Sexual Assault (Child assaulted on or near school property):

U Accompany victim to safe place at school and remain with her/him

U Protect evidence of sexualassault

O Notify Child Protective Services (CPS), Police without delay (Oakland Police Department Sexual Assault
number: (510) 637-0298

O Notify police and school nurse or appropriate staff immediately

Sexual Abuse (Suspicion of past sexual incidents):
U Notify CPS and describe evidence, CPS will advise you of next steps, including if you should call the
Oakland Police Department

O Notify school nurse or appropriate staff immediately. (Staff should not treat unless the victim's life is
threatened)
U Leave notification of family to CPS or the Police

Do not Destroy Evidence of Sexual Abuse:

U Do not wash clothes or victim's body or underwear. Do not have victim undress.
U Do not allow victim to wash or wipe body

U Do not wipe away dirt, semen or dried blood

O Stay with the victim and reassure her/him of safety

Suspected Physical Abuse or Significant Neglect:

U Notify appropriate staff and CPS immediately.

O Notify CPS and describe evidence. CPS will advise you of next steps. Follow their directions.
O Notify immediate director/supervisor

Child Protective Services (CPS) Crisis Line (510) 259-1800

Remember: Failure to report a suspected incident of child abuse, within 48 hours can result in criminal



prosecution. Protect the victim and protectyourself.

3.2 Sexual Harassment

The Governing Board prohibits sexual harassment of district employees and job applicants. The Board
also prohibits retaliatory behavior or action against district employees or other persons who complain,
testify or otherwise participate in the complaint process established pursuant to this policy and the
administrative regulation. The Superintendent or designee shall take all actions necessary to ensure the
prevention, investigation and correction of sexual harassment, including but not limited to:

1. Providing periodic training to all staff regarding the district's sexual harassment policy,
particularly the procedures for filing complaints and employees' duty to use the district's complaint
procedures in order to avoid harm.

2. Publicizing and disseminating the district's sexual harassment policy to staff.
3. Ensuring prompt, thorough and fair investigation of complaints.

4. Taking timely and appropriate corrective/remedial actions after completion of investigation. This
may require interim separation of the complainant and the alleged harasser, and subsequent
monitoring of developments.

Any district employee or job applicant who feels that he/she has been sexually harassed, or who has
knowledge of any incident of sexual harassment by or against another employee, a job applicant or a
student, shall immediately contact his/her supervisor, the principal, district administrator or
Superintendent to obtain procedures for filing a complaint.

Complaints of sexual harassment shall be filed in accordance with AR 4031 - Complaints Concerning
Discrimination in Employment.

An employee may bypass his/her supervisor in filing a complaint where the supervisor is the subject of
the complaint.

A supervisor, principal or other district administrator who receives a harassment complaint shall promptly
notify the Superintendent or designee.

All complaints and allegations of sexual harassment shall be kept confidential to the extent necessary to
carry out the investigation or take other subsequent necessary action. (5 CCR4964)

Any district employee who engages or participates in sexual harassment, or who aids, abets, incites,
compels or coerces another to commit sexual harassment against a district employee, job applicant or
student, is in violation of this policy and is subject to disciplinary action, up to and including dismissal.



3.3 Bullying and Cyberbullying

The Governing Board recognizes the harmful effects of bullying on student Iearnin? and school
attendance and desires to provide safe school environments that protect students from physical and
emotional harm.District employees shall establish student safety as a high priority and shall not tolerate
bullying of any student. (BP 5131.2)

No individual or group shall, through physical, written, verbal, or other means, harass, sexually harass,
threaten, intimidate, retaliate, cyberbully, cause bodily injury to, or commit hate violence against any
student or school personal.

Cyberbullying on campus to bully or harass other students or staff member is prohibited. Discipline will
be imposed in accordance with Board policy and administrative regulations in the event that a student
harasses, including by cyberbullying, another student or staff member.

Cyberbullying includes the creation or transmission of harassing communications, direct threats, or other
harmful texts, sounds or images on the Internet, social media, or other technologies using a telephone,
computer or any wireless communication device.Cyberbullying, also includes breaking into another
person's electronic account and assumin%that person's identity in order to damage that person's
reputation. (cf. 5145.2 - Freedom of Speech/Expression)

Strategies for addressing bullying in district schools shall be developed with involvement of key
stakeholders, including students, parents/guardians, and staff, and may be incorporated into the
comprehensive safetg plan, the local control and accountability plan, and other acI)RIicable district and
school plans. (cf. 0450 - Comprehensive Safety Plan) (cf. 0460 - Local Control and Accountability Plan) (cf.
0420 - School Plans/Site Councils) (cf. 1220 - Citizen Advisory Committees)

As appropriate, the Superintendent or designee, may collaborate with law enforcement, courts, social
services, mental health services, other agencies, and community organizations in the development and
implementation of joint strategies to promote safety in schools and the community and to provide
services for alleged victims and perpetrators of bullying (cf. 1020 - Youth Services¥

Bullying Prevention

To the extent possible, district schools shall focus on the prevention of bullying by establishing clear
rules for student conduct and implementing strategies to promote a positive, collaborative school climate.
Students shall be informed, through student handbooks, and other appropriate means, of district and
school rules related to bullying, mechanism available for reporting incidents or threats, and the
consequences for engaging in bullying. (cf. 5137 - Positive School Climate)

As appropriate, the district shall provide students with instruction, in the classroom or other educational
settings, that promotes effective communication and conflict resolution skills, social skills,
character/values education, respect for cultural and individual difference, self-esteem development,
assertiveness skills, and appropriate online behavior (cf. 5137 - Positive School Climate)

Staff shall receive related professional development, including information about early warning signs of
harassing/intimidating behaviors and effective response. (cf. 4131 - Staff Development)

Based on an assessment of bullying incidents at school, the Superintendent or designee may increase
surervision and security in areas where bullying most often occurs, such as classrooms, playgrounds,
hallways, restrooms, and cafeterias.

Interventions

Students are encouraged to notify school staff when they are being bullied or suspect that another
student is being victimized. In addition, the Superintendent or designee shall develop means for students
to report threats or incidents confidentially and anonymously.

School staff who witness an act of bullying shall immediately intervene to stop the incident when it is safe
to do so. (Education Code 234.1)

When appro%riate based on the severity or pervasiveness of the bullying, the Superintendent or designee
shall notify the parents/guardians of victims and perpetrators and may contact lawenforcement.

Reporting and Filing of Complaints

Any student, parent/guardian, or other individual who believes that a student has been subjected to
bullying or who has withessed bullying may report the incident to a teacher, the principal, a compliance
officer, or any other available school employee.Within one business day of receiving such a report, a staff
member shall notify the principal of the report, whether or not a uniform complaint is filed. In addition, any

school emﬁloyee who observes an incident of bullying involving a student shall, within one business day,

ﬁport his/ elr _okt>servation to the principal or a district compliance officer, where or not the alleged victim
iles a complaint.



Within two business days of receiving a report of bullying, the principal shall notify the district
compliance officer identified in AR 1312.3 - Uniform Complain Procedure.

When a report of bullying is submitted, the principal or district compliance officer shall inform the student
or parent/guardian of the right to file a formal written complaint in accordance with AR 1312.3. The student
who is the alleged victim of the bullying shall be given an opportunity to describe the incident, identify
witnesses who may have relevant information, and provide other evidence of bullying.

Investigation and Resolution of Complaints

Any complaints of buIIyin%shaII be investigated and, if determined to be discriminatory, resolved in
accordance with law and the district's uniform complaint procedure specified in AR 1312.3.

If during the investigation, it is determined that a complaint is about nondiscriminatory bull){ing, the
principal :)r designee shall inform the complainant and shall take necessary actions to resolve the
complaint.

Discipline

Corrective actions for a student who commits an act of bullying or any type may include counseling,
behavioral intervention and education, and if behavior is severe or pervasive as defined in Education
Code 48900, may include suspension or expulsion in accordance with district policies and regulations.
cf. 5138 - Conflict Resolution/Peer Mediation) (cf. 5144 - Discipline) (cf. 5144.1 - Suspension and

xpulsion/Due Process) (cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities))
(f. 6159.4 - Behavioral interventions for Special Education Students)

Any employee who permits or engages in bullying or retaliation related to bullying shall be subject to
disciplinary action, up to and including dismissal. 1cf. 4118/4218 - Dismissal/Suspension/Disciplinary
Action) (cf. 41192.21/4219.21/4319.21 - Professional Standards)



3.4 Suspension& Expulsion/Due Process

The Governing Board has established policies and standards of behavior in order to promote learning and
protect the safety and well-being of all students. When these policies and standards are violated, it may
be necessary to suspend or expel a student from regular classroom instruction.

Suspended or expelled students shall be excluded from all school-related extracurricular activities during
the period of suspension or expulsion.

Except where suspension for a first offense is warranted in accordance with law, suspension shall be
imposedonly when other means of correction fail to bring about proper conduct. (Education Code
48900.5)

Expulsion is an action taken by the Board for severe or prolonged breaches of discipline by a student.
Except for single acts of a grave nature, expulsion is used only when there is a history of misconduct,
when other forms ofdiscipline, including suspension, have failed to bring about proper conduct, or when
the student's presence causes acontinuing danger to him/herself or others. (Education Code 48915)

The grounds for suspension and expulsion and the procedures for considering, recommending and/or
implementing suspension and expulsion shall be specified in administrative regulation.



Student Due Process

The Board does not support a zero tolerance approach. The Board shall provide for the fair and equitable
treatment of students facing suspension and expulsion by affording them their due process rights under
the law. The Superintendent or designee shall comply with procedures for notices and appeals as
specified in administrative regulation and law. (Education Code 48911, 48915,48915.5)

On-Campus Suspension Program

The Board recognizes that students who are suspended from school often have no supervision or
guidance during the school hours when they are off campus and may fall behind in the coursework. The
Board believes that, inmany cases, it would be better to manage the student's behavior by keeping the
student at school and providing him/her with supervision that is separated from the regular classroom.

The Superintendent or designee shall establish a supervised in-house suspension program which meets
the requirements of law for suspended students who pose no imminent danger or threat at school and for
whom an expulsion action has not been initiated.

The Superintendent or designee shall examine alternatives to off-campus suspension and may establish a
suspension program which involves progressive discipline during the school day on campus; use of
conferences between staff, parents/guardians and students; detention; student study teams or other
assessment-related teams; and/or referral to school support services staff. The use of such alternatives
does not preclude off-campus suspensions.

Required Parental Attendance

The Board believes that parental involvement plays an important role in the resolution of classroom
behavior problems. The Board expects that teachers will communicate with parents/guardians when
behavior problems arise.

Whenever a student is removed from a class because he/she committed an obscene act, engaged in
habitual profanity or vulgarity, disrupted school activities or otherwise willfully defied valid staff authority,
the teacher of the classfrom which the student was removed may provide that the student's
parent/guardian attend a portion of a school day in that class. After completing the classroom visit and
before leaving school premises, the parent/guardian also shallmeet with the principal or designee.
(Education Code 48900.1)

The Board encourages teachers, before requiring parental attendance, to make reasonable efforts to have
the parent/guardian visit the class voluntarily. The teacher also may inform the parent/guardian about
available resources and parent education opportunities. Teachers should reserve the option of required
parental attendance for cases in which they have determined that it is the best strategy to promote
positive interaction between the student andthe parent/guardian and to improve classroom behavior. The
teacher shall apply this policy uniformly to all students within the classroom. This policy shall apply only
to a parent/guardian who lives with the student. (Education Code 48900.1)

Parental attendance may be requested on the day the student returns to class or within one week
thereafter. The principal or designee shall contact any parents/guardians who do not respond to the
request to attend school. The Board recognizes that parental compliance with this policy may be delayed,
modified or prevented for reasons such as serious illness/injury/disability, absence from town, or inability
to get release time fromwork.

District regulations and school-site rules for student discipline shall include procedures for implementing
parental attendance requirements.

Decision Not to Enforce Expulsion Order

On a case-by-case basis, the enforcement of an expulsion order may be suspended by the Board pursuant



to the requirements of law.

Grounds for Suspension and Expulsion
A student may be subject to suspension or expulsion when it is determined that he/she:

1. Caused, attempted to cause, or threatened to cause physical injury to another person or willfully
used force or violence upon the person of another, except in self-defense. (Education Code
48900(a))

A student who aids or abets the infliction or attempted infliction of physical injury on another person, as
defined in Penal Code 31, may be suspended, but not expelled. However, a student may be suspended or
expelled pursuantto Education Code 48900(a) once he/she has been adjudged by a juvenile court to have
committed, as an aider or abettor, a crime of physical violence in which the victim suffered great or
serious bodily injury. (Education Code 48900(q))

2. Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other dangerous object
unless, in the case of possession of any object of this type, the student had obtained written permission
to possess the item from a certificated school employee, with the principal or designee's concurrence.
(Education Code 48900(b))

3. Unlawfully possessed, used, sold, or otherwise furnished, or was under the influence of, any controlled
substance as defined in Health and Safety Code 11053-11058 alcoholic beverage, or intoxicant of any
kind. (Education Code 48900(c))

4. Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in Health and
Safety Code 11053-11058 alcoholic beverage or intoxicant of any kind, and then sold, delivered or
otherwise furnished to any person another liquid, substance or material and represented same as
controlled substance, alcohol beverage or intoxicant. (Education Code 48900(d))

5. Committed or attempted to commit robbery or extortion. (Education Code 48900(e))

6. Caused or attempted to cause damage to school property or private property. (Education Code
48900(f))

7. Stole or attempted to steal school property or private property. (Education Code 48900(g))

8. Possessed or used tobacco or any products containing tobacco or nicotine products, including but
not limited to cigars, cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew
packets and betel. This restriction shall not prohibit a student from using or possessing his/her own
prescription products. (Education Code 48900(h))

9. Committed an obscene act or engaged in habitual profanity or vulgarity. (Education Code
48900(i))

10. Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug
paraphernalia, as definedin Health and Safety Code 11014.5. (Education Code 48900(j))

11. Disrupted school activities or otherwise willfully defied the valid authority of supervisors, teachers,
administrators, other school officials, or other school personnel engaged in the performance of their
duties. (Education Code 48900(k))

12. Knowingly received stolen school property or private property. (Education Code 48900(1))

13. Possessed an imitation firearm, i.e., a replica of a firearm that is so substantially similar in physical
properties to an existing firearm as to lead a reasonable person to conclude that the replica is a firearm.
(Education Code 48900(m))

14. Committed or attempted to commit a sexual assault as defined in Penal Code 261, 266¢c, 286, 288,
288a or 289, or committed a sexual battery as defined in Penal Code 243.4. (Education Code 48900(n))



15. Harassed, threatened, or intimidated a student who is a complaining witness or witness in a
schooldisciplinary proceedingfor thepurpose of preventingthat studentfrom beinga witness and/or
retaliatingagainst that studentfor being a witness. (Education Code 48900(0))

16. Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma.
(EducationCode 48900(p))

17. Engaged in, or attempted to engage in, hazing as defined in Education Code 32050. (Education
Code48900(q))

18. Made terrorist threats against school officials and/or school property. (Education Code48900.7)

A student in grades 4-12 is also subject to suspension or recommendation for expulsion when it is
determinedthat he/she:

19. Committed sexual harassment as defined in Section 212.5 (Education Code 48900.2)

20. Caused,attempted to cause, threatenedto cause,or participatedin an act ofhate violenceas definedin
Section 233 (Education Code 48900.3)

21. Intentionally engaged in harassment, threats or intimidation against district personnel or studentsthat
issufficiently severe or pervasive to have the actual and reasonably expected effect of materially
disrupting classwork, creatingsubstantial disorder, and invading the rights of school personnel or
students by creating an intimidating or hostile educational environment (Education Code 48900.4)

Nondiscrimination/Harassment

Astudent may besuspendedor expelledfor any of theacts listedabove if theact isrelated to schoolactivity or
schoolattendanceoccurring atany district school under the jurisdictionof theSuperintendentor principalor
withinany otherschool district, includingbut notlimited to thefollowing circumstances:(EducationCode
48900)

1. While on school grounds

2. While going to or coming from school

3. During the lunch period, whether on or off the school campus
4. During, going to, or coming from a school-sponsored activity

The Superintendent or principal may use his/her discretion to provide alternatives to suspension or
expulsion for a student subject to discipline under this administrative regulation, including,but not limited
to, counseling and an anger management program. (Education Code 48900(r))

Alternatives to suspensionor expulsion shall be used with students who are truant, tardy, or otherwise
absent from assigned school activities.

Notifications to Law Enforcement Authorities

Prior to the suspension or expulsion of any student, the principal or designee shall notify appropriate city
or county law enforcement authorities of any student acts of assault which may have violated Penal Code
245. (Education Code 48902)

The principal or designee also shall notify appropriate city or county law enforcement authorities of any
student acts which may involve the possession or sale of narcotics or of a controlled substance or
possession of weapons or firearms in violation of Penal Code 626.9 and 626.10. (Education Code 48902)



Within one school day after a student's suspensionor expulsion, the principal or designee shall
notifyappropriatecity orcounty law enforcement authorities, by telephone or other appropriate means, of
any student acts which mayviolate Education Code 48900(c) or (d), relating to the possession, use,
offering or sale of controlled substances, alcohol or intoxicants of any kind. (Education Code 48902)

OutcomeData

The Superintendent or designee shall maintain the following data and report such data annually to
theCalifornia Department of Education,using forms supplied by theCalifornia Department of Education:
(EducationCode 48900.8, 48916.1)

The number of students recommended for expulsion

The specific grounds for each recommended expulsion

Whether the student was subsequently expelled

Whether the expulsion order was suspended

The type of referral made after the expulsion

The disposition of the student after the end of the expulsion period

capLN=

3.5 Dress and Grooming

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

The Board of Education seeks to provide educational experiences which assure that students are
academically prepared, that they accept civic and social responsibilities and that they are qualified forf
uture entry into the work place. The clothing and accessories wornby students and staff should reflect
the serious goals of an academic environment

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

Gang-RelatedApparel

In accordance with the California Constitution, all students and staff of public primary, elementary, junior
high and senior high schools have a right to attend campuses which are safe, secure and peaceful. Where
there is evidence of a gang presence that disrupts or threatens to disrupt the school's activities, the
Board of Education authorizes the principal, staff and parents/guardians at the school to establish a
reasonable dress code that prohibits students from wearing gang-related apparel.

Such a dress code may be included as par tof the school safety plan and must be presented to the Board
for approval. The Board shall approve the plan upon determining that it is necessary to protect the health

and safety of the school's students.

Uniforms

In order to promote student safety and discourage theft, peer rivalry and/or gang activity, the principal,
staff and parents/guardians at a school may establish a reasonable dress code requiring students to wear
uniforms. Such a dress code maybe included as part of the school safety plan and must be presented to
the Board for approval. The Board shall approve the plan upon determining that it is necessary to protect
the health and safety of theschool's students.

If a school's plan to require uniforms is adopted, the Superintendent or designee shall establish
procedures whereby parents/guardians may choose to have their children exempted from the school
uniform policy. Students shall not be penalized academically, otherwise discriminated against or denied
attendance to school if their parents/guardians so decide.

The Superintendent or designee shall ensure that resources are identified to assist economically
disadvantaged students in obtaining uniforms.



3.6 Employee Security

The Superintendent or designee shall ensure that employees are informed,in accordance with
law, regarding crimes and offenses by students who may pose a danger in the classroom.

When violence is directed against an employee by any individual and the employee so notifies
the Superintendent or designee, the Superintendent or designee shall take steps to ensure that
appropriate legal measures are instituted.

When the employee notifies the Superintendent or designee of a threat of bodily harm, the
district shall take appropriate measures to enable the employee to request assistance if a threat
occurs on school grounds.

The Superintendent or designee shall ensure that employees are trained in crisis prevention and
intervention techniques in order to protect themselves and students. Staff development may

include training in classroom management, effective communication techniques and crisis
resolution.

The Board requires school employees to take immediate action upon being made aware that any
person is in possession of an injurious object on school grounds or at a school related or school
sponsored activity. The employee shall use his/her own judgment as to the dangerousness of the
situation and, based upon this analysis, shall do one of the following:

1. Confiscate the object and deliver it to the principal immediately.
2. Immediately notify the principal, who shall take appropriate action.
3. Immediately notify the local law enforcement agency and the

principal.

When informing the principal about the possession or seizure of a weapon or
dangerous device, the employee shall report the name(s) of persons involved,
witnesses, location,and the circumstances of any seizure. Pursuant to Education Code
49334, school employees who notify law enforcement regarding students or adults who
are in possession of injurious objects while on school grounds or under the jurisdiction
of school personnel are immune from prosecution.

Notification to Teachers about potentially dangerous student

Notification to teacher; pupil who has engaged in acts constituting grounds for suspension
or expulsion; civil or criminal liability; misdemeanor; fine; confidential information;
application of section. Ed. Code 49079.

a) A school district shall inform the teacher of each pupil who has engaged in, or is
reasonably suspected to have engaged in, any of the acts described in any of the
subdivisions, except subdivision (h), of Section 48900. The district shall provide the
information to the teacher based upon any records that the district maintains in its ordinary
course of business, or receives from a law enforcement agency, regarding a pupil described
in this section

b) No school district, or school district officer or employee, shall be civilly or criminally liable
for providing information under this section unless it is proven that the information was false
and that the district or district officer or employee knew that the information was false, or
was made with a reckless disregard for the truth or falsity of the information provided.

c) An officer or employee of a school district who knowingly fails to provide information
about a pupil who has engaged in, or who is reasonably suspected to have engaged in, the
acts referred to in subdivision (a), is guilty of a misdemeanor, which is punishable by
confinement in the county jail for a period not to exceed six months, or by a fine not to
exceed one thousand dollars ($1,000), or both.



A school district must inform any teacher, counselor or administrator in a supervisory or
disciplinary position when, based on records maintained by the district or received from law
enforcement, it has information that, during the three previous school years, a pupil has
engaged in, or is reasonably suspected to have engaged in, the following criminal or
disruptive conduct at school, while going to or from school, or during a school sponsored
activity:

a) Causing, attempting, or threatening physical injury to another;

b) Possessing, selling, or otherwise furnishing, a firearm, knife, or other dangerous

object;

c) Possessing, using or selling illegal drugs, alcohol, or drug paraphernalia;

d) Committing or attempting to commit robbery or extortion;

e) Damaging or attempting to damage school property;

f)  Stealing or attempting to steal school or private property;

g) Committing an obscene act or engaging in habitual profanity or vulgarity;

h) Possessing, offering, arranging or negotiating to sell, any drug paraphernalia;

i)  Disrupting school activities or otherwise willfully defying the valid authority of

supervisors, teachers, administrators,

school officials, or other school personnel engaged in the performance of their duties;

j) Knowingly receiving stolen school or private property.

3.7 School Site Emergency

PURPOSE: every classroom should have a yellow stormcase iM2500 emergency roll kit. The equipment
provided should only be used in the event of a disaster emergency, donot open the sealed box inside

the kit.The contents are adequate to sustain a classroom of 25 students until more help arrives.
CONTENTS INCLUDE:

O 60 Individually Wrapped WaterPackets.

U 2-2400 Calorie Food Bars - these items have a five-year shelf life.

O  Users are instructed not to distribute food or water for the first 6-8 hours unless medically
necessary.Water may also be used for first aid purposes.

L Basic First Aid Kit General supplies are provided with a First Aid Guidebook.

L 6-Mylar Blankets - (1) blanket is included in the Sanitation Kit to be used as a privacy screen.
(5) separately packed 52" x 84" blanket - use for first aid, to cover broken windows, slow smoke
or dust seeping through air vents, or group students together to providewarmth.

O Two 10-Hour Light Sticks In the event of a power outage or if students are entrapped through

the night, the light sticks will provide enough light for the teacher in charge to keep the group
secure.



O One Sanitation kit including:
6 - Trash bag liners
1 - Bio Hazard Bag
6 - Cleansing Wipes

U Packet of Fluid Solidifier -this packet is wrapped individually and contains instructions.

O One collapsible toilet, sturdy enough to support 250 pounds. Teachers may not have
restroom facilities available. This unit is equipped with a toilet and should be assembled
in the event of longterm entrapments or lockdowns. Complete instructions are provided.

3.8 Emergency Phone

Monthly Emergency Phone Testing

Monthly emergency phone testing is on the first Tuesday of every month at 9:00am. On the PUSH TO TALK
FEATURE ON YOUR PHONE, in the EMERGENCY GROUP, you will hear
"This is your monthly emergency phone drill, please DO NOT respond, your site will be called individually."

Please call (510) 874-7782 if you need assistance with your phone settings.

When your school name is called, please respond with the following script:

"This is {YOUR SITE NAME} responding.”

If you miss the emergency phone drill, DO NOT call the emergency group, please call "Emergency
Services"” through the PUSH TO TALK feature on your emergency phone.




MANDATORY SAFETY PROTOCOLS
PLEASE READ - there is no discretion to deviate from these protocols.

A call to 911 (or 510-777-3211) shall be made for any “in progress crime” where the safety of the school site is
at risk. School sites should refer to BP 5145.13 and BP 5145.14 regarding student and law enforcement
contacts.

Additionally, it is mandatory to notify the Culture and Climate Unit at 510-874-7777 for all of the following
incident types:

e Any incident involving guns, knives, or weapons

e Any recovery of weapons

¢ Injuries to students or staff

e Theft or loss of District property

e Disturbances or disruptions of the learning environment

¢ Individual or group demonstrations

e Assaults which cause physical injury to any person on a school site

¢ Gang related activity

e Any recovery of drugs

e Missing persons

e Mandatory reporting incidents

e Abductions, attempted abductions, including parental abductions & custody disputes
¢ Intoxicated students, staff, or other adults on school sites

¢ Any person who poses a threat to the safety of the campus, students, or staff

e All fires

e Any major property damage

¢ Gang, ethnic, hate, racial, vulgar, or objectionable graffiti found on District property
e Anytime there is a perceived need for Emergency Services

Below are step-by-step instructions for the most commonly asked questions regarding safety on campus. You

will also find these protocols outlined in every Comprehensive School Site Safety Plan. Please ensure that all
OUSD staff receives a copy of these safety protocols.

Thank you for your part in fostering a safe environment for all students and staff at OUSD!



1 - Protocol for Lockdowns

Principal or designee shall take the following steps, in the stated order:
Step 1: Contact OUSD Dispatch number (510-874-7777 ), if immediate threat contact 911
Step 2: Implement a School-Initiated Lock Down, “This is a Lockdown.”
Step 3: Contact the Network Superintendent's Office with details by email and phone

Network Superintendent Office shall:
e Forward “Incident Report” to Emergency Preparedness Manager and Superintendent's Office;
e Provide the Principal with follow-up steps if needed

[end of lockdowns]



2 — Protocol for Lockouts

In the Event of a Lockout, the Principal or Designee Will Carry Out All or Some of the Following:

e Law enforcement notifies school of police activities in the area OR you have first hand account of
threat to student and/or staff safety.

¢ Make announcement “Lockout! Secure the perimeter.”

¢ Designated staff will secure all perimeter access points.

o Teachers/staff will continue with class instructions or business inside the building.

e Contact law enforcement to assess the situation, who will advise of “All Clear.”

After Emergency:

e IMPORTANT: On-scene law enforcement personnel will deactivate Lockdown by verbally providing
“All Clear” and not by a phone call or any other method. Teachers will not release students until “All
Clear” is provided from an on-scene law enforcement personnel.

e Students may return to regular schedule.

o If student release is necessary, follow Parent Release Protocols as outlined in the school site safety plan.

¢ District Office may provide psychological services to assist in the counseling of staff and students.

e Be prepared to provide input in After Action Report to Principal or designee.

Please Note: in violent or extremely dangerous situations, law enforcement may evacuate staff and students
room by room. In this case, teachers and staff can expect to be escorted from their room by armed law
enforcement or whose weapons may be drawn when the classroom door is opened. This may cause anxiety and

fear among students, so do your best to calm the students prior to a law enforcement evacuation.
[end of lockouts]



3 - Protocol for Student Injuries

Principal or designee shall:
(For minor injuries only)

Administer first aid, contact school nurse;
Contact parent/guardian as necessary.

(For major injuries: broken limbs, head trauma, dizziness, or life-threatening incidents)

Determine if 911 needs to be called

If 911 call is NOT necessary, contact school nurse & parent or guardian immediately

If parent/guardian is not available, leave a detailed voice message and call emergency contacts on the
Emergency Card

If injury is caused by structure or the physical grounds (e.g. pothole), have custodian to mark off or
cover the area and place a work order in the system

Complete the “Incident Report” form; document your initial action steps and FAX or PDF a copy
directly to the Legal Department or and to the Network Superintendent’s Office

Network Superintendent Office shall:

Forward “Incident Report” to Risk Management and Superintendent’s Office;
Provide the Principal with follow-up steps if needed

[end of student injuries]



4- Protocol for Threats of Physical Harm on a School Site

Principal or designee shall take the following steps, in the stated order:

Step 1: If immediate threat contact 911; if not an immediate threat, enlist support from the Culture &
Climate Unit at dispatch number 510-874-7777

Step 2: Implement a School-Initiated Lockdown/Lockout if the situation warrants it

Step 3: Contact the Network Superintendent’s Office with details by email and phone.

Network Superintendent Office shall take the following steps, in the stated order:
Step 1: Contact police if necessary.
Step 2: Contact Communications Department.
Step 3: Legal Office (Initiate a Restraining Order, where indicated)
Step 4:  Alert school of next steps or follow-up via email/phone
Step S: If a District employee is involved, Contact Tara Gard, Human Resources (Investigate & Issue
Employee Discipline)

[end of threats of physical harm]



5 - Protocol for Suspected Child Abuse, Endangerment, or Sex Crimes

ALL District employees shall take the following steps, in the stated order:

Step 1: Ensure child’s physical, social, and emotional safety needs are met
Step 2: Document student statement on CPS report form

Step 3: Call CPS (510-259-1800 ) immediately with the written report completed and file the report
with CPS within 36 hours

Step 4:  Notify Principal or Principal’s Designee

Step 5: Contact Regional or Network Mental Health Program Manager

Step 6: If the suspect is an employee, contractor, or volunteer - contact the Network Office with details

of the incident, name of employee, contractor, or volunteer.

NOTE:DO NOT prolong the notification time to CPS and Law Enforcement. This MUST be done prior to any
other OUSD notifications

Network Superintendent Office shall take the following steps, in the stated order:
Step 1: Notify Superintendent’s Office and Legal Department
Step 2: Contact Communications Department at (510) 879-8200
Step 3: Contact HRSS (if employee, contractor, or volunteer is involved)

CPS shall:
e Coordinate with the Law Enforcement response to the incident.

Law Enforcement shall:
e Follow OPD guidelines and regulations for investigating child abuse, sex crimes and/or endangerment

[end of suspected child abuse]



6 - Protocol for Allegation of Weapons on Campus

Principal or designee shall take the following steps, in the stated order:

Step 1: If someone in possession of a weapon is posing an immediate threat, or if there is an explosive device,
call 911.)

Step 2: If applicable, follow the directions of OPD.

Step 3: Contact your Network Superintendent’s Office with all the details of the incident and/or allegations.

Step 4: If a student is verified to have firearm, firearm muzzler, firearm silencer, bomb, grenade, rocket,

missile, or mine, a written referral that includes the student's name must be made to law enforcement/criminal

justice authority.

Step 5: If firearms are recovered call OPD Non-Emergency Line (510-777-3333) in order to promptly remove

from campus.

Please note, that if a student or non-student is in possession of weapons on or within 1,000 feet of a school
site (does not apply to imitation firearms), this information must be included in a quarterly written
notification to the City Police or County Sheriff (this is an aggregate report that need not include student
names).

Principal shall:
e Begin the proper Discipline Hearing Process (DHP)
e Complete the “Incident Report” form; document your initial action steps and FAX or PDF a copy
directly to the Legal Department and to the Network Superintendent’s Office

Network Superintendent Office shall take the following steps, in the stated order:
Step 1: Contact Communications Director
Step 2: Contact Regional Mental Health Program Manager
Step 3: Contact Risk Management and Superintendent’s Office
Step 4: Alert school of next steps or follow-up via email/phone

[end of allegations of weapons]



Section 4: Emergency Disaster Procedures and Drills

Earthquake Procedures

In the classroom or office
At the first indication of ground movement, you should DROP to the ground. It will soon be impossible to stand
upright during the earthquake. Getting to the ground will prevent being thrown to theground.

You should seek protective COVER under or near desks, tables, or chairs in a kneeling or sitting position. You
should HOLD onto the table or chair legs. Holding onto the legs will prevent it from moving away from you
during the quake. Protect your eyes from flying glass and debris with your arm covering youreyes.

You should remain in the DROP position until ground movement ends. Be prepared to DROP, COVER and
HOLD during aftershocks.

After ground movement ends, check for injuries and safely evacuate the building. Move to a safe, open area,away
from power lines and other overhead hazards.

Earthquake procedures in other parts of the building

At the first indication of ground movement, you should DROP to the ground. Take COVER under any available
desk, table, or bench. If in a hallway, drop next to an inside wall in a kneeling position and cover the back of the
neckwith your hands.

After ground movement ends, check for injuries and safely evacuate the building. Move to a safe, open area,away
from power lines and other overhead hazards.

Earthquake procedures while outside

At the first indication of ground movement, move away from overhead hazards such as power lines, trees, and
buildings. DROP to the ground and COVER the back of the neck with your hands. Be aware of aftershocks. Do
not re-enter buildings until it is determined safe to do so.

While in a vehicle, you should pull over to the side of the road and stop. If you are on a bridge, overpass, or under
power lines, continue on until you are away from the overhead dangers. Wait until the ground movement stops and
check for injuries. Be aware of aftershocks, downed wires, or roads blocked bydebris.



Fire Procedures

U Evacuate the buildings immediately for any fire or suspected fire.

U Sound alarm if it has not already been done.

4 Call 9-1-1, identify problem, school building address and location of fire (if known).

Never attempt to fight a fire larger than a wastebasket size. Even a small fire can generate enough smoke to
cause serious injury. Never attempt to fight a fire by yourself. Call for help. Always stay between the fire and the
exit.

Fire Extinguisher Instructions:

P Pull safety pin from the handle
A Aim at the base of the fire

S Squeeze the trigger handle
S

Sweep from side to side

If your clothes (or someone else's) catch fire, STOP, DROP AND ROLL!

1 Upon arrival, the Fire Department will assume command.
U Principal will be accountable for teachers and school district staff. Teachers will be accountable forstudents.
U Notify Superintendent’s Office.



Emergency Lockdown

If it is determined that the safety and health of students and staff are in jeopardy, an announcement will be made
to alert of potential danger. The Shelter-In-Place alert shall be given by the District.

All schools will use the following announcement format” “This is Lockdown!” A messenger must be sent
to outdoor fields and tracks. Upon hearing this announcement, the following steps must be implemented:

U Teachers should quickly check halls and get students into classrooms.
U Lock doors, close blinds.
U Teachers will keep all students in the classroom until an all clear has been sounded.

U Teachers will maintain (as best they can) a calm atmosphere in the classroom, keeping alert to emotional
needs of students.

4 Staff without students will report to the office for instruction or as otherwise directed.

U Head secretary will operate the phones and radio. Other clerical staff will deliver messages as needed and
work with Principal and Emergency Services.

U Staff will not evacuate or leave their assigned area unless authorized by Principal or Emergency Services.
U When the emergency is over, a coded "all clear" will be announced.
U The Crisis Response Team will meet to determine needs of school.

U Each staff member will document exactly what occurred in their area of responsibility. This will be done as soon
as possible.

Lockout
In the Event of a Lockout, the Principal or Designee Will Carry Out All or Some of the Following:

U Law enforcement notifies school of police activities in the area OR you have firsthand account of threat to
student and/or staff safety.

U Make announcement “Lockout! Secure the perimeter.”
U Designated staff will secure all perimeter access points.
U Teachers/staff will continue with class instructions or business inside the building.

U Contact OPD to assess the situation. OPD will advise of “All Clear.”

After Emergency:

U IMPORTANT: On-scene law enforcement personnel will deactivate Lockdown and Lockout by verbally providing
“All Clear” and not by a phone call or any other method. Teachers will not release students until “All Clear” is
provided from an on-scene law enforcement personnel.

U Students may return to regular schedule.
U If student release is necessary, follow Parent Release Protocols as outlined in the school site safety plan.
U District Office may provide psychological services to assist in the counseling of staff and students.

U Be prepared to provide input in After Action Report to Principal or designee.

Please Note: in violent or extremely dangerous situations, law enforcement may evacuate staff and students room by room. In
this case, teachers and staff can expect to be escorted from their room by armed law enforcement or whose weapons may be
drawn when the classroom door is opened. This may cause anxiety and fear among students, so do your best to calm the
students prior to a



Shelter-in-Place
When instructed or when an alerting system triggers to shelter-in-place, please:

U SHELTER. Go inside the nearest building or classroom and remain there. You are looking for enclosed
protection from the outside.

= Students should also be advised to do the following when possible:
= Select rooms on higher floor levels and avoid basements.
= Select an internal room or a room with as few windows as possible.

= Choose a room with bathroom facilities and water. You may need to shelter in place for an
extended period of time.

U SHUT. Close all doors and windows. The tighter and more complete the seal the better. Close as many
windows and doors between the outside and your shelter-in-place room as possible. Close curtains and then
stay away from the windows.

U LISTEN. Remain quiet to hear critical instructions from school officials.

School Sites as Mass Care Shelters

Use of School Buildings: California law, as stated by the "Katz Bill", requires public and private school districts and
school authorities to make their facilities available as public shelter sites in a declared disaster. This makes school
facilities, especially larger high school buildings, a logical first choice for shelter operations in an event where there
has been widespread destruction. However, use schools as public shelters only when other resources are
unavailable. First, schools may already be sheltering their own student population. Second, a community needs to
resume normal activities as soon as possible after a disaster. Therefore, in short time the shelter population will
need to be moved from the school, so that students can ultimately return to classes.

Oakland Unified School District has a Memorandum of Understanding with the City of Oakland and the American
Red Cross to use OUSD school sites as mass care shelters in the case of an emergency or a catastrophe.



Section 4: Emergency Lockdown

This is a lockdown!

Section 4: Fire and Earthquake Drill Schedule

Fire and Earthquake Drill Schedule

Month Date Time Fire/Earthquake
June

June

Lockdown Drill Schedule

Date Time
Summer



SECTION 5: CHAIN OF COMMAND

SUMMER SCHOOL PROGRAM

Enter Site Name:

Incident Commander (After School Coordinator)

PIO/Liaison

L John Sasaki

Operations

First Aid Site Leader

Logistics

Planning
Intelligence

Finance &
Administration

Food/Water/Supplies Leader

Situation Status Leader

Cost & Time Team Leader

Search & Rescue Team Leader

Transportation Team Leader

Communications Team Leader

Damage Assessment Team Leader

Student Supervision Team Leader

Student Release Team Leader

Site Safety & Security Leader

Documentation Team Leader




OPERATIONS

OFFICER

Coordinate operations functions.

-

£

FirsTAID TEam
Setting up first aid area for students
Assessing and treating injuries.
Completing master injury report.
Report all findings to Operations Officer.

SEARCH & RESCUETEAM
Conduct rescues— Note: alwaysin teams
of two {2).
Transport injured to first aid stations.
Search the entire school facility.
Ensuring all studentsare safe and have
evacuated or moved to documented
location so 1% responders can locate
them.
Maintain all communications with student
release.
Report all findi

OUSD —SITE EMERGENCY TEAMS — JOB DESCRIPTIONS

MANAGEMENT

Officers.

INCIDENT COMMANDER
1. Establish Command Center.
2. Establish communications with all Section

3. Coordinate all functions during emergency.
4. Responsble for overall site policy decisions

Communicate directly with District EOC.

PusLIC INFORMATION OFFICER (P10}
Collect Information

Disseminate information to District PIO.

Maintain direct contact with the Site Incident

Commander

Liason

Coordinate on-site visitors

Report to Incident Commander.

LOGISTICS

PLANNING

FINANCE & ADMINISTRATION

OFFICER
Coordinate all logistic functions.

DAMAGE ASSESSMENT TEAM LEADER
Conduct Damage Assessments.

Reportall findings to Operations Officer.

|

OFFICER
Coordinate all planning functions.

STUDENT SUPERVISION TEAM LEADER
Accounting for all students, staff and
volunteers.

Setting up secure assembly area.
Managing student feeding and hydration.
Coordinating with the Student Release
Team.

Coordinate with Logistics Section to
secure the needed space and supplies
Reportall finding to Operations Officer.

o

N @

Foon/WaTeR/ SupPLIES LEADER
Assess food preparation facilities.
Assess supplies status:

a. Check water supplies

b. Estimate # students/staff

€ Check first aid supplies.
Control conservation of water/supplies.
Reportall needs to Logistics Officer.
Set up secure care area.

Provide sanitation facilities.

Provide shelter and feed area.

[

i

Lol ok

SITUATION STATUS TEAM LEADER
Collects and analyze sinformation on the
current situation, prepares situation displays

and situation summaries, and develops maps

and projections.

Collects information from other teams and
maintain on situation boards.
Updatesinformation and boards regulark
Reports all findings to Planning Officer.

STUDENT RELEASE TEAM LEADER
Setting up reu
Checking student emergency card for
authorized releases.

narea.

Complete release logs.
Reportall findings to Operations Officer.

TrANSPORTATION T EAM LEADER
Assess Transportation needs.
Report findings to Logistic Officer to

determine if necessary to provide
transportation from area by busor other
means.

If transporting people, make a list of

transported individuals.

=

b

™

B

DOCUMENTATION TEAM
Provides duplication services, including the
written Incident Action Plan.
Maintainsand archived all incident related
documentation.
Maintains time logs.
Completed after-action reports for site.
Reports all findings to Planning Officer.

]

SITE SAFETY & SECURITY TEAM LEADER

Locate all utilities and turn offif
necessary.

Conduct perimeter control.

Do Fire/Hazardous materials control.
Assess spill/fire fighting needs.

Report all finding to Operations Officer.

OFFICER

1. Coordinatesall financial and administrative

CosT & Time TEAM LEADER

1. Maintainsrecords to assistsin reclaiming costs,

such as:
a
b.
(o

h.

Financial
Purchasing
Personnel

Cost Recovery
Volunteers
Payroll
Insurance claims
Misc.

2. Contract negotiations.
3. Time Keeping

Pmomﬂm:m_ﬁmm
m

. Compensation for injury or damage to

property.




Section 6: Safe Ingress and Egress

Your OUSD Emergency Phone No.

Beyond planning for daily ingress/egress routes and emergency evacuation routes, schools must plan
for assisting students, staff and visitors with disabilities. Under the ADA (Americans with Disabilities
Act of 1990), individuals who are deaf/hard of hearing, blind/partially sighted, mobility impaired and/or

cognitively/emotionally impaired must be assisted.

A. Plan for people with disabilities (ADA)

populations at your school, please click NA box.)

N/A(Note: If you do not have any special needs

Please include the following information: 1) How many students with disabilities are there? 2) Where are they
located? 3) Description of disabilities. 4) Any other relevant info

SDC Autism Class, Grade K -2 All are ambulatory and can follow directions of adults

Special Needs Population In Detail.

List the specific number of each special needs type on site.

Special Needs Type Abbreviation Total
Intellectually Disabled ID
Hard of Hearing HH
Deaf DEA
Speech & Language Impairment SLI
Visually Impaired \i
Emotionally Disturbed ED
Orthopedically Impaired 0]
Other Health Impaired OHI
Specific Learning Disability SLD
Deaf /Blind DB
Multipally Disabled MD
Traumatic Brain Injury TBI
Est Medical Disability EMD

Determine proper signage and equipment.
(What equipment and signage is on-site to help people with disabilities?)

Signs indicate ramps for handicapped access and for restrooms.

Training staff to assist individuals with disabilities.
At least 1 name / title combination must be complete.

Title



Section 6: On Campus Evacuation Map

Schools must identify and clearly mark "assembly location” on campus map with evacuation routes (indicated
with arrows) pointing to the assembly location.

On-Campus Assembly Location
Describe on-campus evacuation/assembly location.

O Upload Copy of Map [ Use Last Years Map



Section 6: Off Campus Evacuation Map

Schools must identify the location of potential evacuation sites based on the potential circumstances that may
cause movement/relocation of the school population in the event of an emergency.

Off-Campus Evacuation/Assembly Location

a-1. Description/Name of location:

Establish a memorandum of agreement with the evacuation site.
Name of person or organization memorandum was established with:

C. Date of Agreement:

a-2. Please enter the Street Address of the Off-Site Campus Evacuation Location. Please don't enter the city, state, or zip code.
A. School Street Address: , Oakland, CA
B. Evacuation Street Address: , Oakland, CA



SECTION 8: OTHER PROGRAMS AND SERVICES

OTHER SCHOOL PROGRAMS

It is important to have a comprehensive safety plan that covers all programs on your school site during
regular school hours (8:00a.m.-3:00p.m.) as well as after school hours (3:00p.m. -6:00p.m.). Please work
with your After School Coordinator on the safety planning details to include students in after school

programs.

After School Coordinator Name/Contact 1: Name:
Phone:
After School Coordinator Name/Contact 2: Name:
Phone:

Hours of Operation:

Number of Staff:

Number of Students:

Number of Special Needs Students:

Number of Special Needs Coordinators:

Primary on-campus evacuation location:

Secondary off-campus evacuation location:

Notification sent to parents: Yes/Nc No

i.e. flyer, newsletter, mailer, etc.

Emergency Staff Notification Method:

i.e. PA system, mass text, other, etc.

Student Reunification policy established?

Y No ase develop and attach policy)

Has “after school staff on safety team” completed
the mandatory ICS100/200 training?

Yes/ No (it no, please follow these two links to
complete online: IS-100.S Ca Introduction to the
Incident Command Systems for Schools:
http://training.fema.gov/EMIweb/IS/IS100SCA.asp
IS-200.b (I1CS200) ICS for Single Resources and
Initial Action Incidents
http://training.fema.gov/emiweb/IS/IS200b.asp

After School Safety Team established?

Yes/No NO

List safety team members name:

Safety team member 1:
Safety team member 2:
Safety team member 3:
Safety team member 4:
Safety team member 5:




Office of Emergency Services

OAKLAND UNIFIED
SCHOOL DISTRICT

Summer School Emergency Drill Report

School Name: Drill Date:

Type of Drill Time Start Time End Number of Persons | Number of Staff
Evacuated Supervising Drill

Earthquake

Fire

Lockdown

Family Reunification

Other:

Other:

Principal Signature:

Date:

IMPORTANT: Please upload this completed drill report to your Summer Safety Plan

Folder in Quip

no_llﬁter thar|| June 10, 2022

ank you

Office of Emergency Services 1011 Union Street, 2d floor, Oakland CA. 94607 Phone: (510) 87477827 Fax: (510) 874-7790

Office of Emetgency Services_vb 2018



ALAMEDRA COUNTY

Alameda County Health Care Services Agency Colleen Chawla, Director
Public Health Department Kimi Watkins-Tartt, Director
Nicholas Moss, MD, Health Officer

PUBLIC HEALTH DEPARTAMENT

COVID-19 SITE-SPECIFIC PROTECTION PLAN GUIDANCE &
TEMPLATE FOR DEVELOPING YOUR OWN PLAN
Order No. 20-21 - Appendix A

Updated on 12/11/2020

Updates are in red

PURPOSE OF THIS DOCUMENT

The purpose of this document is to provide each business with clear guidance for reopening in a manner
that provides a safe, clean environment for employees and customers.

This COVID-19 Site-Specific Protection Plan (Appendix A) applies to all businesses except
construction projects. Construction projects must follow Appendix B-1 or Appendix B-2.

Businesses and organizations allowed to reopen in Alameda County are not required to submit their
COVID-19 Site-Specific Protection Plan to the State or the Alameda County Public Health Department for
review and approval before reopening. Businesses and organizations may reach out to
COVIDRecovery@acgov.org for technical assistance.

DESCRIPTION OF A COVID-19 SITE-SPECIFIC PROTECTION PLAN (SPP)

The Site-Specific Protection Plan (SPP) template below combines state-level guidance published in the
California State Industry Guidance and guidance from the Alameda County Public Health Department.

The State of California requires all businesses to:
1. Perform a detailed risk assessment and implement a site-specific protection plan (SPP)

Train employees on how to limit the spread of COVID-19, including how to screen themselves for
symptoms and stay home when symptomatic

Implement individual control measures and screenings

Implement cleaning and disinfecting protocols

N

Implement physical distancing guidelines

Provide face coverings to workers or reimburse workers for the reasonable cost of obtaining them
and employers must provide and ensure workers use all required protective equipment, including
eye protection and gloves.

o U W

As the COVID-19 pandemic evolves and new local or state Public Health Orders are issued, businesses
may need to amend their Site-Specific Protection Plans from time to time to incorporate new
requirements. The Alameda County Public Health Department’s COVID-19 website will host updated
information and guidance.




GUIDANCE FOR DEVELOPING YOUR BUSINESSES’ COVID-19 SITE-SPECIFIC PROTECTION
PLAN (SPP)

1. Perform a risk assessment of your business practices.

2. Use the template below to create your own SPP by filling in the required details, based on your
individual business model, to ensure your business can protect the safety of employees and
customers.

3. Finalize your SPP and physically post it at your place of business at a visible location near the
entrance where staff and customers can easily review it without touching the document; and
distribute copies of the SPP to all employees.

4. Signage also needs to be posted at the public entrance of each worksite to inform all employees
and customers that they should:

e Avoid entering or using the facility if you have COVID-19 symptoms;

e Maintain a minimum six-foot distance from one another;

e Sneeze and cough into a cloth or tissue or, if not available, into one’s elbow;
e Wash hands often;

e Wear face coverings; and

¢ Do not shake hands or engage in any unnecessary physical contact.

Sample template is located here.

TOOLS FOR DEVELOPING YOUR SITE-SPECIFIC PROTECTION PLAN

1. COVID-19 Site-Specific Protection Plan (SPP) Template
The Alameda County Public Health Department is providing a template that can be used by any
business in Alameda County to create their own Site-Specific Protection Plan (SPP). It contains all
of the standard content already written for you to re-open your business and prompts you to “fill
in the blank” where unique information is required in order to complete your SPP. The template
has been authorized by the County’s Public Health Officer, so you can be confident you are safely
re-opening your business if you use this template.

2. California COVID-19 Industry Guidance
Industry-specific guidance has been developed by California for businesses permitted to open per
county health rules can be found here.

3. California COVID-19 Employer Playbook
The playbook includes detailed information on when and how an employer must report a COVID-
19 positive employee; what is defined as an outbreak; and guidance for employers who may be



considering whether to suspend operations due to COVID-19 spread in the workplace. The
playbook can be found here.

4. Alameda County COVID Recovery
The Alameda County Public Health Department will be developing safe reopening guidance for
businesses, employers, and employees, along with industry specific guidance and best practices.
Guidance and resources will be posted here.

GENERAL EMPLOYEE PROTECTIONS

Employers have an important role in slowing the community spread of COVID-19 by implementing
measures to reduce the risk of workplace exposure. Administrative controls, such as remote work and
paid sick leave are important preventive measures for controlling the overall spread of COVID-19.
Employers should follow State, Cal/OSHA, and CDC guidance regarding workplace measures to reduce
the spread of COVID-19, make reasonable accommodations for people with underlying health conditions,
and provide necessary equipment and supplies to prevent illness and injury--including access to cleaning
and handwashing supplies and breaks for handwashing, provision of personal protective equipment if
required by your industry, and appropriate training. All employers must comply with guidance issued by
the California Blueprint for a Safer Economy, all Local Health Officer Orders, and applicable federal,
California, and local provisions for paid sick leave for individuals who cannot safely work for reasons
related to the COVID-19 pandemic. If you fail to do so, you may considered to be out of compliance with
this Health Order.

RETURN TO WORK

The Alameda County Public Health Department (ACPHD) has a blanket Isolation/Quarantine Order in
place. This means that someone testing positive for COVID-19 is required to isolate, meaning they MUST
stay home and away from others for a period of at least 10 days based on the Isolation instructions.
ACPHD will follow up with every case reported to identify their contacts, and those contacts are required
to quarantine, meaning they MUST stay home and monitor themselves for symptoms for 14 days after
their last exposure. ACPHD is not providing return to work documentation for cases or contacts. To
facilitate a faster return to work, employers should not require employees who have been
isolated/quarantined under the Isolation/Quarantine Order to provide test results or a doctor’s note to
return to work.




COVID-19 SITE-SPECIFIC PROTECTION PLAN (SPP)

Business name:

Facility address:

Approximate gross square footage of space open to the public:

This COVID-19 Site-Specific Protection Plan (SPP) was most recently updated on:

The person(s) responsible for implementation of this Plan is:

Name: Title:

I, certify that all employees have been provided a copy of it and have
reviewed it and received training as required in this SPP.

Name: Signature:

Alameda County Shelter in Place Order & Face Coverings Order

L] Employer has read the Alameda County Shelter in Place Order to determine if the business is allowed to reopen.

L] Employer has read the Alameda County Face Coverings Order and is complying with and implementing

measures identified in the Order.

Individual Control Measures and Screenings

L] Employees whose work duties can be conducted remotely are doing so and will continue to do so until the
Shelter in Place Order is lifted, with particular consideration for employees above the age of 60 and those with
underlying health issues who are at increased risk for more severe disease if infected.

L] All employees have been provided with temperature and/or symptom screenings at the beginning of their shift
and all other employees entering the worksite at all times. The individual conducting the temperature/



symptom screening will avoid close contact with employees to the extent possible. Both screeners and
employees wear face coverings during each screening. See screening guidance here.

] Employees must be provided with all required protective equipment (i.e. face coverings) and the employer
ensures this equipment is worn properly at all times.

[ Employees must be provided with and use protective equipment when offloading and storing delivered goods.

L1 Employees inspect deliveries and perform disinfection measures prior to storing goods in warehouses and
facilities.

[ Face coverings are required when employees are in the vicinity of others. Face coverings are not shared at this
worksite.

1 Employees take reasonable measures to communicate with the public that they are required to wear face
coverings.
*Please note that children 12 years old or younger and those who cannot wear one because of medical reasons
are exempt from wearing a face covering.

[J Employees who are sick or exhibiting symptoms of COVID-19 are directed to stay home and follow the Alameda
County Public Health Department’s Criteria for Returning to Work after Isolation or Quarantine guidelines
located here.

*Please note that employees who self-quarantine and who are not ill do not need a doctor’s note to return to
work after staying home for 14 days. Requiring employees to obtain a doctor’s note is impacting the medical
system and preventing doctors from seeing patients who are ill. If any employee has been isolated because
they were diagnosed with COVID-19, they may return to work once they meet the criteria described in
ACPHD’s return to work policy here. Repeat testing for COVID-19 is not required before an employee can
return to work.

Types of protective equipment provided to employees at this worksite location include:

Additional control measure you are implementing at this worksite include:



Cleaning and Disinfecting Protocols

[] Thorough cleaning in high traffic areas is performed regularly. Commonly used surfaces are frequently
disinfected.

L1 All shared equipment and touchable surfaces are cleaned and sanitized between each use.

[] Customer entrances and exits, and points of sale are equipped with proper sanitation products, including hand
sanitizer and/or sanitizing wipes.

(] Hand washing facilities will be made available and will stay operational and stocked at all times and additional
soap, paper towels, and hand sanitizer are supplied when needed.

(1 Hand sanitizer will be provided where businesses do not have indoor plumbing.
[ Sanitizing supplies are provided to promote employees’ personal hygiene. This may include tissues, no-touch
trash cans, hand soap, adequate time for hand- washing, alcohol-based hand sanitizers, disinfectants, and

disposable towels.

[ Cleaning products are used that meet the Environmental Protection Agency (EPA)’s- approved for use against
COVID-19 list.

L] Business hours and/ or other procedures have been modified to provide adequate time for regular, thorough
cleaning, product stocking, or other measures.

L] Employees are provided adequate time to implement cleaning practices before and after shifts.

(] Hands-free devices have been installed, if possible, including motion sensor lights, contact-less payment
systems, automatic soap and paper towel dispensers, and timecard systems.

Schedule for Disinfecting High Traffic Areas and Commonly Used Surfaces
Fill in the fields below with the schedule for how often each area is disinfected.
Mark N/A for all that do not apply to your specific worksite and add any that are missing to “Other”.

Break rooms:

Restrooms:



Handrails/door handles/counters/shelving/buttons (elevator/door):

Shopping carts/baskets:

Handheld devices (payment portals, including ATM PIN pads, stylus):

Registers:

Scanners:

Telephones:

Time clocks:

Handwashing facilities:

Custom equipment and tools (i.e. pallet jacks, ladders, supply carts):

Conveyor belts:



Others:

Description of specific operational procedures being implemented to ensure there is adequate time for
cleaning/disinfecting:

Additional measures that have been taken at this business location:



Physical Distancing Guidelines
[J Employee breaks and break rooms are managed to allow employees to eat on premises in designated areas
where they can remain six feet apart.

[ All employees have been instructed to maintain at least six feet distance from customers and from each other,
except employees may momentarily come closer when necessary to accept payment, deliver goods or services,
or as otherwise necessary.

[] Customers are permitted to bring their own bags, mugs, or other reusable items from home if they do not
require handling by employees.

[ Tape or other markings have been placed at least six feet apart in customer line areas on sidewalks or other
walkways near public entrances with signs directing customers to use the markings to maintain distance.

[ Limit the number of customers in the store at any one time to , which allows for customers
and employees to easily maintain at least six feet distance from one another at all practicable times.

[ All desks or individual workstations are separated by at least six feet or employees otherwise maintain six feet if
workspace is limited. Physical partitions can be used if workstations and/or employees cannot physical
distance.

[J Employees are informed that they should not carpool to and from the jobsite except by workers living within
the same household unit, or as necessary for workers who have no alternative means of transportation.

L] If employers provide shuttles, symptom checks should be conducted before employees board the
shuttle, and employees should physical distance while waiting in line and on the shuttle. Physical distancing on
on the shuttle can include reducing the shuttle capacity.

The following per-person limits have been placed on goods that are selling out quickly to reduce crowds and lines.
If not applicable mark as “N/A”.



Description of the layout of your worksite and how we accomplish physical distancing measures:
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Food Facilities Guidance including Restaurants, Mobile Food Facilities,

Stores/Convenience Stores

(1 Go to the Alameda County Department of Environmental Health website and review the Guidance for Food
Facilities and Food Safety for Food Delivery and Pickup Guidance.

[J Complete and implement the Restaurant Operating Procedures posted on the Alameda County Department
of Environmental Health website.

L1 If you've implemented additional measures specific to your food facilities business, include them below.

Additional measures taken:
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Notification of COVID-19 Positive Case at your Worksite

1 Employers must use this form to report employee cases within 48 hours and provide additional information
when requested by the Alameda County Public Health Department. Employers in Alameda County are required
to report every single case even if there isn’t an outbreak at the worksite.

For questions related to positive employees in the workplace, please contact the COVID Workplace Response
Team at COVIDworkplace@acgov.org or (510) 268-2101.

Training
Employees have been trained on the following topics:
[ Information from the Centers for Disease Control and Prevention (CDC) on COVID-19, how to prevent it from

spreading, and which underlying health conditions may make individuals more susceptible to contracting the
virus.

[ Self-screening at home, including temperature and/or symptom checks using CDC guidelines.
[ The importance of not coming to work if employees have a frequent cough, fever, difficulty breathing, chills,

muscle pain, headache, sore throat, recent loss of taste or smell, or if they or someone they live with have been
diagnosed with COVID-19.

[1 The importance of seeking medical attention if an employees’ symptoms become severe, including persistent
pain or pressure in the chest, confusion, or bluish lips or face. Updates and further details are available on the
CDC’s webpage.

U] The vulnerability of those 60 years of age or older and people with chronic medical conditions, and the need to
practice particular caution to protect these groups.

(1 The importance of frequent handwashing with soap and water, including scrubbing with soap for 20 seconds
(or using hand sanitizer with at least 60% ethanol or 70% isopropanol when employees cannot get to a sink or
handwashing station, per CDC guidelines).

(1 Manufacturer’s directions and Cal/OSHA requirements for safe use of personal hygiene and cleaning products.

[J The importance of physical distancing, both at work and off work time (see Physical Distancing section above).

L] Proper use of face coverings, including:

[] Face coverings can help protect people near the wearer, but do not replace the need for physical
distancing and frequent handwashing.
[] The importance of washing and/or sanitizing hands before and after using or adjusting face coverings.
[J Avoid touching eyes, nose, and mouth.
[ Face coverings to be washed after each shift.
Other worksite training measures taken:
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