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Irvine Chinese Immersion Academy

Section 1: General Information — School Safety

Part 1: Our Commitment to School Safety

It is the policy of the ICIA and the Board of Directors that all students enrolled in ICIA, and all employees
employed by ICIA have the right to attend campuses, which are safe and secure. The Board intends that
parents, students, teachers, administrators, counselors, classified personnel, and community agencies develop
safe school plans, including local law enforcement, and approved by the Board. The school site committee will
review these safe school plans on an annual basis and proposed changes will be submitted to the Board for
approval.



Comprehensive School Safety Plan
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Section 1: General Information — School Safety

Part 2: Legislative Requirements

The California Education Code (sections 35294.10-35294.15) outlines the requirements of all schools operating

any kindergarten and any grades 1 to 12, inclusive, to write and develop a school safety plan relevant to the
needs and resources of that particular school. See Appendix A for CA Education Code sections 35294-

35294.15

This requirement was presented in Senate Bill 187, which was approved by the Governor and chaptered in

1997. This legislation contained a sunset clause, which stated that this legislation would remain in effect only

until January 1, 2000. See Appendix B for Senate Bill 187 Text. Senate Bill 334 was approved and
chaptered in 1999 and perpetuated this legislation under the requirement of the initial legislation. See
Appendix C for Senate Bill 334 Text.

Comprehensive School Safety Plans are required under SB 187/SB 334 to contain the following elements:

Assessment of school crime committed on school campuses and at school-related functions
Child abuse reporting procedures

Disaster procedures

Suspension and expulsion policies

Procedures to notify teachers of dangerous pupils

Sexual harassment policies

School-wide dress code policies

Procedures for safe ingress and egress

Policies enacted to maintain a safe and orderly environment

Rules and procedures on school discipline

The Comprehensive School Safety Plan will be reviewed and updated by March 1* every year. In July of
every year, the school will report on the status of its school safety plan including a description of its key
elements in the annual school accountability report card.
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Section 1: General Information — School Safety

Part 3: Maintaining a Safe and Orderly Environment

Irvine Chinese Immersion Academy and the South Coast Charter School Association board are
committed to providing a safe environment for students, staff and visitors. Several strategies will be utilized to
maintain a high level of school safety. Strategies include, but are not limited to:

Consultation with local public safety agencies
Consultation with risk management specialists
Continuing education and training of school staff

Inspections and evaluations of school facilities

Evaluation of safety-related policies and procedures
o Annual review and revision of Comprehensive School Safety Plan
Such strategies will ensure that a safe and orderly environment, conducive to learning is maintained. Such

strategies will also ensure compliance with existing laws related to school safety. This manual outlines several
elements critical to maintaining a safe school environment.



Comprehensive School Safety Plan
Irvine Chinese Immersion Academy

Section 2: Child Abuse Reporting Procedures

Part 1: District Policy; Training, Definitions Board Policy? Admin Regs?

Child Abuse Reporting Procedures
The Board recognizes that the ICIA has a responsibility to protect students by facilitating the prompt reporting
of known and suspected incidents of child abuse and neglect. The Executive Director or designee shall establish
procedures for the identification and reporting of such incidents in accordance with law.

All are obligated to report all known or suspected incidents of child abuse and neglect. Mandated reporters shall
not investigate any suspected incidents but rather shall cooperate with agencies responsible for reporting,
investigating and prosecuting cases of child abuse and neglect.

The Executive Director or designee shall provide training regarding the reporting duties of mandated reporters,
compliant with EC 44691. (Penal Code 11165.7) However, pursuant to Penal Code 11165.7, a lack of training
does not excuse any mandated reporter from duty to report suspected child abuse and neglect.

In the event that training is not provided to mandated reporters, the Executive Director or designee shall report
to the California Department of Education the reasons that such training is not provided. (Penal Code 11165.7)

Education Code 49380: (a) Irvine Chinese Immersiona Academy will collaborate with outside consultants,
including law enforcement, with expertise in sexual abuse and sex trafficking prevention education in order to
create a school safety plan to address the threat of sexual abuse and sex trafficking. (b) ICIA will collaborate
with law enforcement on a referral protocol for high-risk pupils and minors. (c) In-service training may be
conducted periodically to enable school district personnel to learn about new developments in the
understanding of sexual abuse and sex trafficking, and to receive instruction on current prevention efforts and
methods. ICIA will include training on early identification of sexual abuse and sex trafficking of pupils and
minors.

Parents/guardians may contact the Executive Director or designee to obtain procedures for filing a complaint
against a district employee or other person whom they suspect has engaged in abuse of a child at a school site.

The Executive Director or designee shall also notify all employees that:

1. A mandated reporter who reports a known or suspected instance of child abuse or neglect shall not be held
civilly or criminally liable for making a report. Any other person making a report shall not incur civil or
criminal liability unless it can be proven that he or she knowingly made a false report or made a report with
reckless disregard of the truth or falsity of the report. (Penal Code 11172)

2. If a mandated reporter fails to report an incident of known or reasonably suspected child abuse or neglect, he
or she is guilty of a misdemeanor punishable by a fine and/or imprisonment. (Penal Code 11166)

3. No employee shall be subject to any sanction by the district for making a report. (Penal Code 11166)
Training

Training of mandated reporters shall include child abuse identification and reporting. All employees receiving
such training shall receive written notice of state reporting requirements and employees' confidentiality

rights. (Penal Code 11165.7)
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Definitions
Penal and EdCode Code Lookup Link ( State Legislature)

Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)

1. A physical injury inflicted by other than accidental means on a child by another person.

2. Sexual abuse of a child as defined in Penal Code 11165.1.

3. Neglect as defined in Penal Code 11165.2.

4. Willful cruelty or unjustifiable punishment of a child as defined in Penal Code 11165.3.

5. Unlawful corporal punishment or injury resulting in a traumatic condition as defined in Penal Code 11165.4.
Child abuse or neglect does not include:

1. A mutual affray between minors (Penal Code 11165.6).

2. An injury caused by reasonable and necessary force used by a peace officer acting within the course and
scope of his or her employment. (Penal Code 11165.6)

3. The exercise by a teacher, vice principal, principal or other certificated employee of the same degree of
physical control over a student that a parent/guardian would be privileged to exercise, not exceeding the amount
of physical control reasonably necessary to maintain order, protect property, protect the health and safety of
students, or maintain proper and appropriate conditions conducive to learning. (Education Code 44807)

4. An amount of force that is reasonable and necessary for a school employee to quell a disturbance threatening
physical injury to persons or damage to property, to protect himself or herself, or to obtain weapons or other
dangerous objects within the control of the student. (Education Code 49001)

5. Physical pain or discomfort caused by athletic competition or other such recreational activity voluntarily
engaged in by the student. (Education Code 49001)

Mandated reporters include but are not limited to teachers; instructional aides; teacher's aides or assistants;
classified employees; certificated student personnel employees including school psychologists, school
counselors, and speech pathologists; administrative officers or supervisors of child attendance; administrators
and employees of a licensed day care facility; Head Start teachers; district police or security officers; and
administrators, presenters or counselors of a child abuse prevention program. (Penal Code 11165.7)

Reasonable suspicion means that it is objectively reasonable for a person to entertain a suspicion, based upon
facts that could cause a reasonable person in a like position, drawing when appropriate on his or her training
and experience, to suspect child abuse or neglect. (Penal Code 11166)


https://leginfo.legislature.ca.gov/faces/home.xhtml
http://www.gamutonline.net/district/morenovalley/displayPolicy/169485/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/169486/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/226075/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/169482/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/169483/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/169484/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/169486/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/169486/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/130921/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/132271/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/132271/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/169487/5
http://www.gamutonline.net/district/morenovalley/displayPolicy/169575/5

Comprehensive School Safety Plan
Irvine Chinese Immersion Academy

Section 2: Child Abuse Reporting Procedures

Part 2: Child Abuse Reporting Procedures

Any person shall notify a peace officer if he or she reasonably believes that he or she has observed the
commission of a murder, rape, or lewd or lascivious act by use of force, violence, duress, menace, or fear of
immediate and unlawful bodily injury, where the victim is a child under age 14. (Penal Code 152.3, 288)

1. Initial Telephone Report

Immediately or as soon as practicably possible after knowing or observing suspected child abuse or neglect, a
mandated reporter shall make a report by telephone to Child Protective Services or any police department
(excluding a school district police/security department), sheriff's department, county probation department if
designated by the county to receive such reports, or the county welfare department. (Penal Code 11166)

Child Abuse Hotline-Child Protective Services (CPS) (800) 540-4000

Law Enforcement Agency with Jurisdiction for Child’s Residency
Irvine Police Department (949)724-7000

When the telephone report is made, the mandated reporter shall note the name of the official contacted, the date
and time contacted, and any instructions or advice received.

2. Written Report-See Appendix H-Suspected Child Abuse Report and Instructions

Within 36 hours of receiving the information concerning the incident, the mandated reporter shall prepare and
send to the appropriate agency a written report which includes a completed Department of Justice form. (Penal
Code 11166, 11168)

Department of Children & Family Services
3075 Wilshire Blvd., Fifth Floor
Los Angeles, CA 90010

The written report shall include completion of the required standard Department of Justice (DOJ) Form (DOJ
SS 8572). The mandated reporter may request and receive copies of the appropriate form from either r the
school district or directly from the local child protective agency.

Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167)

Information relevant to the incident of child abuse or neglect may also be given to an investigator from an
agency that is investigating the case. (Penal Code 11167)
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3. Internal Reporting

Employees reporting child abuse or neglect to the appropriate agency are encouraged, but not required, to notify
the principal or designee as soon as possible after the initial telephone report to an appropriate agency. When so
notified, the principal shall inform the Superintendent or designee. (Penal Code 11166)

The principal or designee so notified shall provide the mandated reporter with any assistance necessary to
ensure that reporting procedures are carried out in accordance with law, Board of Education policy and
administrative regulation. At the mandated reporter's request, the principal may assist in completing and filing
these forms.

The mandated reporter shall not be required to disclose his or her identity to the principal. (Penal Code 11166)

He or she may provide or mail a copy of the written report to the principal, Superintendent or designee without
his or her signature or name.

Reporting the information to an employer, supervisor, school principal, school counselor, coworker, or other
person shall not be a substitute for making a mandated report to the appropriate agency. (Penal Code 11166)

All staff should note that your duty is to report and not to investigate the child abuse. Investigation is the
responsibility of law enforcement officials and/or the Department of Children’s Services.

Victim Interviews

Upon request, a representative of an agency investigating suspected child abuse or neglect may interview a
suspected victim during school hours, on school premises, concerning a report of suspected child abuse or
neglect that occurred within the child's home or out-of-home care facility. The child shall be given the choice of
being interviewed in private or in the presence of any adult school employee or volunteer aide selected by the
child. (Penal Code 11174.3)

A staff member or volunteer aide selected by a child may decline to be present at the interview. If the selected
person accepts, the principal or designee shall inform him or her, before the interview takes place, of the

following requirements: (Penal Code 11174.3)

1. The purpose of the selected person's presence at the interview is to lend support to the child and enable him or
her to be as comfortable as possible.

2. The selected person shall not participate in the interview.
3. The selected person shall not discuss the facts or circumstances of the case with the child.

4. The selected person is subject to the confidentiality requirements of the Child Abuse and Neglect Reporting
Act, a violation of which is punishable as specified in Penal Code 11167.5.

If a staff member agrees to be present, the interview shall be held at a time during school hours when it does not
involve an expense to the school. (Penal Code 11174.3)

Release of Child to Peace Officer

When a child is released to a peace officer and taken into custody as a victim of suspected child abuse or neglect,
the Superintendent or designee and/or principal shall not notify the parent/guardian as required in other instances
of the removal of a child from school, but rather shall provide the peace officer with the address and telephone
number of the child's parent/guardian. It is the responsibility of the peace officer or agent to notify the
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parent/guardian of the situation. (Education Code 48906)

Peace officers shall be asked to sign an appropriate release or acceptance of responsibility form.

Comprehensive School Safety Plan

Irvine Chinese Immersion Academy

Section 2: Child Abuse Reporting

Part 3: Parent/Guardian Complaints AR 5141.4

Upon request, the Superintendent or designee shall provide parents/guardians with procedures whereby they
can report suspected child abuse occurring at a school site to appropriate agencies. Such procedures shall be in
the primary language of the parent/guardian and, when communicating orally regarding those procedures, an
interpreter shall be provided for parents/guardians whose primary language is other than English. (Education
Code 48987)

To file a complaint against a district employee or other person suspected of child abuse or neglect at a school
site, parents/guardians may file a report by telephone, in person or in writing with any appropriate agency
identified above under "Reporting Procedures."

If a parent/guardian makes a complaint to any district employee, that employee shall notify the parent/guardian
of procedures for filing a complaint with the appropriate agency and also is obligated pursuant to Penal Code
11166 to file a report himself or herself using the procedures described above for mandated reporters.

In addition, if the child is enrolled in special education, a separate complaint may be filed with the California
Department of Education pursuant to 5 CCR 4650(a)(viii)(C). The CDE does not investigate allegations of
child abuse but may investigate conditions that may involve immediate physical danger or threaten the health,
safety or welfare of the child and which may result in denial of free appropriate public education.
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Section 3: Disaster Procedures

Part 1: General Information

ICIA will take all necessary measures to keep students, staff and visitors safe in the event of a disaster. The
following sections of this plan outline basic responsibilities for all staff for specific incidents.

ICIA’s Emergency Operations Plan is attached to this plan (see Appendix G) and outlines in more detail,
specific responsibilities for Emergency Response Teams at this location.
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Section 4: Notification of Dangerous Pupils

Part 1: Employee Security BP 4158, 4258, 4358 Personnel

The Board of Education desires to provide a safe, orderly working environment for all employees. As part of
the district's comprehensive school safety plan, the Superintendent or designee shall develop strategies for
protecting employees from potentially dangerous persons and situations and for assisting them in the event of
an emergency situation.

Any employee may use reasonable force necessary to protect himself/herself from attack, to protect another
person or property, to quell a disturbance threatening physical injury to others, or to obtain possession of
weapons or other dangerous objects upon the person or within control of a student. However, employees are
prohibited from inflicting corporal punishment on students. All security equipment must be authorized and
issued by the district. (Education Code 44807, 49001, 49331-49333)

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 any individual directs violence against an employee 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 their students. Staff development may include training in
classroom management, effective communication techniques, and crisis resolution.

Employees may not carry or use weapons, including but not limited to, mace, pepper spray, handcuffs, or other
devices reserved for police and/or security officers while on school property or at school activities. On a case-
by-case basis, however, the Superintendent or designee may give written permission for the possession of a
pepper spray weapon that meets the requirements of Penal Code 12403.7 when justified by unusual dangerous
circumstances. Any employee who is negligent or careless in the possession or handling of a pepper spray
device that is not used directly for the self-defense or the protection of another person is considered misused in
the state of California.

California Law requires that the maximum canister size be 2.5 ounces net weight and must carry a label that
says, “Warning: The use of this substance or device for any purpose other than self-defense is a crime under
the law. The contents are dangerous to use with care” and accompanied by written instructions.

Reporting of Injurious Objects
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 act appropriately.

Any information received by a teacher pursuant to this section shall be received in confidence for the limited
purpose for which it was provided and shall not be further disseminated by the teacher.

If criminal or civil proceedings are brought against an employee alleging that the employee committed an
11
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assault in connection with his/her employment, such employee may request the Board of Education to furnish
legal counsel to defend the employee in any civil action or proceeding brought against him/her within the
limits set by law. (Government Code 995)

An employee whose person or property is injured or damaged by the willful misconduct of a student may

request the school district to pursue legal action against the student or the student's parent/guardian. (Education
Code 48905)
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Section 4: Notification of Dangerous Pupils

Part 2: Employee Security - Administrative Regulations — AR4258

An employee may use reasonable and necessary force when necessary for self-defense, to protect another
person or property, to quell a disturbance threatening physical injury to others, or to obtain possession of
weapons or other dangerous objects on or within the control of a student. (Education Code 44807, 49001)
When informing the principal about the possession or seizure of a weapon or dangerous device, the employee
shall report the name(s) of the persons involved, witnesses, location, and the circumstances of any seizure.

Employees shall promptly report to their principal or other immediate supervisors any attack, assault, or
physical threat made against them by a student.

Both the employee and the principal or other immediate supervisor shall promptly report such instances to the
appropriate local law enforcement agency. (Education Code 44014)

In addition, employees shall promptly report to their principal or supervisor, and may report to law
enforcement, any attack, assault, or threat made against them on school grounds by any other individual.

Reports of attack, assault, or threat also shall be forwarded immediately to the Superintendent or designee.

An employee whose person or property is injured or damaged by the willful misconduct of a student when the
property is either (1) located on district property, (2) being transported to or from a district-sponsored event,
(3) present at a district-sponsored event, or (4) injured or damaged in retaliation for conduct engaged in by the
employee in the exercise or his/her duties, may ask the district to pursue legal action against the student or the
student's parent or guardian. (Education Code 48905)

Notice Regarding Student Offenses Committed While Under School Jurisdiction

The Superintendent or designee shall inform the teacher and other appropriate staff of each student who has
engaged in, or is reasonably suspected of, any act during the previous three school years which could constitute
grounds for suspension or expulsion under Education Code 48900, with the exception of the possession or use
of tobacco products, or Education Code 48900.2, 48900.3, 48900.4, or 48900.7. This information shall be based
upon district records maintained in the ordinary course of business or records received from a law enforcement
agency. (Education Code 49079) Employees shall receive the information in confidence and shall not
disseminate it further.

Upon receiving a transfer student's record regarding acts committed by the student that resulted in his/her
suspension or expulsion, the Superintendent or designee shall inform any of the student's teacher(s) and other
appropriate staff that the student was suspended from his/her former district and of the act that resulted in the
suspension or expulsion. (Education Code 48201)

Information received by teacher(s) and other appropriate staff shall be received in confidence for the limited
purpose for which it was provided and shall not be further disseminated by the teacher. (Education Code 49079)

Notice Regarding Student Offenses Committed While Outside School Jurisdiction

When informed by the court that a minor student has been found by a court to have committed any felony or
any misdemeanor involving curfew, gambling, alcohol, drugs, tobacco products, carrying of weapons, a sex
offense listed in Penal Code 290, assault or battery, larceny, vandalism, or graffiti, the Superintendent or

13
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designee shall so inform the school principal, the teacher, and other appropriate staff. (Welfare and Institution
Code 827)

Any court-initiated information that a teacher, counselor, or administrator receives shall be kept confidential
and used only to rehabilitate the student and protect other students and staff. The information shall be further
disseminated only when communication with the student, parent/guardian, law enforcement staff, and probation
officer is necessary to rehabilitate the student or to protect students and staff. (Welfare and Institutions Code
827)

When a student is removed from school as a result of his/her offense, the Superintendent or designee shall hold
the court's information in a separate confidential file until the student is returned to public school. If the student
is returned to a different district, the Superintendent shall transmit the information provided by the student's
parole or probation officer to the Superintendent of the new district of attendance. (Welfare and Institutions
Code 827)

Any confidential file of court-initiated information shall be kept until the student becomes 18, graduates from
high school, or is released from juvenile court jurisdiction, whichever occurs first; it shall then be destroyed.
(Welfare and Institutions Code 827)

14
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Section 5: Suspension and Expulsion

Part 1: Discipline BP

The Board of Education believes that one of the major functions of the public schools is the preparation of
youth for responsible citizenship. The district shall foster a learning environment that reinforces the concepts of
self-discipline and the acceptance of personal responsibility. Students are expected to progress from being
adult-directed to self-directed with minimal application of disciplinary measures.

In order to maintain an environment conducive to attaining the highest quality of education in the district, there
must exist certain disciplinary policies and regulations relating to student conduct which delineate acceptable
behavior and provides the basis for sound disciplinary practices within each school in the district. These
policies and regulations will be enforced fairly and uniformly and consistently without regard to race, creed,
color, or sex.

The administration, teachers, and classified staff share the mutual responsibility for student conduct and safety
and the enforcement of district policies and regulations. The Board shall give all reasonable support and
assistance to all employees with respect to the student discipline.

The Board recognizes that not all students will adhere to district rules for appropriate behavior. Sufficient
support services shall be provided so that continually disruptive students will not be returned to regular classes
without some modification of behavior. Students may be assigned to other alternative programs or be subject to
removal from school.

School-Adopted Rules
Please refer to Appendix D — Sequential Discipline Standards
Each site is required to file a copy of its rules and procedures on school discipline with the Superintendent.

In order to ensure that school site rules for student discipline are enforced fairly and uniformly and consistently,
the Superintendent shall establish procedures for the development of such rules. All school site rules shall be
strictly based on district policy, regulation, and existing law.

All avenues provided in policy, regulation and law for the discipline of students might be utilized in developing
site level rules. These include, but are not limited to, positive reinforcement for appropriate behavior, advising
and counseling students, conferencing with parents/guardians, detention during and after school hours,
alternative educational environments and, if necessary, suspension and expulsion.

Districts are specifically authorized to adopt reasonable regulations to restrict recess time for disciplinary
purposes. (Education Code 44807.5)

Each school shall solicit the participation, views and advice of the school community, including administrators,
teachers, school security personnel, parents/guardians, and students, grades K-12, in developing the site level
rules when appropriate.

The adoption of each school's rules on student discipline is the responsibility of the school principal or designee
and a representative selected by the classroom teachers employed at the school.

All adopted school site rules shall be subject to Board review and approval at an open meeting prior to
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implementation.

School site rules shall be revised periodically as required by any changes in district policy, regulation or law,
and shall undergo the site level rule review and adoption process at least every four years.

Each new school in the district shall operate under a district model discipline plan until such time that the
discipline committee at the new site has developed its own plan. The new school shall follow the procedures
outlined in this policy in developing its plan, but shall not be required to submit its official site discipline plan
for Board review until December of the year following the school's opening.

Notice to Parents/guardians and Students

The principal of each school shall ensure that every student and his or her parent/guardian is notified in writing
of all Board policies, administrative regulations, and individual school rules related to discipline at the
beginning of each school year and that transfer students and their parents/guardians are so advised at the time of
enrollment in school.

The notice shall include the fact that these rules and regulations are available on request at the principal's office
in all district schools.

Corporal Punishment

Corporal punishment shall not be used as a disciplinary measure against any student. School administrators and
teachers shall employ other means of disciplining students who violate school rules, district regulations, or
district policies.

The use of reasonable and necessary force by an employee to protect oneself or students or to prevent damage

to district property shall not be considered corporal punishment for purposes of this policy. (Education Code
49001)
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Comprehensive School Safety Plan

Irvine Chinese Immersion Academy

Section 5: Suspension and Expulsion

Part 2: Expulsion

Expulsion

The Board of Education recognizes that maintaining an environment that promotes learning and protects the
health, safety, and welfare of all students may require the suspension or expulsion of a student from regular
classroom instruction.-Existing law provides that a pupil shall not be suspended from school or recommended
for expulsion unless the superintendent of the school district or the principal of the school in which the pupil is
enrolled determines that the pupil has committed a specified act. Existing law also authorizes a superintendent
of the school district or principal to use his or her discretion to provide alternatives to suspension or expulsion,
including, but not limited to, counseling and an anger management program, for a pupil subject to discipline
under this provision. This bill would instead authorize a superintendent of the school district or principal of the
school to use alternatives to suspension or expulsion that are age appropriate and designed to address and
correct the pupil’s specific misbehavior, as specified. Existing law requires the imposition of suspension only
when other means of correction fail to bring about proper conduct but authorizes the suspension of a pupil,
including an individual with exceptional needs, upon a first offense if the principal or superintendent of
schools determines that specified offenses were committed or that the pupil’s presence causes a danger to
persons or property or threatens to disrupt the instructional process. This bill would authorize a school district
to document the other means of correction used and place that documentation in the pupil’s record. The bill
would also specify that other means of correction include, but are not limited to, among other things, a positive
behavior support approach with tiered interventions that occur during the school day on campus, a conference
between school personnel, the pupil’s parent or guardian, and the pupil, participation in a restorative justice
program, and after-school programs that address specific behavioral issues or expose pupils to positive
activities and behaviors.

Except in cases where suspension for a first offense is warranted in accordance with law, suspension shall be
imposed only 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 usually used only when there is a history of misconduct, when
other forms of discipline, including suspension, have failed to bring about proper conduct, or when the
student's presence causes a continuing danger to other students. (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.

Each principal shall annually inform all students and parents/guardians of the school's discipline rules and
procedures and of the availability of all district policies and regulations dealing with student discipline,

suspension and expulsion. (Education Code 35291, 35291.5)

Alternatives to suspension or expulsion will be used with students who are truant, tardy, or otherwise absent
from assigned school activities. (Education Code 48900)

Suspended or expelled students shall be excluded from all school-related extracurricular activities during the
suspension or expulsion.
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Comprehensive School Safety Plan

Irvine Chinese Immersion Academy

Section 5: Suspension and Expulsion

Part 3: Student Due Process; Required Parental Attendance

Student Due Process

The Board shall provide for the fair treatment of students facing suspension and expulsion by affording them
their due process rights under the law. The administration and staff shall comply with procedures for notices
and appeals as specified in regulation. Procedures governing student due process shall conform in all aspects to
provisions in law. (Education Codes 48911, 48915 and 48915.5)

Whenever a student is suspended, school officials may (but are not required to) meet with the parent/guardian
to discuss the causes and duration of the suspension, the school policy involved, and any other pertinent
matters. (Education Code 48914).

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. The Board recognizes, however, that initial efforts sometimes fail to bring about improvement, and that
current law enables parents/guardians to be absent from work without endangering their employment status in
order to attend a portion of their child's school day at a teacher's request. Besides furthering improved
classroom behavior, such attendance can promote positive parent-child interactions. When appropriate, the
school may inform parents/guardians of available school and community resources and counseling which may
assist them in developing more effective parenting skills.

Whenever a student is suspended from a class because he or 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 class from which the student was suspended may require the student's parent/guardian to attend a portion
of a school day in that class. After completing the classroom visit and before leaving school premises, the
parent/guardian also shall meet 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 consider informing the parent/ guardian about
available resources that may provide help in the development of parenting skills. 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 and the parent/guardian and to improve classroom behavior.

Parental attendance may be required 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 by
serious illness/injury/disability, absence from town, or inability to get certain release time from work.

District regulations and school site rules for student discipline shall include procedures for implementing
parental attendance requirements.
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This policy shall apply only to a parent/guardian who actually lives with the student. (Education Code 48900.1)

Parents/guardians shall be notified of this policy before it is implemented and at the beginning of each
subsequent school year. (Education Codes 48900.1, 35291, 48980)

Please refer to Appendix D — Sequential Discipline Standards for both Elementary and Secondary
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Comprehensive School Safety Plan

Irvine Chinese Immersion Academy

Section 5: Suspension and Expulsion

Part 4: Suspension and Expulsion/Due Process (Student with Disabilities) AR
5144.2

A student identified as an individual with disabilities pursuant to the Individuals with Disabilities
Education Act (IDEA) is subject to the same grounds for suspension and expulsion, which apply to students
without disabilities. All the procedural safeguards established by district policies and regulations shall be
observed in considering the suspension of special education students, including the requirement that,
depending on the nature of the conduct, some form of in-school intervention be used prior to suspension to
show that suspension was imposed only when other means of correction failed to bring about proper conduct.
(Education Code 48900.5) However, a student may be suspended upon a first offense, as indicated in AR
5144.1.

For students who are in need or who are believed to be in need of special education or related services the
Individualized Education Program (IEP) team shall convene when the student accumulates 10 days of
suspension during the school year. The team shall meet as soon as possible after the tenth day of suspension to
review the appropriateness of the student's placement, the need for any additional services, and the
relationship, if any, between the identified disability and the misconduct.

The Superintendent or designee may suspend a special education student for up to five school days for a total
of not more than 10 days for any one occurrence.

Procedures for Students Not Yet Eligible for Special Education Services

A student who has not been identified as an individual with disabilities pursuant to IDEA and who has violated
the district's disciplinary procedures may assert the procedural safeguards granted under this administrative
regulation only if the district had knowledge that the student was disabled before the behavior occurred. (20
USC 1415(k)(5))

The district shall be deemed to have knowledge that the student had a disability if one of the following
conditions exists: (20 USC 1415(k)(5); 34 CFR 300.527)

1. The parent/guardian has expressed concern in writing, or orally if the parent/guardian does not know how to
write or has a disability that prevents a written statement, that the student is in need of special education or
related services.

2. The behavior or performance of the student demonstrates the need for such services, in accordance with 34
CFR 300.7.

3. The parent/guardian has requested an evaluation of the student for special education pursuant to 34 CFR
300.530-300.536.

4. The teacher of the student or other district personnel has expressed concern about the behavior or
performance of the student to the district's director of special education or to other personnel in accordance
with the district's established child find or special education referral system.

The district would be deemed to not have knowledge as specified in items 1 through 4 above if, as a result of
receiving such information, the district either conducted an evaluation and determined that the student was not
a student with a disability or determined that an evaluation was not necessary and provided notice to the
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parent/guardian of its determination. (34 CFR 300.527)

If it is determined that the district did not have knowledge that the student was disabled prior to taking
disciplinary action against the student, then the student shall be disciplined in accordance with procedures
established for students without disabilities. (20 USC 1415(k)(8))

If a request is made for an evaluation of a student during the time period in which the student is subject to
disciplinary measures, the evaluation shall be conducted in an expedited manner. Until the evaluation is
completed, the student shall remain in the educational placement determined by school authorities. (34 CFR
300.527)

Suspension

The Superintendent or designee may suspend a student with a disability for up to 10 consecutive school days
for a single incident of misconduct, and for up to 20 school days in a school year, as long as the suspension(s)
do not constitute a change in placement pursuant to 34 CFR 300.519. (Education Code 48903; 34 CFR
300.520)

The principal or designee shall monitor the number of days, including portions of days, that students with
valid individualized education programs (IEP) have been suspended during the school year.

Services During Suspension

Students suspended for more than 10 school days in a school year shall continue to receive services during the
term of suspension, to the extent necessary to provide the student a free and appropriate public education. (20
USC 1412(a)(1)(A); 34 CFR 300.520)

If a student with disabilities is excluded from school bus transportation, the student is entitled to be provided
with an alternative form of transportation at no cost to the student or parent/guardian, provided that
transportation is specified in the student's IEP. (Education Code 48915.5)

Interim Alternative Placement Due to Dangerous Behavior

A student with a disability may be placed in an appropriate interim alternative educational setting for up to 45
days when he or she commits one of the following acts: (20 USC 1415(k)(1); 34 CFR 300.520)

1. Carries a weapon, as defined in 18 USC 930, to school or to a school function.
2. Knowingly possesses or uses illegal drugs while at school or a school function.

3. Sells or solicits the sale of a controlled substance while at school or a school activity as identified in 21 USC
812(c), Schedules 1I-V.

4. Inflicts serious bodily injury upon another person as defined in: (18 USC 1365)
The student's IEP team shall determine the student’s alternative educational setting. (20 USC 1415(k)(2))

A hearing officer may order a change in placement of a student with a disability to an appropriate interim
educational setting if the hearing officer: (20 USC 1415(k)(2); 34 CFR 300.521, 300.522)

1. Determines that the district has established by substantial evidence, meaning beyond a preponderance of the
evidence that maintaining the current placement of the student is substantially likely to result in injury to the
student or others.
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2. Considers the appropriateness of the student's current placement.

3. Considers whether the district has made reasonable efforts to minimize the risk of harm in the student's
current placement, including the use of supplementary aids and services.

4. Determines that the interim alternative educational setting proposed by school personnel who have met with
the student's special education teacher allows the student to:

a. Progress in the general curriculum and continue to receive those services and modifications, including those
described in his or her IEP, to enable the student to meet the goals of the IEP.

b. Receive services and modifications designed to address the behavior and ensure that the behavior does not
recur.

The student may be placed in the interim alternative educational setting for up to 45 days, or until the
conclusion of any due process hearing proceedings requested by the parent/guardian. (20 USC 1415(k)(2))

Behavioral Assessment and Intervention Plan

Not later than 10 business days after a student has been suspended for more than 10 school days or placed in
an alternative educational setting, the district shall convene an IEP team meeting to conduct a functional
behavior assessment and implement a behavioral intervention plan. If the student already has a behavioral
intervention plan, the IEP team shall review the plan and modify it as necessary to address the behavior. (20
USC 1415(k)(1); 34 CFR 300.520)

As soon as practicable after developing the behavioral intervention plan and completing the required
assessments, the IEP team shall meet to develop appropriate behavioral interventions to address the behavior
and shall implement those interventions. (34 CFR 300.520)

Procedural Safeguards/Manifestation Determination

The following procedural safeguards shall apply when a student is suspended for more than 10 consecutive
school days, when disciplinary action is contemplated for a dangerous behavior as described above, or when a
change of placement is contemplated: (20 USC 1415(k)(4); 34 CFR 300.523)

1. The parents/guardians of the student shall be immediately notified of the decision and provided the
procedural safeguards notice pursuant to 34 CFR 300.504 on the day the decision to take action is made.

2. Immediately if possible, but in no case later than 10 school days after the date of the decision, a
manifestation determination review shall be made of the relationship between the student's disability and the
behavior subject to the disciplinary action.

At this review, the [EP team and other qualified personnel shall consider, in terms of the behavior subject to
the disciplinary action, all relevant information, including: (20 USC 1415(k)(4); 34 CFR 300.523)

a. Evaluation and diagnostic results, including the results or other relevant information
supplied by the student's parents/guardians.

b. Observations of the student.

c. The student's IEP and placement
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In relationship to the behavior subject to the disciplinary action, the team shall then determine whether the IEP
and placement were appropriate and whether supplementary aids, services, and behavioral intervention
strategies were provided consistent with the student's IEP and placement. The team shall also determine that
the student's disability did not impair the ability of the student to understand the impact and consequences of
the behavior, nor did it impair his or her ability to control the behavior subject to the disciplinary action. (20
USC 1415(k)(4); 34 CFR 300.523)

If the team determines that the student's behavior was not a manifestation of his or her disability, then the
student may be disciplined in accordance with the procedures for students without disabilities, as long as the
student continues to receive services to the extent necessary to provide that student a free and appropriate
public education. (20 USC 1415(k)(4); 34 CFR 300.524)

If the team determines that the student's behavior was a manifestation of his or her disability, then the student's
placement may be changed only via the IEP process. (20 USC 1415(k)(4))

Due Process Appeals

If the parent/guardian disagrees with a decision that the behavior was not a manifestation of the student's
disability or with any decision regarding placement, he or she has a right to appeal the decision. (20 USC
1415(k)(3); 34 CFR 300.525)

If the student's parent/guardian initiates a due process hearing to challenge the interim alternative educational
setting or the manifestation determination, the student shall remain in the interim alternative setting pending
the decision of the hearing officer or the expiration of the 45-day time period, whichever occurs first, unless
the parent/guardian and district agree otherwise. (34 CFR 300.526)

If school personnel maintain that it is dangerous for the student to be placed in the current placement
(placement prior to removal to the interim alternative education setting), during the pendency of the due
process proceedings, the Superintendent or designee may request an expedited due process hearing. (34 CFR
300.526)

Expulsion

The Board of Education may expel a student who is in need or believed to be in need of special education or
related services only if an individualized education program team has determined that (1) the misconduct was
not caused by, or a direct manifestation of, the student's identified handicap; and (2) the student was
appropriately placed at the time the misconduct occurred. (Education Code 48915.5)

If a student is in need or believed to be in need of special education or related services at the time the
recommendation for expulsion is made, the procedures and timelines governing expulsion shall be the same as
those for other students recommended for expulsion specified in AR 5144.1, except that an Individualized
Education Program (IEP) team meeting shall be held under conditions and with possible consequences as
follows: (Education Code 48915.5)

1. The IEP meeting shall be held within four school days after recommendation for expulsion by the site
administrator, unless the Superintendent or designee extends the suspension to 10 days. In the event of an
extension, the IEP meeting shall be held within 10 days after the recommendation for expulsion by the site
administrator.

2. The parent/guardian shall be notified of his or her right to participate in the meeting at least 48 hours before
the meeting.

3. Unless a parent/guardian has requested a postponement, the meeting may be conducted without the
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parents/guardians' participation.

4. A parents/guardians' request that the meeting be postponed shall be granted for up to three additional school
days. The district shall extend any suspension of the student for the period of postponement.

5. The IEP team shall determine if the misconduct was caused by, or a direct manifestation of, the student's
identified handicap. The IEP team shall also determine if the student had been appropriately placed at the time
the misconduct occurred.

6. In reaching its decision, the team shall base its decision on results of a comprehensive evaluation. (34 Code
of Federal Regulations 104.35) In addition, it may base its decision on relevant information that has been
acquired within three years of the date of the alleged misconduct.

Relevant information shall include all of the following:

a. A review of the student's school progress and behavior, if available, including, but not limited
to, a review of the student's individualized education program, teacher progress reports and
comments, school health records, and school discipline records.

b. A review of the ability of the student to conform his or her behavior to the prescribed standards,
and a determination of the relationship, if any, between the student's behavior and his or her
handicapping condition.

7. If the IEP team determines that the alleged misconduct was not caused by, or a direct manifestation of, the
student's handicapping condition, and if it is determined that the student was appropriately placed, the student
shall be subject to the applicable disciplinary actions and procedures prescribed for suspension and expulsions
of all students.

8. The parent/guardian of each student with previously identified exceptional needs has a right to a due process
hearing conducted pursuant to Section 1415 of Title 20 of the United States Code if the parent/ guardian
disagrees with the decision of the IEP team.

9. If the state's special education due process hearing is initiated by the parent/guardian due to a disagreement
with the IEP team recommendations, the district shall cooperate with the State Department of Education
towards achieving an expeditious resolution to the disagreement.

10. If a parent/guardian demands a due process hearing concerning the IEP determination, the student shall
remain in his then current placement pending resolution of the due process proceeding unless:

a. He or she has been suspended. Such suspension may not exceed five consecutive school days for
a single incident of misconduct, unless extended by five additional days when the student poses an
immediate threat to the safety of others. (Education Code 48911, Honig v. Doe

b. The student and his or her parents/guardians agree to a change in placement. (Education Code
56505)

c. A court order has been obtained permitting such a change in placement.

d. The change is a "minor" change in program or services rather than a "significant" change in
placement. (Doe v. Maher)

11. Parental consent is not required as a condition for expulsion proceedings or the decision to expel.
(Education Code 48915.5)
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12. If a student with a disability possesses at school or at a school activity a weapon as defined in the 18 USC
921, he or she shall be immediately suspended and may be placed in an alternative educational setting for not
more than 45 calendar days, or until the conclusion of any due process proceedings requested by the
parent/guardian. The student's alternative educational setting shall be determined by the student's IEP team or
school site committee. (Education Code 48915; 20 USC 1415)

Services During Expulsion

Expelled students shall continue to receive services during the term of the expulsion to the extent necessary to
provide the student a free and appropriate public education. Any alternative program must provide services to
the extent necessary to enable the student to appropriately progress in the general curriculum and appropriately
advance toward achieving the goals set out in the student's IEP. (20 USC 1412(a)(1)(A); 34 CFR 300.121,
300.520)

Readmission

Readmission procedures for students with disabilities shall be the same as those used for all students. Upon
readmission, an IEP team meeting shall be convened.

Suspension of Expulsion

The Board's criteria for suspending the enforcement of an expulsion order shall be applied to students with
disabilities in the same manner as they are applied to all other students.

Notification 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 suspension or expulsion, the principal or designee shall notify
appropriate city of county law enforcement authorities, by telephone or other appropriate means, of any
student acts which may violate 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)

Comprehensive School Safety Plan
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IRvine Chinese Immersion Acaemy

Section 5: Suspension and Expulsion

Part 5: Students Expelled From Other Districts BP 5119

The Board of Education realizes that students expelled from school for serious offenses represent a possible
danger to the students or staff at other schools in which they may seek to enroll. The Board of Education,
therefore, shall request expulsion information from the sending District whenever it receives a request to enroll
someone who has been expelled.

Students expelled for infractions of the following Education Code 48915, 48915.1, and 48915.2, will be
referred to an appropriate placement:

1. Causing serious physical injury to another person, except in self-defense.

2. Possessing any knife; possession or furnishing a firearm, explosive or other dangerous object of no
reasonable use to the student; brandishing a knife at another person.

3. Unlawfully possessing or selling any controlled substance, as listed in Chapter 2 (commencing with Section
11053) of Division 10 of the Health and Safety Code.

4. Robbery or extortion.
Pursuant to Education Code 46601, students who are under consideration for expulsion or who have been

expelled pursuant to Education Code 48915 and 48918 may not appeal inter-district attendance denials or
decisions while expulsion proceedings are pending or during the term of the expulsion.
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Comprehensive School Safety Plan

Irvine Chinese Immersion Academy

Section 5: Suspension and Expulsion

Part 6: Students Expelled From Other Districts
Administrative Regulations - AR 5119

No student shall be enrolled until after the term of his or her expulsion if the expulsion was for any of the
following acts: (Education Code 48915, 48915 (c), 48915.2)

1. Possessing or selling or otherwise furnishing a firearm, unless the student had obtained prior written
permission to possess the item from a certificated school employee, with the Principal or designee's
concurrence.

2. Brandishing a knife.
3. Unlawfully selling a controlled substance as listed in Health and Safety Code 11053-11058.

4. Committing or attempting to commit a sexual assault or committing a sexual battery as defined in Education
Code 48900(n).

5. Causing serious physical injury to another person, except in self-defense.
6. Possessing any knife, explosive or other dangerous object of no reasonable use to the student.

7. Unlawfully possessing any controlled substance, as listed in the Health and Safety Code, except for the first
offense for possessing not more than one ounce of marijuana, other than concentrated cannabis. (Health and
Safety Code 11053-11058)

8. Robbery or extortion.
9. Assault or battery upon a school employee as defined in Penal Code 240 and 242.

As student expelled for acts other than those specified above may be admitted or conditionally admitted during
the term of expulsion when the Board of Education determines, after a re-entry hearing, that the student does
not pose a potential danger to District students or employees. If the student is found to pose a potential danger,
the Board of Education may deny enrollment for the remainder of the expulsion period. (Education Code
48915.1) Students are to be referred to an appropriate placement for the remainder of the expulsion.

If the parent/guardian or student, upon seeking enrollment, did not inform the district as required by law, of the
student's status with his or her previous District, this lack of compliance shall be recorded and discussed during
the re-entry hearing at the end of the expulsion term. (Education Code 48915.1)

Students who are under consideration for expulsion or who have been expelled pursuant to Education Code
48915 and 48918 may not appeal inter-district attendance denials or decisions while expulsion proceedings are
pending, or during the term of the expulsion. (Education Code 4660)

Comprehensive School Safety Plan
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Irvine Chinese Immersion Academy

Section 6: Sexual Harassment Policy

Part 1: Student Sexual Harassment

The Board of Education is committed to maintaining a learning environment that is free of harassment. The
Board prohibits the unlawful sexual harassment of any student by any employee, student, or other person at
school or any school-related activity.

The principal or designee shall ensure that students receive age-appropriate information related to sexual
harassment. Students shall be assured that they need not endure any form of sexual behavior or
communication, including harassment because of sexual orientation. They shall be assured that they need
not endure, for any reason, any harassment that impairs the educational environment or a student's
emotional or physical well-being at school or any school-related activity.

Any student who engages in the sexual harassment of anyone at school or a school-related activity shall be
subject to disciplinary action. For students in grades K-3, this disciplinary action shall depend on the
maturity of the students and the circumstances involved. For students in grades 4 through 12, the
disciplinary action may include suspension and/or expulsion.

Any employee, who engages in, permits or fails to report sexual harassment shall be subject to disciplinary
action up to and including dismissal. In addition, criminal or civil charges may be brought against the
alleged harasser; sexual harassment also may be considered a violation of the laws relating to child abuse.

Students shall be informed that they should immediately contact a staff member if they feel they are being
harassed. Within 24 hours, staff shall report complaints of sexual harassment to the principal or designee or
to the Director, Certificated Employee Services, who is also the District's Title IX Coordinator. Staff shall
similarly report any such incidents they may observe, even if the harassed student has not complained. The
principal or designee shall immediately investigate any report of sexual harassment of a student. Upon
verifying that sexual harassment has occurred, he or she shall ensure that appropriate action is taken to end
the harassment, address its effects on the person subjected to the harassment, and prevent any further
instances of the harassment. If a situation involving sexual harassment is not promptly remedied by the
principal or designee, a complaint of sexual harassment can be filed in accordance with AR 1312.3 -
Uniform Complaint Procedures.

The district prohibits retaliatory behavior against any complainant or participant in the complaint process.
Each complaint of sexual harassment shall be promptly investigated in a way that respects the privacy of all
parties concerned. Information related to a complaint of sexual harassment shall be confidential to the
extent possible, and individuals involved in the investigation of such a complaint shall not discuss related
information outside the investigation process.

Comprehensive School Safety Plan
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Irvine Chinese Immersion Academy

Section 6: Sexual Harassment Policy

Part 2: Student Sexual Harassment AR 5145.7

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for
sexual favors, or other verbal, visual, or physical conduct of a sexual nature made by someone from or in
the educational setting when:

1. Submission to the conduct is explicitly or implicitly made a term or condition of an individual's academic
status or progress.

2. Submission to or rejection of the conduct by an individual is used as the basis for academic decisions
affecting the individual.

3. The conduct has the purpose or effect of having a negative impact on an individual's academic
performance, or of creating an intimidating, hostile, or offensive educational environment.

4. Submission to, or rejection of, the conduct by the individual is used as the basis for any decision
affecting the individual regarding benefits, services, honors, programs, or activities available at or through

the school.

Other types of conduct which are prohibited in the district and which may constitute sexual harassment
include, but are not limited to:

1. Unwelcome leering, sexual flirtations, or propositions.

2. Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments, or sexually degrading
descriptions.

3. Graphic verbal comments about an individual's body or overly personal conversation.

4. Sexual jokes, notes, stories, drawings, pictures, or gestures.

5. Spreading sexual rumors.

6. Teasing or sexual remarks about students enrolled in a predominantly single-sex class.

7. Touching an individual's body or clothes in a sexual way.

8. Purposefully cornering or blocking normal movements or limiting a student's access to educational tools.
9. Displaying sexually suggestive objects in the educational environment.

10. Any act of retaliation against an individual who reports a violation of the district's harassment policy, or
who participates in the investigation of a sexual harassment complaint.

Each principal has the responsibility for maintaining an educational environment free of sexual harassment.
This responsibility includes discussing and implementing the district's sexual harassment policy with
students and assuring them that they are not required to endure sexually insulting, degrading, or exploitative

treatment, or any other form of sexual harassment.

Notifications
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A copy of the district's sexual harassment policy and regulation shall:
1. Be displayed in a prominent location in the administrative offices of the district.
2. Be displayed in a prominent location near each school principal's office.

3. Be provided to each employee and employee organization at the beginning of each school year or each
time a new employee is hired.

4. Be provided to each new student at the time the student is enrolled in the school and as part of any
orientation program for new students at the beginning of each quarter, semester, or summer session.

5. Appear in any school or district publication that sets forth the school or district's comprehensive rules,
regulations, procedures, and standards of conduct.

6. Be included in the notifications sent out to parents/guardians at the beginning of each school year.
7. Include the name, office address, and telephone number of the Title IX coordinator:
Irvine Chinese immersion Academy
Executive Director
1 Liberty

Irvine, CA 92620
949 517-1610

1. The principal or designee shall promptly and fully investigate any complaint of harassment made
by or about a District student. In so doing, the principal or designee shall speak individually with
the following:

a. The student making the complaint.
b. The person accused of harassment.
c. Anyone who saw or heard the harassment take place.

d. Anyone mentioned as having related information.

2. The student who complained shall have an opportunity to describe the incident, present witnesses,
and other evidence of the harassment, and put his or her complaint in writing.

3. The principal or designee shall discuss the complaint only with the people described above.
Where necessary to carry out the investigation or for other good reasons that apply to the
particular situation, the principal or designee may also discuss the complaint with the following
persons:

a. The parents/guardians of the student who complained.
b. The parents/guardians of the person accused of harassing someone.

c. Teacher(s) or staff member(s) who have knowledge of the student(s) involved and may be of
assistance in determining who is telling the truth about what might have occurred.
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d. The district's Title IX coordinator (the Title IX coordinator may contact legal counsel, where
appropriate).

e. Appropriate child protective service and law enforcement authorities.

4. When the student who complained and the person accused of harassment so agree, the principal or
designee may arrange for them to resolve the complaint informally with the help of a counselor,
teacher, administrator, or trained mediator. The student who complained shall never be asked to
work out the problem directly with the accused person unless such help is provided.

5. The principal or designee shall tell the student who complained that he or she has the right to file a
formal complaint at any time in accordance with the district's uniform complaint procedures. If the
student wishes to file a formal complaint, the principal or designee shall assist the student in doing
this.

6. Inreaching a decision about the complaint, the principal or designee may take into account:
a. How the misconduct affected one or more students' education.
b. The type, frequency and duration of the misconduct.
c. The number of persons involved.
d. The age and sex of the person accused of harassment.
e. The subject(s) of harassment.
f. The place and situation where the incident(s) occurred.
g. Other incidents at the school, including incidents or harassment that were not related to sex.

7. The principal or designee shall write a report of his or her findings, decision, and reasons for the
decision and shall present this report to the student who complained and the person accused. In the
absence of good cause for delay, this report shall be due within 30 days of the inception of the
investigation.

8. The principal or designee shall give the Superintendent or designee a written report of the
complaint and investigation. If he or she verifies that sexual harassment occurred, this report shall
describe the actions he or she took to end the harassment, address the effects of the harassment on
the person harassed, and prevent retaliation or further harassment.

Within two weeks after receiving the complaint, the principal or designee shall determine whether
the student who complained has been harassed further. The principal or designee shall keep a

record of this information.

The principal or designee shall keep a record of the report, materials gathered in the course of his or
her investigation, and student complaint(s). These materials shall be kept in strict confidence.

9. Disciplinary action, up to and including expulsion, will be taken if appropriate according to the
uniform discipline procedures stated in the student handbook. Documents will be forwarded to the
CWA office as necessary. Due Process timelines will be followed.

The principal or designee shall take appropriate actions to enforce the district's sexual harassment policy.
As needed, these actions may include the following:
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1. Removing vulgar or offending graffiti.

2. Providing staff in-service and student instruction or counseling.

3. Notifying parents/guardians.

4. Notifying child protective services.

5. Taking appropriate disciplinary action. In addition the principal or designee may take disciplinary action

against any person who is found to have made a complaint of sexual harassment, which he or she knew was
not true.
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Comprehensive School Safety Plan
Irvine Chinese Immersion Academy

Section 7: School Dress and Grooming

Part 1: Policy, Gang Related Apparel & Uniforms

Board of Education policy based on State Education Code states that all students shall be required to dress
and groom for school with attention and emphasis on the following: a) neatness; b) cleanliness; ¢) safety;
and d) modesty. Regulations regarding student dress shall be imposed whenever the mode of dress in
question is unsafe for the student or those around the student, or is disruptive or distracting to school
operations and the education process in general.

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

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

Gang-Related Apparel

The Principal, staff and parents/guardians at a school may establish a reasonable dress code that prohibits
students from wearing gang-related apparel when there is evidence of a gang presence that disrupts or
threatens to disrupt the school's activities. Such a dress code may be included as part of the school safety
plan and must be presented to the Board of Education for approval. The Board of Education 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 may be included as part of the school safety plan and must be presented to the
Board of Education for approval. The Board of Education shall approve the plan upon determining that it is
necessary to protect the health and safety of the school'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. (Education Code 35183) The Superintendent or designee shall
ensure that resources are identified to assist economically disadvantaged students in obtaining uniforms.

33


http://www.gamutonline.net/district/morenovalley/displayPolicy/131417/5

Comprehensive School Safety Plan

Irvine Chinese Immerison Acadmey

Section 7: School Dress and Grooming AR 5132

Part 2: Policy, Gang Related Apparel & Uniforms

Students are expected to attend school in clean, neat clothing. It is the mission of the District not only to
provide academic education but also to provide education in morals, manners, dress, and grooming because
these are elements of good citizenship. Research has shown that student dress and appearance affect student
attitudes and conduct. These guidelines are intended to define "appropriate student attire" and personal
grooming. Their purpose is to prevent disruption of classroom atmosphere, enhance classroom decorum,
eliminate disturbances among other students in attendance, and minimize distraction of other students so as
not to interfere with the educational process. It is also intended to help protect the health and welfare of the
individual student. Final decision as to whether student dress or grooming is, in fact, disruptive or
distracting shall be made by the Principal or designee.

Gang-Related Apparel

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

At individual schools that have a dress code prohibiting gang-related apparel at school or school activities,
the Principal, staff and parents/guardians participating in the development of the school safety plan shall
define "gang-related apparel" and shall limit this definition to apparel that reasonably could be determined
to threaten the health and safety of the school environment if it were worn or displayed on a school campus.
(Education Code 32282)

Because gang-related symbols are constantly changing, definitions of gang-related apparel shall be
reviewed at least once each semester and updated whenever related information is received.

All students shall abide by the following:

1. Hair and physical appearance shall be clean and neatly groomed. Aerosol cans of any kind are not
permitted at school, i.e., hair color, hair spray. No excessive makeup is allowed.

2. Shoes must be worn at all times. For safety purposes, sandals must be held in place with heel strap. Steel-
toed shoes, skate shoes and slippers are not permitted. Cleats are not permitted accept as required for
athletic/sports purposes.

3. Lettering or printing will be allowed on shirts, sweatshirts, jewelry, personal items (backpacks, fanny
packs, gym bags, water bottles, etc.) and other apparel as long as it is acceptable for school attire. Crude or
vulgar printing or pictures depicting tobacco, drugs, alcoholic beverages, gang-related names or symbols, or
those that are sexually suggestive are not allowed. Site administration reserves the right to declare
unacceptable any item of clothing, printing, or accessory depicting any logo that has been identified to be
gang related (including sport team jerseys), per site policy.

4. Pant size must be appropriate. The fullness must not interfere with the normal school activities. If the
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student removes the belt, pants must not fall more than two inches below the hipbone. The crotch should
not drop lower than the fingertips of the extended hand. The length of the pant should not extend past the
heel of the shoe. When side seams are pulled out straight and then are crossed to the front, the edge of the
pants should not cross the mid-point of the leg.

5. All clothing shall be within the bounds of decency and good taste as appropriate for school. Garments
shall be sufficient to conceal undergarments at all times. Night clothing (pajamas) and slippers are not to be
worn to school.

6. Dresses, skirts and shorts shorter than mid-thigh are prohibited.

7. No garment may be worn that is cut-off, ragged or torn.

8. No "see through" or "fish net" type of blouse or shirt may be worn. Students must wear shirts at all times.
No muscle shirts, undershirts, tank tops, halter-tops, off-the-shoulder or low-cut tops; or bare midriffs are
permitted.

9. No gang-related apparel (as determined by site guidelines).

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

No grade of a student participating in a physical education class shall be adversely affected if the student
does not wear standardized physical education apparel because of circumstances beyond the student's
control. (Education Code 49066)

The Principal, staff, students and parents/guardians at each school may establish reasonable dress and
grooming regulations for times when students are engaged in extracurricular or other special school

activities.

At least six months before a school uniform policy is implemented, the principal or designee shall notify
parents/guardians of this policy. (Education Code 35183)

Parents/guardians shall also be informed of their right to have their child exempted.
Wearing of Shorts

Students may be allowed to wear Bermuda shorts, walking shorts, or shorts of this type within the
following guidelines:

1. Shorts must be hemmed and straight legged.

2. The length of the shorts must be within the bounds of decency and in good taste as appropriate for
school.

3. The shorts length should not be shorter than the end of the extended fingertips.
4. Short shorts are not to be worn at school.

Shorts that do not meet these criteria are not allowed. Tops worn with shorts must adhere to the guidelines
previously stated.
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Colors

Students shall not wear clothing or apparel identified by school personnel as "colors." The term "colors" is
defined as a display by the wearing or placement of apparel by a group of students, or an individual student,
which would signify the membership or intent of membership in a student group known to advocate or
participate in disruptive or illegal behavior.

Students violating any part of this dress code will be issued one warning and sent home to change into
appropriate clothing if necessary. The second violation of the same nature will result in the student being
referred to the principal for discipline.

Comprehensive School Safety Plan
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Irvine Chinese Immersion Academey

Section 8: Safe Ingress and Egress

Part 1: Safe Ingress and Egress

Safe Ingress and Egress

ICIA will ensure safe ingress and egress to and from the school for pupils, parents, and school employees.
Safe ingress and egress will be maintained by periodic reviews of the procedures for ingress and egress.
The school will ensure that all passageways to and from school buildings, corridors within school buildings
and emergency exits remain clear of all obstruction to allow flow of pedestrian traffic. The school will also
ensure that potential obstructions and hazards are removed from such areas. To assist school staff in
conducting evaluations, the school may utilize consultants to conduct periodic inspections of the school.

Any problems associated with safe ingress and egress will be addressed immediately.
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Comprehensive School Safety Plan

Irvine Chinese Immresion Academy

Section 9: Weapons and Dangerous Instruments Student

Part 1: Weapons and Dangerous Instruments

Weapons

The Board of Education desires students and staff to be free from the danger presented by firearms and
other weapons and recognizes that they have the right to a safe and secure campus free from psychological
and physical harm.

Possession of Weapons

The Board of Education prohibits any person other than authorized law enforcement or security personnel
from possessing weapons, imitation firearms, or dangerous instruments of any kind in school buildings, on
school grounds or buses, or at school-related or school-sponsored activities away from school, or while
going to or coming from school.

Unless he/she has obtained prior written permission as specified below, any student who is determined to
have brought a firecarm to school or possessed a firearm at school, as verified by a school employee, shall be
expelled for not less than one year, except that the Board of Education may set an earlier date for
readmission on a case-by-case basis, in accordance with Board of Education policy and administrative
regulation. (Education Code 48915; 20 USC 7151)

Students possessing or threatening others with any weapon, dangerous instrument, or imitation firearm are
subject to suspension and/or expulsion in accordance with law, Board of Education policy and
administrative regulations.

Under the power granted to the Board of Education to maintain order and discipline in the schools and to
protect the safety of students, staff and the public, any school employee is authorized to confiscate a
weapon, dangerous instrument or imitation firearm from any person on school grounds.

The Principal or designee shall notify law enforcement authorities when any student possesses a weapon
without permission or commits any act of assault with a firearm or other weapon. (20 USC 7151; Education
Code 48902; Penal Code 245, 626.9, 626.10)

Advanced Permission for Possession of a Firearm for Educational Use

A student who desires to possess or transport a firearm or imitation firearm on school grounds for an
educational purpose shall request prior permission from the Principal at least five school days in advance of
the planned possession. The student's parent/guardian shall provide written permission explaining the
planned use of the weapon and the duration. The student shall also submit a written explanation from the
staff person responsible for the school-sponsored activity or class.

On a case-by-case basis, the Principal shall determine whether to grant permission for such possession
when necessary for a school-sponsored activity or class or as part of the educational program. Factors that
shall be considered include, but are not limited to, the planned use of the weapon, the duration and location
of the planned use, whether an audience is expected, and any perceived adverse effects to the safety and
well being of students or staff. If the Principal grants such permission, he/she shall provide the student and
staff person with a written explanation regarding any limitations and the permissible duration of the
student's possession.
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The Principal and/or a staff member with knowledge of firearm safety shall inspect the weapon to ensure
that necessary safety precautions have been taken, including inspection to ensure that no live ammunition is
present. The firearm shall be stored in a locked vehicle or in an appropriate, locked container before and
after the educational activity.

A student granted permission to possess a firearm may be suspended and/or expelled if he/she possesses or
uses the weapon inappropriately.

Possession of Pepper Spray

To prevent potential misuse that may harm students or staff, students are prohibited from carrying tear gas
or tear gas weapons such as pepper spray on campus or at school activities.

Reporting of Dangerous Objects

The Board of Education encourages students to promptly report the presence of weapons, injurious objects
or other suspicious activity to school authorities. The identity of a student who reports such activity shall
remain confidential to the extent permitted by law.

The Superintendent or designee shall develop strategies designed to facilitate student reporting of the
presence of injurious objects on school grounds, such as tip hotlines, electronic transmissions, or other
methods that preserve the student's anonymity. Incident reports and records shall not identify the student
who reported the possession. The strategy shall also provide a method of informing staff, students and
parents/guardians that students who report the presence of injurious objects on school campuses are to be
protected and their identity shielded.

Comprehensive School Safety Plan
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Irvine Chinese Immersion Acadey

Section 9: Weapons and Dangerous Instruments AR 5131.7 Students

Part 2: Weapons and Dangerous Instruments

Students shall not possess weapons, look-alikes, or dangerous instruments of any kind on school grounds or
buildings, nor on school buses, nor on any school-related or school-sponsored activity away from school
facilities unless written permission has been obtained from the principal.

Weapons and dangerous instruments include, but are not necessarily limited to:

nn

1. Firearms: pistols, revolvers, shotguns, rifles, "zip guns," "stun guns," tasers, and any device capable of

chemically propelling a projectile.

For school purposes, this includes air-guns, CO2 guns, paint guns, BB guns, pellet guns and dart or spring
action guns and non-operating devices made to look like a firearm, which might be used for intimidation.

2. Cutting and puncturing devices: Dirks, daggers, legal knives, illegal knives (blades longer than three and
one-half inches, folding knives with a blade that locks into place), razors with an unguarded blade, Kirpans,
and any other device capable of cutting or puncturing.

3. Explosive and/or incendiary devices: pipe bombs, time bombs, tear gas and tear gas weapons,
firecrackers, cap guns, caps, containers of inflammable fluids, and other hazardous devices.

4. Any other dangerous device, instrument or weapon, especially those defined in Penal Code 12020,
including a blackjack, slingshot, billy club, nunchakus, sandclub, sandbag, metal knuckles, or any metal
plate with three or more radiating points with one or more sharp edges designed for use as a weapon.

5. Other: any other objects that could be used to inflict harm.

Possession of or bringing such weapons or devices on school grounds may also be a violation of the Penal

Code, and therefore any violation of this regulation shall be reported to the local law enforcement agency.

Students who violate this regulation will be subject to immediate suspension and possible expulsion by the
Board of Education.

Any school employee may confiscate any of the above devices and any other dangerous device, instrument
or weapon, especially those defined in Penal Code 12020, including a blackjack, slingshot, billy club,
nunchakus, sandclub, sandbag, metal knuckles, or any metal plate with three or more radiating points with
one or more sharp edges designed for use as a weapon. Objects may not be returned.

Every employee seizing any weapon or dangerous instrument under the provision of this regulation shall
report the incident to the building Principal immediately, and deliver the seized device to the Principal,
together with name(s) of persons involved, witnesses, location and circumstances of the seizure.

If it is known that a student has possession of such a device but the device has not been seized, the
employee should report the matter to the Principal immediately, and the Principal shall take such action as
is appropriate. This Principal shall report all student violations of this regulation to the Superintendent or
designee.

If an employee knows that a student possesses a weapon or dangerous device that has not been confiscated,
the employee shall report the matter to the Principal immediately, and the Principal shall take appropriate
action.
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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.

In accordance with law, the Principal or designee shall notify law enforcement authorities of any acts of
assault by a student with a firearm or any other deadly weapon or instrument, and of any possession or
seizure of a firearm or any cutting or puncturing device identified in Item 2 above. (Education Code 48902,
Penal Code 245, 626.9, 626.10)

The Principal or designee may notify law enforcement authorities regarding the seizure or possession of
other dangerous devices. The Principal shall take disciplinary action which he or she determines proper in
accordance with Board of Education policies and regulations.

The Principal shall report any possession of a weapon or dangerous instrument, including replicas, to the
student's parents/guardians by telephone or in person, and followed by written notification.

Gangs

The Board of Education desires to keep District schools free from the threats or harmful influence of any
groups or gangs which exhibit drug use, violence or disruptive behavior. The Board of Education therefore
prohibits the presence of any apparel, jewelry, accessory, notebook or manner of grooming which, by virtue
of its color, arrangement, trademark or any other attribute, denotes membership in such a group. This policy
shall be applied at the Principal's discretion as the need for it arises at individual school sites. The
Superintendent or designee shall take steps to deter gang intimidation of students and staff and
confrontations between members of different gangs. He/she shall exchange information and establish
mutually supportive efforts with local law enforcement authorities.

The Superintendent or designee shall provide in-service training, which helps staff to identify gangs and
gang symbols, recognize early manifestations of disruptive activities, and respond appropriately to gang
behavior. Staff shall be informed about conflict management techniques and alerted to intervention
measures and community resources.

The Board of Education realizes that students become involved in gangs for many reasons, such as peer
pressure, the need for a sense of belonging, and lack of refusal skills. Age-appropriate gang violence
prevention education shall start with students in the early elementary grades and may start in kindergarten.

To further discourage the influence of gangs, the Superintendent or designee shall ensure that school rules
of conduct and any school dress code prohibiting gang-related apparel are enforced consistently. If a
student exhibits signs of gang affiliation, staff shall so inform the parent/guardian.

Drugs and Alcohol

The Board of Education believes that the use of alcohol or other drugs adversely affects a student's ability
to achieve academic success, is physically and emotionally harmful, and has serious social and legal
consequences. The Board of Education desires to keep District schools free of alcohol and other drugs in
order to help prevent violence, promote school safety and create a well-disciplined environment conducive
to learning.

The Superintendent or designee shall develop, implement and evaluate a science-based/research-based
comprehensive prevention and intervention program designed to prevent or reduce alcohol or other drug
use. It shall include primary prevention activities such as decision-making skills and conflict management,
instruction, referral to a rehabilitation program, enforcement/discipline, activities that promote the
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involvement of parents/guardians and coordination with appropriate community agencies and
organizations.

The Board of Education and Superintendent shall agree upon measures that will be used to monitor and
determine the effectiveness of the District's program in reducing drug and alcohol use. The Superintendent
or designee shall develop and implement an evaluation process that includes ongoing assessment and
analysis of objective data regarding the incidence of drug and alcohol use among District students,
including discipline problems, and the prevalence of risk factors.

The Superintendent or designee shall consult with Principals, teachers, counselors, other school personnel,
students and parents/guardians when developing the District's program.

The Superintendent or designee shall clearly communicate to all students, staff and parents/guardians the
District's policies, regulations and school rules related to the use of alcohol and other drugs on school
campuses or at school activities. Information about program needs and goals shall be widely distributed in
the community.

Staff should encourage students to participate as responsible partners in efforts to maintain a safe,
constructive school climate.

The District's Title IV Coordinator or designee shall collaborate with the Riverside County Office of
Education (RCOE) in the establishment of planning and implementing Alcohol and Drug Prevention
programs by networking with other Title [V coordinators throughout the county.

Instruction

The District shall provide science-based/research-based preventative instruction, which has been proven
effective in helping students avoid the use of alcohol and other drugs.

All instruction and related materials shall consistently state that unlawful use of alcohol or other drugs is
wrong and harmful. Instruction shall not include the concept of responsible use of drugs or alcohol when
such use is illegal. (20 USC 7114, 7162; Health and Safety Code 11999.2)

The District shall offer staff development activities for staff to include Student Assistance Program (SAP)
counselors who implement the comprehensive drug and alcohol prevention and intervention program.

Intervention, Referral and Recovering Student Support

The Board of Education believes that effective interventions should be available to assist students who use
alcohol and other drugs. School staff, students and parents/guardians shall be informed about early warning
signs which may indicate alcohol and other drug use and about appropriate agencies offering intervention
programs, counseling referral and other student assistance programs. The District shall help recovering
students to avoid re-involvement with alcohol and other drugs by providing school and/or community
service activities designed to increase students' sense of community.

The Board of Education strongly encourages any student who is using alcohol or drugs to discuss the matter
with his or her parent/guardian or with any staff member. Students who disclose their use of alcohol or

other drugs when seeking help from an intervention or recovery program shall not be disciplined for such
use.

Enforcement/Discipline
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The Superintendent or designee shall take appropriate action to eliminate possession, use or sale of alcohol
and other drugs and related paraphernalia on school grounds or at school-sponsored activities.

Students possessing, using or selling alcohol or other drugs or related paraphernalia shall be subject to
disciplinary procedures including suspension or expulsion and/or referral to law enforcement in accordance
with law, Board of Education policy and administrative regulation. In addition, such students may be
referred to an appropriate counseling program, transferred to an alternative placement, and/or be restricted
from extracurricular activities, including athletics.
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Comprehensive School Safety Plan

Irvine Chinese Immersion Academy

Bullying Policy

The Governing Board recognizes the harmful effects of bullying on student learning 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.

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 personnel.

“Bullying” is legally defined as any severe or pervasive physical or verbal act or conduct, including
communications made in writing or by means of an electronic act, directed toward one or more pupils that
has or can be reasonable predicted to have the effect of one or more of the following:
1. Placing a reasonable pupil or pupil in fear of harm to that pupil’s or those pupils’ person or property.
2. Causing a reasonable pupil to experience a substantially detrimental effect on his or her physical or
mental health.
3. Causing a reasonable pupil to experience substantial interference with his or her academic performance.
4. Causing a reasonable pupil to experience substantial interference with his/her ability to participate
in/benefit from the services or activities.
-“Electronic act” means the creation and transmission of a communication originated on or off
school site, by means of an electronic act, including but not limited to a message, text, sound or
image, or a post on a social network Internet website.
-“Reasonable pupil” means a pupil, including but not limited to an exceptional needs pupil who
exercises average care, skill and judgment in conduct for a person of his/her age, or for a person of

his/her age with his/her exceptional needs. (California Education Code 48900)
(cf. 5131 - Conduct) (cf. 5136 - Gangs) (cf. 5145.3 - Nondiscrimination/Harassment) (cf. 5145.7 - Sexual Harassment)
(cf. 5145.9 - Hate-Motivated Behavior)

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/or assuming that person's identity in order to damage that person's
reputation. (cf. 5145.2 - Freedom of Speech/Expression)

Strategies for addressing bullying in schools shall be developed with involvement of key
stakeholders, including students, parents/guardians, and staff and may be incorporated into the
comprehensive safety plan, the local control and accountability plan, and other applicable district

and school plans. (¢f. 0420 - School Plans/Site Councils) (cf. 0450 - Comprehensive Safety Plan) (cf. 1220 - Citizen
Advisory Committees) (cf. 1400 - Relations Between Other Governmental Agencies and the Schools) (cf. 6020 - Parent
Involvement)

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 targets and perpetrators of bullying.

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
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means, of district and school rules related to bullying, mechanisms 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 differences, self-esteem
development, assertiveness skills, and appropriate online behavior. The district and school staff

shall model behaviors expected of students. (cf. 6142.8 - Comprehensive Health Education) (cf. 6142.94 -
History-Social Science Instruction)

Staff shall receive related professional development, including information about early warning

signs of harassing/intimidating behaviors and effective response. (cf. 4131 - Staff Development) (cf. 4231 -
Staff Development) (cf- 4331 - Staff Development)

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

Intervention

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 appropriate based on the severity or pervasiveness of the bullying, the Superintendent or
designee shall notify the parents/guardians of targets, and perpetrators and may contact law
enforcement.

The Superintendent, principal, or principal’s designee may refer a target, witness, perpetrator, or
other student affected by an act of bullying to a school counselor, school psychologist, social
worker, child welfare attendance personnel, school nurse, or other school support service personnel
for case management, counseling, and/or participation in a restorative justice program as
appropriate. (Education Code 48900.9) (cf. 6164.2 — Guidance/Counseling Services)

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 witnessed bullying must report the incident to a teacher, the principal, a
compliance officer, or any other available school employee. Within 24 hours of receiving such a
report, a staff member shall notify the principal of the report, whether or not a uniform complaint is
filed. Within 48 hours of receiving a report of bullying, the principal shall notify the district
compliance officer.

When the circumstances involve cyberbullying, individuals with information about the activity
shall be encouraged to save and print any electronic or digital messages that they feel constitute
cyberbullying and to notify a teacher, the principal, or other employee so that the matter may be
investigated. When a student uses a social networking site or service to bully or harass another
student, the Superintendent or designee may file a request with the networking site or service to
suspend the privileges of the student and to have the material removed.

When a report of bullying is submitted, the principal or a district compliance officer shall inform
the student or parent/guardian of the right to file a formal written complaint in accordance with AR
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1312.3. The student who is the alleged target 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 bullying shall be investigated within 24 hours.

If it is determined that a complaint is about discriminatory bullying, based on actual or perceived
characteristics such as age, ancestry, color, ethnic group identification, gender expression, gender
identity, gender, mental or physical disability, nationality, national origin, race or ethnicity,
religion, sex, sexual orientation, or on the basis or a person’s association with a person or group
with one or more of these actual or perceived characteristics, the complaint shall be resolved in
accordance with law and the district’s union complaint procedures specified in AR 1312.3.

If it is determined that a complaint is about nondiscriminatory bullying, the principal or designee
shall inform the complainant and shall take all necessary actions to resolve the complaint.

Discipline

Corrective actions for a student who commits an act of bullying of any type may include other
means of correction, counseling, behavioral intervention and education, and, if the 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 Expulsion/Due Process) (cf- 5144.2 - Suspension and Expulsion/Due Process
(Students with Disabilities)) (cf. 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. (cf 4117.4 — Dismissal) (cf. 4118 —
Suspension/Disciplinary Action) (cf. 4119.21/4219.21/4319.21 — Professional Standards) (cf. 4218 —
Dismissal/Suspension/Disciplinary Action)

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination 32282 Comprehensive safety plan 32283.5 Bullying; online training 35181
Governing board policy on responsibilities of students 35291-35291.5 Rules 48900-48925 Suspension or expulsion
48985 Translation of notices 52060-52077 Local control and accountability plan.

PENAL CODE

422.55 Definition of hate crime 647 Use of camera or other instrument to invade person's privacy; misdemeanor 647.7
Use of camera or other instrument to invade person's privacy; punishment 653.2 Electronic communication devices,
threats to safety

CODE OF REGULATIONS, TITLE 5

4600-4687 Uniform complain procedures

UNITED STATES CODE, TITLE 47

254 Universal service discounts (e-rate)

CODE OF FEDERAL REGULATIONS, TITLE 28

35.107 Nondiscrimination on basis of disability;, complaints

CODE OF FEDERAL REGULATIONS, TITLE 34

104.7 Designation of responsible employee for Section 504 106.8 Designation of responsible employee for Title IX
110.25 Notification of nondiscrimination on the basis of age

COURT DECISIONS

Wynar v. Douglas County school District, (2013) 728 F.3d 1062 J.C. v. Beverly Hills Unified School District, (2010) 711
F.Supp.2d 1094 Lavine v. Blaine School District, (2002) 279 F.3d 719

Management Resources:

CSBA PUBLICATIONS Final Guidance: AB 1266, Transgender and Gender Nonconforming Students, Privacy,
Programs, Activities & Facilities, Legal Guidance, March 2014

Providing a Safe, Nondiscriminatory School Environment for Transgender and Gender-Nonconforming Students, Policy
Brief, February 2014

Addressing the Conditions of Children: Focus on Bullying, Governance Brief, December 2012 Safe Schools: Strategies
for Governing Boards to Ensure Student Success, 2011
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Building Healthy Communities: A School Leaders Guide to Collaboration and Community Engagement, 2009
Cyberbullying: Policy Considerations for Boards, Policy Brief, July 2007

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS Health Education Content Standards for California
Public Schools: Kindergarten Through Grade Twelve, 2008 Bullying at School, 2003

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS

Dear Colleague Letter: Bullying of Students with Disabilities, August 2013

Dear Colleague Letter: Harassment and Bullying, October 2010

WEB SITES

CSBA: http://www.csba.org

California Department of Education, Safe Schools Office: http://www.cde.ca.gov/Is/ss

Common Sense Media: http//www.commonsensemedia.org

National School Safety Center: hitp.//www.schoolsafety.us

ON[the] LINE, digital citizenship resources: http.//www.onthelineca.org

U.S. Department of Education: hitp.//www.ed.gov

In compliance with (Insert SB Policy) ICIA will implement policies, programs, trainings and activities in
the prevention of physical, psychological and emotional harm to students, which interfere with the pupil’s
ability to learn and participate in school activities.

For the complete text off ***, effective Insert Date please refer to Appendix E.

ICIA t shall be free from discrimination, including harassment, with respect to the actual or perceived

ethnic group, religion, gender, color, race, ancestry, national origin and physical or mental disability, age or
sexual orientation.

It is intended that harmonious relationships be promoted that enable students to gain a true understanding of
civil rights and social responsibilities of people in our society. Behavior or statements that degrade an
individual on the basis of his/her race, ethnicity, culture, heritage, gender, sexual orientation,
physical/mental attributes, religious beliefs or practices shall not be tolerated.
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Comprehensive School Safety Plan
Section 11
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Appendix A: Education Code Sections 35294 — 35294.9 Text

35294.10. (a) It is the intent of the Legislature that all public schools with any combination of instructional settings from
kindergarten to grade 7, inclusive, have access to supplemental resources to establish programs and strategies that
promote school safety and emphasize violence prevention among children and youth in he public schools. It is further the
intent of the Legislature to fund and coordinate the programs and activities carried out pursuant o the Interagency School
Safety Demonstration Act of 1985 (Chapter 2.5 (commencing with Section 32260)), relating to safe school model
programs; Article 5 (commencing with Section 32280) of Chapter 2.5 of Part 19, relating to the development of school
safety plans; and Article 6 (commencing with Section 32296) of Chapter 2.5 of Part 19, relating to school community
policing, in a cooperative and interactive effort to promote school safety and violence prevention in the public schools.

(b) It is further the intent of the Legislature that the Superintendent of Public Instruction and the Attorney General shall
utilize available resources to make every effort to coordinate activities and the distribution of resources to maximize their
effective and efficient use in establishing and maintaining safe schools.

35294.11. (a) The School Safety and Violence Prevention Strategy Program is hereby established to be administered by
the Superintendent of Public Instruction for the purpose of promoting school safety and violence prevention programs
among children and youth in the public schools.

(b) The Superintendent of Public Instruction, in conjunction with the Attorney General, shall develop standards and
guidelines for evaluating proposals, and shall award grants on a competitive basis, as authorized by this article, to schools
and school districts

serving any combination of instructional settings from kindergarten to grade 7, inclusive, that meet the following
conditions:

(1) The school has developed a school safety plan as required by Article 5 (commencing with Section 32280) of
Chapter 2.5 of Part 21.

(2) The school demonstrates its ability to carry out a collaborative and coordinated approach for implementing a
comprehensive school safety and violence prevention strategy.

(3) After initial eligibility has been determined, a process of random selection for grants awarded pursuant to this
article shall be used that ensure that, at a minimum, all of the following criteria are met:

(A) Schools are selected from the northern, central, and southern areas
of the state.

(B) Schools selected represent large, medium, and small sized numbers
in their pupil populations.

(C) Schools are selected from urban, suburban, and rural areas.

35294.12. A school or school district that applies for funding pursuant to this article shall submit an application that
includes but is not limited to, all of the following:

(a) A school safety plan required by Article 5 (commencing with Section 32280) of Chapter 2.5 of Part 19.

(b) A school violence prevention strategy for improving and marshaling the resources set forth in the school safety plan to
promote school safety and violence prevention programs among children and youth.

35294.13. The Superintendent of Public Instruction shall award grants under this article for one or more of the following
purposes:
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(a) Providing schools with personnel, including, but not limited to, school counselors, school social workers, school
nurses, and school psychologists, who are specially trained in identifying and supporting at-risk children and youth where
the applicant demonstrates that appropriate support activities are necessary and would be desirable in addressing identified
problems, issues, and needs, including, but not limited to, classes pertaining to anger management and conflict resolution.

(b) Providing effective and accessible on campus communication devices, where the applicant demonstrates that the use
of these devices, beyond everyday, routine matters, is part of the school safety plan developed pursuant to Article 5
(commencing with Section 32280) of Chapter 2.5 of Part 19.

(c) Establishing an in-service training program for all school staff, designed to assist school staff in identifying at-risk
children and youth, communicating effectively with those pupils, and appropriately referring those pupils for counseling.

(d) Establishing cooperative arrangements with local law enforcement agencies for appropriate school-community
relationships.

(e) Proposals that allow school districts to respond to existing or subsequent research that establishes structural changes in
the operation of schools, such as smaller schools or "schools within schools."

(f) Any other proposal that the applicant school or school district designs that demonstrates that the proposal would
materially contribute to meeting the goals and objectives of current law in providing for safe schools and preventing
violence among children and youth.

35294.14. The Superintendent of Public Instruction and the Attorney General shall cooperatively design an evaluation
process for the programs and activities established pursuant to this article and shall report to the Legislature by January 1
of each year, commencing in 2001, any recommendations for modifications to existing law relative to school safety and
violence prevention among children and youth.

35294.15. Unless otherwise required by law, the Superintendent of Public Instruction shall establish the rules and
regulations for the application process to be utilized by schools and school districts to obtain funds made available by this
or any other provision of law or by the annual Budget Act to promote school safety and violence prevention among
children and youth. To perform the duties of this article or any of the activities in subdivision (a) of Section 35294.10, up
to 5 percent of the total funds appropriated for purposes of this article may be utilized by the Superintendent of Public
Instruction for administrative costs.
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Appendix B: SB 187 Text

SB 187 — Comprehensive School Safety Plans
This bill:
1. Revises, and makes mandatory, provisions of existing law relating to comprehensive safety plans for school sites.

2. Requires each school site, by September 1, 1998, to develop a school safety plan, as specified, to be evaluated annually
and amended, if needed. The bill provides that these plans be written and established by the School Site Council and shall
include, but not be limited to, a number of specified components; current law only authorizes that safety plans include
these components. The bill requires school sites to submit their completed plans to their districts or COE, and for the
districts or COE's to notify the State Department of Education by October 15, 1998 of any school sites, which have not so
complied.

3. Requires the school site council to consult with local law enforcement in developing the plan.

4. Allows schools to submit existing safety plans to comply with this requirement, so long as the plans are in existence by
December 31, 1997 and contain the required information.

5. Requires schools to hold a public meeting to solicit public opinion on their school safety plans before approving them.
6. Establishes that nothing in the bill shall restrict the authority of school boards as established by the Education Code.

7. Authorizes the School Site Council to delegate its responsibility to develop a site safety plan to a school safety planning
committee. The school safety committee would, at a minimum have to include the following members: the principal (or
designee), a teacher who is a representative of the recognized certificated employee organization, a classified employee
who is a representative of the recognized classified employee organization, a parent whose child attends the school, and
others as desired. If there is no school site council, then the school safety planning committee, composed of the specified
members, would be required to develop the school safety plan required by this bill.

8. Provides for a fine of up to $500 for the willful failure to establish a school safety plan as required by this bill.

9. Specifies that with regard to small school districts, they have the option of developing district-wide comprehensive
school safety plans applicable to each school-site.

10. Provides a sunset of January 1, 2000; however, the comprehensive safety plan would continue to be evaluated and

amended by the school-site council. Schools must maintain an updated file of safety-related plans and materials for public
viewing.
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Appendix C: SB 334 Text

SB 334 — Youthful Offenders: education

This bill establishes the School Safety and Violence Prevention Strategy Program for the purpose of promotion school
safety and violence prevention among students in the public schools.

This bill extends the operative date of those provisions indefinitely and would instead require each school to adopt its
comprehensive school safety plan by March 1, 2000, and to review and update the plan by March 1 every year thereafter.

The bill also requires each school district or county office of education to notify the State Department of Education
annually of any schools that have not complied with the requirement of developing a comprehensive school safety plan.
The bill requires, commencing in July 1,2000, and every July thereafter, each school to report on the status of its school
safety plan, including a description of its key elements in the school accountability report card otherwise required by law.

This bill establishes the School Safety and Violence Prevention Strategy Program, to be administered by the State
Superintendent of Public Instruction for the purpose of promoting school safety and violence prevention programs among
children and youth in the public schools.

The bill requires the State Superintendent of Public Instruction, in conjunction with the Attorney General, to develop
guidelines and standards for evaluating grant applications, and to award grants on a competitive basis to schools that
develop school safety plans and demonstrate a collaborate and coordinated approach for implementing a comprehensive
school safety and violence prevention strategy to be used for certain purposes, including, but not limited to, providing
counselors who are specially trained in identifying and supporting at-risk children and youth.

The bill requires the State Superintendent of Public Instruction and the Attorney General to cooperatively design an
evaluation process for the program and activities established under the School Safety and Violence Prevention Strategy,
and to report to the Legislature by January 1 of each year on those programs. The bill also requires a school principal to
disseminate information regarding a minor who has been found to have committed any specified felony or misdemeanor
to a teacher or administrator, as specified.

This bill enacts numerous changes to juvenile court procedures. Addresses school safety and youth violence prevention
programs and policy. Specifically, this bill:

1. Allocates $11.3 million from the General Fund for violence prevention and school safety.

2. Appropriates $3 million to San Diego County for residential placement, mental health treatment and education and
skills training for dependent children.

3. Appropriates $1.8 million to the City and County of San Francisco for acquiring and installing surveillance cameras on
public transit vehicles.

4. Distributes $5 million to the Superintendent of Public Instruction. Requires the Superintendent in consultation with the
Attorney General (AG) to develop and implement a schedule for using the appropriation to promote school safety and
violence prevention.

5. Allocates $1.5 million to the Board of Corrections (BOC) for funding the At-Risk Youth Early Intervention Program
currently administered by the BOC.

6. Provides that K-7 schools must develop ongoing comprehensive school safety plans. The plans concern school-based
crime, crime prevention, emergency services, sexual harassment, notification regarding dangerous pupils, and child abuse

reporting.
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7. Creates the "School Safety and Violence Prevention Strategy Program."
The Superintendent of Public Education and the AG evaluate and award grants to projects that provide counseling to at-
risk youth, technical assistance, in-service training, and cooperation with local law enforcement.

8. Deletes sunset clauses and makes technical changes to various provisions concerning school safety plans. Requires
notification within seven days of a petition alleging the commission of a violent felony to school superintendents.

9. Declares legislative intent to have the Superintendent of Public Instruction and the AG coordinate efforts funding and
implementing violence prevention and school safety programs. Makes changes to procedures regarding At-Risk Youth

Early Intervention Programs.

10. Provides that a minor 16 years of age or older shall be prosecuted in adult criminal court under the following
circumstances:

A. Accused of committing murder in the first degree, attempted premeditated murder, an aggravated sex offense,
aggravated kidnapping, or any specified felony where a firearm was used and discharged; or,

B. Previously adjudicated as a ward of the court by committing any felony when 14 years of age or older.

11. Provides that a minor directly charged as an adult has the right to a preliminary hearing. The case shall proceed in
criminal court unless the defendant minor prevails in a motion to dismiss.

12. Provides that a minor who was prosecuted directly in adult court and convicted shall be sentenced as an adult
convicted of the same offense subject to the specified provision Youth Authority (CYA).

13. Enacts a reverse remand provision authorizing the court to impose a juvenile disposition for a minor convicted after a
direct file prosecution if the minor satisfies specified criteria.
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Appendix D: Sequential Discipline Standards

ICIA
POSITIVE DISCIPLINE POLICY
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ICIA
Positive Behavior Interventions & Supports (PBIS)
2023-2024

ICIA PBIS

School Wide Matrix
Link (Kid Friendly Language)

Insert Image
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Addressing Student Behavior
Defined Levels of Behavior (Level 1-3)

ICIA will maintain a level system for handling infractions of behavioral expectations. Outlined below is
the level system, along with the instructions for handling such behaviors.

Level I (Minor) Behaviors include the following:
TBD

Written Continuum of Incentives/Consequences for Appropriate/Inappropriate Behaviors
(Progressive Discipline Plan to Include Teaching of Desired Behavior(s) and/or Matrix Consequences)

Action Steps to Address Level I Infractions

Level 2 (Major) Behaviors include the following:
TBD

Level 3 Behaviors include the following:
TBD

Indicated Adjustments for Special Needs of Students
TBD
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Appendix E:

Bullying

Summary: Makes several proposals related to bullying, including requiring training in the prevention of bullying, giving
priority for inter-district transfers to victims of bullying, and revising the definition of bullying, beginning on July 1, 2012.
Specifically, this bill:

1) Makes declarations and findings regarding the impact of bullying, including that bullying causes physical,
psychological and emotional harm to pupils; interferes with pupils' ability to learn and participate in school
activities; and, that bullying has been linked to other forms of antisocial behavior, such as vandalism, shoplifting,
truancy and dropping out of school, fighting, using drugs and alcohol, sexual harassment and sexual violence.

2) Adds training in the prevention of bullying as a component in the workshops provided by the Department of
Justice and the California Department of Education (CDE) to school districts, county offices of education, and
school site personnel to assist them in the development of school safety and crisis response plans.

3) Specifies that as comprehensive school safety plans are reviewed and updated, the Legislature encourages all
plans, to he extent that resources are available, to include policies and procedures aimed at the prevention of
bullying.

4) Gives priority for inter-district attendance under any existing inter-district attendance agreement, or, in the
absence of an agreement, be given additional consideration for the creation of an inter-district attendance
agreement, to a pupil who has been determined by personnel of either the district of residence or the district of
proposed enrollment to have been the victim of an act of bullying committed by a pupil of the district of residence,
at the request of the person having legal custody of the pupil.

5) Specifies that "bullying" means any severe or pervasive physical or verbal act or conduct, including
communications made in writing or by means of an electronic act, and including one or more acts committed by a
pupil or group of pupils engaging in sexual harassment, hate violence, harassment, threats, or intimidation directed
toward one or more pupils that has or can be reasonably predicted to have the effect of one or more of the
following:

a) Placing a reasonable pupil or pupils in fear of harm to that pupil's or those pupils' person or property;

b) Causing a reasonable pupil to experience a substantially detrimental effect on his or her physical or
mental health;

c¢) Causing a reasonable pupil to experience substantial interference with his or her academic
performance; or,

d) Causing a reasonable pupil to experience substantial interference with his or her ability to participate in
or benefit from the services, activities, or privileges provided by a school.

6) Expands the definition of "electronic act" to include a post on a social network Internet Web site.

7) Relocates the definitions of "bullying" and "electronic act" from Education Code (EC) Section 32261
(Interagency School Safety Demonstration Act of 1985) to Section 48900 (expulsions and suspensions).

8) Defines "reasonable pupil" as a pupil, including, but not limited to, an exceptional needs pupil, who exercises
average care, skill, and judgment in conduct for a person of his or her age, or for a person of his or her age with his
or her exceptional needs.

9) Strikes an obsolete provision in the suspension and expulsion provisions of the Education Code.
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The Senate amendments expand the definition of "electronic act” to include a post on a social Internet Web site,
strike the provision regarding residency requirements and instead give a pupil determined to have been a victim of
an act of bullying priority for an inter-district transfer, revise the definition of "reasonable pupil" to include
exceptional needs pupils, and add co-authors.
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The purpose of this document, ICIA Action Plan, is to provide all employees with a broad range of
guidelines/procedures that are to be utilized during an emergency situation/operation.

ICIA Emergency Action Plan (EAP) is divided into 3 sections:

Section 1
This section provides an overview of the Incident Command System and a checklist of responsibilities for each position that may
be activated during an emergency on or near District property.

Section 2

This section covers a variety of emergency situations that could lead to the activation of the Incident Command System. Each
situation is accompanied with recommended procedures that District personnel should train, practice and utilize during an
emergency.

Section 3
This section contains forms to be utilized should it become necessary to activate the Incident Command System.

OBJECTIVES

Minimize injuries and loss of life among students, employees, parents and volunteers
in the event of an emergency.

Stabilize the incident and provide care and security for students, employees, parents, and
volunteers.

Protect and preserve district property.
In the event of an emergency, the campus will be secured so that all students can be accounted for.

The District shall retain students until released to parents or authorized adults.

All District employees are expected to remain and fulfill their mandated duties as
“disaster service workers” until such time as they can be released.

COMPLIANCE
The EAP has been structured so that these guidelines/procedures meet the following compliance requirements:

1. California Code of Regulations, Title 8, Section 3220, Emergency Action Plan

2. District’s Injury and Illness Prevention Plan and Emergency Action Plan

3. California Education Code Section, §35294.2, Comprehensive School Safety Plan
(Disaster Preparedness Plans)

4. Government Code, Division 4, Chapter 8, Section 3100, Declaration; Public Employees as
Disaster Workers

5. California Administrative Code, Title 5, Section 560 Civil Defense and Disaster
Preparedness Plans

6. Government Code requirements for National Incident Management System (NIMS)
and Standardized Emergency Management System (SEMS) for response agencies to
utilize the Incident Command System (ICS).
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SECTION 1: PART 1.1 INCIDENT COMMAND SYSTEM (ICS)

The National Incident Management System (NIMS) and Standardized Emergency Management System (SEMS) require
that all local jurisdictions, including school districts, utilize the Incident Command System (ICS).

Each school or worksite will advise all personnel of their area of responsibility during an emergency. The first step in
making assignments is to identify special traits and abilities of personnel, then matching those abilities to the duties
required by a specific task.

When assigning personnel to critical roles, name two or three “backups”, to assure coverage at all times. It is important
to consider, when assigning leaders, that each leader does not exceed the recommended “span of control” (3 to 7
personnel).

When an ICS is activated, all components of the ICS may not be needed to handle every incident; however, using the
ICS structure will help the Incident Commander deal with emergencies. The ICS organizational chart should be tailored
to fit your school/worksite.

INCIDENT COMMAND SYSTEM FORMS
A number of approved ICS forms are available online through the NIMS or FEMA websites.

http://www.training.fema.gov/EMIWeb/IS/ICSResource/ICSResCntr_Forms.htm

Appropriate ICS forms to be utilized in an emergency can be found in the Table of Contents under
SECTION 3 — EMERGENCY FORMS.

66


http://www.training.fema.gov/EMIWeb/IS/ICSResource/ICSResCntr_Forms.htm

ORGANIZATION CHART FOR EMERGENCY

OPERATIONS CENTER

(INCIDENT COMMAND SYSTEM)
(as of XX-XX-XXX)

EOC COMMANDER or INCIDENT
— COMMANDER \T
I D
=3 Public Information Officer
> Safety Officer
W—==3 Liaison Officer
L\’ Documentation Officer
\b ‘} ; &
y O 3y v y
Planning Section Operations Logistics Section Finance Section Chief
Chief Section Chief Chief
¥ | \'
Resource Unit Evacuation and SUPPORT Time Unit
N Assembly Unit BRANCH
Situation Unit Search and Locate/ Procurement-

Deactivation Unit

Rescue Unit

Documentation
Unit

Student Care/Release
Unit

Communications
Unit

Purchasing Unit

Care and Shelter
Unit

Medical/First Aid
Unit

Compensation-
Claims Unit

Food Unit

Cost Unit

SERVICE
BRANCH

Supply Unit

Transportation
Unit

Facilities Unit

67




ICIA ORGANIZATION CHART FOR
ICIA INCIDENT COMMAND SYSTEM

SITE

— INCIDENT COMMANDER
BENSON KWOK

Backup: Estefania Castro

T e —

Lo \ \ R
Planning Chief Operations Chief Logistics Chief Finance Chief
Alice Yin Benson Kwok Estefania Castro Niki Lee
v\W AN W \
\‘ | | \ \
\ 4 . \
Resource ———p Evac and Assembly 1 Medical/!irst Aid Time
Nicole Unit NikiLee | >
Estephania
Nunez
Kendall Melgren__| Procurement
Situation q Search and Rescue Purchasing
— Scott Sakamoto Backup: Helina Tran —— N
Available
T Dawnnnnal
Deactivation Unit
—1P
Food Compensation-
Café Staff _| Claims
Backup: HS - Helina Tran —T—>»
Documentation Unit Stude{lt Release: Clerical
Helina Tran
| IR \
Supply
Student Care: ——
Cherry Tao
Transportation
1—
Facilities
R. Rodriguez

Backup: Garcia [

68



Incident Commander and
EOC District Incident Commander
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Make decisions based upon district policies, training, and information received during an
emergency from national, state, or local agencies.

Be prepared to activate the Incident Command System (ICS) if deemed necessary and to expand branches, groups
or units as dictated by the situation.

Exercise overall management of the District or School’s emergency response and recovery efforts.

START-UP ACTIONS

Determine the operational status and appropriate level of activation of the (ICS).

Identify yourself as the Incident Commander (IC) by putting on the vest with that title.
Activate the ICS at the site or an alternate location.

Locate and meet with the District or Site Emergency Management Team (EMT).

Obtain briefing from whatever sources are available (radio, phone, TV, witnesses, staff, etc.).

Direct staff to develop an Incident Action Plan.

POSITION OPERATIONAL ACTIONS

Direct the implementation of the District’s Emergency Action Plan

Ensure that the District Emergency Operations Center (EOC) or school Command Post (CP) positions are filled as
needed.

District Incident Commander is to appoint liaisons to City of Rosemead and to notify the Los Angeles County
Emergency Operations Center that the District has implemented its ICS.

Assign command staff to initiate staff check-in procedures and documentation.

Ensure that the ICS Organization Chart and staffing chart is posted and that arriving team members are assigned
by name.

Ensure that the EOC or Command Post is properly set up and ready for operations.
Ensure that the EOC or Command Staff positions are filled as soon as possible.

Appoint and ensure that EOC or Command Post General Staff (Section Chiefs) are in place, as soon as possible,
and are staffing their respective groups or teams.

Request additional personnel to maintain 24-hour operations as needed.

Brief incoming Section Chiefs prior to them assuming their duties. Briefings should include:
v/ Current situation assessment.

Identification of specific job responsibilities.

Identification of co-workers with their job function.

Availability of communications.

Location of work area.

Identification of eating and sleeping arrangements as appropriate.

Procedural instructions for obtaining additional supplies, services, personnel, etc.

AN N U N N N N

Identification of operational period work shifts. If 24 hour coverage is necessary,
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two 12-hour shifts are usually assigned as (#1 - 6 a.m. - 6 p.m. and #2 - 6 p.m. to 6 a.m.)
Open and maintain an Incident Activity Log. (See Section 3 — Emergency Forms — ICS Form 214)

Using the Activity Log, maintain all required records and documentation to support the After-Action Report and
the history of the emergency.

Make certain that telephone, radio, and data communications with other facilities are established and tested
regularly.

Schedule first briefing/planning meeting and establish frequency of briefing sessions.
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GENERAL OPERATIONAL DUTIES

Identify key issues to be accomplished by each Section Chief during the next operational period.

Develop a back-up plan for an alternate EOC or CP as well as potential for off-site communications.
Conduct periodic briefings for Command Staff and Section Chiefs.

Ensure that personnel, equipment, time records and materials used are provided to the Time Unit and Cost
Analysis Unit for tracking costs of the incident.

If a Transfer of Command is needed, brief your relief at the shift change. Ensure that all in-progress activities are
identified and follow-up requirements are known.

Ensure that Section Chiefs are carrying out their duties.

In conjunction with the District Public Information Officer (P10), coordinate and review media releases as
required.

Monitor performance of all staff for stress or under performance.

In conjunction with the Safety Officer, establish and maintain a safe working environment and ensure that proper
security for EOC or CP is maintained at all times.

DEACTIVATION

Authorize deactivation of sections, groups, branches, teams, or units when they are no longer needed.

Notify Rosemead City Officials and the Los Angeles County Operational Area of the planned time for
deactivation of the District EOC. Command Posts at the school sites should notify the District EOC of the
planned time of their deactivation.

Deactivate the EOC or CP and close out logs when the situation no longer requires staff

Be prepared to provide input to the After-Action Report.
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PUBLIC INFORMATION OFFICER
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Serve as the official disseminator of all media releases.
Maintain a positive relationship with media representatives and hold periodic press conferences as required.

Review and coordinate all information releases with the District Incident Commander (IC).

START-UP ACTIONS

Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
Report to the EOC or CP Incident Commander.

Obtain briefing on emergency situation.

Determine your operating location and set up.

Identify yourself as the Public Information Officer (P1O) by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Establish communication-operating procedures for the telephone, radio, and data systems with the Logistics
Chief. Make any priorities or special requests known.

Review situation reports as received and verify information.
Monitor your position activities and adjust staffing and organization to meet current needs

Brief your relief if a Transfer of Command is needed. Ensure that in-progress activities are identified and follow-
up requirements are known.

POSITION OPERATIONAL DUTIES

Secure guidance from the EOC or CP Incident Commander regarding the release of available information.

Keep the EOC or CP Incident Commander advised of all unusual requests for information and of all major critical
or unfavorable media comments.

Ensure that all CP Incident Commanders and their staff are aware they must coordinate the release of emergency
information through the District PIO.

Establish a media staging area for dissemination of information far away from the EOC or site CP and other
staging areas. Announce safe access routes to the media.

Schedule and post time and locations of briefings in the EOC or CP and other appropriate locations.

Prepare and provide approved information to the media. Post news releases in the EOC or CP and other
appropriate locations.

Interact with other EOC or CP sections/units to obtain information relative to public information operations.

Respond to information requests from the EOC or CP Incident Commander and EOC or CP Emergency
Management Team (Operations, Planning, Logistics, and Finance).

Ensure that rumor control protocols are in place by verifying information and identifying false or erroneous
information.

Provide sufficient staffing and telephones to efficiently handle incoming calls from the media and public.
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Consider establishing a district “hot line” for public inquiries or posting information on the district website.
When requested, arrange for meetings between the media, District officials or school site incident personnel.
Work with law enforcement and fire department liaisons to provide escort for media and VIPs when needed.
Monitor broadcast media and use the information to develop follow-up news releases and rumor control.
Ensure announcements and informational materials are translated and prepared for distribution.

Ensure copies are maintained of all information releases.

Prepare final news releases and advise the media on points-of contact for follow-up stories.

DEACTIVATION

@ Ensure that all required forms or reports are completed prior to your release and departure.

@ Determine what follow-up to your assignment might be required after you leave.
@ Deactivate the PIO position and close out logs when authorized by the EOC or CP Incident Commander.
@ Be prepared to provide input to the After-Action Report.
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SAFETY OFFICER
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Ensure that all district facilities used in support of Emergency Operations Center (EOC) or Command Post (CP)
operations have safe operating conditions.

Provide 24-hour a day security for EOC or CP facilities.

Control personnel/visitor access to facilities in accordance with policies established by the EOC or CP Incident
Commander.

START-UP ACTIONS

Check-in upon arrival at the EOC or CP.

Report to the EOC or CP Incident Commander.

Obtain briefing on emergency situations.

Determine your operating location and set up.

Identify yourself as the Safety Officer by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Review situation reports as received and verify information.
Monitor your position activities and adjust staffing and organization to meet current needs

Brief your relief if a Transfer of Command is needed. Ensure that in-progress activities are identified and follow-
up requirements are known.

POSITION OPERATIONAL DUTIES

Determine needs for special communications for security purposes.

Establish and relocate security positions as needed.

Determine needs for special access and be prepared to develop traffic control plans.
Provide security for critical facilities as well as the EOC or the CP.

Be aware of the locations of all fire extinguishers, fire hoses, and pull stations.

Be familiar with all hazardous or potentially hazardous facility conditions.

Ensure the EOC and CP are free from environmental threats.

Keep the EOC and CP Incident Commander advised of safety conditions and provide security input and
recommendations.

Coordinate with the Finance Chief (Compensation/Claims Group) on any injury claim and/or records preparation
as necessary for proper case evaluation and closure.

DEACTIVATION

Ensure that all required forms or reports are completed prior to your release and departure.

Determine what follow-up to your assignment might be required after you leave.
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@ Deactivate the Safety Officer position and close out logs when authorized by the EOC or CP Incident Commander
@ Be prepared to provide input to the After-Action Report.
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LIAISON OFFICER
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Coordinate with local agency liaisons assigned to the Emergency Operations Center (EOC) or Command Post
(CP).

Function as a central location for incoming agency liaisons, provide workspace and arrange for support as
necessary.

START-UP ACTIONS

Check-in upon arrival at the EOC or CP.

Report to the EOC or CP Incident Commander.

Obtain briefing on emergency situations.

Determine your operating location and set up.

Identify yourself as the Liaison Officer by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Review situation reports as received and verify information.
Monitor your position activities and adjust staffing and organization to meet current needs

Brief your relief if a Transfer of Command is needed. Ensure that in-progress activities are identified and follow-
up requirements are known.

POSITION OPERATIONAL DUTIES

Contact all on-site liaison representatives.
Determine status and resource needs and the availability of other agencies.

Determine if communication problems exist when contacting outside agencies. If so, notify Logistics Section
Chief.

Provide periodic briefings to agency liaisons as necessary.

DEACTIVATION

Ensure that all required forms or reports are completed prior to your release and departure.
Determine what follow-up to your assignment might be required after you leave.

Deactivate the Liaison Officer position and close out logs when authorized by the EOC or CP Incident
Commander.

Be prepared to provide input to the After-Action Report.
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DOCUMENTATION OFFICER
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Maintain official records for the Incident Commander.

Assist other sections of the Emergency Operations Center (EOC) or Command Post (CP) in setting up and
maintaining necessary documents.

START-UP ACTIONS

Check-in upon arrival at the EOC or CP.

Report to the EOC or CP Incident Commander

Obtain briefing on emergency situations.

Determine your operating location and set up.

Identify yourself as the Documentation Officer by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Review situation reports as received and verify information.
Monitor your position activities and adjust staffing and organization to meet current needs

Brief your relief if a Transfer of Command is needed. Ensure that in-progress activities are identified and follow-
up requirements are known.

POSITIONAL OPERATIONAL DUTIES

Provide documentation and copying services for the EOC.

Prepare, copy, and distribute Incident Action Plans developed by the General Staff.

DEACTIVATION

Ensure that all required forms or reports are completed prior to your release and departure.
Determine what follow-up to your assignment might be required after you leave.

Deactivate the Documentation Officer position and close out logs when authorized by the EOC Incident
Commander.

Be prepared to provide input to the After-Action Report.
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OPERATIONS SECTION CHIEF
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Ensure that operational objectives and assignments identified in the Emergency Operations Center (EOC) or
Command Post (CP) Emergency Action Plan are carried out effectively.

Establish the appropriate level of staffing within the section and continuously monitor its effectiveness. Make
changes as required.

START-UP ACTIONS

Check-In upon arrival at the EOC or CP.

Report to the Incident Commander (IC).

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Operations Section Chief by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

POSITION OPERATIONAL DUTIES

@ Ensure that the Operations Section is set up properly and that appropriate personnel, equipment and supplies are
in place.

@ Obtain briefing about on-site and external communications capabilities and restrictions.

@ Make a list of key issues currently facing your section.

@ Clearly establish with assembled personnel action items to be accomplished within the next

1-hour period.

@ Activate organizational units within the Operations Section and designate leaders for each unit (Search and
Locate/Rescue, Student Care/Release, Care and Shelter, Crisis Response, Evacuation and Assembly).

@ Advise EOC or CP Incident Commander of your section status.

@ Refer all media requests to the District Public Information Officer.

@ Attend and participate in EOC or CP Incident Commander planning meetings.

@ Work closely with the other Section Chiefs (Planning, Logistics and Finance) in the development of Incident
Action Plans.

@ Ensure that staff coordinates all resource needs through the Logistics Section.

@ Share status information with other Section Chiefs as appropriate.

@ Ensure that all intelligence information is made available to the Planning Section Chief.

@ Brief your relief if a Transfer of Command is needed. Ensure that in-progress activities are identified and follow-
up requirements are known.

DEACTIVATION
@ Authorize deactivation of organizational units within the Operations Section when they are no longer required.
@ Ensure that all required forms or reports are completed prior to your release and departure.
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@ Determine what follow-up to your assignment might be required after you leave.
@ Deactivate the Operations Section and close out logs when authorized by EOC or CP IC.
@ Be prepared to provide input to the After-Action Report.
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EVACUATION AND ASSEMBLY UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

@ The Evacuation and Assembly Unit is responsible for the safe evacuation and accounting of all students,
employees, parents, volunteers, etc. known to be at the site.

@ If an emergency occurs outdoors, the Evacuation and Assembly Unit is responsible for the gathering and
accounting of all students during a Lockdown or Shelter-In-Place event.
START-UP ACTIONS
@ Check-in upon arrival at the EOC or Command Post (CP)
Report to the Operations Chief.

Obtain briefing on situation.

Determine your operating location and set-up.

Identify yourself as the Evacuation and Assembly Unit Leader by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as needed.

Request additional resources via Logistics Section Chief.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

POSITION OPERATIONAL DUTIES

@ Begin accounting for all students and staff by directing all teachers or work area supervisors to complete
Student/Staff Accountability Report (See Section 3 —Emergency Forms — ICIAForm 1).

@ Survey the Assembly/Evacuation area to locate employees that are indicating their status by showing either a
RED or GREEN side of the Emergency Response Notebook. (ERN)

@ Look for RED first. RED indicates missing, trapped, or injured students or staff. Collect

FORM 1 from employees indicating RED.

@ Compile a list of all missing, trapped or injured students and staff on Missing Student or Staff Report_(See
Section 3 — Emergency Forms — Form 2). Deliver a copy of Form 2 to the Operations Section Chief, who will
coordinate with the Search and Locate/Rescue Unit.

@ Collect FORM 1 from employees that are indicating GREEN. GREEN indicates NO missing, trapped, or injured
students or staff.

@ If you are missing information about a teacher and their class, report this immediately to your unit leader, who
will inform the site Operations Section Chief.

@ Inform employees of the need to move, giving estimated time, mode, and route of evacuation.

@ Contact agency liaison (law enforcement, fire, etc) for assistance in moving to an alternate evacuation site, if off
campus.

@ If an emergency occurs outdoors and a lockdown or shelter-in-place action is ordered, account for all students by
cell phone, e-mail, internal messages, etc. Report missing students and staff to the CP, which is established inside
the building (to be determined based on location of incident)

DEACTIVATION

@ Ensure that any required forms or reports are completed prior to your release and departure.

@ Determine what follow-up to your assignment might be required after you leave.
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@ Deactivate the Evacuation & Assembly Unit and close out logs when authorized by the Operations Section Chief.
@ Be prepared to provide input to the After-Action Report.
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SEARCH AND LOCATE/ RESCUE UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Ensure that Size-Up, Search and Locate/Rescue activities at each site are being formalized.
Check with the Safety Officer to ensure a safe plan has been developed before allowing search to begin.
Conduct a preliminary assessment of damage reports including casualties and rescue needs.

Coordinate with transportation groups to send equipment and resources to sites with the greatest need.

START-UP ACTIONS:

Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).

Report to the Operations Chief.

Obtain briefing on the situation.

Determine your operating location and set-up.

Identify yourself as the Search and Rescue/Locate Unit Leader by putting on the vest with that title.
Determine 24-hour staffing requirement and request additional support as needed.

Request additional resources via Logistics Section Chief.

Using an Incident Activity Log (See Section 3 — Forms — ICS Form 214), maintain all required records and
documentation to support the After-Action Report and the history of the emergency.

CHECKLIST FOR CONDUCTING A SEARCH AND LOCATE OPERATION

Make sure all unit members are briefed and aware of the approved Incident Action Plan.
The Search and Locate/Rescue Unit should consist of no less than 2 members.

Ensure that all members of the unit are properly prepared and capable of preparing the search and locate operation
(emotionally, physically, mentally, equipment, Personal Protective Equipment, etc.).

Determine the potential number of missing or trapped victims

Identify the most probable areas of entrapment.

Identify the normal exit routes from the building.

Determine your search pattern before entering the building.

Use the following search methods which have been found to be the most effective:

v/ Begin the search by calling out to victims
o “If you can hear me, answer or walk toward me!”
o Ifany victims respond, ask for any information they may have about the building or others who
may be trapped or injured.

v/ Use a systematic search pattern to ensure that all areas of the building are covered.
o Bottom-up/top-down.
o Right wall/left wall.

v Stop frequently to listen
o Listen for tapping, movement, voices or other sounds.

v Triangulate
o Three rescuers, guided by victim sounds, form a triangle around the area and direct flashlight into

the area. The light will eliminate shadows that could hide victims.
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v/ Mark searched areas to document results

o Make a single diagonal slash (/) next to the door just before entering a structure or room with
chalk, masking tape, or marker.

o Make an opposite slash to form X when all occupants have been removed and Search and
Locate/Rescue efforts have been completed.

o The X signals to other potential searchers that the area has already been searched and prevents
duplication of effort.

o Indicate on the X openings the time of entry, the group name or initials, action taken, and the
number of victims still inside or removed.

Time

Unit initial, Action taken

v/ Report results
o Keep complete records both of removed victims and of victims who remain trapped or are

presumed to be dead.
o Report results to the Operations Chief, who will inform the Incident Commander.

CHECKLIST FOR CONDUCTING RESCUE OPERATIONS

Create a safe environment to maintain rescuer safety.
Never enter a heavily damaged building.
Evacuate victims as quickly as possible from light or moderately damaged buildings while minimizing additional
injury.
Follow safety procedures:
v/ Work in pairs.
v/ Lift by bending the knees, keeping the back straight, and pushing up with the legs.
v/ Carry the load close to the body; lift and carry no more than is reasonable.
v Wear proper personal protective equipment.
v/ Do not use lifts and drags to remove victims when head or spinal injury is suspected.

Utilize blocks of wood, books or other available material if you encounter a situation in which debris needs to be
moved or stabilized in order to free victims.

Use leveraging and cribbing to move and stabilize debris.

Triage the victim by using the START CARD and Triage Assessment Card and tag the victim to note their
condition. (See Section 3 — Emergency Forms — Forms 4a and 4b):

v RED — Immediate
v YELLOW- Delayed
v/ GREEN — Minor
v/ BLACK — Deceased
If a victim is trapped or injured too severely to be removed, document the location and triage condition (Red,

Yellow, Green, Black) of the victim and report to your Unit Leader or Operations Section Chief.
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If the victim appears deceased (no breathing, no heartbeat, no response to question or pain), document the
information by using Body Identification Sheet (See Section 3 — Emergency Forms —
Form 8) and notify the Operations Chief.

Only the Coroner can declare the victim deceased. Do not attempt to remove “victim” at this time instead move
on to other victims that are still alive. Later, you may consider moving “victim” to a designated morgue area if
the Coroner’s Office is not likely to respond for several days. Refer to instructions found on Form 8.

Do not state the name of any deceased victim over radio, telephone, or other public means.

After all victims are located or removed, report to your Unit Leader or Operations Chief.

DEACTIVATION

Ensure that any required forms or reports are completed prior to your release and departure
Determine what follow-up to your assignment might be required after you leave.

Deactivate the Search and Locate/Rescue Unit and close out logs when authorized by the Operations Section
Chief.

Be prepared to provide input to the After-Action Report.
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STUDENT CARE/RELEASE UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES
@ Supervise students in classes whose teachers are assigned to other emergency units. If possible, no team leader
should be assigned more than 3 classes for supervision.
@ If outside, bring Emergency Response Box and Emergency Response Notebook,
@ Utilize the contents of the Emergency Response Box as needed (See Section 1, Part 1.9 — Emergency Response

Boxes for list of recommended items).

START-UP ACTIONS

Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
Report to the EOC or CP Operations Chief.

Obtain a briefing on the situation.

Determine your operating location and set-up.

Identify yourself as the Student Care/Release Unit Leader by putting on the vest with that title.
Determine 24-hour staffing requirement and request additional support as needed.

Using an Incident Activity Log (See Section 3 — Forms - ICS Form 214), maintain all required records and
documentation to support the After-Action Report and the history of the emergency.

POSITION OPERATIONAL DUTIES

Meet with unit team members to plan and prepare.

Secure assembly area(s) and organize groups of students by classes or sections (upper grades, lower grades,
grouped together by buildings, etc.).

Determine location of gate to release students. Have Logistics place STUDENT RELEASE sign at this location
(Sign is located in Emergency Bin). Inform Incident Commander of location of Student Release.

Locate and bring all Student Emergency Information Cards to STUDENT RELEASE and secure with assigned
unit leader.

Keep a log of students released by using the Student Release Log (See Section 3 — Emergency Forms —
FORM #5)

Keep an accurate account of all students under your supervision.
Request additional resources via Logistics Section Chief.

Give thought to having planned quiet activities or games (depends on weather). If outside, no vigorous activities
(running games) should be allowed as these will increase thirst and water supply is limited.

If hot outside, do not allow students to sit or play on asphalt or cement areas. Move to grass or shade.
Determine plan for bathroom and water breaks (if available and safe).
When requested, locate and send students to the Student Release area with assigned student “runners.”

Student “Runners” should report to the evacuation area with their class be accounted for and then dismissed to the
Student Release Staging Area.

Identify Student “Runners” with some special means of identification.

If student is not present in Evacuation Area and there is no indication the student has been released, take the info
card to the Operations Section Chief to conduct a search for the student.
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DEACTIVATION

Ensure that any required forms or reports are completed prior to your release and departure.
Determine what follow-up to your assignment might be required after you leave.
Deactivate the Student Care/Release Unit and close out logs when authorized by Operations Chief.

Be prepared to provide input to the After-Action Report.

CARE AND SHELTERING UNIT
CHECKLIST AND RESPONSIBILITIES

Depending upon the scope of an emergency, the American Red Cross may request that school sites be utilized for care and
sheltering.

GENERAL DUTIES

Identify care and sheltering needs for students and staff.

Utilize building inspectors or safety engineers to determine if buildings are safe and have usable facilities
including heat, running water, bathrooms, electricity, etc.

Coordinate with the American Red Cross and other agencies to identify evacuation centers and Mass Care
facilities.

Utilize the District Public Information Officer to direct students, staff, and residents to go to the shelter nearest
their school or residence.

START-UP ACTIONS

Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).

Report to the EOC or CP Operations Chief.

Obtain briefing on emergency situation.

Determine your operating location and set up.

Identify yourself as the EOC or CP Care and Sheltering Unit leader by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Forms - ICS Form 214), maintain all required records and
documentation to support the After-Action Report and the history of the emergency.

POSITION OPERATIONAL DUTIES

Obtain regular updates from school sites and facilities including:
v/ Casualty information.
v/ Hazardous materials or exposures.
v Damage assessment information from all district sites.
v/ Evacuation status (number remaining at assembly area).
v Number/influx of displaced residents.

Keep updated on the situation and resource use and requests.
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Establish communication-operating procedures for the telephone, radio and other data systems with the Logistics
Section. Make any priorities or special requests known.

Review situation reports as received and verify information.

Refer all media contacts to the Public Information Officer.

Brief your relief at shift-change time.

In conjunction with the American Red Cross, manage care and sheltering facilities.

Coordinate with the Transportation Unit to meet evacuation needs.

Ensure that school site and District facility shelter managers make periodic activity reports to the Operations
Section Chief and or the EOC or CP Incident Commander.

DEACTIVATION

@ Ensure that all required forms or reports are completed prior to your release or departure.

@ Determine what follow-up to your assignment might be required after you leave.

@ Deactivate the Care & Sheltering Unit and close out logs when authorized by the Operations Chief.
@ Be prepared to provide input to the After-Action Report.
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PLANNING SECTION CHIEF
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Exercise overall responsibility for the coordination of activities within the Planning Section.

Report to the Emergency Operations Center (EOC) or Command Post (CP) Incident Commander on all matters
pertaining to Planning Section activities.

START UP ACTIONS

Check-In upon arrival at the EOC or CP.

Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Planning Section Chief by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms - ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

Establish contact with other adjacent EOCs or CPs (law enforcement or fire). Determine status of
Planning/Intelligence section at other EOCs or CPs.

Meet with Section Chiefs (Operations, Logistics and Finance) to develop Incident Action Plan.

Activate organizational units within Planning Section as needed and designate leaders for each unit (Resource,
Situation, Deactivation and Documentation Units).

Make a list of key issues currently facing your section.

Clearly establish with assembled personnel action items to be accomplished within the next
1-hour period.

POSITION OPERATIONAL DUTIES

Develop a backup plan for all instances requiring off-site communications.
Refer all media requests to the Public Information Officer.

Attend Incident Commander’s planning meetings.

Share status information with other Section Chiefs as appropriate.
Determine staffing level needed for units assigned to your section. .

Brief your relief at shift if a Transfer of Command is needed. Ensure that in-progress activities are identified and
follow-up requirements are known.

DEACTIVATION

Authorize deactivation of organizational units within the Planning Section when they are no longer required.
Ensure that any required forms or reports are completed prior to your release and departure.

Determine what follow-up to your assignment might be required after you leave.

Deactivate the Planning Section and close out logs when authorized by the EOC or CP Incident Commander.

Be prepared to provide input to the After-Action Report.
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RESOURCE UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Maintain a master list of all resources for the District.

START-UP ACTIONS

Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Resource Unit Leader by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Activity Log (See Section 3 — Emergency Forms - ICS Form 214), maintain all required records and
documentation to support the After-Action Report and the history of the emergency.

POSITION OPERATIONAL DUTIES:

@ Review situation reports as received. Verify information and report to the Planning Section Chief.
@ Brief your relief at shift-change time.
@ Refer all media contacts to the Public Information Officer.
@ Track resources deployed to different sites.
@ Provide a method for information verification in the case of conflicting resource status reports.
@ Provide status reports on request.
@ Assist in planning based on the evaluation of resource allocations, resources en route and projected resource
shortfalls.
DEACTIVATION
@ Determine what follow-up to your assignment might be required after you leave.
@ Ensure that any required forms or reports are completed prior to your release and departure.
@ Deactivate the Resource Unit and close out logs when authorized by the Planning Chief.
@ Be prepared to provide input to the After-Action Report.
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SITUATION UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Collect, organize, and analyze status reports from information received by Emergency Operations Center (EOC)
or Command Post (CP) Section Chiefs.

Develop situation reports for dissemination.

Transmit approved report to the Los Angeles County Emergency Operations via Emergency Management
Information System (EMIS).

Obtain and display current District, school and area maps and other displays for use during the emergency period.

START UP ACTIONS

Check-In upon arrival at the EOC or CP.

Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Situation Unit Leader by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log, (See Section 3 — Emergency Forms - ICS Form 214) maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

POSITION OPERATIONAL DUTIES:

Prepare and maintain EOC or CP displays.

Establish and maintain an open file of status reports and other incident reports.
Keep current on weather conditions and predictions.

Keep up to date on the situation and resource use and requests.

Establish communication-operating procedures for the telephone, radio and other data systems with the Logistics
Section. Make any priorities of special requests known.

Review situation reports as received and verify information.

Monitor your position activities and adjust staffing and organization to meet current needs.

DEACTIVATION:

Determine what follow-up to your assignment might be required after you leave.

Ensure that any required forms or reports are completed prior to your release and departure.
Deactivate the Situation Unit and close out logs when authorized by the Planning Chief.

Be prepared to provide input to the After-Action Report.
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DEACTIVATION UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

@ Prepare a Deactivation Plan to ensure the orderly, safe and cost effective release of personnel and equipment.

START UP ACTIONS

@ Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Deactivation Unit Leader by putting on the vest with that title.

Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log, (See Section 3 — Emergency Forms - ICS Form 214) maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

@ Keep the Planning Section Chief advised of your status and activity and any potential problem areas.

@ Collaborate with the Situation, Evacuation and Communication Units to establish communication-operating
procedures for the telephone, radio and other data systems with the Logistics Section. Make any priorities or
special requests known.

@ Review situation reports as received and verify information.
@ Monitor your position activities and adjust staffing and organization to meet current needs.

@ Refer all media contacts to the Public Information Officer.

POSITION OPERATIONAL DUTIES

@ Request the General Staff Section Chiefs to assess their long term staffing needs within their sections and provide
a listing of positions and personnel for release by priority.

@ Site Incident Commanders must receive approval of their Deactivation Plan from the EOC Incident Commander
before releasing any personnel or resources. Some personnel or resources may be needed or transferred to another
site in need of help.

@ Ensure that all sections understand their specific deactivation responsibilities.
@ Supervise and monitor the execution of the EOC approved Deactivation Plan for a site.

@ Brief the Planning Section Chief on Deactivation Plan progress.

DEACTIVATION

@ Determine what follow-up to your position might be required after you leave.
@ Ensure that any required forms or reports are completed prior to your release and departure.
@ Deactivate the Deactivation Unit and close out logs when authorized by the Planning Chief.

@ Be prepared to provide input to the After-Action Report.

91



DOCUMENTATION UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Collect and organize all written forms, log journals and reports at the completion of each shift from all sections
within the Emergency Operations Center (EOC) or Command Post (CP).

@ Establish and operate a Message Center at the EOC or CP and assign appropriate personnel to deliver internal and
external messages.

@ Set up, maintain and preserve disaster files for legal, financial, analytical and historical purposes.

@ Compile, copy and distribute the After-Action Report with input from other Section Chiefs or Unit Leaders.
START UP ACTIONS

@ Check-in upon arrival at the EOC or CP.

@ Report to the EOC or CP Incident Commander.

@ Obtain a briefing on the situation.

@ Determine your operating location and set up.

@ Identify yourself as the Documentation Unit Leader by putting on the vest with that title.

@ Determine 24-hour staffing requirements and request additional support as required.

@ Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required

records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Keep the Planning Section Chief advised of your status and activity and any potential problem areas.
Review situation reports as received and verify information.
Monitor your position activities and adjust staffing and organization to meet current needs.

Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES

Meet with the Planning Section Chief to determine what EOC or CP materials should be retained for official
records.

DEACTIVATION

Determine what follow-up to your assignment might be required after you leave.
Ensure that any required forms or reports are completed prior to your release and departure.
Deactivate the Documentation Unit and close out logs when authorized by the Planning Chief.

Be prepared to provide input to the After-Action Report.
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LOGISTICS SECTION CHIEF
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Ensure that logistics function is carried out, including the provision of communications to support the response
effort, and the acquisition of transportation and other support resources.

START-UP ACTIONS

Check-In upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
Report to the EOC or CP Incident Commander

Obtain a briefing on the situation

Determine your operating location and set up.

Identify yourself as the Logistics Section Chief by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ISC Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Activate organizational units within section as needed and designate leaders for each unit.
Make a list of key issues currently facing your section.

Clearly establish with assembled personnel, action items to be accomplished within the next 1-hour period.

POSITION OPERATIONAL DUTIES

Ensure that section logs and files are maintained.
Develop a backup plan for instances requiring off-site communications.
Keep up-to-date on situation and resources associated with your section.

Activate organizational branches within Logistics Section as needed and designate leaders for each (Support and
Service Branches).

Maintain current displays associated with your area. Make sure that information reports or displays you prepare
are clear and understandable.

Meet with Section Chiefs (Operations, Planning and Finance) to develop Incident Action Plan.

Ensure that orders for additional resources necessary to meet known or expected demands have been placed, and
are being coordinated.

Provide situation and resources information to the Planning Section, as the situation requires.
Refer all media contacts to the Public Information Officer.

Brief your relief at shift change time.

DEACTIVATION:

Authorize deactivation of organizational units within the Logistics Section when they are no longer required.

Deactivate the Logistics Section and close out logs when authorized by EOC or Command Post Incident
Commander.

Ensure that any required forms or reports are completed prior to your release and departure.
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@ Be prepared to provide input to the After-Action Report.
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SUPPORT BRANCH LEADER
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES
@ Assist in providing resources for each of the units within the Logistics Branch.
@ Report activities of each unit to the Logistics Section Chief.
START-UP ACTIONS
@ Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
@ Report to the EOC or CP Incident Commander.
@ Obtain a briefing on the situation.
@ Determine your operating location and set up.
@ Identify yourself as the Support Branch Leader by putting on the vest with that title.
@ Determine 24-hour staffing requirements and request additional support as required.
@ Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required

records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Keep updated on the situation and resource use and requests.
Review situation reports as received and verify information.

Refer all media contacts to the Public Information Officer.

POSITION OPERATIONAL DUTIES:

Activate organizational units within Support Branch as needed and designate leaders for each unit
(Communications, Food and Medical/First Aid Units).

Confer with Unit Leaders within your branch.
Assist each Unit Leader in prioritizing requests for resources.

Assist each Unit Leader in determining costs of requested resources that can be presented to Finance Section
Chief for review and approval.

Ensure that section logs and files are maintained.
Develop a backup plan for all instances requiring off-site communications.
Share status information with other sections as appropriate.

Brief your relief at shift change time.

DEACTIVATION:

Determine what follow-up to your assignment might be required after you leave.

Ensure that any required forms or reports are completed prior to your release and departure.
Deactivate the Support Branch and close out logs when authorized by the Logistics Chief.
Be prepared to provide input to the After-Action Report.
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COMMUCATIONS UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

Manage all radio, data and telephone needs of the Emergency Operations Center (EOC) or Command Post (CP).

Coordinate communication resources and protocols with school sites, facilities and emergency response units.

START-UP ACTIONS

Check-in upon arrival at the EOC or CP.

Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Communications Unit Leader by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Keep updated on the situation and resource use and requests.

Establish communication operating procedures for the telephone, radio and other data systems for all sections of
the EOC or CP. Make any priorities or special requests known.

Review situation reports as received and verify information.

Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES:

Meet with Section Chiefs, Branch and Unit Leaders and provide necessary and available communications
equipment. Provide information on restrictions and operating procedures for phone, radio and data systems.

Establish the Emergency Management Information System (EMIS) connection with the Los Angeles County
Emergency Operations Center and file current status report for the District. Update EMIS status report as new
information is received.

Coordinate with EOC and CP Section Chiefs to minimize communication issues, both internally and ~ with outside
agencies.

Establish a plan to ensure staffing and repair of communications equipment.

Prepare emergency communication for posting on District website. This communication must be reviewed and approved by
the EOC Incident Commander or designee before posting.

Protect equipment from weather, aftershocks, electromagnetic pulse, electrical surges, etc.

DEACTIVATION:

Determine what follow-up to your assignment might be required after you leave.
Ensure that any required forms or reports are completed prior to your release and departure.
Deactivate the Communications Unit and close out logs when authorized by the Support Branch Leader.

Be prepared to provide input to the After-Action Report.
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MEDICAL/FIRST AID UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

@ Monitor and coordinate all tactical operations of triage, emergency medical care and treatment of the sick and
injured resulting from the incident.

@ Coordinate resources and communications with medical/health facilities and transportation companies for the
evacuation and continued patient care consistent with the Emergency Operations Center (EOC) or Command Post
(CP) Incident Action Plan.

@ Manage the personnel, equipment and resources to provide the best patient care possible consistent with the EOC
or CP Emergency Action Plan (EAP).

@ Coordinate the provision of public health and sanitation consistent with the EOC or CP EAP.

START-UP ACTIONS:
@ Check-in upon arrival at the EOC or CP.
Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.
Determine your operating location and set up.
Identify yourself as the Medical/First Aid Unit Leader by putting on the vest with that title.

Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Forms — ICS Form 214), maintain all required records and
documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES:

@ Keep updated on the situation and resource use and requests.

@ Review situation reports as received and verify information.

@ Refer all media contacts to the District Public Informational Officer (PIO).

POSITION OPERATIONAL DUTIES:

@ Access county medical/health response by contacting the Los Angeles County Operational Area.
Arrange for emergency medical and hospital care for victims during and after the incident.
Determine the number and location of casualties that require hospitalization.

Identify hospitals, nursing homes and other facilities that could be expanded into emergency treatment centers.
Coordinate this effort with the City of Rosemead and the Los Angeles Fire Department.

Coordinate with the appropriate law enforcement branch and the Los Angeles County Coroner on any health or
medical problem related to the disposition of deceased persons that are located at any district site.

Establish first aid stations for students and staff as appropriate.

Provide the PIO with information on the location of shelters, first aid stations, public health hazards and
mitigation procedures for press releases.

Coordinate with the Los Angeles County Operational Area to receive needed medical supplies.

@ Notify hospital if any patients have been contaminated or exposed to any hazardous materials.

DEACTIVATION:

@ Determine what follow-up to your assignment might be required after you leave.
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@ Deactivate the Medical First/Aid Unit and close out logs when authorized by the Support Branch Leader.
@ Ensure that any required forms or reports are completed prior to your release and departure.

@ Be prepared to provide input to the After-Action Report.
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FOOD UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

Provide food for students and staff as necessary.

START-UP ACTIONS

Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Food Unit Leader by putting on the vest with that title.

Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

Keep updated on the situation and resource use and requests.
Review situation reports as received and verify information.

Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES

@ Inventory food supply on hand to determine what and how food can be prepared, transported, and distributed to
students and staff during the course of the incident.

@ Determine what items must be purchased before outside services can assist with feeding needs.

@ Emergency water for cooking and washing can be obtained from the site Emergency Bin. Contact the Service
Branch Leader in your section for support if water is needed.

@ Determine method of feeding.

@ Determine how to maintain food service areas and supervise food preparation and feeding.

@ Present cost analysis proposal to the Finance Chief for review and approval.

@ Determine how to safely dispose of leftover food and waste material created. Consult with other unit leaders in
your section to determine how they can assist.

DEACTIVATION:

@ Determine what follow-up to your assignment might be required after you leave.

@ Deactivate the Food Unit and close out logs when authorized by the Support Branch Leader.

@ Ensure that any required forms or reports are completed prior to your release and departure.

@ Be prepared to provide input to the After-Action Report.
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SERVICE BRANCH LEADER
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES

@ Supervise, communicate, and assist each of the Unit Leaders in accomplishing their responsibilities.

@ Assist in providing resources for each of the units within your Logistics Branch.

@ Report activities of each unit to the Logistics Section Chief.

START-UP ACTIONS
@ Check-in upon arrival at the EOC or Command Post.

Report to the EOC or Command Post Incident Commander

Obtain a briefing on the situation

Determine your operating location and set up.

Identify yourself as the Service Branch Leader by putting on the vest with that title.

Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES

@ Keep updated on the situation and resource use and requests.

@ Review situation reports as received and verify information.

@ Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES:

@ Activate organizational units within Service Branch as needed and designate leaders for each unit (Supply,
Facilities and Transportation Units).

Confer with Unit Leaders within your branch
Assist each Unit Leader in prioritizing and filling requests for resources.

Assist each Unit Leader in determining costs of requested resources that can be presented to Finance Section
Chief for review and approval.

Ensure that section logs and files are maintained.

Maintain current displays associated with your area. Make sure that information reports or displays you prepare
are clear and understandable.

Ensure that orders for additional resources necessary to meet known or expected demands have been placed, and
are being coordinated.

Ensure that all organizational elements are aware of priorities.

Share status information with other sections as appropriate.

Brief your relief at shift change time.

DEACTIVATION

@ Determine what follow-up to your assignment might be required after you leave.

@ Deactivate the Service Branch and close out logs when authorized by the Logistics Chief.
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@ Ensure that any required forms or reports are completed prior to your release and departure.

@ Be prepared to provide input to the After-Action Report.
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SUPPLY UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

@ Responsible for ordering, receiving, processing, and storing emergency related resources.

@ Coordinate the procurement, allocation, and distribution of supplies not normally obtained through existing
mutual aid sources, such as food, potable water, petroleum fuels, heavy and special equipment and other supplies
and consumables.

@ Respond to requests for equipment, supplies, food and water.

START-UP ACTIONS:

@ Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).

@ Report to the EOC or CP Incident Commander.

@ Obtain a briefing on the situation.

@ Determine your operating location and set up.

@ Identify yourself as the Supply Unit Leader by putting on the vest with that title.

@ Determine 24-hour staffing requirements and request additional support as required.

@ Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required

records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES:

Keep updated on the situation and resource use and requests.
Review situation reports as received and verify information.

Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES:

Meet with the Finance Section Chief to determine the purchasing authorization limit for your unit.

Coordinate other supply requests received from school sites to ensure there is no duplication of effort or
requisition.

Review emergency purchasing and contracting procedures.

Determine if needed supplies are available from District supply system (warehouse or other district sites), mutual
aid sources or other sources.

Determine appropriate supply houses, vendors, and contractors who may be able to supply the item, product or
commodity if District stocks do not exist.

Arrange for delivery and storage of requested or ordered supplies.
Determine availability and cost of supplies and establish contracts and agreements with vendors.
Issue purchase orders and contracts for needed items within the authorized dollar limits.

Notify Finance Section Chief of procurement needs that exceed delegated authority. Obtain authorization and
appropriate paperwork.

Notify the Service Branch Leader or the Logistics Section Chief if any significant supply request cannot be met
through local action. Suggest alternative methods to resolve the problem.

Document all expenditures for equipment, supplies, personnel, etc.
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DEACTIVATION:

Determine what follow-up to your assignment might be required when you leave.
Deactivate the Supply Unit and close out logs when authorized by the Service Branch Leader.
Ensure that any required forms or reports are completed prior to your release and departure.

Be prepared to provide input to the After-Action Report.

TRANSPORATON UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

Coordinate transportation needs of the District.

START-UP ACTIONS:

Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Transportation Unit Leader by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES:

Keep updated on the situation and resource use and requests.
Review situation reports as received and verify information.

Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES:

Coordinate use of emergency routes on and off site with the Logistics Section Chief.
Coordinate with other Section Chiefs or Unit Leaders to identify transportation priorities.
Develop a transportation plan for movement of:

v/ Personnel, supplies, and equipment to various facilities throughout the District
(EOC, Command Posts, field units, shelter and casualty collection points).

v/ Individuals to medical facilities.
v Emergency workers and volunteers to and from risk area.
Coordinate with Section Chiefs on the movement of disabled and elderly persons.

Coordinate with local emergency services and transportation agencies to establish availability of their resources
for use in evacuations and other operations as needed.
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@ Coordinate with mutual aid districts and determine their available resources to assist with District transportation
needs.

@ As reports are received from field units and EOC or Command Post Section Chiefs, analyze the situation and
anticipate transportation requirements.
DEACTIVATION:

@ Determine what follow-up to your assignment might be required after you leave.

@ Deactivate the Transportation Unit and close out logs when authorized by the Service Branch Leader.
@ Ensure that any required forms or reports are completed prior to your release and departure.

@ Be prepared to provide input to the After-Action Report.
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FACILITIES UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

@ Coordinate with all Incident Commanders regarding support of the Emergency Operations Center (EOC),
Command Post (CP) and other district facilities during emergency operations.

Support activities for the restoration and recovery of disrupted services and utilities to district facilities.
Coordinate with the Finance Section Chief on any claims or fiscal matters relating to facilities operations.

Close and secure each facility when no longer needed in the emergency operation.

Provide the facility with staff, furniture, supplies and materials necessary to configure a facility in the manner
adequate to accomplish the emergency operations responsibility.

START-UP ACTIONS:

Check-in upon arrival at the EOC or CP.

Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.
Determine your operating location and set up.
Identify yourself as the Facilities Unit Leader by putting on the vest with that title.

Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES:

@ Keep updated on the situation and resource use and requests.

@ Review situation reports as received and verify information.

@ Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES:

@ Maintain information regarding:
v/ School sites and facilities open and operating.
v/ Supplies and equipment at school sites and facilities.
v/ Specific operations and capabilities of each school site and facility.

@ Identify equipment, material, and supply needs to the Procurement/Purchasing Unit.

Identify and communicate security requirements/lapses to the appropriate law enforcement agency.

@ Report security breaches (looting, break-in, vandalism, etc.) by calling 9-911 and notifying the Logistics Section
Chief.

@ Ensure that operational capabilities are maintained at each facility and report any that may be struggling.

@ Provide facilities for sheltering essential disaster workers, employee’s families, and volunteers assisting in
disaster recovery efforts.

DEACTIVATION:

@ Determine what follow-up to your assignment might be required after you leave.
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@ Deactivate the Facilities Unit and close out logs when authorized by the Service Branch Leader.
@ Ensure that any required forms or reports are completed prior to your release and departure.

@ Be prepared to provide input to the After-Action Report.
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FINANCE SECTION CHIEF
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

Ensure that the finance/administration function is performed consistent with FEMA
Guidelines, including:

v Maintaining financial records of the emergency.
Tracking and recording of all District staff time.

Processing purchase orders & contracts in coordination with the Logistics Section.

S X N

Processing worker’s compensation claims received at the Emergency Operations Center (EOC) or
Command Post (CP).

v/ Handling travel and expense claims.
v Providing administrative support to the EOC or CP.

Ensure this section is supporting other sections consistent with priorities established in the District’s Incident
Action Plan.

START-UP ACTIONS:

Check-in upon arrival at the EOC or CP.

Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Finance Section Chief by putting on the vest with that title.
Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES:

Open and maintain section logs.

Meet with Communications Unit Leader to determine on-site and external communication capabilities and
restrictions.

Confer with EOC or CP Incident Commander on delegation of purchasing authority and appropriate purchasing
limits to allocate to Logistics Section.

Meet with Operations and Logistics Chiefs.
Review procedures for on-going support for all sections/units that have been activated for the emergency.
Based on the situation as known or forecast, determine likely future Finance Section personnel and support needs.

Activate organizational units within section as needed and designate leaders for each unit (Time,
Procurement/Purchasing, Compensation/Claims, and Cost Units).

POSITION OPERATIONAL DUTIES:

Ensure that section logs and files are maintained.
Carry out responsibilities of Finance Section units that are not currently activated.

Keep updated on situation and resources associated with your section.
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Maintain current displays associated with your area. Make sure that information reports or displays you prepare
are clear and understandable.

Provide situation and resources information to the Planning Section on a periodic basis or as the situation
requires.

Refer all media contacts to the District Public Information Officer.

Participate in Incident Commander’s Incident Action Planning meetings.

Conduct periodic briefings for your section. Ensure that all organizational units are aware of priorities.
Brief EOC or CP Incident Commander on potential problem areas.

Share status information with other sections as appropriate.

Brief your relief at shift change time.

DEACTIVATION:

Authorize deactivation of organizational units within the Finance Section when they are no longer required.
Deactivate the Finance Section and close out logs when authorized by the EOC or CP Incident Commander.
Ensure that any required forms or reports are completed prior to your release and departure.

Be prepared to provide input to the After-Action Report.
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TIME UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

Track, record and report staff time for all personnel/volunteers, contract labor and mutual aid workers assigned
during the emergency.

Ensure that daily personnel time recording documents are prepared and in compliance with specific District, OES
and FEMA time recording policies.

Ensure that time and equipment use records identify the scope of work and site-specific work location and are
consistent with safety and damage assessment records, site and damage survey reports.

START-UP ACTIONS:

Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).
Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Time Unit Leader by putting on the vest with that title.

Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES:

Open and maintain section logs.

Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES:

Determine specific requirements for the time recording function.

Initiate, gather, or update a time report from all applicable personnel assigned to the emergency.
Ensure that employee information is complete and verified.

Maintain records security.

Assist other section units in establishing a system for collecting equipment and time reports.
Establish and maintain a file for all personnel working at the disaster.

Determine excess hours worked and that separate logs are maintained.

Time and equipment use records must be compiled in appropriate format for cost recovery purposes.

DEACTIVATION:

Determine what follow-up to your assignment might be required after you leave.
Deactivate the Time Unit and close out logs when authorized by the Finance Section Chief.
Ensure that any required forms or reports are completed prior to your release and departure.

Be prepared to provide input to the After-Action Report.
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PROCUREMENT/PURCHASING UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

@ Responsible for administering all financial matters relating to purchases, vendor contracts, leases, fiscal
agreement and expenditure tracking.

START-UP ACTIONS:
@ Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).

Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Procurement/Purchasing Unit Leader by putting on the vest with that title.

Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Emergency Forms — ICS Form 214), maintain all required
records and documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES:

@ Open and maintain section logs.

@ Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES:

@ Meet and coordinate activities with the Finance Section Chief and determine the purchasing authorization limit
for your unit.

Review emergency purchasing and contracting procedures.

Determine if needed supplies are available from District supply system (warehouse or other district sites), mutual
aid sources or other sources.

Determine appropriate supply houses, vendors, and contractors who may be able to supply the item, product or
commodity if District stocks do not exist.

Arrange for delivery and storage of requested or ordered supplies.
Determine availability and cost of supplies and establish contracts and agreements with vendors.
Issue purchase orders and contracts for needed items within the authorized dollar limits.

Notify Finance Section Chief of procurement needs that exceed delegated authority. Obtain authorization and
appropriate paperwork.

Notify the Finance Section Chief if any significant supply request cannot be met through local action. Suggest
alternative methods to resolve the problem.

@ Document all emergency related expenditures for equipment, supplies, and personnel.

DEACTIVATION:

@ Determine what follow-up to your assignment might be required after you leave.
@ Deactivate the Procurement/Purchasing Unit and close out logs when authorized by the Finance Section Chief.
@ Ensure that any required forms or reports are completed prior to your release and departure.

@ Be prepared to provide input to the After-Action Report.
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COMPENSATION/CLAIMS UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

@ Collect all information necessary for forms required by Workers Compensation and the District.

Maintain a file on emergency-related injuries and illness at the Emergency Operations Center (EOC), school sites
and other district facilities.

Maintain a file of written witness statements relating injury claims.
Instruct the Immediate Supervisor to conduct an Accident Investigation using the appropriate district form.

Manage and direct all compensation for claims specialists assigned to the emergency.

Provide investigative support in the areas of claims for bodily injury and property damage compensation
presented to the District.

START-UP ACTIONS:
Check-in upon arrival at the EOC or Command Post (CP).

Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Compensation/Claims Unit Leader by putting on the vest with that title.

Determine 24-hour staffing requirements and request additional support as required.

Using an Incident Activity Log (See Section 3 — Forms — ICS Form 214), maintain all required records and
documentation to support the After-Action Report and the history of the emergency.

GENERAL OPERATIONAL DUTIES:

@ Open and maintain section logs.

@ Refer all media contacts to the District Public Information Officer.

POSITION OPERATIONAL DUTIES:

@ Coordinate with the Safety Officer, Liaison Officer, agency representatives and a school site
Compensation/Claims Unit Leader.

Maintain a log of all injuries occurring during the emergency.

Develop and maintain a log of potential and existing claims.

Periodically review all logs and forms produced to ensure:
v/ All required information is complete
v/ Information is accurate and timely.

v All required forms are completed within the requirements and policies of the District.

Ensure that all Claims logs and forms are routed to the appropriate department for post-EOC processing.

Ensure investigation of all accidents, including witness information and statements.

@ Ensure that the Human Resources Office completes all necessary claim forms for any injured employee or
volunteer working during the emergency.

@ Provide a report of injuries to the Safety Officer for possible mitigation of any hazards identified in the claim.
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DEACTIVATION:

@ Determine what follow-up to your position might be required after you leave.
@ Deactivate the Compensation/Claims Unit and close out logs when authorized by the Finance Section Chief.
@ Ensure that any required forms or reports are completed prior to your release and departur4

@ Be prepared to provide input to the After-Action Report.
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COST UNIT
CHECKLIST AND RESPONSIBILITIES

GENERAL DUTIES:

@ Obtain and record all cost data for the emergency.

@ Ensure the proper identification of all equipment and personnel requiring payment.
@ Activate and maintain a Disaster Accounting System.
@® Coordinate documentation of costs with other sections, school sites, and other district facilities.

@ Coordinate cost recovery efforts with disaster assistance agencies.

START-UP ACTIONS:
@ Check-in upon arrival at the Emergency Operations Center (EOC) or Command Post (CP).

Report to the EOC or CP Incident Commander.

Obtain a briefing on the situation.

Determine your operating location and set up.

Identify yourself as the Cost Unit Leader by putting on the vest with your title.
Determine 24-hour staffing requirements and request additional support as required.

Think ahead and anticipate situati