
Twin Hills Union School District Board 
of Trustees Regular Meeting 

 December 14, 2023 
Agenda  

December 14, 2023 @ Apple Blossom MUR and on Zoom  
OPEN SESSION 4:30 
 
In compliance with Government Code § 54954.2(a), the Twin Hills Union School District, will, on 
request, make this agenda available in appropriate alternative formats to persons with a disability, 
as required by Section 202 of the American with Disabilities Acts of 1990 (42 U.S.C. § 12132), 
and the federal rules and regulations adopted in implementation thereof. 
Individuals who need this agenda in an alternative format or who need a disability-related 
modification or accommodation in order to participate in the meeting should contact Laurie 
Brown, Administrative Assistant, Twin Hills Union School District, 700 Watertrough Rd, 
Sebastopol, CA 95472 Telephone (707) 823-0871. 
 
AB2449 Virtual Meeting Requirements: Board Member and members of the public attending 
virtually must disclose whether any individuals 18 years or older are present in the same room 
and the nature of the relationship. 
 
All open session documents distributed to the Board of Trustees are available for public review 
in the Twin Hills Union School District Office. The agenda is available at www.thusd.k12.ca.us.  

 
1. Call to Order                        4:30 
 
2. Approval of Agenda                       Action    4:31   
 
3. Approval of Minutes: Regular Meeting November 16, 2023     Action    4:35  
 
4. Open Session - Public Comment                     4:40 
   

The Board will now hear comments from the public on topics not on the agenda.   
Anyone interested in making a public comment is requested to state their name and 
indicate if they reside with the Twin Hills District before addressing the Board. 
Individual comments will be limited to three minutes.  Members of the public may also 
submit written or video-recorded comments to the Superintendent no later than 5:00 p.m. 
the day before the board meeting and have those comments communicated at this 
time. The President can limit the time allocated to any specific topic if substantial 
numbers of people wish to address the Board.  Please be advised that the Board may not 
take action on any item not specifically listed on the agenda. The Board members may 
ask brief questions for clarification but may not otherwise discuss the issue. The Board 
values constructive community comments and welcomes your participation in the 
democratic process; however, comments that are deemed by the President to be unrelated 
to district business or are offensive or hateful will be cut off. 
 
Members of the Public are entitled to speak to any item on the agenda immediately after 
the item is called by the Board President. Each person is entitled to speak on any agenda 
item only once at any meeting. Participation in debate on any item before the board shall 
be limited to members of the Board. Comments are limited to two minutes per individual 
and ten minutes per agenda item. 

. 



  
5. Consent                   Action     4:50  

          The following items are presented for overall approval:  
A. Donation Report  
B. Payroll and Expenditures  
C. Purchase Order Report  
D. Employment: See attached exhibit for details  

 
6.   Administrative Reports           5:00  

A. Twin Hills School District, Anna-Maria Guzman, Ed.D., Superintendent  
B. Maura DuVall, Principal, Orchard View School  
C. Karina Haedo, Principal, SunRidge  

      D. Monthly Financial Report, Patty Nosecchi, Business Manager  
 

7.   Board Member Reports                                                                                5:15  
 
8.   Approval of Site Safety Plans                 Action    5:25 
 
9.   Request Approval of the 1st Interim Report with Positive                  Action    5:30 
      Certification and corresponding budget updates      
 
10. Approval of Board Governance Handbook    Action    5:40 
 
11. Request Approval of Resolution 2023-572:                                       Action    5:45 

 Annual Developer Fee Report 2022-23 

12. Annual Reorganization of the Twin Hills Board of Trustees            Action    5:50 
        1. Election of President  

2. Election of Clerk (Clerk also serves as acting President in President’s absence)  
3. Election of Board Representative to serve on the Sonoma County   
           Committee On School Reorganization  
4. Selection of Regular Monthly School Board Meeting Date and Time    
 

      13.  Closed Session    5:55  
A. Public Comment: At this time members of the public may express opinions or make 

statements regarding items in the Closed Session.  Action may not be taken on statements or 
testimony made regarding any item not on the Agenda.  In the interest of time, there will be a 
limit of two minutes placed on each individual making a statement.  Comments for closed 
session are limited to ten minutes per item. 
 
Public Zoom Meeting will be closed 
 
B. Closed Session to Consider and/or take action upon the following items: 
      a. Public Employee Performance Evaluation (54957) 
          1) Superintendent 

 
C. Return to Open Session and report on any action in Closed Session  

 
14.  Adjournment                                                                                                    6:15                                              

 

Dr. Anna-Maria Guzman of Twin Hills USD is inviting you to a scheduled Zoom meeting. 
Topic: December Board Meeting  Time: Dec 14, 2023, 04:30 PM Pacific Time (US and Canada) 
Join Zoom Meeting https://twinhillsusd-org.zoom.us/j/84437934445  
Meeting ID: 844 3793 4445 
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Zoom info continued: 
One tap mobile 
+17193594580,,84437934445# US 
 +12532050468,,84437934445# US 
Dial by your location 
• +1 719 359 4580 US 
• +1 253 205 0468 US 
• +1 253 215 8782 US (Tacoma) 
• +1 301 715 8592 US (Washington DC) 
• +1 305 224 1968 US 
• +1 309 205 3325 US 
• +1 312 626 6799 US (Chicago) 
• +1 346 248 7799 US (Houston) 
• +1 360 209 5623 US 
• +1 386 347 5053 US 
• +1 408 638 0968 US (San Jose) 
• +1 507 473 4847 US 
• +1 564 217 2000 US 
• +1 646 876 9923 US (New York) 
• +1 646 931 3860 US 
• +1 669 444 9171 US 
• +1 669 900 6833 US (San Jose) 
• +1 689 278 1000 US 
 
Meeting ID: 844 3793 4445 
 
Find your local number: https://twinhillsusd-org.zoom.us/u/kdgQOGFGEZ 
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August 2023 

Comprehensive 
School Safety 

Plan
Mitigation ● Preparedness ● Response ● Recovery 
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Emergency Phone Numbers and Resources

Police/Fire/Medical 911 

Sebastopol Police Department Police (707) 829-4400 

Sebastopol Fire Department (707) 823-8061 

Sonoma County Sheriff Office (707) 565-2650 

PG&E 1-800-743-5002 

 Forestville Water District  (707) 887-1551 

California Highway Patrol (CHP) Santa Rosa Office   (707) 588-1400 

Security Consulting (NBSG) Bill Welch (415) 235-2340 

California Poison Control Center 1-800-222-1222 

 Redwood Empire Schools Insurance (707) 836-0779 

Sonoma County Office of Education 
Emergency Coordinator –   

 (707) 524-2600 

Sonoma County Emergency Services  (707) 5665-1152 

MCOE Superintendent Amie Carter  (707) 524-2603 

Kaiser Medical Center Santa Rosa (707) 393-4000 

 Alarm Company Stanley Security (877) 476-4968 



This page intentionally left blank. 

Safety Plan –  
List of employees and personal contact information. 
This list is in the final plan but, due to this personal 
information, is not included in the board packet. 

SCHOOL SITE ROSTER OF ALL STAFF
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This page must be updated annually and submitted to the 
Superintendent’s Office by September 15. 

FIRE DRILL SCHEDULE 

SCHOOL NAME: SCHOOL YEAR: 

ORCHARD VIEW SCHOOL 2023-2024 

Fire Drill Schedule 
Month Date Time 

Elementary & Middle (8 Drills) 

1 August 24 9:45 AM 

2 October 3 1:15 PM 

3 February 6 1:15 PM 

4 May 9 1:15 PM 

5 

6 

7 

8 

High School (4 Drills) 

1 September 8 1:15 PM 

2 November 8 10:30 AM 

3 December 11 9:45 AM 

4 January 17 9:45 AM 

5 March 4 12:30 PM 

6 April 5 9:45 AM 

Comprehensive Disaster Drill Schedule (complete prior to March 31) 
Type Date Time 

1       Drill      2/21/24 1:15 PM 
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This page must be updated annually and submitted to the 
Superintendent’s Office by September 15. 

DISASTER DRILL SCHEDULE 

SCHOOL NAME: SCHOOL YEAR: 

ORCHARD VIEW SCHOOL 2023-2024 

Earthquake Drill Schedule 
Month Date Time 

Elementary & Middle (4 Drills) 

1 October (Great California Shakeout) 10/19/2023 10:19 AM 

2 

3 

4 

High School (2 Drills) 

1 February 2/16/2024 10:30 AM 

2 

Shelter in Place/Lockdown Disaster Drill Schedule 
Type Date Time 

1 Shelter in Place (in class) 

2 Shelter in Place Transition to Lockdown 
(in class)      

9/20/2023 9:15 AM 

3 Shelter in Place Transition to Lockdown 
(access or recess) 

4/18/2024 10:30 AM 
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This page must be updated annually and submitted to the 
Superintendent’s Office by September 15. 
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This page must be updated annually and submitted to the 
Superintendent’s Office by September 15. 
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This page must be updated annually and submitted to the 
Superintendent’s Office by September 15. 

 
 
 

First Aid #1 

1.Terri Cirimele

2.Ondrejka Yaconelli

Search/Site 
Assessment #1 

1.Nate Sheedy

2.Savannah Leigh

3. Jeremiah Siem

Rescue/Mobile Medical 

1. 

2. 

Other Staff 

1. 

2. 

3. 

4. 

5. 

6. 

Incident 
Commander/Public 
Information Officer 

1. Maura DuVall

Student 
Release 

1.Christina Bush

2.Lisa Loughran

3.Elise Turner

Operations 
Coordinator  

Radio Channel __1___ 

1. Maura DuVall

Scribe 
1. Specialty Teacher

Planning  
Coordinator  

Radio Channel __1___ 

1. Jen Lofchie

Scribe 
1. Specialty Teacher

Logistics  
Coordinator  

Radio Channel _____ 

1. 

Student Supervision 

1.Sarah Amador

2.Rita Salluzzi

3.Alison Malisa

4.Karen Correa

5. 

6. 

7. 

8. 

9. 

Utilities/Traffic/ 
Security 

1.Amanda TimberMoon

2. 

Search/Site 
Assessment #2 

1.Sunny Galbraith

2.Jason Stevens

3. Maxwell Chambara

Search/Site 
Assessment #3 

1. 

2. 

3.
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This page must be updated annually and submitted to the 
Superintendent’s Office by September 15. 

ANNUAL EMERGENCY PREPAREDNESS BEST PRACTICES 

SCHOOL NAME: SCHOOL YEAR: 

_________________________________________ 2023-2024 

Date Activity Responsible Person Date Competed 
Summer Review School Safety Plan 
Summer School facilities hazard 

assessment (buildings, 
grounds, evacuation routes, 
shut-off valves) walk through 
with public safety. 

August Identify school resources and 
survey special staff skills. 

August Survey staff dismissal priorities. 
August Update staff and emergency 

phone numbers and resources.  
Update emergency team 
assignments. 

August Assign school staff to Incident 
Command System (ICS) 
functions. 

August Parent orientation/information 
on School Safety Plan. 

August If new construction is completed 
at your site, get new updated 
maps and site plans from 
Maintenance and Operations 
Director. 

Fall Inventory/restock emergency 
supplies.  Test communication 
equipment. 

Fall Staff orientation of School 
Safety Plan, emergency 
response actions, policies and 
performance expectations 
during various drills. 

Fall Assess training needs and 
schedule workshops. 

Fall Disaster service worker and 
ICS training for new staff. 
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Date Activity Responsible Person Date Competed 
Fall Recruit parent disaster/safety 

committee. 
Fall Replenish emergency supply 

cache and classroom backpack. 
Fall CPR/first aid training if possible. 

September Update classroom backpacks 
(rosters, etc.). 

September Parent back to school 
assembly. 

March Complete comprehensive 
disaster drill. 

May Recruit new parent disaster 
committee members. 

May Review drill assessment. 

Quarterly Create and attend parent 
disaster/safety committee 
meetings. 

Other 
Drills 

(Yearly) 

California Education Code, Section 32001 
Fire alarm and drill at least once each month in elementary schools, at least 4 
times every school year in middle schools and at least twice every school year in 
secondary schools. 

Other 
Drills 

(Yearly) 

California Education Code, Section 35297 
Drop, Cover, Hold On Drill at least once each school quarter in elementary 
schools, once a semester in secondary schools. 

Other 
Trainings 

(as 
needed) 

Special ICS functions for staff (damage assessment, search and rescue, CERT) 
CPR – every other year 
Basic First Aid – every other year 
NIMS-IS- 100.SCa for new staff 

Prepared By: ____________________________________     Date: _____________________ 



11 

This page must be updated annually and submitted to the 
Superintendent’s Office by September 15. 

School Resources 

Resource Yes/No 
Location (bldg/room #/site 

location) 
How 

Many? 

Safety Container 

Safety Closet 

AED #1 (up to 6) 

AED #2 

AED #3 

AED #4 

AED #5 

AED #6 

Portable PA System 

Generator 

Golf Carts 

School Vans 
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Summary of Job Responsibilities 

Title Role/Responsibilities 

Management: 
Incident 
Commander/PIO/Agency 
Liaison 

Responsible for development of school’s plan and overall 
management of emergency; establishes/manages Command Post; 
activates ICS; determine strategies to implement protocols and adapt 
as needed. Provides public information as required. Monitors and 
supervises Operations, Planning and Logistic Coordinators.  

Operations Coordinator Supervises Search and Site Assessment, Utilities/Traffic/Security, 
Rescue Mobile, and First Aid. 

Search and Site 
Assessment 

Searches facility for injured and missing students and staff; conducts 
initial damage assessment; provides light fire suppression. Assess 
buildings, etc for damage and/or injured persons. 

Utilities/Traffic/Security Coordinates security needs; establishes traffic and crowd control; 
secures perimeter, evaluates the sites utilities as needed. 

Rescue/Mobile Medical Responds to the location of injured or trapped, provides basic 
medical support and transports if appropriate to medical station on 
site. 

First Aid Provides basic medical care, triage and supplies to the injured. 
Provides accounting and long-term care for all students until reunited 
with parents/caretakers. 

Planning Coordinator Supervises Scribe(s), Student Release and Student Supervision 

Scribe and  
Documentation 

Helps maintain record and written communications for members of the 
incident command post. Evaluates incident information and maintains 
ICS status boards, collects and archives all incident documents, tracks 
equipment and personnel assigned to the incident. 

Student Release Provides for systematic and efficient reunification of students with 
parents/caretakers, maintains records of student release. 

Student Supervision Supervises students in a safe location, coordinates with Student 
Release for the safe transfer of students to their parents or guardians. 

Logistics Coordinator Coordinates access to and distribution of food, water and supplies; 
provides personnel as requested, including volunteers.   
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Job Description Summaries 

Incident Commander 

The Incident Commander directs on-scene operations and is responsible for overall management of 
the incident.  It is their responsibility to prepare the strategic objectives that, in turn, will be the 
foundation upon which subsequent incident action planning will be based. Incident Objectives 
should be broad, measurable and follow an ordered sequence of events. 

The Incident Commander at the school leads the Incident Management Team which may include 
the Operations, Planning and Logistics Coordinators, and Scribe(s) for the school.   

Responsibilities: The Incident Commander (IC) is responsible for on-scene  
emergency/disaster operations and remains at or near the Incident Command Post (ICP) to 
observe and direct all operations. 

• Assess the scene
• Ensure the safety of students, staff and others on campus
• Activate and manage the ICP
• Develop strategies for appropriate response
• Coordinate response efforts
• Monitor action plan and organizational effectiveness
• Guide, manage and assist Operations, Planning and Logistics Coordinators with their

assigned duties

Start-Up Actions 
• Assess type and scope of emergency
• Determine threat to human life and structures
• Activate the appropriate emergency action
• If evacuation is necessary, verify that the route and assembly area are safe:

o Direct the opening of the emergency cache
o Set up the ICP
o Obtain personal safety equipment

• Establish appropriate level of organization
• Activate organizational functions as needed
• Contact the District Office
• Develop an Incident Action Plan with objectives and a time frame

Operational Actions 
• Determine the need for and request inter-agency assistance
• Monitor and assess the total site situation
• View site map periodically for response team progress
• Check with section Coordinators for periodic updates
• Revise Incident Action Plan, as needed
• Update status to District EOC or District Office
• Reassign personnel as needed
• Begin student release, if appropriate, after student accounting is complete.

Refer media inquiries to District Office or PIO.
If transfer of command is necessary, e.g., when public safety officials arrive, provide a
face-to-face briefing with the following minimum essential information:
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o situation status
o objectives and priorities
o current organization and personnel assignments
o resources enroute and/or ordered
o facilities established
o communications plan
o prognosis, concerns, related issues

• Release teachers as appropriate per district guidelines.
• Remain in charge of campus until redirected or released by the Superintendent of

Schools.
• Be prepared for requests by the American Red Cross to use facility as a shelter.

Deactivation 
• Receive briefing from public safety agency to obtain “All Clear”.
• Contact the District Office to obtain authorization for deactivation.
• Authorize deactivation of response teams as they are no longer required.
• Check with section Coordinators to ensure that any open actions will be taken care of

before demobilization
o Logistics:  Ensure the return of all equipment and reusable supplies
o Planning:  Close out all logs. Complete other relevant documents and provide to

the Documentation Unit for archive
• Provide input to the After-Action Report
• Proclaim termination of the emergency.
• Proceed with recovery operations, if necessary

Operations Coordinator 

Responsibilities:  Operations manages the on-scene, immediate response to the disaster, 
which can include the following: 

• Site Facility Check/Damage Assessment
• Security, Utilities and Traffic
• Search and Site Assessment
• First Aid and Crisis Intervention
• Rescue Mobile

Start-up Actions 
• Check in with Incident Commander or Command Post for situation briefing.
• Put on personal safety equipment, e.g. hard hat and vest, walkie-talkie.
• Obtain necessary equipment and supplies from Logistics.

Operational Duties 
• Assume the duties of all operations positions until staff is available and assigned.
• Brief assigned staff on the situation and supervise their activities, utilizing the position

checklists.
• Check with IC to assure Emergency Plan is implemented.
• Initiate and coordinate with Search and Site Assessment, Rescue Mobile and First Aid

operations, as needed.
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• Notify Logistics If additional supplies or personnel are needed for the Operations
Section, as additional staff arrive, brief them on the situation, and assign them as
needed.

• As information is received from Operations staff, pass it on to the Incident Commander,
providing a description of tasks and priorities.

• Monitor operational activities, ensuring that Operations staff follows standard
procedures, utilizes appropriate safety gear, and documents their activities.

Closing Down 
• At the Incident Commander’s direction, release Operations staff no longer needed.

Direct staff members to sign out through Timekeeping.
• Return equipment and reusable supplies to Logistics.
• When authorized by IC, deactivate the section and close out all logs.
• Provide logs and other relevant documents to the Documentation Unit in Planning.

Search and Site Assessment Team(s) 

Objectives:  Search school buildings and grounds to identify the location of trapped or injured 
students and staff, and potential hazards on campus. Notify ICS of the trapped/injured, potential 
hazards and exact locations.  Coordinate with Operations team for treatment of the injured.  

Safety Rules:  Buddy system: 3 people per team; team leader identified. Take no action that 
might endanger you.  Use appropriate safety gear. Size up the situation first.  Follow all 
operational and standard safety procedures.  Team members should be certified in First Aid and 
trained in SAR techniques. 

Start-Up Actions 
• Put on personal safety gear.
• Obtain all necessary equipment from container (see below).
• Check at Command Post (ICP) for assignment.

Operational Duties 
• Before entering a building, walk around and inspect the complete exterior of the building.

Report structural damage to team leader. Use yellow caution tape to barricade
hazardous areas. Do not enter severely damaged buildings.

• Team leader stays out of building with site map, Sharpie, and tape, as two team
members enter building.  The team leader will place a diagonal piece of tape on the
doorframe after teammates clear building.  Then add a 2nd piece of tape forming an “X”
to indicate the room is clear.  This practice will be continued at each room/building until
or if a situation requiring medical assistance occurs.

• Search and Site Assessment will make every effort to manage medical issues without
requesting assistance from Mobile Rescue (example; small laceration, broken arm).

• If a medical situation arises that is beyond the scope of the Site Assessment team,
contact Rescue Mobile for additional support.

o The team leader will place a diagonal piece of tape on the doorframe, with a
short description of the medical issue (example; “head injury”).

o The team leader and one teammate will continue searching the area.  The 3rd

team member will stay with the patient until Rescue Mobile arrives.
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o The 3rd team member will then catch up with the other team members and
continue searching as a team of three.

• Report by radio to Incident Command after a cluster has been cleared (example; rooms
1-6) or broadcast immediately if a medical situation warrants Rescue Mobile
involvement.

• Follow directions from Operations/Incident Command Post.
• Report gas leaks, fires, or structural damage to Operations Coordinator immediately

upon discovery. Handle small situations when possible (example; light fire suppression).
• Record exact location of damage and triage on map and report information to

Operations Coordinator.
• Keep radio communication brief and simple. Use common language, no codes.

Closing Down 
• Return equipment to Logistics. Provide maps and logs to the Documentation Unit.

Rescue Mobile Team(s) 

Operational Duties 
• Be prepared to respond to search and site assessment locations with a stretcher or

wheelchair to assist patients with major injuries. 
• When exiting a room with the patient, put 2nd piece of tape diagonally over the first,

forming an “X” on doorframe indicating the room is clear. 
• Advise Operations of extent of injuries and report you are enroute to First Aid with

patient. 
• If a patient has a possible severe spinal injury, stay with the patient until paramedics

arrive. 
• When requested by Operations, respond to specific building(s) and act as site

assessment member. 

Closing Down 
• Return equipment to Logistics. Provide maps and logs to the Documentation Unit.

First Aid 

Objectives   Establish the First Aid treatment area, triage, emergency medical response and 
counseling.   Ensure that appropriate actions are taken in the event of deaths.  Coordinate with 
the Operations Coordinator when the situation requires health or medical services that staff 
cannot provide.  

Personnel: First aid trained staff and volunteers 

Start-Up Actions 
• Set up First Aid Station if directed by Operations Coordinator.
• Obtain and put on personal safety equipment including vests and non-latex or nitrile gloves.
• Check with Medical Team Leader for assignment.
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Operational Duties 
• Admit injured students/staff to First Aid Station, listing name on master log.

• Administer appropriate first aid.
• Keep accurate records of care given.
• Continue to assess victims at regular intervals.
• Report deaths immediately to Incident Commander.
• When transport is available, do a final assessment. Keep records for reference.
• A copy of the Student’s Emergency Card must accompany students removed from campus

to receive advanced medical attention. Give a copy of the card to the paramedic.

First Aid Stations: 
Triage - Locate triage (injury sorting area) at the entry of the First Aid Station. This area is for 
the injured to be quickly evaluated for severity of injury and directed to the appropriate treatment 
area. 

• Immediate Care - For people with life and limb threatening injuries that require
immediate attention, such as difficulty breathing, severe bleeding, major burns and
shock.  Locate immediate care in an area out of sight of most students and staff but
accessible to emergency vehicles.

• Delayed Care - For injured individuals who do not require attention within the first
hour.  Such people may have lacerations, broken bones or need medication.  Locate
near the immediate care area but shield from the sight of the injured in immediate
care area.

Crisis Counseling - Mild to moderate anxiety is best handled by teachers in class groups. Severe 
anxiety warrants special attention in a secluded area away from other First Aid areas, since the 
sight of injured people may worsen the hysteria. This area should be away from the student  
population, because hysteria can rapidly get out of control. 

Closing Down 
• Return equipment and unused supplies to Logistics.
• Clean up the first aid area. Dispose of hazardous waste safely.
• Complete all paperwork and turn it into the Documentation Unit (scribe).

Utilities, Traffic and Security 

Responsibilities:  
• Manage traffic control!
• Turn off water, gas, electricity as requested.
• Assist in securing the campus during the emergency.

Start Up Actions 
• Check in with Incident Command for situation briefing.
• Obtain and put on personal protective equipment (PPE).
• Obtain necessary equipment and supplies from Logistics.
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Operational Duties 
• Coordinate security needs, establish traffic and crowd control.
• Secure perimeters.

• Evaluate site utilities as needed.

Closing Down 
• Return equipment to Logistics.

Other Staff, Volunteers and Other Adults on Campus 

Objectives 
Respond to Incident Command Post if you are not assigned to a specific role. 
Incident Command will assign you to an operation’s or planning role. 

Operational Duties 
• Refer to summary of job responsibilities and assume your assigned role.  Respond to

the designated area to do your job. 
• Respond to Logistics to get needed supplies.

Closing Down 
• Return equipment and reusable supplies to Logistics.

Planning Coordinator 

Responsibilities:   Planning oversees student supervision and student release.  Also provide 
ongoing analysis of situation and resource status. 

Start Up Actions 
• Check in with Incident Commander for situation briefing.
• Obtain necessary equipment and supplies from Logistics.
• Put on a position identifier, such as vest, if available.

Operational Duties 
• As (or if) staff is assigned, brief them on the situation and supervise their activities,

utilizing the position checklists. 
• Assist Incident Commander in writing Incident Action Plans.
• Maintain accurate records of missing /injured students and staff.
• Maintain accurate records of students released to parents/guardians.
• Student Release requires heavy staffing, so begin preparations early for well-separated

and well-marked Parent Request and Student Release gates.
• Work with Planning scribe to record and maintain all accurate records.

Closing Down 
• At the Incident Commander’s direction, deactivate the section and close out all logs.
• Archive all incident records.



19 

• Verify that closing tasks of all Planning positions have been accomplished.
• Return equipment and reusable supplies to Logistics.

Student Supervision 

Objectives:  Ensure the care and safety of all students on campus except those who are in the 
First Aid Station. 

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

Start Up Actions 
• Identify team leader(s).
• Put on a safety vest or position identifier.
• Check in with the Planning Coordinator for situation briefing.
• If school is evacuating:

o Verify that the assembly area and routes to it are safe.
o Count students or observe the classrooms as they exit, to make sure that all

classes evacuate.
o Initiate the set-up of portable toilet facilities and hand-washing stations.

Operational Duties 

• Take role of all students and staff to determine who is missing and report to the Planning
Coordinator immediately.

• Monitor the safety and well-being of the students and staff in the Assembly Area.
• Administer minor first aid as needed or refer to First Aid Station
• Support the Student Release process by releasing students with appropriate paperwork.
• When necessary, provide water and food for students and staff.
• Update records of the number of students and staff in the assembly area that have been

released.
• Direct all requests for information to the Command Post.

Closing Down 
• Return equipment and reusable supplies to Logistics.
• When authorized by the Incident Commander, close out all logs.
• Provide logs and other relevant documents to the Documentation Unit.

Student Release 

Objective:  Assist teachers and staff in the release of students from the campus to parents and 
designated adults.  

Start-Up Actions: 
• Identify team leader(s).
• Put on a safety vest or position identifier.
• Check with the Planning Coordinator for assignment to Request Table or Release Table.
• Obtain necessary equipment and forms from Logistics or emergency container.
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• Secure area against unauthorized access. Mark gates with signs.
• Set up a Request Table at the main student access area.  Use grade level grouping

signs to organize parent requests.

• Have Student Release Forms available for parents outside at Request Table. Assign
volunteers to assist.

• Set up Release Table at some distance from Request Table.

Operational Duties 
Follow procedures outlined below to ensure the safe reunification of students with their parents 
or guardians. 

Procedures 
• Requesting adult fills out Student Release Form, gives it to staff member, and shows

photo identification. 
• Staff verifies identification, pulls Emergency Card from file, and verifies that the

requester is authorized on the card. 
• Staff instructs the requester to proceed to the Release Table and files the Emergency

Card in the out box.  . 
• The runner takes the Student Release Form to Student Assembly Area and walks the

requested student to Student Release table. 
• Staff matches student to requester, asks parent/requester to sign student Release Form,

and requests both to leave the campus area to reduce congestion. 

Note: If a parent is hostile or refuses to wait in line, don’t argue. Step aside with the agitated 
parent so that Request Table can continue processing other parent requests.  Document all 
incidents. 

If student is with class in the Assembly Area: 
• The runner shows Student Release Form to the teacher.
• Teacher marks box, “Sent with Runner.”
• Runner walks student to Release Table
• Runner hands paperwork to release personnel.
• Release staff match student to requester, verify proof of identification.

If student is not with the class: 
• Teacher makes appropriate notation on Student Log.
• “Absent” if student was not in school that day.
• “First Aid” if student is at First Aid Station.
• “Missing” if student was in school but now cannot be located.
• Runner takes Student Log to Planning/ICP.
• Planning verifies student location if known and directs runner accordingly.
• Parent should be notified of missing student status and escorted to Crisis Counselor.
• If a student is in First Aid, a parent should be escorted to the Medical Treatment

Area.
• If a student was marked absent, a parent will be notified by a staff member.

Closing Down 
• At the direction of the Operations Coordinator, return equipment and unused supplies to

Logistics. 
• Complete all paperwork and turn it into the Documentation Unit (Scribe).
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Logistics 

Responsibilities:   Logistics is responsible for providing facilities, services, personnel, 
equipment, and materials in support of the incident. 

Start-up Actions 
• Check in with Incident Commander for situation briefing.
• Open the supplies containers or other storage facility.
• Put on a position identifier, such as vest.
• Begin distribution of supplies and equipment as needed.
• Ensure that the Incident Command Post and other facilities are set up as needed in safe

locations.

Operational Duties 
• Coordinate supplies, equipment, and personnel needs with the Operations Coordinator.
• Maintain security of cargo container, supplies and equipment.

Closing Down 
• At the Incident Commander’s direction, deactivate the section and close out all logs.
• Verify that closing tasks of all Logistics positions have been accomplished. Secure all

equipment and supplies.

Scribe(s) 

Objectives:  Collection, evaluation, documentation, and use of information about the 
development of the incident and the status of resources. 

Start-Up Actions 
• Check in with Incident Commander, Operations and Planning Coordinators for situation

briefing. 
• Obtain necessary equipment and supplies from Logistics.
• Put on a safety vest or position identifier.

Operational Duties 
Records 
• Maintain information pertaining to incidents on whiteboards at the Command Center

noting all actions and reports. 
• Prior to dismantling whiteboards, take photos for recreating incident and for information

gathering. 
• Maintain time log of the incident, noting all actions and reports, hazards and missing or

injured students and staff. 

Important: A permanent log may be typed or rewritten later for clarity and better 
understanding. Keep all original notes and records—they are legal documents. 

Closing Down 
• Collect and file all paperwork and documentation from deactivating sections.
• Return equipment and reusable supplies to Logistics.
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Shelter in Place Protocol 

SHELTER IN PLACE is a measure implemented when there is a need to isolate students and staff 
from the outdoor environment. The procedures include closing and locking doors and windows, and 
blinds/shades.  If safe to do so, you may send supervised small groups of students to the bathroom. 

SHELTER IN PLACE allows for the free movement of staff and students within the building, 
although one should not leave the room until further instructions are received.  Those in bungalows 
and buildings with exterior passageways must remain in the classroom while SHELTER IN PLACE 
is instituted.  It is appropriate for, but not limited to, gas leaks, police action in the area or dangerous 
animals. 

ANNOUNCEMENT: 
Make an announcement in person directly or over the public address system: 

Example:  "Attention please.  We have a hazard in the community and are instituting 
SHELTER IN PLACE procedures.  Students and staff should remain inside 
with windows and doors securely closed.  Those who are outside should 
immediately move to the protection of an inside room.  Do not go outdoors 
until you receive further instructions.” 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
• Make an announcement on the public address system.  Give clear instructions, remain calm

and convey reassurance that the situation is under control.
• When clearance is received from appropriate agencies, give the ALL-CLEAR instruction to

indicate that the normal school routine can resume.
• Walk around the interior of the campus to ensure all exterior doors are locked.

TEACHER and STAFF ACTIONS: 
• Immediately clear students from the halls. Stay away from all doors and windows.
• Keep all students in the classroom until further instructions are received.  Assist those

needing special assistance.
• Secure individual classrooms: close and lock doors and windows.
• Take attendance and call report in to Office Manager.  Wait for further instructions.

STUDENT ACTIONS: 
Proceed to your classroom if it is safe to do so.  If not, follow the teacher or staff directions to 
nearby classrooms or other rooms (e.g., auditorium, library, cafeteria, multi-purpose room).  If these 
are unsafe, follow instructions to proceed to an alternative indoor location. 
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Lockdown Protocol 

LOCKDOWN is initiated to isolate students and school staff from danger when there is a crisis on campus and 
movement within the school might put students and staff in jeopardy.  LOCKDOWN is used to prevent 
intruders from entering occupied areas of the building. The concept of LOCKDOWN is no one in, no one out.  
All exterior doors are locked, and students and staff must always remain in the classrooms or designated 
locations. Teachers and other school staff are responsible for accounting for students and ensuring that no one 
leaves the safe area.  LOCKDOWN is not normally preceded with an announcement. This ACTION is 
considered appropriate for, but is not limited to, the following types of emergencies: 

• Gunfire
• Extreme violence outside the classroom

ANNOUNCEMENT: 
1. Make an announcement in person directly, over walkies or over the public address system and/or

sound the special lockdown alarm tone:

Example:  "Attention please.  (Pause) LOCKDOWN.  (Pause) LOCKDOWN. 
(Pause) LOCKDOWN.  (Pause) Additional information may 
follow.” 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Make the announcement.  Teachers and staff are to immediately lock doors and remain in the
classroom or secured area until further instructions are provided.  Put your cell phone on silent or
vibrate mode!

• 1.) Call 911, 2) call North Bay Security (415) 235-2340, and 3) call the District Office/Superintendent
Provide location, status of campus, all available details of situation.

• When a school official or authorized official unlocks the door from the outside, it is safe to leave the room.

• If appropriate, send home with students a brief written description of the emergency, how it was
handled and what steps are being taken in its aftermath, or do an “all call” notification via text, phone
call or mass email.

STAFF ACTIONS: 

• If it is safe to clear the hallways, bathrooms and open areas, direct students to the closest safe
classroom.  DO NOT ANSWER YOUR ROOM PHONE!

• Immediately lock doors and instruct students to sit or lie down on the floor.
• Turn off lights, close any shades and/or blinds if it appears safe to do so.
• Put cell phones on silent or vibrate mode.  Do not answer a ringing phone.
• Remain quiet and calm in the classroom or secure area until further instructions are provided by the

principal or law enforcement.

STUDENT ACTIONS: 

• Move quickly and quietly to the closest safe classroom.
• Put your cellphone on silent or vibrate mode.  Do not answer a ringing phone.
• If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial closet, office area,

library. Lock the door or move furniture or trash can to bar access to the room.  Remain quiet until
further instructions are provided by the principal or police.
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On-Site Fire Protocol 

Should any fire endanger the students or staff, it is important to act quickly and decisively to 
prevent injuries and contain the spread of the fire.  All doors leading to the fire should be 
closed.  Do not re-enter the area for belongings.  If the area is full of smoke, students and 
employees should be instructed to crawl along the floor, close to walls, which will make 
breathing easier and provide direction.   

Before opening any door, place a hand an inch from the door near the top to see if it is hot.  
Be prepared to close the door quickly at the first sign of fire.   All fires, regardless of their size, 
which are extinguished by school personnel, require a call to the Fire Department to confirm 
that the “fire is out”. 

Within School Building 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
• Sound the fire alarm to implement EVACUATION of the building.
• Immediately EVACUATE the school using the primary or alternate fire routes.
• Call 911.
• Direct search and rescue team to be sure all students and personnel have left the

building. 
• Ensure that access roads are kept open for emergency vehicles.
• Notify District Office 1(415)897-4211 of situation.
• Notify appropriate utility company of suspected breaks in utility lines or pipes.
• If needed, notify bus dispatch for OFF-SITE EVACUATION by DIRECTED

TRANSPORTATION. 
• Do not allow staff and students to return to the building until the Fire Department

declares it safe. 

STAFF ACTIONS: 
• EVACUATE students from the building using primary or alternate fire routes Take

emergency backpack. Maintain control of the students a safe distance from the fire and 
firefighting equipment. 

• Take attendance.  Report missing students to the principal/designee and emergency
response personnel. 

• Maintain supervision of students until the Fire Department determines it is safe to return
to the school building. 

Near the School 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
• Call 911.  The Fire Marshall will direct operations once on site.
• Determine the need to implement an EVACUATION.  If the fire threatens the school,

execute the actions above.  If not, continue with the school routine. 
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Off-Site Evacuation 

OFF-SITE EVACUATION is implemented when it is unsafe to remain on the school campus, 
and evacuation to an off-site assembly area is required.  This ACTION provides for the orderly 
movement of students and staff along prescribed routes from inside school buildings to a 
designated area of safety.  OFF-SITE EVACUATION is considered appropriate for, but is not 
limited to, the following types of emergencies: 

• Fire • Explosion or threat of explosion
• Bomb threat • Post earthquake
• Chemical accident

OFF-SITE EVACUATION may require DIRECTED TRANSPORTATION.  

ANNOUNCEMENT: 
1. Fire alarm (bell or horn signal).
2. Make an announcement over the public address system:

Example: “Attention please.  We need to institute an Off-Site Evacuation.  
Teachers are to take their students to the designated offsite 
assembly area (enter location).  Students are to remain with their 
teacher.” 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
• Determine the safest method for evacuating the campus.  This may include the use of

school buses or simply walking to the designated off-site location.
• Call 911.  Provide school name and location of off-site evacuation, reason for

evacuation, number of staff and students being evacuated.
• When clearance is received from appropriate agencies, give the ALL-CLEAR instruction

and authorize students and staff to return to the classrooms.
• Send home with students for their parents/guardians a brief written description of the

emergency, how it was handled and, if appropriate, what steps are being taken in its
aftermath.

STAFF ACTIONS: 
• Take attendance before leaving campus.  Instruct students to evacuate the building,

following designated routes, and assemble in their assigned offsite Assembly Area.
Bring along the emergency classroom backpack.

• If walking to a nearby site, keep students lined up in an orderly fashion and walk away
from the danger.  The procession should follow the safest route to the evacuation site.

• Take the student roster when leaving the building.  Take attendance when the class is
reassembled in a safe offsite location.  Report attendance to Principal/designee.
Remain in place until further instructions are given.



26 

Earthquake Protocol 

Earthquakes strike without warning.  Fire alarms or sprinkler systems may be activated by the 
shaking.  The effect of an earthquake from one building to another will vary.  Elevators and 
stairways will need to be inspected for damage before they can be used.  The major shock is 
usually followed by numerous aftershocks, which may last for weeks. 

The major threat of injury during an earthquake is from falling objects, glass shards and debris. 
Many injuries are sustained while entering or leaving buildings. Therefore, it is important to 
quickly move away from windows, free-standing partitions and shelves and take the best 
available cover under a sturdy desk or table, in a doorway or against an inside wall.   All other 
actions must wait until the shaking stops.  If people are protected from falling objects, the rolling 
motion of the earth may be frightening but not necessarily dangerous. 

Inside Building 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Direct inspection and assessment of school buildings.  Report building damage and
suspected breaks in utility lines or pipes to fire department responders and the
Superintendent’s office 1(415)897-4211.

• Send search and rescue team to look for trapped students and staff.
• Post guards a safe distance away from building entrances to assure no one re-enters.
• Notify District Office of school and personnel status.  Determine who will inform public

information media as appropriate.
• Do NOT re-enter the building until it is determined to be safe by an appropriate facilities

inspector.
• Determine whether to close school.  If school must be closed, notify staff members,

students, and parents.

STAFF ACTIONS: 
• Give DROP, COVER and HOLD ON command.  Instruct students to move away from

windows, bookshelves, and heavy suspended light fixtures.  Get under a table or other
sturdy furniture with back to windows.

• After shaking stops, EVACUATE building.  The focus should be on doing the best for the
most people.  Do not hold up the class from evacuating while administering first aid to
someone.  If the injured person can be evacuated, then bring them out and render first
aid once clear.  If the person can’t be included in the evacuation, then note the number
and location of the injured and report to Operations once your group is safely evacuated.
Avoid evacuation routes with heavy architectural ornaments over the entrances.  Do not
return to the building.  Bring attendance roster and emergency backpack.

Staff that are outside, after the shaking stops, should immediately direct students to the 
evacuation/rally point.  Assist injured victims that can be moved to an evacuation site.  
Report to Search & Rescue the number and location of victims that can’t be moved. 

• Check attendance at the assembly area.  Report any missing/injured students to
principal/site administrator.

• Check for injuries and render First Aid.
• Warn students to avoid touching electrical wires and keep a safe distance from any

downed power lines.
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• Stay alert for aftershocks!
• Do NOT re-enter the building until it is determined to be safe.

Outside Building 
STAFF ACTIONS: 

• Move students away from buildings, trees, overhead wires, and poles. Get under a table
or other sturdy furniture with back to windows.   If not near any furniture, drop to knees,
clasp both hands behind neck, bury face in arms, make body as small as possible, close
eyes, and cover ears with forearms. If notebooks or jackets are handy, hold over head
for added protection.  Maintain position until shaking stops.

• After shaking stops, check for injuries, and render first aid.  Direct students to evacuation
points.

• Check attendance.  Report any missing students to principal/site administrator.
• Stay alert for aftershocks.
• Keep a safe distance from any downed power lines.
• Do NOT re-enter the building until it is determined to be safe.
• Follow instructions of principal/site administrator.

During non-school hours 
PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Inspect school buildings with Maintenance/Building and Grounds Manager to assess
damage and determine corrective actions.

• Confer with the District Superintendent if damage is apparent to determine the
advisability of closing the school.

• Notify the fire department and utility company of suspected breaks in utility lines or
pipes.

• If school must be closed, notify staff members, students, and parents.  Arrange for
alternative learning arrangement such as portable classrooms if damage is significant
and school closing will be of some duration.

• Notify the District Office, who will inform public information media as appropriate.

ADDITIONAL STEPS FOR THE SCHOOL: 
• 
•
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 Universal Precautions when 
Treating a Medical Emergency 
 Always use non-latex or nitrile

gloves and, if necessary, mask
and gown, to reduce the risk of
transmission of body fluids.

 Wash hands thoroughly after
providing care.

Medical Emergency Protocol 

Medical accidents and emergencies can occur at any time and may involve a student or staff 
member.  Some emergencies may only need first aid care, while others may require immediate 
medical attention. This is not a First Aid manual.  When in doubt, dial 911.  Medical 
emergencies involving any student or employee must be reported to the Principal/Site 
Administrator.   

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
• Assess the victim (ABC – Airway, Breathing, Circulation.  Call 911, if appropriate.

Provide:
o School name, address including nearest cross street(s)
o and the fastest way for ambulances to reach the

building.
o Exact location within the building
o Nature of the emergency and how it occurred.
o Approximate age of injured person
o Caller’s name and phone number
o Do not hang up until advised to do so by the dispatcher.

• Assign staff members to meet rescue service and show
medical responder where the injured person is.

• Assemble emergency care and contact information of victims.
• Monitor the medical status of the victim, even if he or she is transported to the hospital.
• Assign a staff member to remain with an individual, even if he or she is transported to the

hospital.
• Notify parents/guardian if the victim is a student.  Describe type of illness or injury, medical

care being administered, and location where student has been transported.
• Advise staff of the situation (when appropriate).  Follow-up with parents.

STAFF ACTIONS: 
• Assess the scene to determine what assistance is needed.  Direct students away from the

scene of the emergency.
• Notify Principal/Site Administrator.
• Stay calm. Keep the individual warm with a coat or blanket.
• Ask the school nurse to begin first aid until paramedics arrive.  Do not move the individual

unless there is danger of further injury.
• Do not give the individual anything to eat or drink.

ADDITIONAL STEPS FOR THE SCHOOL: 
• 
•
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Telephone Bomb Threats 

 Remain calm/courteous.
 Read phone’s visual display.
 Listen, don’t interrupt.
 Keep caller talking.  Pretend

hearing difficulty.
 Notice details: background

noises, voice description.
 Ask: When? Where? What? How?
 Don’t touch any suspicious

objects.
Call 911 

Bomb Threat 

If the school receives a bomb threat by telephone, follow the Bomb Threat Checklist on the next 
page to document information about the threat.   Keep the caller on the telephone as long as 
possible and listen carefully to all information the caller provides. Make a note of any voice 
characteristics, accents, or background noises and complete the Bomb Threat Report as soon 
as possible.   

PERSON RECEIVING THREAT BY TELEPHONE: 
• Listen.  Do not interrupt the caller.
• Keep the caller on the line with statements such as "I

am sorry, I did not understand you. What did you
say?"

• Alert someone else by prearranged signal to call
911. 

• Notify site administrator immediately after completing
the call.

• Complete the Bomb Threat Checklist.

PERSON RECEIVING THREAT BY MAIL: 
• Note the way the threat was delivered, where it was

found and who found it.
• Limit handling of item by immediately placing it in an envelope so that fingerprints may be

detected.  Notify law enforcement as soon as possible.
• Notify principal or site administrator.
• Caution students against picking up or touching any strange objects or packages.

PRINCIPAL/SITE ADMINISTATOR ACTIONS: 
Call 911. 
Call North Bay Security 1(415)235-2340. 

• Notify the District Superintendent 1(415) 897-4211 of the situation.
• Instruct staff to turn off cellular phones or two-way radios.  Do not use devices during a

threat since explosive devices can be triggered by radio frequencies.
• Determine whether to evacuate the threatened building and adjoining buildings.  If the

suspected bomb is in a corridor, modify evacuation routes to bypass the corridor.
• Use the intercom, personal notification by designated persons, or the PA system to

evacuate students and staff to designated areas.
• Do not return to the school building until it has been inspected and determined safe by

proper authorities.

STAFF ACTIONS: 
• Evacuate students as quickly as possible, using primary or alternate routes.
• Upon arrival at the designated safe site, take attendance.

XXXXXXXXXXXXXXX
XXXXXXXXXXXXXXX
XXXXXXXXXXXXXXX
XXXXXXXXXXXXXXX
XXXXXXXXXXXXXXX
XXXXXXXXXXXXXXX
XXXXXXXXXXXXXXX
XXXXXXXXXXXXXXX
XXXX
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• Notify the principal/site administrator of any missing students.

• Do not return to the building until emergency response officials determine it is safe.
If a suspicious item is observed, make no attempt to examine the object and immediately
notify site administrator or law enforcement.

ADDITIONAL STEPS FOR THE SCHOOL: 
• 
• 
• 
•
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Suspension and Expulsion Rates 
Perceptions of School Safety by 
Students, Parents/Guardians, and Staff 

Include:   
Suspension and Expulsion rates at your school 
YouthTruth or California Healthy Kids survey data? 

If using YouthTruth data: 
“Family Survey” = parents 

School Safety Section 

“Overall School Experience” = students 
School Safety Section 

“Staff Survey” = Staff 
 Relationship Section 

Orchard View - Last Page
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Emergency Phone Numbers and Resources

Police/Fire/Medical 911

Sebastopol Police Department (707) 829-4400

Sebastopol Fire Department (707) 823-8061

Sonoma County Sheriff Office (707) 565-2650

PG&E 1-800-743-5002

City of Sebastopol Water Department (707) 823-5331

California Highway Patrol (CHP) Santa Rosa
Office

(707) 588-1400

Security Consulting (NBSG) Bill Welch (415) 235-2340

California Poison Control Center 1-800-222-1222

Redwood Empire Schools Insurance (707) 836-0779

Sonoma County Office of Education
Emergency Coordinator –

(707) 524-2600

Sonoma County Emergency Services (707) 565-1152

SCOE Superintendent Amie Carter (707) 524-2603

Kaiser Medical Center Santa Rosa (707) 393-4000

ESP & Alarms (707) 528-3401

This page must be updated annually and submitted to the
Superintendent’s Office by September 1.

SCHOOL SITE ROSTER OF ALL STAFF

(Admin, Teachers, Office Staff, FANS, Custodians, Resource, Library Tech, etc. with
mobile phone numbers)

2



This page intentionally left blank. 

Safety Plan –  
List of employees and personal contact information. 
This list is in the final plan but, due to this personal 
information, is not included in the board packet. 

SCHOOL SITE ROSTER OF ALL STAFF



This page must be updated annually and submitted to the
Superintendent’s Office by September 1.

FIRE DRILL SCHEDULE

SCHOOL NAME: SCHOOL YEAR:

_SUNRIDGE________________________________________ 2023-2024

Fire Drill Schedule
Month Date Time

Elementary (8 Drills)

1 September 12 11:20

2 January 26 9:00

3 February 27 2:00

4

5

6

7

8

Middle (4 Drills)

1 September 12 11:20

2

3

4

High (2 Drills)

1

2

Comprehensive Disaster Drill Schedule (complete prior to March 31)
Type Date Time

1 Disaster drill 12/6/23 1:40
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This page must be updated annually and submitted to the
Superintendent’s Office by September 1.

DISASTER DRILL SCHEDULE

SCHOOL NAME: SCHOOL YEAR:

_SUNRIDGE________________________________________ 2023-2024

Earthquake Drill Schedule
Month Date Time

Elementary (4 Drills)

1 October (Great California Shakeout) 20 10:20

2 December 19 2:00

3 April 3 8:40

4 May 29 1:30

Middle (2 Drills)

1 October (Great California Shakeout) 20 10:20

2 April 3 8:40

High (2 Drills)

1

2

Shelter in Place/Lockdown Disaster Drill Schedule
Type Date Time

1 Shelter in Place (in class) 12/6/23 11:00 am

2 Shelter in Place Transition to Lockdown
(in class)

1/30/24 9:00am

3 Shelter in Place Transition to Lockdown
(access or recess)

4/18/23 10:55am

7



This page must be updated annually and submitted to the
Superintendent’s Office by September 1.

(Site Map)
(B&W copy or PDF okay)

Please include the following on School Site Map designating:

1. Primary / Secondary (includes Evacuation Routes, Gas, Electric and Water
Shut-Offs)
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This page must be updated annually and submitted to the
Superintendent’s Office by September 1.

(Site Map)
(B&W copy or PDF okay)

Please include the following on School Site Map designating:

2. Primary / Secondary (Showing ICS, First Aid, Student Release and Student
Supervision Locations. Also shows Search Grid Areas – highlighted in different
colors)
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This page must be updated annually and submitted to the
Superintendent’s Office by September 1.
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This page must be updated annually and submitted to the
Superintendent’s Office by September 1.

ANNUAL EMERGENCY PREPAREDNESS BEST PRACTICES

SCHOOL NAME: SCHOOL YEAR:

_________________________________________ 2023-2024

Date Activity Responsible Person Date Competed
Summer Review School Safety Plan
Summer School facilities hazard

assessment (buildings,
grounds, evacuation routes,
shut-off valves) walk through
with public safety.

August Identify school resources and
survey special staff skills.

August Survey staff dismissal priorities.
August Update staff and emergency

phone numbers and resources.
Update emergency team
assignments.

August Assign school staff to Incident
Command System (ICS)
functions.

August Parent orientation/information
on School Safety Plan.

August If new construction is completed
at your site, get new updated
maps and site plans from
Maintenance and Operations
Director.

Fall Inventory/restock emergency
supplies. Test communication
equipment.

Fall Staff orientation of School
Safety Plan, emergency
response actions, policies and
performance expectations
during various drills.

Fall Assess training needs and
schedule workshops.

Fall Disaster service worker and
ICS training for new staff.

Date Activity Responsible Person Date Competed
11



Fall Recruit parent disaster/safety
committee.

Fall Replenish emergency supply
cache and classroom backpack.

Fall CPR/first aid training if possible.
September Update classroom backpacks

(rosters, etc.).
September Parent back to school

assembly.
March Complete comprehensive

disaster drill.
May Recruit new parent disaster

committee members.
May Review drill assessment.

Quarterly Create and attend parent
disaster/safety committee
meetings.

Other
Drills

(Yearly)

California Education Code, Section 32001
Fire alarm and drill at least once each month in elementary schools, at least 4
times every school year in middle schools and at least twice every school year in
secondary schools.

Other
Drills

(Yearly)

California Education Code, Section 35297
Drop, Cover, Hold On Drill at least once each school quarter in elementary
schools, once a semester in secondary schools.

Other
Trainings

(as
needed)

Special ICS functions for staff (damage assessment, search and rescue, CERT)
CPR – every other year
Basic First Aid – every other year
NIMS-IS- 100.SCa for new staff

Prepared By: ____________________________________ Date: _____________________
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This page must be updated annually and submitted to the
Superintendent’s Office by September 1.

School Resources

Resource Yes/No Location (bldg/room #/site
location)

How
Many?

Safety Container

Safety Closet

AED #1 (up to 6) Yes Admin Office Hallway

AED #2

AED #3

AED #4

AED #5

AED #6

Portable PA System

Generator

Golf Carts

School Vans
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Summary of Job Responsibilities

Title Role/Responsibilities

Management:
Incident
Commander/PIO/Agency
Liaison

Responsible for development of school’s plan and overall
management of emergency; establishes/manages Command Post;
activates ICS; determine strategies to implement protocols and adapt
as needed. Provides public information as required. Monitors and
supervises Operations, Planning and Logistic Coordinators.

Operations Coordinator Supervises Search and Site Assessment, Utilities/Traffic/Security,
Rescue Mobile, and First Aid.

Search and Site
Assessment

Searches facility for injured and missing students and staff; conducts
initial damage assessment; provides light fire suppression. Assess
buildings, etc for damage and/or injured persons.

Utilities/Traffic/Security
Coordinates security needs; establishes traffic and crowd control;
secures perimeter, evaluates the sites utilities as needed.

Rescue/Mobile Medical Responds to the location of injured or trapped, provides basic
medical support and transports if appropriate to medical station on
site.

First Aid Provides basic medical care, triage and supplies to the injured.
Provides accounting and long-term care for all students until reunited
with parents/caretakers.

Planning Coordinator Supervises Scribe(s), Student Release and Student Supervision

Scribe and
Documentation

Helps maintain record and written communications for members of
the incident command post. Evaluates incident information and
maintains ICS status boards, collects and archives all incident
documents, tracks equipment and personnel assigned to the
incident.

Student Release
Provides for systematic and efficient reunification of students with
parents/caretakers, maintains records of student release.

Student Supervision Supervises students in a safe location, coordinates with Student
Release for the safe transfer of students to their parents or
guardians.

Logistics Coordinator Coordinates access to and distribution of food, water and supplies;
provides personnel as requested, including volunteers.

14
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Job Description Summaries

Incident Commander

The Incident Commander directs on-scene operations and is responsible for overall management of
the incident. It is their responsibility to prepare the strategic objectives that, in turn, will be the
foundation upon which subsequent incident action planning will be based. Incident Objectives
should be broad, measurable and follow an ordered sequence of events.

The Incident Commander at the school leads the Incident Management Team which may include
the Operations, Planning and Logistics Coordinators, and Scribe(s) for the school.

Responsibilities: The Incident Commander (IC) is responsible for on-scene
emergency/disaster operations and remains at or near the Incident Command Post (ICP) to
observe and direct all operations.

● Assess the scene
● Ensure the safety of students, staff and others on campus
● Activate and manage the ICP
● Develop strategies for appropriate response
● Coordinate response efforts
● Monitor action plan and organizational effectiveness
● Guide, manage and assist Operations, Planning and Logistics Coordinators with their

assigned duties

Start-Up Actions
● Assess type and scope of emergency
● Determine threat to human life and structures
● Activate the appropriate emergency action
● If evacuation is necessary, verify that the route and assembly area are safe:

o Direct the opening of the emergency cache
o Set up the ICP
o Obtain personal safety equipment

● Establish appropriate level of organization
● Activate organizational functions as needed
● Contact the District Office
● Develop an Incident Action Plan with objectives and a time frame

Operational Actions
● Determine the need for and request inter-agency assistance
● Monitor and assess the total site situation
● View site map periodically for response team progress
● Check with section Coordinators for periodic updates
● Revise Incident Action Plan, as needed
● Update status to District EOC or District Office
● Reassign personnel as needed
● Begin student release, if appropriate, after student accounting is complete.

Refer media inquiries to District Office or PIO.
If transfer of command is necessary, e.g., when public safety officials arrive, provide a
face-to-face briefing with the following minimum essential information:

o situation status
o objectives and priorities
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o current organization and personnel assignments
o resources en route and/or ordered
o facilities established
o communications plan
o prognosis, concerns, related issues

● Release teachers as appropriate per district guidelines.
● Remain in charge of campus until redirected or released by the Superintendent of

Schools.
● Be prepared for requests by the American Red Cross to use facility as a shelter.

Deactivation
● Receive briefing from public safety agency to obtain “All Clear”.
● Contact the District Office to obtain authorization for deactivation.
● Authorize deactivation of response teams as they are no longer required.
● Check with section Coordinators to ensure that any open actions will be taken care of

before demobilization
o Logistics: Ensure the return of all equipment and reusable supplies
o Planning: Close out all logs. Complete other relevant documents and provide to

the Documentation Unit for archive
● Provide input to the After-Action Report
● Proclaim termination of the emergency.
● Proceed with recovery operations, if necessary

Operations Coordinator

Responsibilities: Operations manages the on-scene, immediate response to the disaster,
which can include the following:

● Site Facility Check/Damage Assessment
● Security, Utilities and Traffic
● Search and Site Assessment
● First Aid and Crisis Intervention
● Rescue Mobile

Start-up Actions
● Check in with Incident Commander or Command Post for situation briefing.
● Put on personal safety equipment, e.g. hard hat and vest, walkie-talkie.
● Obtain necessary equipment and supplies from Logistics.

Operational Duties
● Assume the duties of all operations positions until staff is available and assigned.
● Brief assigned staff on the situation and supervise their activities, utilizing the position

checklists.
● Check with IC to assure Emergency Plan is implemented.
● Initiate and coordinate with Search and Site Assessment, Rescue Mobile and First Aid

operations, as needed.
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● Notify Logistics If additional supplies or personnel are needed for the Operations
Section, as additional staff arrive, brief them on the situation, and assign them as
needed.

● As information is received from Operations staff, pass it on to the Incident Commander,
providing a description of tasks and priorities.

● Monitor operational activities, ensuring that Operations staff follows standard
procedures, utilizes appropriate safety gear, and documents their activities.

Closing Down
● At the Incident Commander’s direction, release Operations staff no longer needed.

Direct staff members to sign out through Timekeeping.
● Return equipment and reusable supplies to Logistics.
● When authorized by IC, deactivate the section and close out all logs.
● Provide logs and other relevant documents to the Documentation Unit in Planning.

Search and Site Assessment Team(s)

Objectives: Search school buildings and grounds to identify the location of trapped or injured
students and staff, and potential hazards on campus. Notify ICS of the trapped/injured, potential
hazards and exact locations. Coordinate with Operations team for treatment of the injured.

Safety Rules: Buddy system: 3 people per team; team leader identified. Take no action that
might endanger you. Use appropriate safety gear. Size up the situation first. Follow all
operational and standard safety procedures. Team members should be certified in First Aid and
trained in SAR techniques.

Start-Up Actions
● Put on personal safety gear.
● Obtain all necessary equipment from container (see below).
● Check at Command Post (ICP) for assignment.

Operational Duties
● Before entering a building, walk around and inspect the complete exterior of the building.

Report structural damage to team leader. Use yellow caution tape to barricade
hazardous areas. Do not enter severely damaged buildings.

● Team leader stays out of building with site map, Sharpie, and tape, as two team
members enter building. The team leader will place a diagonal piece of tape on the
doorframe after teammates clear building. Then add a 2nd piece of tape forming an “X”
to indicate the room is clear. This practice will be continued at each room/building until
or if a situation requiring medical assistance occurs.

● Search and Site Assessment will make every effort to manage medical issues without
requesting assistance from Mobile Rescue (example; small laceration, broken arm).

● If a medical situation arises that is beyond the scope of the Site Assessment team,
contact Rescue Mobile for additional support.

o The team leader will place a diagonal piece of tape on the doorframe, with a
short description of the medical issue (example; “head injury”).

o The team leader and one teammate will continue searching the area. The 3rd
team member will stay with the patient until Rescue Mobile arrives.

o The 3rd team member will then catch up with the other team members and
continue searching as a team of three.
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● Report by radio to Incident Command after a cluster has been cleared (example; rooms
1-6) or broadcast immediately if a medical situation warrants Rescue Mobile
involvement.

● Follow directions from Operations/Incident Command Post.
● Report gas leaks, fires, or structural damage to Operations Coordinator immediately

upon discovery. Handle small situations when possible (example; light fire suppression).
● Record exact location of damage and triage on map and report information to

Operations Coordinator.
● Keep radio communication brief and simple. Use common language, no codes.

Closing Down
● Return equipment to Logistics. Provide maps and logs to the Documentation Unit.

Rescue Mobile Team(s)

Operational Duties
● Be prepared to respond to search and site assessment locations with a stretcher or

wheelchair to assist patients with major injuries.
● When exiting a room with the patient, put 2nd piece of tape diagonally over the first,

forming an “X” on doorframe indicating the room is clear.
● Advise Operations of extent of injuries and report you are enroute to First Aid with

patient.
● If a patient has a possible severe spinal injury, stay with the patient until paramedics

arrive.
● When requested by Operations, respond to specific building(s) and act as site

assessment member.

Closing Down
● Return equipment to Logistics. Provide maps and logs to the Documentation Unit.

First Aid

Objectives Establish the First Aid treatment area, triage, emergency medical response and
counseling. Ensure that appropriate actions are taken in the event of deaths. Coordinate with
the Operations Coordinator when the situation requires health or medical services that staff
cannot provide.

Personnel: First aid trained staff and volunteers

Start-Up Actions
● Set up First Aid Station if directed by Operations Coordinator.
● Obtain and put on personal safety equipment including vests and non-latex or nitrile gloves.
● Check with Medical Team Leader for assignment.

Operational Duties
● Admit injured students/staff to First Aid Station, listing name on master log.
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● Administer appropriate first aid.
● Keep accurate records of care given.
● Continue to assess victims at regular intervals.
● Report deaths immediately to Incident Commander.
● When transport is available, do a final assessment. Keep records for reference.
● A copy of the Student’s Emergency Card must accompany students removed from campus

to receive advanced medical attention. Give a copy of the card to the paramedic.

First Aid Stations:
Triage - Locate triage (injury sorting area) at the entry of the First Aid Station. This area is for
the injured to be quickly evaluated for severity of injury and directed to the appropriate treatment
area.

● Immediate Care - For people with life and limb threatening injuries that require
immediate attention, such as difficulty breathing, severe bleeding, major burns and
shock. Locate immediate care in an area out of sight of most students and staff but
accessible to emergency vehicles.

● Delayed Care - For injured individuals who do not require attention within the first
hour. Such people may have lacerations, broken bones or need medication. Locate
near the immediate care area but shield from the sight of the injured in immediate
care area.

Crisis Counseling - Mild to moderate anxiety is best handled by teachers in class groups. Severe
anxiety warrants special attention in a secluded area away from other First Aid areas, since the
sight of injured people may worsen the hysteria. This area should be away from the student
population, because hysteria can rapidly get out of control.

Closing Down
● Return equipment and unused supplies to Logistics.
● Clean up the first aid area. Dispose of hazardous waste safely.
● Complete all paperwork and turn it into the Documentation Unit (scribe).

Utilities, Traffic and Security

Responsibilities:
● Manage traffic control!
● Turn off water, gas, electricity as requested.
● Assist in securing the campus during the emergency.

Start Up Actions
● Check in with Incident Command for situation briefing.
● Obtain and put on personal protective equipment (PPE).
● Obtain necessary equipment and supplies from Logistics.

Operational Duties
● Coordinate security needs, establish traffic and crowd control.
● Secure perimeters.
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● Evaluate site utilities as needed.

Closing Down
● Return equipment to Logistics.

Other Staff, Volunteers and Other Adults on Campus

Objectives
Respond to Incident Command Post if you are not assigned to a specific role.
Incident Command will assign you to an operation’s or planning role.

Operational Duties
● Refer to summary of job responsibilities and assume your assigned role. Respond to the

designated area to do your job.
● Respond to Logistics to get needed supplies.

Closing Down
● Return equipment and reusable supplies to Logistics.

Planning Coordinator

Responsibilities: Planning oversees student supervision and student release. Also provide
ongoing analysis of situation and resource status.

Start Up Actions
● Check in with Incident Commander for situation briefing.
● Obtain necessary equipment and supplies from Logistics.
● Put on a position identifier, such as vest, if available.

Operational Duties
● As (or if) staff is assigned, brief them on the situation and supervise their activities,

utilizing the position checklists.
● Assist Incident Commander in writing Incident Action Plans.
● Maintain accurate records of missing /injured students and staff.
● Maintain accurate records of students released to parents/guardians.
● Student Release requires heavy staffing, so begin preparations early for well-separated

and well-marked Parent Request and Student Release gates.
● Work with Planning scribe to record and maintain all accurate records.

Closing Down
● At the Incident Commander’s direction, deactivate the section and close out all logs.
● Archive all incident records.
● Verify that closing tasks of all Planning positions have been accomplished.
● Return equipment and reusable supplies to Logistics.
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Student Supervision

Objectives: Ensure the care and safety of all students on campus except those who are in the
First Aid Station.

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

Start Up Actions
● Identify team leader(s).
● Put on a safety vest or position identifier.
● Check in with the Planning Coordinator for situation briefing.
● If school is evacuating:

o Verify that the assembly area and routes to it are safe.
o Count students or observe the classrooms as they exit, to make sure that all

classes evacuate.
o Initiate the set-up of portable toilet facilities and hand-washing stations.

Operational Duties

● Take role of all students and staff to determine who is missing and report to the Planning
Coordinator immediately.

● Monitor the safety and well-being of the students and staff in the Assembly Area.
● Administer minor first aid as needed or refer to First Aid Station
● Support the Student Release process by releasing students with appropriate paperwork.
● When necessary, provide water and food for students and staff.
● Update records of the number of students and staff in the assembly area that have been

released.
● Direct all requests for information to the Command Post.

Closing Down
● Return equipment and reusable supplies to Logistics.
● When authorized by the Incident Commander, close out all logs.
● Provide logs and other relevant documents to the Documentation Unit.

Student Release

Objective: Assist teachers and staff in the release of students from the campus to parents and
designated adults.

Start-Up Actions:
● Identify team leader(s).
● Put on a safety vest or position identifier.
● Check with the Planning Coordinator for assignment to Request Table or Release Table.
● Obtain necessary equipment and forms from Logistics or emergency container.
● Secure area against unauthorized access. Mark gates with signs.
● Set up a Request Table at the main student access area. Use grade level grouping

signs to organize parent requests.
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● Have Student Release Forms available for parents outside at Request Table. Assign
volunteers to assist.

● Set up Release Table at some distance from Request Table.

Operational Duties
Follow procedures outlined below to ensure the safe reunification of students with their parents
or guardians.

Procedures
● Requesting adult fills out Student Release Form, gives it to staff member, and shows

photo identification.
● Staff verifies identification, pulls Emergency Card from file, and verifies that the

requester is authorized on the card.
● Staff instructs the requester to proceed to the Release Table and files the Emergency

Card in the out box. .
● The runner takes the Student Release Form to Student Assembly Area and walks the

requested student to Student Release table.
● Staff matches student to requester, asks parent/requester to sign student Release Form,

and requests both to leave the campus area to reduce congestion.

Note: If a parent is hostile or refuses to wait in line, don’t argue. Step aside with the agitated
parent so that Request Table can continue processing other parent requests. Document all
incidents.

If student is with class in the Assembly Area:
● The runner shows Student Release Form to the teacher.
● Teacher marks box, “Sent with Runner.”
● Runner walks student to Release Table
● Runner hands paperwork to release personnel.
● Release staff match student to requester, verify proof of identification.

If student is not with the class:
● Teacher makes appropriate notation on Student Log.
● “Absent” if student was not in school that day.
● “First Aid” if student is at First Aid Station.
● “Missing” if student was in school but now cannot be located.
● Runner takes Student Log to Planning/ICP.
● Planning verifies student location if known and directs runner accordingly.
● Parent should be notified of missing student status and escorted to Crisis Counselor.
● If a student is in First Aid, a parent should be escorted to the Medical Treatment

Area.
● If a student was marked absent, a parent will be notified by a staff member.

Closing Down
● At the direction of the Operations Coordinator, return equipment and unused supplies to

Logistics.
● Complete all paperwork and turn it into the Documentation Unit (Scribe).

Logistics

Responsibilities: Logistics is responsible for providing facilities, services, personnel,
equipment, and materials in support of the incident.
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Start-up Actions
● Check in with Incident Commander for situation briefing.
● Open the supplies containers or other storage facility.
● Put on a position identifier, such as vest.
● Begin distribution of supplies and equipment as needed.
● Ensure that the Incident Command Post and other facilities are set up as needed in safe

locations.

Operational Duties
● Coordinate supplies, equipment, and personnel needs with the Operations Coordinator.
● Maintain security of cargo container, supplies and equipment.

Closing Down
● At the Incident Commander’s direction, deactivate the section and close out all logs.
● Verify that closing tasks of all Logistics positions have been accomplished. Secure all

equipment and supplies.

Scribe(s)

Objectives: Collection, evaluation, documentation, and use of information about the
development of the incident and the status of resources.

Start-Up Actions
● Check in with Incident Commander, Operations and Planning Coordinators for situation

briefing.
● Obtain necessary equipment and supplies from Logistics.
● Put on a safety vest or position identifier.

Operational Duties
Records
● Maintain information pertaining to incidents on whiteboards at the Command Center

noting all actions and reports.
● Prior to dismantling whiteboards, take photos for recreating incident and for information

gathering.
● Maintain time log of the incident, noting all actions and reports, hazards and missing or

injured students and staff.

Important: A permanent log may be typed or rewritten later for clarity and better
understanding. Keep all original notes and records—they are legal documents.

Closing Down
● Collect and file all paperwork and documentation from deactivating sections.
● Return equipment and reusable supplies to Logistics.

Shelter in Place Protocol

SHELTER IN PLACE is a measure implemented when there is a need to isolate students and staff
from the outdoor environment. The procedures include closing and locking doors and windows, and
blinds/shades. If safe to do so, you may send supervised small groups of students to the bathroom.
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SHELTER IN PLACE allows for the free movement of staff and students within the building, although
one should not leave the room until further instructions are received. Those in bungalows and
buildings with exterior passageways must remain in the classroom while SHELTER IN PLACE is
instituted. It is appropriate for, but not limited to, gas leaks, police action in the area or dangerous
animals.

ANNOUNCEMENT:
Make an announcement in person directly or over the public address system:

Example: "Attention please. We have a hazard in the community and are instituting
SHELTER IN PLACE procedures. Students and staff should remain inside
with windows and doors securely closed. Those who are outside should
immediately move to the protection of an inside room. Do not go outdoors
until you receive further instructions.”

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
● Make an announcement on the public address system. Give clear instructions, remain calm

and convey reassurance that the situation is under control.
● When clearance is received from appropriate agencies, give the ALL-CLEAR instruction to

indicate that the normal school routine can resume.
● Walk around the interior of the campus to ensure all exterior doors are locked.

TEACHER and STAFF ACTIONS:
● Immediately clear students from the halls. Stay away from all doors and windows.
● Keep all students in the classroom until further instructions are received. Assist those

needing special assistance.
● Secure individual classrooms: close and lock doors and windows.
● Take attendance and call report in to Office Manager. Wait for further instructions.

STUDENT ACTIONS:
Proceed to your classroom if it is safe to do so. If not, follow the teacher or staff directions to
nearby classrooms or other rooms (e.g., auditorium, library, cafeteria, multi-purpose room). If these
are unsafe, follow instructions to proceed to an alternative indoor location.

Lockdown Protocol

LOCKDOWN is initiated to isolate students and school staff from danger when there is a crisis on campus and
movement within the school might put students and staff in jeopardy. LOCKDOWN is used to prevent
intruders from entering occupied areas of the building. The concept of LOCKDOWN is no one in, no one out.
All exterior doors are locked, and students and staff must always remain in the classrooms or designated
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locations. Teachers and other school staff are responsible for accounting for students and ensuring that no one
leaves the safe area. LOCKDOWN is not normally preceded with an announcement. This ACTION is
considered appropriate for, but is not limited to, the following types of emergencies:

• Gunfire
• Extreme violence outside the classroom

ANNOUNCEMENT:

1. Make an announcement in person directly, over walkies or over the public address system and/or
sound the special lockdown alarm tone:

Example: "Attention please. (Pause) LOCKDOWN. (Pause) LOCKDOWN.
(Pause) LOCKDOWN. (Pause) Additional information may
follow.”

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

● Make the announcement. Teachers and staff are to immediately lock doors and remain in the
classroom or secured area until further instructions are provided. Put your cell phone on silent or
vibrate mode!

● 1.) Call 911, 2) call North Bay Security (415) 235-2340, and 3) call the District Office/Superintendent
Provide location, status of campus, all available details of situation.

● When a school official or authorized official unlocks the door from the outside, it is safe to leave the room.

● If appropriate, send home with students a brief written description of the emergency, how it was
handled and what steps are being taken in its aftermath, or do an “all call” notification via text, phone
call or mass email.

STAFF ACTIONS:

● If it is safe to clear the hallways, bathrooms and open areas, direct students to the closest safe
classroom. DO NOT ANSWER YOUR ROOM PHONE!

● Immediately lock doors and instruct students to sit or lie down on the floor.
● Turn off lights, close any shades and/or blinds if it appears safe to do so.
● Put cell phones on silent or vibrate mode. Do not answer a ringing phone.
● Remain quiet and calm in the classroom or secure area until further instructions are provided by the

principal or law enforcement.

STUDENT ACTIONS:

● Move quickly and quietly to the closest safe classroom.
● Put your cellphone on silent or vibrate mode. Do not answer a ringing phone.
● If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial closet, office area,

library. Lock the door or move furniture or trash can to bar access to the room. Remain quiet until
further instructions are provided by the principal or police.

On-Site Fire Protocol

Should any fire endanger the students or staff, it is important to act quickly and decisively to
prevent injuries and contain the spread of the fire. All doors leading to the fire should be
closed. Do not re-enter the area for belongings. If the area is full of smoke, students and

26



employees should be instructed to crawl along the floor, close to walls, which will make
breathing easier and provide direction.

Before opening any door, place a hand an inch from the door near the top to see if it is hot.
Be prepared to close the door quickly at the first sign of fire. All fires, regardless of their size,
which are extinguished by school personnel, require a call to the Fire Department to confirm
that the “fire is out”.

Within School Building

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
● Sound the fire alarm to implement EVACUATION of the building.
● Immediately EVACUATE the school using the primary or alternate fire routes.
● Call 911.
● Direct search and rescue team to be sure all students and personnel have left the

building.
● Ensure that access roads are kept open for emergency vehicles.
● Notify District Office 1(415)897-4211 of situation.
● Notify appropriate utility company of suspected breaks in utility lines or pipes.
● If needed, notify bus dispatch for OFF-SITE EVACUATION by DIRECTED

TRANSPORTATION.
● Do not allow staff and students to return to the building until the Fire Department

declares it safe.

STAFF ACTIONS:
● EVACUATE students from the building using primary or alternate fire routes Take

emergency backpack. Maintain control of the students a safe distance from the fire and
firefighting equipment.

● Take attendance. Report missing students to the principal/designee and emergency
response personnel.

● Maintain supervision of students until the Fire Department determines it is safe to return
to the school building.

Near the School

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
● Call 911. The Fire Marshall will direct operations once on site.
● Determine the need to implement an EVACUATION. If the fire threatens the school,

execute the actions above. If not, continue with the school routine.
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Off-Site Evacuation

OFF-SITE EVACUATION is implemented when it is unsafe to remain on the school campus,
and evacuation to an off-site assembly area is required. This ACTION provides for the orderly
movement of students and staff along prescribed routes from inside school buildings to a
designated area of safety. OFF-SITE EVACUATION is considered appropriate for, but is not
limited to, the following types of emergencies:

• Fire • Explosion or threat of explosion
• Bomb threat • Post earthquake
• Chemical accident

OFF-SITE EVACUATION may require DIRECTED TRANSPORTATION.

ANNOUNCEMENT:
1. Fire alarm (bell or horn signal).
2. Make an announcement over the public address system:

Example: “Attention please. We need to institute an Off-Site Evacuation.
Teachers are to take their students to the designated offsite
assembly area (enter location). Students are to remain with their
teacher.”

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
● Determine the safest method for evacuating the campus. This may include the use of

school buses or simply walking to the designated off-site location.
● Call 911. Provide school name and location of off-site evacuation, reason for

evacuation, number of staff and students being evacuated.
● When clearance is received from appropriate agencies, give the ALL-CLEAR instruction

and authorize students and staff to return to the classrooms.
● Send home with students for their parents/guardians a brief written description of the

emergency, how it was handled and, if appropriate, what steps are being taken in its
aftermath.

STAFF ACTIONS:
● Take attendance before leaving campus. Instruct students to evacuate the building,

following designated routes, and assemble in their assigned offsite Assembly Area.
Bring along the emergency classroom backpack.

● If walking to a nearby site, keep students lined up in an orderly fashion and walk away
from the danger. The procession should follow the safest route to the evacuation site.

● Take the student roster when leaving the building. Take attendance when the class is
reassembled in a safe offsite location. Report attendance to Principal/designee.
Remain in place until further instructions are given.
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Earthquake Protocol

Earthquakes strike without warning. Fire alarms or sprinkler systems may be activated by the
shaking. The effect of an earthquake from one building to another will vary. Elevators and
stairways will need to be inspected for damage before they can be used. The major shock is
usually followed by numerous aftershocks, which may last for weeks.

The major threat of injury during an earthquake is from falling objects, glass shards and debris.
Many injuries are sustained while entering or leaving buildings. Therefore, it is important to
quickly move away from windows, free-standing partitions and shelves and take the best
available cover under a sturdy desk or table, in a doorway or against an inside wall. All other
actions must wait until the shaking stops. If people are protected from falling objects, the rolling
motion of the earth may be frightening but not necessarily dangerous.

Inside Building
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

● Direct inspection and assessment of school buildings. Report building damage and
suspected breaks in utility lines or pipes to fire department responders and the
Superintendent’s office 1(415)897-4211.

● Send search and rescue team to look for trapped students and staff.
● Post guards a safe distance away from building entrances to assure no one re-enters.
● Notify District Office of school and personnel status. Determine who will inform public

information media as appropriate.
● Do NOT re-enter the building until it is determined to be safe by an appropriate facilities

inspector.
● Determine whether to close school. If school must be closed, notify staff members,

students, and parents.

STAFF ACTIONS:
● Give DROP, COVER and HOLD ON command. Instruct students to move away from

windows, bookshelves, and heavy suspended light fixtures. Get under a table or other
sturdy furniture with back to windows.

● After shaking stops, EVACUATE building. The focus should be on doing the best for the
most people. Do not hold up the class from evacuating while administering first aid to
someone. If the injured person can be evacuated, then bring them out and render first
aid once clear. If the person can’t be included in the evacuation, then note the number
and location of the injured and report to Operations once your group is safely evacuated.
Avoid evacuation routes with heavy architectural ornaments over the entrances. Do not
return to the building. Bring attendance roster and emergency backpack.

Staff that are outside, after the shaking stops, should immediately direct students to the
evacuation/rally point. Assist injured victims that can be moved to an evacuation site.
Report to Search & Rescue the number and location of victims that can’t be moved.

● Check attendance at the assembly area. Report any missing/injured students to
principal/site administrator.

● Check for injuries and render First Aid.
● Warn students to avoid touching electrical wires and keep a safe distance from any

downed power lines.

● Stay alert for aftershocks!
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● Do NOT re-enter the building until it is determined to be safe.

Outside Building
STAFF ACTIONS:

● Move students away from buildings, trees, overhead wires, and poles. Get under a table
or other sturdy furniture with back to windows. If not near any furniture, drop to knees,
clasp both hands behind neck, bury face in arms, make body as small as possible, close
eyes, and cover ears with forearms. If notebooks or jackets are handy, hold over head
for added protection. Maintain position until shaking stops.

● After shaking stops, check for injuries, and render first aid. Direct students to evacuation
points.

● Check attendance. Report any missing students to principal/site administrator.
● Stay alert for aftershocks.
● Keep a safe distance from any downed power lines.
● Do NOT re-enter the building until it is determined to be safe.
● Follow instructions of principal/site administrator.

During non-school hours
PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

● Inspect school buildings with Maintenance/Building and Grounds Manager to assess
damage and determine corrective actions.

● Confer with the District Superintendent if damage is apparent to determine the
advisability of closing the school.

● Notify the fire department and utility company of suspected breaks in utility lines or
pipes.

● If school must be closed, notify staff members, students, and parents. Arrange for
alternative learning arrangement such as portable classrooms if damage is significant
and school closing will be of some duration.

● Notify the District Office, who will inform public information media as appropriate.

ADDITIONAL STEPS FOR THE SCHOOL:
●
●
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Medical Emergency Protocol

Medical accidents and emergencies can occur at any time and may involve a student or staff
member. Some emergencies may only need first aid care, while others may require immediate
medical attention. This is not a First Aid manual. When in doubt, dial 911. Medical
emergencies involving any student or employee must be reported to the Principal/Site
Administrator.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
● Assess the victim (ABC – Airway, Breathing, Circulation. Call 911, if appropriate.

Provide:
o School name, address including nearest cross street(s)
o and the fastest way for ambulances to reach the

building.
o Exact location within the building
o Nature of the emergency and how it occurred.
o Approximate age of injured person
o Caller’s name and phone number
o Do not hang up until advised to do so by the dispatcher.

● Assign staff members to meet rescue service and show
medical responder where the injured person is.

● Assemble emergency care and contact information of victims.
● Monitor the medical status of the victim, even if he or she is transported to the hospital.
● Assign a staff member to remain with an individual, even if he or she is transported to the

hospital.
● Notify parents/guardian if the victim is a student. Describe type of illness or injury, medical

care being administered, and location where student has been transported.
● Advise staff of the situation (when appropriate). Follow-up with parents.

STAFF ACTIONS:
● Assess the scene to determine what assistance is needed. Direct students away from the

scene of the emergency.
● Notify Principal/Site Administrator.
● Stay calm. Keep the individual warm with a coat or blanket.
● Ask the school nurse to begin first aid until paramedics arrive. Do not move the individual

unless there is danger of further injury.
● Do not give the individual anything to eat or drink.

ADDITIONAL STEPS FOR THE SCHOOL:
●
●
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Bomb Threat

If the school receives a bomb threat by telephone, follow the Bomb Threat Checklist on the next
page to document information about the threat. Keep the caller on the telephone as long as
possible and listen carefully to all information the caller provides. Make a note of any voice
characteristics, accents, or background noises and complete the Bomb Threat Report as soon
as possible.

PERSON RECEIVING THREAT BY TELEPHONE:
● Listen. Do not interrupt the caller.
● Keep the caller on the line with statements such as "I

am sorry, I did not understand you. What did you
say?"

● Alert someone else by prearranged signal to call
911.

● Notify site administrator immediately after completing
the call.

● Complete the Bomb Threat Checklist.

PERSON RECEIVING THREAT BY MAIL:
● Note the way the threat was delivered, where it was

found and who found it.
● Limit handling of item by immediately placing it in an envelope so that fingerprints may be

detected. Notify law enforcement as soon as possible.
● Notify principal or site administrator.
● Caution students against picking up or touching any strange objects or packages.

PRINCIPAL/SITE ADMINISTATOR ACTIONS:
Call 911.
Call North Bay Security 1(415)235-2340.

● Notify the District Superintendent 1(415) 897-4211 of the situation.
● Instruct staff to turn off cellular phones or two-way radios. Do not use devices during a

threat since explosive devices can be triggered by radio frequencies.
● Determine whether to evacuate the threatened building and adjoining buildings. If the

suspected bomb is in a corridor, modify evacuation routes to bypass the corridor.
● Use the intercom, personal notification by designated persons, or the PA system to

evacuate students and staff to designated areas.
● Do not return to the school building until it has been inspected and determined safe by

proper authorities.

STAFF ACTIONS:
● Evacuate students as quickly as possible, using primary or alternate routes.
● Upon arrival at the designated safe site, take attendance.
● Notify the principal/site administrator of any missing students.
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