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 8 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 1* 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
nna-Maria Guzman of Twin Hills USD is inviting you to a scheduled Zoom meeting.

Dr. A
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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https://twinhillsusd-org.zoom.us/j/84437934445

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

e +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 1D: 844 3793 4445

Find your local number: https://twinhillsusd-org.zoom.us/u/kdgQOGFGEZ
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Agenda ltem #3

TWIN HILLS UNION SCHOOL DISTRICT
BOARD OF TRUSTEES REGULAR MEETING
November 16, 2023
MINUTES

The Board Meeting was called to order at 4:33 pm by President Ost.

A. Flag salute

B. Roll Call: All present

Motion to approve agenda removing item 7C by Trustee Harding and Second by Trustee Moise. Approved
5-0.

Motion to approve the minutes of the Regular meeting of October 12, 2023, and the Special meeting of
November 4, 2023, by Trustee Beck and Second by Trustee Bechtel. Approved 5-0.

Open Session.

Motion to approve consent items A, B, C, E by Trustee Beck and Second by Trustee Harding. Approved
5-0. Motion to approve consent item D by Trustee Beck and Second by Trustee Moise. Approved 5-0.
Motion to approve contract by Trustee Harding and Second by Trustee Bechtel. Approved 5-0.
Administrative reports. Twin Hills CMS Principal Whitestine present on Zoom but did not report.
Acknowledgement of Melissa Bechtel’s service to the Board.

Board Reports.

. Motion to approve Budget Updates by Trustee Harding and Second by Trustee Beck. Approved 5-0.
. Update regarding Youth Truth Survey.
. Adjournment 5:32pm.

Respectfully submitted,

Anna-Maria Guzman, Ed.D.
Recording Secretary to the Board of Trustees
Approved:

John Moise, Board Clerk Michael Ost, Board President



Agenda ltem #5 - A

TWIN HILLS UNION SCHOOL DISTRICT
Consent Calendar: Acceptance of Donations

NOVEMBER 1 THROUGH NOVEMBER 30, 2023

[Date Received [Donor | Amount

|Purpose

District 53, Fund 01: Apple Blossom Elementary School /General District

Walk-Jog Athon: Instructional Assist

11/08/23 Various Families $26,996.00 wages and benefits

11/03/23 Various Families $130.00

Teacher Designated Funds

Total $27,126.00

District 53, Fund 03: Twin Hills Charter Middle School

Total $0.00

District 53, Fund 09: Orchard View Charter School

Total $0.00

District 53, Fund 12: Apple Blossom After School Program

Total $0.00

District 21, Fund 09: SunRidge Charter School

11/01-30/23 Various families $7,898.00

Pledges/specialty pgm 2023-24

Total $7,898.00

Thank you to all our donors, your support is greatly appreciated.

Note: Generally, donations are recorded here when funds are deposited to SCOE account.

Donations marked * have not yet been deposited to SCOE.
{Date Received may actually be date deposited to bank or SCOE}

For the December 14, 2023 board meeting.




D53 — Twin Hills USD # 2023-24 PR & Expenditures # Agenda ltem#5-B

RegPay12b Board Report
Checks Dated 11/01/2023 through 11/30/2023 Board Meetmg Date December 14, 2023
Check Number f Check Date . PaytotheOrdorot *Check Amount
1994491 11/03/2023 Abecedarian ABC, LLC 79. 20
Unpaid Tax 6.73
) Expensed Amount 85.93
1994492 11/03/2023 PurpleAir, inc. 735.64
1994493 11/03/2023 B & H PHOTO VIDEO 131.78
1994494 ',1‘1/0,3/202/3 e b CBrown,lauie oo o e 4017
1994485 11/03/2023 CA Refngeratlon & Food Equxpm ent 11,890.57
1994496 11/03/2023 Sud, Anil 1,000.00
1994497 11/03/2023 Wesley-Fagundes, Mariko 1,000.00
1994498 110032023 Kyocera Document Solutions Northem CA Inc. 63148
1994499 11/03/2023 Copperfield's Books 1,392.77
1994500 11/03/2023 Jacobsen-McCarthy, Michelle 18,480.00
1994501 11/03/2023 Alhambra 159.87
004502 1032023 Ahamba o . 8393
1994503 11/03/2023 EPS Operatlons LLC 567.12
1994504 11/03/2023 Fishman Supply Company 3,417.02
1994505 11/03/2023 ~ Flyers Energy LLC ) 174.09
1994506 11032023 Friedman's Home Improvement S 238
1994507 11/03/2023 Hatcher, Catharyn L. 800.00
1994508 11/03/2023 Roberts Mechanical & Elect inc 2,224 .50
1994509 11/03/2023 T-Mobile 100.00
1984510 11032023~ TMoblle . 8823
1994511 11/03/2023 Lalonde, Therese 594.82
1994512 11/03/2023 Learning Without Tears 594.38
1994513 11/03/2023 New Answernet inc. 22.00
1904514 11032023 ODPBusinessSolutions,LLC Teme e ste9
1994515 11/03/2023 Pace Supply Corp. 96.33
1994516 11/03/2023 Pacific Gas & Electric 311.99
1994517 11/03/2023 Tel Con Communications 975.00
1994518  44/03/2023 Scarola,Russell Chbme i 0000
1994519 11/03/2023 School Speciaity, LLC 685.23
1994520 11/03/2023 Sebastopol Hardware Center 99.77
1994521 11/03/2023 West So. Cty Union Hs Dist. 201,426.50
1995274 e y,':1',1/08/2023‘ ; e . CA Poets in the Schools e : Lt : o : 80,0-00 .
1995275 11/08/2023 CharacterStrong 499.00
1995276 11/08/2023 Petaluma Learning&Guidance Ctr 35,311.75
1995277 11/08/2023 Diedrich, Courtney 66.25
1995278 110812022~ RecologySonomaMarin 99587
1995279 11/08/2023 Recology Sonoma Marin 500.23
1995280 11/08/2023 Greene, Janet 3,000.00
1995281 11/08/2023 School & College Legal Services of Calif. ; 651.00
1995282 110812023 NomhBaySecuryGroup,LLC . 100000
1995283 11/08/2023 Stehling, Stefan 2,100.00
1995284 11/08/2023 West County Transport. Agency 4,084.36
1997371 11/17/2023 ATT v 343.33
wgerara NIRRT DRI e e Gl T
1997373 11/17/12023 ATT 115.48
1997374 11/17/2023 ATT 172.63
1997375 11/17/2023 ATT 28.83
The preceding Checks have been issued in accordance with the District's Policy and authorization
of the Board of Trustees. It is recommended that the preceding Checks be approved. Page 1 of 3

053 - Twin Hills Union Generated for Patty Nosecchi (PNOSECCHI), Dec 7 2023 2:46PM



D53 —Twin Hills USD # 2023-24 PR & Expenditures &  Continued

ReqPay12b Board Report
Checks Dated 1110112023 through 11/30/2023 Board Meeting Date December 14, 2023
Check Number : kCheck Date : Pay to the Orderof . heck Amount
1997376 11/17/2023 ATT 28.83
1997377 11/17/2023 Hobart Sales & Service 341.97
1997378 11/17/2023 Revolution Foods PBC ; ~ 30,445.35
1997379  A7/2023 - Kyocera Document Solutions Northem CA, Inc. 26042
1997380 11/17/2023 Kyocera Document Solutions Northern CA , Inc. 435.52
1997381 11/17/2023 Kyocera Document Solutions Northern CA 614.04
1997382 11/17/2023 Demco, Inc. 111.84
1997383 11472023 DepammentOfdusice . 47700
1997384 11/17/2023 Shura, Samantha 5,180.00
1997385 11/17/2023 Alpha Analytical Laboratories 127.00
1997386 11/17/2023 “Grainger Inc 1,548.29
1997387 {72028 HamonyFamSupply . 25680
1997388 11/1712023 Lofchie, Jennifer 25.58
1997389 11/17/2023 Loveday, Steve 367.04
1997390 11/17/2023 Mobile Modular Mgmt Corp. 1,770.00
1997391 . 11472023  ODPBusnessSoltons,LLC . 30342
1997392 11/17/2023 NCS Pearson Inc. 2,560.00
1997393 11/17/2023 Persinger Architects Inc. 3,850.00
1997394 11/17/2023 Terminix Processmg Center 77.00
1997395 111712023 SchoolSpeciaty, LLC o o774
1997396 11/17/2023 Shaw, Brieanna 1,000.00
1997397 11/17/2023 Sill, Kathy 49.26
1997398 11/17/2023 Steinberg, Korin ’ 309.51
1997309 . 1M72023  StevemsJason . 5900
1997400 11/17/2023 Weeks Drilling & Pump Co. 962.82
1998040 11/22/2023 BMO Bank N.A. 2,001.09
1998041 11/22/2023 Kyocera Document Solutlons Northern CA lnc. 631.48
1998042 14222023 DocuSigninc.lockbox 4,531.00
1998043 11/22/2023 Alhambra 209.83
1998044 11/22/2023 Alhambra 106.87
1998045 11/22/2023 More Prepared 461.84
1998046 11212023 EveBankNA. s o)
1998047 11/22/2023 Hendricksen Naturhch Fioormg 4,940.00
Total Number of Checks 80 365,115.48
Fund Recap
Fund Description Check Count Expensed Amount
01 General Fund 45 303,007.40
03 Charter School: Twin Hills 27 16,667.29
09 Charter School Fund: Orchrd Vw 14 9,403.23
12 Child Development Fund 5 631.44
13 Cafeteria Fund 4 31,562.85
14 Deferred Maintenance Fund . 1 3,850.00
Total Number of Checks 80 365,122.21
Less Unpaid Tax Liability 6.73
Net (Check Amount) 365,115.48
The preceding Checks have been issued in accordance with the District's Policy and authorization
of the Board of Trustees. It is recommended that the preceding Checks be approved. Page 2 of 3
053 - Twin Hills Union Generated for Patty Nosecchi (PNOSECCH]I), Dec 7 2023 2:46PM

Agenda ltem#5-B : Page 20of4



D53 - Twin Hills USD ¢ 2023-24 PR & Expenditures #  Continued

ReqPay12b Board Report

Checks Dated 11/01/2023 through 11/30/2023 Board Meeting Date December 14, 2023

',CheckNumb‘er; - ‘Cheyck‘;D;a’te' e

" Total Expenditures November 2023
Total Vendor Warrants, November 30,2023  § 365,115.48
_Payroll: November 10, 2023 Supplemental 18,624.04 |
Payroll: November 30, 2023 Regular ~ 614,34869 |
Total PR & Expenditures $ 998,088.21
The preceding Checks have been issued in accordance with the District's Policy and authorization
of the Board of Trustees. It is recommended that the preceding Checks be approved. Page 3 of 3

053 - Twin Hills Union Generated for Patty Nosecchi (PNOSECCHI), Dec 7 2023 2:46PM

Agenda ltem #5 -8B : Page 3 of4



D21 - SunRidge * 2023-24 PR & Expenditures ¢ _ Continued
ReqPay12b Board Report

Checks Dated 11/01/2023 through 11/30/2023 Board Meeting Date December 14, 2023

: Cﬁeck‘: "Nu‘mb'

1994328 11/03/2023 Fishman Supply Company

1994329 11/03/2023 Friedman's Home Improvement
1994330 11/03/2023 Singleton-Morrisseau, Jamle 370.45
1004331 1100312023 ~ Kyocera Document Soluons Thnmen T Ress
Cancelled on 11/28/2023
1994944 11/08/2023 Andy's Produce Market : i 108.49
1994945 11/08/2023 Recology Sonoma Marin 657.24
1994946 11/08/2023 Harmony Farm Supply 148.07
1ee4047 11082023 Meigaard,Marn 2000
1994948 11/08/2023 Oberti-Rinn, Beatnce 1 143.17
1994949 11/08/2023 Prosser, Sasha 91.40
1994950 11/08/2023 Smith, Snowma 757.61
g T SRR e R
1997224 11/17/2023 Beeswax Candle Works, Inc. 123.00
Unpaid Tax 9.94
Expensed Amount 132.94
1997225 11/17/2023 Revolution Foods PBC 14,851.70
1997226 11/17/2023 Coggins Fence & Supply, Inc 3,621.75
1997227 . 11/17/2023 o f’jf:'Department of Justlce L . L - - . 9800 o
1997228 11/17/2023 Fialk, Jennifer 79.95
1997229 11/17/2023 Flinn Scientific Inc. 563.11
1997230 11/17/2023 Mercurius USA 2 608.94
197231 1172023 ODPBusimessSolfons,LLC. o 14z
1997232 11/17/2023 Procare Software, LLC 714.03
1997233 11/17/2023 Thurber, Dale . 76.46
1997234 11/17/2023 Pellascini, Rlchard L. 17 864.88
1997235 = f~;11”7/;2023, - "_':'j;Kyocera Document Solutlons o ” S - . 20430
1997877 11/22/2023 Allen, Trisha 63.69
1997878 11/22/2023 BMO Bank N.A. 163.29
Total Number of Checks 26 45,487.97
Count Amount
Cancel 1 393.30
Net Issue 45,094.67
Fund Recap
Fund Description Check Count Expensed Amount
08 General Fund (charter Schools) - 25 45,104.61
Total Number of Checks 25 45,104.61
Less Unpaid Tax Liability 9.94
Net (Check Amount) 45,094.67
Total Expenditures November 2023
Total Vendor Warrants, November 30, 2023  $ 45 094.67
Payroll: November 10, 2023 Supplemental 5,833.44
Payroll: November 30, 2023 Regular 165,777.50
Total PR & Expenditures $ 216,705.61
The preceding Checks have been issued in accordance with the District's Policy and authorization
of the Board of Trustees. It is recommended that the preceding Checks be approved. Page 1 of 1
021 - SunRidge School Generated for Patty Nosecchi (PNOSECCH]I), Dec 7 2023 2:48PM

Agenda ltem#5 -B: Page4of4



D53 — Twin Hills USD # 2023-24 Purchase Order Report = Agenda ltem#5-C
ReqPay11a Board Report with Fund/Object

Includes Purchase Orders dated 11IO1I?.023 11/30/2023 bl Board Meetmg Date December 14, 2023

. PO o g ; : ‘Account
Number, , Vendor Name  ~  Loc Description , oo Object - Amount

P24-00269 National Academy of Athletics 1ABS PO #7653 -ABIC P.E. 01-5830 56,001.50
P24-00274 School & College Legal Service s 7DSW PO #7637 - LEGAL SRVCS 01-5823 9,500.00
of Calif.
P24-00276 West County Transport. Agency 7DSW PO #7661 - SPEC ED 01-5804 15,000.00
P24-00277 - :f ;,Green'e','fJ‘ane't i : i e 1ABS "“PO’#7652 AB IC MUSlC & 01-5830 i L 151750.00 :
P24-00288 SHi! International Corp. 1ABS PO #7638 AB CHROMEBOOKS & 01-4400 15,024.02
LAPTOPS
Total Number of POs 5 Total 111,275.52
Fund Recap
Fund Description PO Count Amount
01 General Fund 5 111,275.52

Information is further limited to:  (Minimum Amount = 5,000.00)

The preceding Purchase Orders have been issued in accordance with the District's Purchasing Policy and & ERP far California
authorization of the Board of Trustees. It is recommended that the preceding Purchase Orders be approved Page 1 of 1
and that payment be authorized upon delivery and acceptance of the items ordered.

053 - Twin Hills Union Generated for Patty Nosecchi (PNOSECCH]I), Dec 7 2023 2:45PM



D21 —SunRidqe # 2023-24 Purchase Order Report # Continued
ReqPay1la Board Report with Fund/Object

Includes Purchase Orders dated 11/01/2023 - 11/30/2023 ***

Board Meeting Date December 14, 2023
Number VendorName

* Acsount
-~ Amount

Description

%k *None* %* %k

Information is further limited to: ~ (Minimum Amount = 5,000.00)

The preceding Purchase Orders have been issued in accordance with the District's Purchasing Policy and
authorization of the Board of Trustees. It is recommended that the preceding Purchase Orders be approved
and that payment be authorized upon delivery and acceptance of the items ordered.

& ERP for California
Page 1 0of1

021 - No Data Generated for Patty Nosecchi (PNOSECCH]I), Dec 7 2023 2:48PM
Agenda ltem#5-C: Page 20f2



Agenda litem #5 - D

Twin Hills USD
Monthly Personnel Report

December 14, 2023

Certificated
Additions:

Changes:
o Nealeigh-Hughes, Diana — THCMS Teacher — Request continued Leave of Absence through

2/15/2024

Separations:

Classified
Additions:

Changes:

Separations:
e Williams, Kimberly — AB Health Technician - Resigned effective 12/01/2023 (Currently on
leave of absence)
e Sauter, Jonathan — SR Site Coordinator Grounds & Maintenance — Resigned effective
12/18/2023 (Currently on leave of absence)



ENROLLMENT
MO/YR
Apple Blossom
Twin Hills CMS
Sub Total
Orchard View
SunRidge
Total

ENROLLMENT

MO/YR
Apple Blossom
Twin Hills CMS

Sub Total
Orchard View
SunRidge

Total

TWIN HILLS UNION SCHOOL DISTRICT

Agenda ltem #6 - A

SUPERINTENDENT’S MONTHLY ENROLLMENT REPORT 2023-24
For the December 14, 2023 board meeting

2016-17 2017-18 2018-19 2019-20 2020-21 2021-22

Sep16 Junl17 | Sep17 Junl8 | Sepl8 Junl9 | Sepl9 Jun20 | Sep20 Jan2l  Apr2l Jun21 Sep21 Jan22  Apr22  Jun22
431 423 406 399 416 404 396 408 355 348 344 343 322 319 317 317
330 309 269 262 281 267 246 240 225 219 220 219 207 210 210 206
761 732 675 661 697 671 642 648 580 567 564 562 529 529 527 523
234 228 236 237 236 226 228 233 247 245 229 227 222 224 219 219
276 279 283 281 275 276 282 279 272 268 263 261 213 220 221 221

1,271 1,239] 1,194 1,179} 1,208 1,173} 1,152 1,160{ 1,099 1,080 1,056 1,050 964 973 967 963
2022-23 2023-24
Estimate

Aug22 Oct22 Nov22  Dec22 Jan23  Mar23  Apr23  Jun23 | Aug23 Sep23 Oct 23 Nov23 |@ AB*
295 298 299 299 302 300 299 298 288 289 289 288 285
204 203 201 201 199 198 198 198 205 207 206 208 205
499 501 500 500 501 498 497 496 493 496 495 496 490
216 216 215 212 211 214 212 212 226 227 228 227 240
241 239 238 238 226 230 230 230 235 234 235 238 251
956 956 953 950 938 942 939 938 954 957 958 961 981

*AB = Adopted Budget




































































































































































































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:

31



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:
e 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.

Universal Precautions when
Treating a Medical Emergency
= Always use non-latex or nitrile

o Exact location within the building aloives and. # ecessary, sk
o Nature of the emergency and how it occurred. and gown, to reduce the risk of
o Approximate age of injured person transmission of body fluids.

o Caller's name and phone number = Wash hands thoroughly after
o Do not hang up until advised to do so by the dispatcher. providing care.

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

e Assemble emergency care and contact information of victims.

e Monitor the medical status of the victim, even if he or she is transported to the hospital.

e Assign a staff member to remain with an individual, even if he or she is transported to the
hospital.

o 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.

e Advise staff of the situation (when appropriate). Follow-up with parents.

STAFF ACTIONS:

e Assess the scene to determine what assistance is needed. Direct students away from the
scene of the emergency.

e Notify Principal/Site Administrator.

e Stay calm. Keep the individual warm with a coat or blanket.

o Ask the school nurse to begin first aid until paramedics arrive. Do not move the individual
unless there is danger of further injury.

e Do not give the individual anything to eat or drink.

ADDITIONAL STEPS FOR THE SCHOOL:




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:

PERSON RECEIVING THREAT BY MAIL: T

. ; Telephone Bomb Threats ]
Listen. Do not interrupt the caller.

Keep the caller on the line with statements such as “/
am sorry, | did not understand you. What did you
say?”

Alert someone else by prearranged signal to call

Remain_calm/courteous.

911. .
Notify site administrator immediately after completing

the call. .
Complete the Bomb Threat Checklist. .

Call 911

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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e 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

Suspensions 2022-2023: 6 incidents

Expulsions 2022-2023: None

School Safety Perspectives (Youth Truth Survey January 2023)
e Family- 57% percentile ranking

o Staff- 76% percentile ranking

e Student (Belonging)- 49% percentile ranking
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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




SCHOOL SITE ROSTER OF ALL STAFF
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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.



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
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 1:15PM

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

Type Date Time

1 Drill 2/21/24 1:15 PM




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
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

Type Date Time

1 Shelter in Place (in class)

2 Shelter in Place Transition to Lockdown 9/20/2023 9:15 AM
(in class)

3 Shelter in Place Transition to Lockdown 4/18/2024 10:30 AM
(access or recess)
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Operations
Coordinator

Radio Channel __1_

1. Maura DuVall

Scribe
1. Specialty Teacher

Search/Site
Assessment #1

1.Nate Sheedy —
2.Savannah Leigh

3. Jeremiah Siem

Search/Site
Assessment #2 —

1.Sunny Galbraith
2.Jason Stevens

3. Maxwell Chambara

Search/Site
Assessment #3 —

Commander/Public
Information Officer

1. Maura DuVall

Incident

Scribe

Coordinator
Radio Channel __ 1

1. Specialty Teacher

Planning

1. Jen Lofchie 1.

Rescue/Mobile Medical

First Aid #1
1.Terri Cirimele

2.0ndrejka Yaconelli

Utilities/Traffic/
Security

1.Amanda TimberMoon

2.

Logistics
Coordinator
Radio Channel

Student
Release

1.Christina Bush
2.Lisa Loughran

3.Elise Turner

Other Staff

Student Supervision
1.Sarah Amador
2.Rita Salluzzi
3.Alison Malisa
4. Karen Correa

5.
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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.




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 California Education Code, Section 32001
Drills Fire alarm and drill at least once each month in elementary schools, at least 4
(Yearly) | times every school year in middle schools and at least twice every school year in
secondary schools.
Other California Education Code, Section 35297
Drills Drop, Cover, Hold On Drill at least once each school quarter in elementary
(Yearly) | schools, once a semester in secondary schools.
Other Special ICS functions for staff (damage assessment, search and rescue, CERT)
Trainings | CPR — every other year
(as Basic First Aid — every other year
needed) | NIMS-IS- 100.SCa for new staff
Prepared By: Date:

10




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

Management:
Incident

Liaison

Commander/PIO/Agency

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
eguipment 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
e Assess type and scope of emergency
e Determine threat to human life and structures
e Activate the appropriate emergency action
e If evacuation is necessary, verify that the route and assembly area are safe:
o Direct the opening of the emergency cache
0 SetupthelCP
0 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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situation status
objectives and priorities
current organization and personnel assignments
resources enroute and/or ordered
facilities established
communications plan
0 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.

O O0OO0O0OO0O0

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
0 Logistics: Ensure the return of all equipment and reusable supplies
o0 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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o 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.

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

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

Closing Down
e At the Incident Commander’s direction, release Operations staff no longer needed.
Direct staff members to sign out through Timekeeping.
e Return equipment and reusable supplies to Logistics.
e When authorized by IC, deactivate the section and close out all logs.
e 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
e Put on personal safety gear.
¢ Obtain all necessary equipment from container (see below).
e Check at Command Post (ICP) for assignment.

Operational Duties

e 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.

e 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 2™ 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.

e 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.

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

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

15



o The 3™team member will then catch up with the other team members and
continue searching as a team of three.
e 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).

e Record exact location of damage and triage on map and report information to
Operations Coordinator.

e Keep radio communication brief and simple. Use common language, no codes.

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

Rescue Mobile Team(s)

Operational Duties

o Be prepared to respond to search and site assessment locations with a stretcher or
wheelchair to assist patients with major injuries.

e When exiting a room with the patient, put 2" piece of tape diagonally over the first,
forming an “X” on doorframe indicating the room is clear.

o 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.

e When requested by Operations, respond to specific building(s) and act as site
assessment member.

Closing Down
e 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

e 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.
o Check with Medical Team Leader for assignment.
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Operational Duties
o Admit injured students/staff to First Aid Station, listing nhame 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.

e 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.

o 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.
e Complete all paperwork and turn it into the Documentation Unit (scribe).

Utilities, Traffic and Security

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

Start Up Actions
e Check in with Incident Command for situation briefing.
¢ Obtain and put on personal protective equipment (PPE).
e Obtain necessary equipment and supplies from Logistics.
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Operational Duties
e Coordinate security needs, establish traffic and crowd control.
e 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
e 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
e 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
e Check in with Incident Commander for situation briefing.
¢ Obtain necessary equipment and supplies from Logistics.
e Put on a position identifier, such as vest, if available.

Operational Duties
e 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.
e Archive all incident records.
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¢ 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
o |dentify team leader(s).
e Put on a safety vest or position identifier.
e Check in with the Planning Coordinator for situation briefing.
e If school is evacuating:
o Verify that the assembly area and routes to it are safe.
o0 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

e 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.

e 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.
e 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:
o |dentify team leader(s).
e Put on a safety vest or position identifier.
e 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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e 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.

o Have Student Release Forms available for parents outside at Request Table. Assign
volunteers to assist.
o 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
o Requesting adult fills out Student Release Form, gives it to staff member, and shows
photo identification.
o Staff verifies identification, pulls Emergency Card from file, and verifies that the
requester is authorized on the card.

e Staff instructs the requester to proceed to the Release Table and files the Emergency
Card in the out box. .

e The runner takes the Student Release Form to Student Assembly Area and walks the
requested student to Student Release table.

e 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.

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

Closing Down

e At the direction of the Operations Coordinator, return equipment and unused supplies to
Logistics.

o 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

e 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.
e Maintain security of cargo container, supplies and equipment.

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

o 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
e Check in with Incident Commander, Operations and Planning Coordinators for situation
briefing.
e Obtain necessary equipment and supplies from Logistics.
e 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.

e 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
e 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.

e Secure individual classrooms: close and lock doors and windows.

e 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:

e 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!

e 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.

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

o 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:

e Ifitis 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:

e Move quickly and quietly to the closest safe classroom.

e Put your cellphone on silent or vibrate mode. Do not answer a ringing phone.

e 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:

e Sound the fire alarm to implement EVACUATION of the building.

¢ Immediately EVACUATE the school using the primary or alternate fire routes.

e 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.

e Do not allow staff and students to return to the building until the Fire Department

declares it safe.

STAFF ACTIONS:
o 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.
e Take attendance. Report missing students to the principal/designee and emergency
response personnel.

e 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:
e 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 e Explosion or threat of explosion
* Bomb threat e Post earthquake
e 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.

e Call911. Provide school name and location of off-site evacuation, reason for
evacuation, number of staff and students being evacuated.

e When clearance is received from appropriate agencies, give the ALL-CLEAR instruction
and authorize students and staff to return to the classrooms.

e 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:

e 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.

e 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.

e 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:

e 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.

e 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.

o Do NOT re-enter the building until it is determined to be safe by an appropriate facilities
inspector.

e Determine whether to close school. If school must be closed, notify staff members,
students, and parents.

STAFF ACTIONS:

e 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.

e 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.

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

e Check for injuries and render First Aid.

e Warn students to avoid touching electrical wires and keep a safe distance from any
downed power lines.

26



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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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:

0 School name, address including nearest cross street(s) : :

o and the fastest way for ambulances to reach the Universal Precautions when
building Treating a Medical Emergency

o Exact location within the building . g'g/aeﬁs:nsg ir}on”;aef;(acr’; ”ﬂ:k

o Nature .of the emergency and how it occurred. and gown, to reduce the risk of

0 Approximate age of injured person transmission of body fluids.

o0 Caller's name and phone number = Wash hands thoroughly after

o Do not hang up until advised to do so by the dispatcher. providing care.

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:

PERSON RECEIVING THREAT BY MAIL:

Telephone Bomb Threats

Listen. Do not interrupt the caller. XX XX FXXXEXXXX

Keep the caller on the line with statements such as "I
am sorry, | did not understand you. What did you
say?"

Alert someone else by prearranged signal to call Sfim g'?’ﬁ !IEE
911. D otice details: backgroun
Notify site administrator immediately after completing W&éﬂéﬁ%ﬂx

the call. - XX XN NN
Complete the Bomb Threat Checklist. " RXX XN XK XUIXEREX X
Call 911

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.
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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
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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 (707) 588-1400
Office

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 (707) 524-2600
Emergency Coordinator —

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)



SCHOOL SITE ROSTER OF ALL STAFF

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.



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
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

Type Date Time

1 Disaster drill 12/6/23 1:40




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
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

Type Date Time

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

2 Shelter in Place Transition to Lockdown 1/30/24 9:00am
(in class)

3 Shelter in Place Transition to Lockdown 4/18/23 10:55am
(access or recess)




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)



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)



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

Operations

Coordinator
Radio Channel 3

1.Theresa Thomasson

Scribe
1.Fidelina Heras-Schlegal

Search/Site
Assessment #1

1.Brian Eberly/ Sorrel
Allen

2.Dolly Oberti

3.

Search/Site
Assessment #2

1.0ale Thurber
2.0an Shane

3.

Search/Site
Assessment #3

1.Kathryn Godfrey -
2 Esther Allison

3.

1.

Commander/Public
Information Officer

Karina Haedo

Incident

Scribe

Coordinator

1.Laurie McKenzie

1.5asha Posser

Planning

Radio Channel 3

Rescue/Mobile Medical

1.Anyone from
Search/Site listings

2.

First Aid #1
1.Jen Fialk

2.Heather
Colby-Sersano

Utilities/Traffic/
Security

1.5arah Kerlow

2.

Student
Release

1.Carlye Sneead
2.Haolly Ghirann

3.Tina dawe

Student Supervision
Grades
1.5arah Kerlow/Snowma
Smith

2.Sarah Kerlow/Snowma
Smith

3.Chantal Kavash
4. Chantal Kovash
5. Kate Russell
6.Kate Russell
7. Cristina Gosling
8.Cristina Gosling

Kinder - Jamia
Morrisseau

Logistics
Coordinator
Radio Channel 3

1.As designated at time of event

Other Staff

1. Taylor Matthews
2.Cheryl Chan
3.Rose Morriss
4.Martha Glaser
5. Sarah Scholze
6.Sarah Douglas

7. Lexie Pence
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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
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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 California Education Code, Section 32001
Drills Fire alarm and drill at least once each month in elementary schools, at least 4
(Yearly) [ times every school year in middle schools and at least twice every school year in
secondary schools.
Other California Education Code, Section 35297
Drills Drop, Cover, Hold On Dirill at least once each school quarter in elementary
(Yearly) [ schools, once a semester in secondary schools.
Other Special ICS functions for staff (damage assessment, search and rescue, CERT)
Trainings | CPR — every other year
(as Basic First Aid — every other year
needed) | NIMS-IS- 100.SCa for new staff

Prepared By:

Date:

12




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 How
location) 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

13



Summary of Job 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.




15



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
e Assess type and scope of emergency
e Determine threat to human life and structures
e Activate the appropriate emergency action
e |f evacuation is necessary, verify that the route and assembly area are safe:
o Direct the opening of the emergency cache
o SetupthelCP
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
e 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:

o0 situation status
0 objectives and priorities
16



current organization and personnel assignments
resources en route and/or ordered
facilities established
communications plan
0 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.

O O 0O

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
0 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.

17



e 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.

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

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

Closing Down
e At the Incident Commander’s direction, release Operations staff no longer needed.
Direct staff members to sign out through Timekeeping.
e Return equipment and reusable supplies to Logistics.
When authorized by IC, deactivate the section and close out all logs.
e 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
e Put on personal safety gear.
e Obtain all necessary equipment from container (see below).
e Check at Command Post (ICP) for assignment.

Operational Duties

e 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.

e 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 2™ 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.

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

e |f 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 3™
team member will stay with the patient until Rescue Mobile arrives.

o The 3" team member will then catch up with the other team members and
continue searching as a team of three.
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e 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.

e Follow directions from Operations/Incident Command Post.

e Report gas leaks, fires, or structural damage to Operations Coordinator immediately
upon discovery. Handle small situations when possible (example; light fire suppression).

e Record exact location of damage and triage on map and report information to
Operations Coordinator.

e Keep radio communication brief and simple. Use common language, no codes.

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

| Rescue Mobile Team(s)

Operational Duties

e Be prepared to respond to search and site assessment locations with a stretcher or
wheelchair to assist patients with major injuries.

e When exiting a room with the patient, put 2" piece of tape diagonally over the first,
forming an “X” on doorframe indicating the room is clear.

e Advise Operations of extent of injuries and report you are enroute to First Aid with
patient.

e |f a patient has a possible severe spinal injury, stay with the patient until paramedics
arrive.

e When requested by Operations, respond to specific building(s) and act as site
assessment member.

Closing Down
e 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

e Set up First Aid Station if directed by Operations Coordinator.

e Obtain and put on personal safety equipment including vests and non-latex or nitrile gloves.
e Check with Medical Team Leader for assignment.

Operational Duties
e 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.

e 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.

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

| Utilities, Traffic and Security

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

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

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

Closing Down
e 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
e Refer to summary of job responsibilities and assume your assigned role. Respond to the
designated area to do your job.
e Respond to Logistics to get needed supplies.

Closing Down
e 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
e Check in with Incident Commander for situation briefing.
e Obtain necessary equipment and supplies from Logistics.
e Put on a position identifier, such as vest, if available.

Operational Duties
e 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.
e Work with Planning scribe to record and maintain all accurate records.

Closing Down
e At the Incident Commander’s direction, deactivate the section and close out all logs.
e Archive all incident records.
e Verify that closing tasks of all Planning positions have been accomplished.
e 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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e Have Student Release Forms available for parents outside at Request Table. Assign
volunteers to assist.
e 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

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

e Staff verifies identification, pulls Emergency Card from file, and verifies that the
requester is authorized on the card.

e Staff instructs the requester to proceed to the Release Table and files the Emergency
Card in the out box. .

e The runner takes the Student Release Form to Student Assembly Area and walks the
requested student to Student Release table.

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

If student is not with the class:
e 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.

If a student is in First Aid, a parent should be escorted to the Medical Treatment
Area.
e If a student was marked absent, a parent will be notified by a staff member.

Closing Down

e At the direction of the Operations Coordinator, return equipment and unused supplies to
Logistics.

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

Parent should be notified of missing student status and escorted to Crisis Counselor.

| 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
e 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
e Coordinate supplies, equipment, and personnel needs with the Operations Coordinator.
e Maintain security of cargo container, supplies and equipment.

Closing Down
e At the Incident Commander’s direction, deactivate the section and close out all logs.
e 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
e Check in with Incident Commander, Operations and Planning Coordinators for situation
briefing.
e Obtain necessary equipment and supplies from Logistics.
e Put on a safety vest or position identifier.

Operational Duties

Records

e Maintain information pertaining to incidents on whiteboards at the Command Center
noting all actions and reports.

e Prior to dismantling whiteboards, take photos for recreating incident and for information
gathering.

e 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
e Collect and file all paperwork and documentation from deactivating sections.
e 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:

e Make an announcement on the public address system. Give clear instructions, remain calm
and convey reassurance that the situation is under control.

e When clearance is received from appropriate agencies, give the ALL-CLEAR instruction to
indicate that the normal school routine can resume.

e Walk around the interior of the campus to ensure all exterior doors are locked.

TEACHER and STAFF ACTIONS:

e Immediately clear students from the halls. Stay away from all doors and windows.

e Keep all students in the classroom until further instructions are received. Assist those
needing special assistance.

e Secure individual classrooms: close and lock doors and windows.

e 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:

e 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!

e 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.

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

e [f 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:

e Ifitis 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:

e Move quickly and quietly to the closest safe classroom.

e Put your cellphone on silent or vibrate mode. Do not answer a ringing phone.

e |f 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
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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:

e 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.

e Call 911. Provide school name and location of off-site evacuation, reason for
evacuation, number of staff and students being evacuated.

e When clearance is received from appropriate agencies, give the ALL-CLEAR instruction
and authorize students and staff to return to the classrooms.

e 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:

e 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.

e |f 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.

e 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:

e 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.

e 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.

e Notify District Office of school and personnel status. Determine who will inform public
information media as appropriate.

e Do NOT re-enter the building until it is determined to be safe by an appropriate facilities
inspector.

e Determine whether to close school. If school must be closed, notify staff members,
students, and parents.

STAFF ACTIONS:

e 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.

e 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.

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

e Check for injuries and render First Aid.

e Warn students to avoid touching electrical wires and keep a safe distance from any
downed power lines.

e 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:
e Assess the victim (ABC — Airway, Breathing, Circulation. Call 911, if appropriate.
Provide:
o0 School name, address including nearest cross street(s)
o and the fastest way for ambulances to reach the
building.
Exact location within the building
Nature of the emergency and how it occurred.
Approximate age of injured person
Caller’'s name and phone number
o Do not hang up until advised to do so by the dispatcher.
e Assign staff members to meet rescue service and show

O O 0O

medical responder where the injured person is.

e Assemble emergency care and contact information of victims.

e Monitor the medical status of the victim, even if he or she is transported to the hospital.

e Assign a staff member to remain with an individual, even if he or she is transported to the
hospital.

e 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.

e Advise staff of the situation (when appropriate). Follow-up with parents.

STAFF ACTIONS:

e Assess the scene to determine what assistance is needed. Direct students away from the
scene of the emergency.

e Notify Principal/Site Administrator.

Stay calm. Keep the individual warm with a coat or blanket.

e Ask the school nurse to begin first aid until paramedics arrive. Do not move the individual
unless there is danger of further injury.

e Do not give the individual anything to eat or drink.

ADDITIONAL STEPS FOR THE SCHOOL.:

31



| 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:

PERSON RECEIVING THREAT BY MAIL:

Listen. Do not interrupt the caller.

Keep the caller on the line with statements such as "/
am sorry, | 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.

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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Agenda Iltem #10

Twin Hills School

Governance Te Handbook

Coming together is a beginning. Keeping together is progress. Working together is success. - - Henry Ford



UNITY OF PURPOSE

Unity of Purpose means a common focus, superordinate goals, values, and beliefs that governance
team members share about children, the district, and public education, which help them transcend their
differences to fulfill a greater purpose.

VISION STATEMENT

Our Vision is to foster a community where all chndren feel loved, respected welcomed and
encouraged to develop to their fullest potential.

MISSION STATEMENT

Our mission is to work together to build a safe, respectful, and nurturing environment focused on
maximizing each child’s sense of well-being and acqumng‘skllls for life and learning.

WHAT WE HOPE TO ACCOMPLISH AS A TEAM

TO WHOM ARE WE RESPONSIBLE?

_To provide the best possible education in a safe,
'engaging, challenging, compassionate learning
environment.

To Qur Children:

| To provide necessary resources and a safe,
supportive, challenging work environment.

To District Staff

To provide an education for their children in an
environment that is physically and emotionally
safe for children and their families and to provide
avenues for their involvement in their children’s
education.

To Families/Caregivers:

To provide a high-quality education in our
schools so that the community is a great place to
live and to use public funds efficiently and
effectively.

To Voters and Taxpﬂayerr

To Our Entire Community: To keep them informed and promote an
understanding of the benefits of our educational
system, whether or not they have children in our
schools.

Coming together is a beginning. Keeping together is progress. Working together is success. - - Henry Ford



To the State and Federal Government: To obey the law, to be informed and to keep
other elected officials informed about the effect of
legislation on our district, and to advocate on
behalf of our children and our schools.

To the Other Members of Our Team To come to meetings prepared, to be interested
and informed, to be committed to our work, and
to be respectful and honest in our interactions.

ROLES AND RESPONSIBILITIES

The Role of the Board ' e
School Board members are the representatives of the people elected to ensure the dlstnct schools
educate the children in consideration of the local community's interests. The role of the School Board is

to govern the school district.

The Role of the Superintendent .
The Board hires the Superintendent to provide professmnal ex
operations. The Superintendent: '
o Works with the Board to develop an effective governance Ieadershlp team
e Serves as the chief administrative officer for the school district
e Manages personnel activities (hiring, evaluation and discipline of staff)

rtiee in the district's day-to-day

Board Responsibilities e L v
Setting the direction for the commumty s sch ols by

1.

e Focusing on student learnlng

e Assessing district needs

e Generating, reviewing, and rewsmg gu|d|n documents (beliefs, vision, priorities, strategic
goals, success mdlcators) :

2. Employmg the Superlntendenti&

e The Superintendent is the Board’s only employee

e Give direction to the Superintendent

e Regularly evaluate the Supermtendent to ensure progress with goals and accountability to the
school commumty -

3. Policy and Structure F

e Set policies to ensure Iegal compliance and to support district goals/progress

e Set policy for hiring of other personnel

e Set direction for and adopting the curriculum

e Set clear process for staff, students and members of the public to share their thoughts, ideas,

concerns and complaints

Establish budget priorities and adopting the budget

Oversee facilities and physical resources

e Provide direction for and vote to accept collective bargaining agreements
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Create a governance calendar to receive reports from staff on progress toward goals

Approve or ratify contracts, agreements, settlements and other

4. Accountability

®

e Evaluate the Superintendent

e Monitor, review, and revise policies

e Serve as a judicial and appeals body

e Monitor and adjust district finances

e Review facilities issues

e Monitor the collective bargaining process
®

5. Community Engagement

Speak with a common voice about district priorities, goals, and 1ssues

¢ Engage and involve the community in district schools and activities to help ensure the voice of

the community is thoughtfully considered when setting direction/priorities

e Communicate clear information about policies, programs, and fiscal condmons of the district
e Educate the community and the media about issues facing the district and public education
e Advocate for children, district programs, and publlc education to the general public, commumty

and local, state, and national leaders

GOVERNANCE TEAM NORMS

The Board of Education seeks to arrive at full Board support when setting direction, approving action
items and assigning resources. We accept that only the Board as a collective body has authority to, for
example, direct staff, commit District resources, or bind the District to a specific course of action. No
individual Board member may do so -- we set direction through most of the Board. However, we do
believe that is in the district's best interest for the governance team to strive to achieve the support of
the full Board when making decisions, as this recognizes the voices of the community, for which the
Board members are responsible for including in the District’s work.

Communications

Communication/Board
Member Inquiries and

Requests for
Information

Board — Superinfendent\
e The supenntendent will provide the Board with efficient, accurate

Principles:

" information in advance of meetings and through the Friday letter.

Board members are encouraged to seek necessary information in order to
do their work, including and not limited to, asking questions regarding
_Friday letter, upcoming agendas, and committee work.

Board members will demonstrate respect for the superintendent and staff
_in all communications.

Mindful that only the collective Board of Education may direct the
superintendent, individual Board members will be careful to distinguish
between inquiries and direction.

e All Board members will have access to the same information.

Agreements:
e Board members will direct all district communication to the superintendent,

which may include concerns or complaints from a school community
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member, media inquiries, and official documents/requests for meetings
from local organizations or government leaders.

e The superintendent will either answer or direct staff to answer Board
member inquiries and requests for information and will share the
information with the entire Board when appropriate, as determined by the
superintendent.

e The Board encourages the superintendent to clarify how a request for
information may impact staff-time demands.

o Board members may direct communications to approprrate staff members
and copy the superintendent.

Keeping the Board
informed

E L f»aThe superintendent shall ensure that Board members receive copies of

Principle: ;
e Board members can access suff crent and equal information.

Agreement. "
e The superintendent will inform the Board as soon as possmte regarding

serious issues that include but are not limited to liability exposure, media

exposure, serious injury, staff issues, or other serious concerns.

o The superintendent exercises discretion and independent judgment

on what to report to the Board.

e Bi-weekly Frlday Letter

iperintendent shall commumcate bi-weekly with the Board
through th Fnday Letter. Informatron to be included, but not limited

. Assrst in backgroundlng the Board to help facilitate
productrvehBoard meetings.
ne information regarding district operations.
to upcoming activities/issues impacting the district or
in whlch,the Board may become involved.
Calendar%of Upcomlng Board Meetings and Important

o Confidential Friday Letter

‘0 The superintendent shall also provide a Confidential Friday Letter

-ito the Board on an “as needed basis.” Information placed in this
separate correspondence shall be deemed confidential as defined
in the Brown Act.
Sensitive and confidential information will be opened with
“Confidential. Do Not Reply All. Do Not Forward” to support

compliance with the Brown Act.

district communications and school newsletters.
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}Superintendent
Messages to the
Community

Principle:
The Board and superintendent agree that communication from the
superintendent to the community should be relevant to school matters.

Agreements:
e The Superintendent will review messages with the president unless they
are urgent and time-sensitive (student or staff safety).
e The superintendent will consider messages w:th the Board for input,
questions, or concerns.
o Feedback from Board members is to be prov:ded via phone
conversations only. ’

Email or Text
Communication

Principles: o ‘
e Board members wish to avoid unmtentlonal wolat:ons of the Brown Act.
e Board members wish to be courteous and responsive to one another.

Agreements: :
e If the superintendent sends an email to all Board members and does not
want a response, they may indicate this by placing the words “No Reply
Needed,” “Do Not Reply All,” “Do Not Forward” in the subject header of the
email.
o [fthe supermtendent emails all Board members and seeks a response,
he/she may indicate thIS by placmg the text “Reply Requested” in the
email's subject header.™ )
o Board members wm use the “rep!y” functlon so that only the
-.superintendent receives the response.
"o Members will not use “reply to all.”
o Board members will make every reasonable effort to respond to
emails (and calls) within 24 hours.
Board members understand that any communication — including emails or
~_text messages from a personal account or device — that is made in the
- course of their duties as an elected official may be disclosable as a public
record under the California Public Records Act (“CPRA”), if subpoenaed or
where otherwise required by law. Board members are encouraged to be
‘respectful and professional in any written communication with each other,
~ staff, or members of the public and be mindful that such communications
could viewed by the larger community.
e The District also has a data retention policy which, pursuant to applicable
state and federal law, requires records to be retained for a prescribed
_ period of time. Board members should consult with District staff before
- permanently deleting or destroying any documents in their position.
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Serial Meetings/
Brown Act Compliance

Principle:
e Board members wish to avoid unintentional violations of the Brown Act.

Agreements:

e When approached by one or two Board members regarding a matter
within the Board’s jurisdiction, both Board members will disclose that a
discussion occurred with another Board member without providing details
or positions that would cause the disclosure to become a serial
communication.

o If two other members have discussed the issue, the Board
members will stop the current conversation.

Use of Social Media

Principles:
e Board members wish to make information available to any member of the
public. & s

e Board members understand that when they have a social media page (X
(Twitter), Facebook, Instagram, etc.) on which they discuss or post matters
that concern district business and permit the public to comment or post,
they have created an open forum subject to First Amendment protections
such that Board members cannot block, remove, or edit followers or their
comments, content or posts which they disagree with or find offensive.

Agreements: -
e Board members will not interact with one another on social media .
platforms regarding district business, including "liking" or commenting on
other members’ posts. ...~
e Board members agree they will not use social media to conduct district
. business. f

. |» Board members will make their official Board member social media pages
| _ available to everyone. =
|e If Board members maintain private social media accounts, itis

* recommended that they include an express disclaimer in a prominent area
of their page/site that the account is private and refrain from including any

- indicia that might suggest otherwise (e.g., holding themselves out as a
. Board member or utilizing District logos or banners).

e Board members may de-activate features which allow others to comment
or post on their social media account, but such practice shall be applied
uniformly to all third-parties. If commenting is allowed, Board members
will not delete or hide comments on their official social media pages.

~ Board members agree to:

0 Post a disclaimer that they are not posting on behalf of the district
and not intending to create a public forum for school Board
business.

o Set explicit decorum standards and expectations on their official
social media pages, including a prohibition on profanity or threats.

Meeting Preparation
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Placing litems on the
Agenda

Principles:

e Board members have the right to request that an item within the subject
matter jurisdiction of the Board be placed on the agenda.

e The agenda belongs to the entire Board and should be managed to help
advance the district's goals and service to students.

e ltems for consideration on the agenda must fall within the purview of the
Board.

e Members should understand the process for making these requests.

Agreements: o

e The Board president and the supenntendent shall meet to review the
agenda before its publication and distribution..

e The Board president and Superintendent have the final say on whether
an item appears on the agenda and when it will be heard.

e If a request by another Board member to place an item on the agenda is
declined by the President or Superintendent, the requesting Board
member may request that the decision be put to a vote on whether the
item should be agendlzed tf approved the item is placed on the
subsequent agenda. L, ;.

e |[f items are requested to be placed on the agenda, they are reviewed in
the context of the published governance calendar for appropriate
placement. - . T

e The supenntendent may determine that the request is best addressed
by providing information in a Friday Letter. In this case, the
superintendent W|II call the reques ing Board member to discuss their
recommendatlon .

/,Items or the agenda may e requested by:
| « ABoard member may:

o Email or contact the superintendent or Board president with a
- equest to place an item on the agenda.
= Board members will be mindful that email requests
should not reveal a position or disposition to avoid

opening before the complete Board discussion.

A member of the public

0 Must submit requests in writing/email to the superintendent or
Board president and will be reviewed by the Board president and
superintendent when setting the agenda.
The Board president and superintendent have sole discretion in
these decisions.

Board Packet for
Meetings

| Principles:
e Board members are prepared for Board meetings.

e Board members have equal access to information.
e Board members demonstrate respect for staff.

Agreements:

e Board members may email the superintendent or appropriate staff
member anytime with questions regarding Board meeting materials.

e If Board members email staff directly, they will copy the superintendent.
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e To ensure question(s) can be answered prior to or at the Board meeting,
question(s) will be submitted prior to the Board meeting when possible.

e The superintendent will, if appropriate, share any question and answer
with all Board members by email. The Board trusts the superintendent
to make this judgment.

Efficient Meetings:
Ask Questions in
Advance

Principle:

¢ To ensure meeting efficiency, Board members agree that providing
questions to staff before the meeting will allow them to be fully prepared
for discussion and deliberation. «

Agreements: S Lo

e Board members will, if possible, inform the superintendent if they intend
to ask questions at a Board meeting.

e Board members may not always anticipate questions in advance. If so,
Board members will inform the Board and community before asking. For
example: “I did not ask this in advance, so you may not have the answer
here, but here...” k. v

Board Meetings

Structure of Meetings

Closed Session - (Closed session can either come before or after open
session)’ - i # %

e Confidential items — note: under the Brown Act, only specific topics may be
- discussed in closed session and must be appropriately agendized.

. Sample topics may include personnel matters, labor negotiation updates,

- pending litigation, settlement, etc.

o All topics during closed session are strictly confidential, and Board

““members cannot discuss or disclose any portion of closed session matters
with another party unless the Board collectively has approved the
disclosure.

Open Session:
See the sample Board agenda at the end of this handbook.

Purpose of Consent Agenda

e Consentis a portion of the open session agenda in which muitiple matters

° are grouped together, and the Board votes in a single action to approve

" them collectively and at once. The purpose of the Consent agenda is to
allow for the efficient operation of District business. Appropriate items for
the Consent agenda include, but are not limited to, the approval or renewal
of minutes, personnel reports, and standard contracts (service or purchase
agreements, partnership MOUSs, etc.) for which the Board would likely
unanimously approve without modification or discussion. The Consent
agenda should not include controversial subjects, require staff elaboration,

formal hearings, or Board deliberation, are likely to draw substantial public
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interest and comment, and/or are tentative or multi-faceted matters that
are not conducive to a simple “Aye”/ “Nay” vote.

Action ltems

e First Read — present item to the Board for discussion, deliberation, and
direction to staff for possible additional study or revisions

e Second Read — present item to the Board for discussion and action.

Role of the President

Principles: :

e The Board wants its meetings to be effective and eﬂ” cient.

e The president manages the meeting consistent with the Board’s
agreements. ;

e When the president is absent or cannot presnde over a meeting, the clerk
shall perform the president's duties.

o When the president and the cl k are absent, the next in line shall perform
the president's duties. :

Agreements: ‘ ‘ -

e The Board permits the Board preSIdent to enforce the Board’s bylaws
regarding the conduct of meetings.
Set agenda with superintendent.
Call meetings of the Board.
Call the meeting to order and presxde over the meeting.
Announce the agenda items.:
Recognize speakers and enforce
from disturbance or interference. ‘
Facilitate deliberations and votes at meetings.

e The president has the same rights as other board members, including

. discussing and voting. .

Perform other duties per the law and Board policy.

d protocols for protecting speakers

Role of the Clerk

To fulﬂll the presrdent‘s dutxes in the president's absence.
Perform any other duties assigned by the Board.
Certify or attest to actions taken by the Board when required.
Maintain such other records or reports as required by law.
Sign documents on behalf of the district as directed by the Board.
Serve as presiding officer in the absence of the president and vice
president.

o Notify Board members and members-elect of the date and time for the
- annual organization meeting.

L __|e Perform any other duties assigned by the Board.
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Meeting Management

Principles:

e The Board wishes to conduct business professionally.

e The Board wants its meetings to be effective and efficient.

e The Board seeks to maintain a warm and collegial tone to its meetings.

Agreements:

e The Board president will recognize colleagues to speak.

e The pres;dent may advance the meeting by saylng "Unless there are new
ideas.. :

e No textmg from the dais.

Student Safety

Meeting Management:

Principles:
e Board members want community members to have their concerns

addressed appropriately. ;
o Board members wish to protect student safety.

Agreements:
Board president will use this sample wordmg to mitigate public comment
referencing personal or identifying lynformet‘lpn about a minor:

Student safety is a priority for Board m rs including protecting their right to
privacy. Though we: pref that commumty‘ mbers do not disclose information that
would identify a speci ¢ minor/student when addressing the Board in open session,
there is nothing that st ) m domg it. There are, however, things that the
Board president can say : nd d ‘conversation appropriately and
protect the student(s). ‘
e . Scenario One

rterrupts the speaker and politely and calmly says,
wportant to you. | can see how much you care, and |
sure that we understand the circumstances or

his information to the right people to address it. The
or me to arrange for someone from the staff to meet
‘help you. So, I'd like to ask XX staff members to

se meet <<cohﬁ‘fﬁunity member name>> in the back of the room for

; rther discussion."

Scenarlo Two:

The Board president says, "I'm so sorry <<insert community member
name>>. | apologize for the interruption, but | need you to know that we prefer
that constituents do not speak publicly about minor students by name or other
specifically identifying information. Protecting the privacy and rights of our
students is important to us, as a Board. If you feel the need to continue
addressing this situation publicly, | ask that you please refrain from providing
any identifying information about the student(s) involved. Alternatively, | can
arrange for you to speak directly with staff.

Reports to the Board

Principles:

The Board:

e Receives sufficient information to do its work.
e Values the contributions of district staff.

e Keeps meetings focused and efficient.

Agreements:
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e Staff reports will be provided in advance unless unavoidable.
o Staff reports should address as applicable:
o Impact on students
District priorities
Policy
Cost
Options & Alternatives
o Rationale for proposed action
e Guidelines for staff, :
o Focus on the most important aspects of the issue.
o Avoid jargon. (Provide a glossary.). .
o Please don’t read slides or repor‘ts to the Board

O 00 O0

Public Comment at
Meetings

The public has the right to address theyBoard on agenda items or
non-agenda items at the beginning or when the item is called.

Principles:
e Public will be treated respectfully yF
e The board and superintendent are responsxve to public comment
e Board meeting is productive and efficient.

Agreements: e

e The President opens the item.
Staff reports on the item.: .
The president calls for public comment.
The president opens public comments and reminds the community of the

_guidelines for public comment

T Three-minute time limit per person per topic, 20 minutes total.

o The president may, in consultation with the Board, adjust the time

to accommodate large groups.

 Set a timer so the speaker(s) can monitor their time and the Board
~_president can more easily enforce the time limit.

Comments must be within the purview/jurisdiction of the Board.

‘0 Comments should be directed to the full Board

e The President will acknowledge each speaker and respond appropriately.

Delibera'tions_

Principles:
e Board members are prepared for deliberation by advance study of Board
~materials.
e All Board members have an opportunity to participate.
¢ All Board members work to demonstrate an understanding of the views of}
all other Board members.

Agreements:

In deliberations and for responding to staff recommendations, the Board will
reflect on

District mission, values, and priorities

Policy

Budget

Impact on students
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e The perspectives of the community
e Impact on other systems: staff, facilities, etc.
e Reasonableness

Board member
Comments / Reports

Principle:
Board members wish to keep the public informed of their activities and
participation in events and meetings.

Agreements: ‘
e Board members will attempt to keep comments to Iess than 3 minutes.
e Board members will focus comments on:
o Board development activities (m y mctude professional reading,
training, etc.) v
o District activities they have attended

Other Board Memher;Protocol

Missing a Board Meeting

Principle: .
e The presence of every Board member is important and expected at every
meeting. .

| Agreement:
e Board members will notrfy the su errntendent's office if they will be absent
from a Board meeting. .
e Absent members are expected to read the Board Packet and to contact
_the superintendent if there are questions or comments regarding the
- agenda or supporting materials.

o Board members are encouraged to contact the Board president or
£ ’ superintendent for Board rneeting results upon returning from an absence.

Visiting Schools

Pnncrples

Board members visit schools to:

. |e Demonstrate interest in student learning and support for staff work.
e See the connection between the work of the Board and the experience of

*’is%*’stddents and staff.

Agreements:
e As a courtesy, Board members inform the superintendent’s office when
. they plan to visit schools.
Board members call principals to schedule a visit.
Board members follow the school rules regarding visitors (e.g., sign in at
the school office.)
e Board members are careful not to make evaluative statements to school
staff or students.
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Handling Concerns that

Own Children

Involve Board Members'

In order to work effectively with district staff about our children, Board
members agree to:
e Follow the same process expected of all parents to follow:
o Meet with the teacher first, and then follow the chain of command:
= Meet with the principal,
= Consider using the complaint policy.
e Be clear that they are speaking to the teacher as a parent (i.e., “My child
is having this problem .... How can | help them?”)
e Understand that sometlmes a spouse or srgnrflcant other may be the
better person to handle a situation. .
e Inform the superintendent of the situation prlor to any meetings.

Handling Concerns

Principles:
e Treat others with respect.
e Support District policy and procedures regardrng concerns or complaints.
e Board members stay within thelr role.

Agreements:
In responding to concerns, Board members will follow the steps below and be
mindful that the Board may ultimately be considering the matter under the
applicable complaint process, so the Board generally stays apart from the
investigation stage of the complaint or concern to preserve neutrality:
¢ Receive — Listen and show gratltude
e Repeat - Explain their point to their satrsfachon (“Do you believe that |
understand?” and/or “What would you like me to do for you?”)
e Remind — Explain that you have no authority as an individual.
e Re-Direct —Direct them back to the appropriate person at the appropriate
_level. Be sure to acknowledge the speaker's emotion and express that you
~ hear their concern.

y . If the person expresses concerns about speaking with staff members, then
- |  the Board members shall direct the person to the superintendent. In these
_ situations, the Board member shall inform/prepare the superintendent.

e Report — Board members shall share concerns that they are hearing from

members of the public so that the superintendent may listen for trends and
- areas that require their attention. This should be handled through a phone
_call, not email.

Board members will forward email concerns from employees or community
members to the superintendent for attention.

Board members may respond, “Thank you for reachmg out. | have forwarded
your message to the superintendent for attention.”
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Structure of the Board Agenda at Board Meetings

A. Call to Order -President
1. Piedge of Allegiance-President
2. Roll Call-President

B. Adopt Agenda-President
C. Recognitions, if any-President
D. Public Hearing, if necessary-President

E. Consent Agenda: President

1. All matters of the consent agenda are considered routme-and will be enacted bi he
Board in one motion without prior discussion. g f -

2. When the Board adopts the agenda, the Presrdent asks if any consent item may be
removed from the consent agenda by any member of the Board for a separate
discussion.

3. Examples of consent agenda items may rnclude
¢ Meeting minutes :
e Approval of warrants
e Routine personnel matters
e Routine district matters

F.. Communication/Reports: Presiden

1. This may include reports from employee associations, the student Board member, the
school s principal :h‘ostmg Board meetings, the superintendent, and the Board members.

®n

Idress the Board on items not listed on the agenda.

lest ishing to address the Board please state your name and address.

e Dueto hmltatlons of The rown Act, board members are not allowed to engage with the
_public or act on rtems not on the agenda.

o ;;_ﬁlndNIduaIs addressm the ‘oard will be limited to three minutes per person.

G. DlSCUSSlOﬂ/ACtIOh Items-President opens each item and

_ Staff Presents.
sks for questions from the Board
_resrdent takes public comment

1. The sequence of departmenta| reports will vary based on the nature of the agenda
items.

2. Department reports include personnel, finance, facilities, curriculum and instruction.

3. Department reports normally will be agendized with discussion/action items first,
followed by information items.

H.. Closed Session
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1. Closed session may be scheduled either before the start of the regular Board meeting or at the
end.
2. Consent agenda items are confidential and must meet the guidelines as established by the
Brown Act, including, but not limited to, personnel and legal matters.
I. Adjournment
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Agenda Item #11

TWIN HILLS UNION SCHOOL DISTRICT
RESOLUTION #2023-572

December 14, 2023

RESOLUTION OF THE GOVERNING BOARD OF THE
TWIN HILLS UNION SCHOOL DISTRICT
REGARDING ACCOUNTING FOR DEVELOPMENT FEES
FOR 2022-23 FISCAL YEAR
IN THE FOLLOWING FUND OR ACCOUNT:
CAPITAL FACILITIES — FUND 25
(Government Code sections 66001(d) & 66006(b))

1. Authority and Reasons for Adopting this Resolution.

A. This District has levied school facilities fees pursuant to various resolutions referred to herein, the most
recent which is dated 8/11/16, and is referred to as the “School Facilities Fee Resolutions” and hereby
incorporated by reference into this Resolution. These resolutions were adopted under the authority of
Education Code section 17620. These fees have been deposited in the following fund or account:

Capital Facilities — Fund 25 (the “Fund”)

B. Government Code sections 66001(d) and 66006(b) require this District to make an annual accounting
of the Fund and to make additional findings every five years if there are any funds remaining in the
Fund at the end of the prior fiscal year; -

C. Government Code sections 66001(d) and 66006(b) further require that the annual accounting of the
Fund and those findings be made available to the public no later than December 27, 2023 (180 days
after close of fiscal year), that this information be reviewed by this Board at its next regularly
scheduled board meeting held no earlier than 15 days after they become available to the public, and
that notice of the time and place of this meeting (as well as the address at which this information may
be reviewed) be mailed at least 15 days prior to this meeting to anyone who has requested it.

D. The Superintendent has informed this Board that a draft copy of this Resolution (along with Exhibits A
and B, which are hereby incorporated by reference into this Resolution) was made available to the
public on November 20, 2023. The Superintendent has further informed this Board that notice of the
time and place of this meeting (as well as the address at which this information may be reviewed) was
mailed at least 15 days prior to this meeting to anyone who had requested it.

E. The Superintendent has also informed this Board that there is no new information which would
adversely affect the validity of any of the findings made by this Board in its School Facilities Fee
Resolution.
2. What This Resolution Does.

This Resolution makes various findings and takes various actions regarding the Fund as required by and in
accordance with Government Code sections 66001(d) and 66006(b).

3. Findings Regarding the Fund.

Based on all findings and evidence contained in, referred to, or incorporated into this Resolution, as well as the
evidence presented to this Board at this meeting, the Board finds each of the following with respect to the Fund
for the 2022-23 Fiscal Year:

Resolution of the Governing Board November 20, 2023
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A. In reference to Government Code section 66006(b)(2), the information identified in section 1 above is
correct;

B. In further reference to Government Code section 66006(b)(2), this Board has reviewed the annual
accounting for the Fund as contained in Exhibit A and determined that it meets the requirements set
forth in Government Code section 66006(b)(1);

C. In reference to Government Code section 66001(d)(1)(A), and with respect only to that portion of the
Fund remaining unexpended at the end of the 2022-23 Fiscal Year, the purpose of the fees is to finance
the construction or reconstruction of school facilities necessary to reduce overcrowding caused by the
development on which the fees were levied, which facilities are more specifically identified in Exhibit
B;

D. In reference to Government Code section 66001(d)(1)(B), and with respect only to that portion of the
Fund remaining unexpended at the end of the 2022-23 Fiscal Year, the findings and evidence
referenced above demonstrate that there is a reasonable relationship between the fees and the purpose
for which they are charged as more specifically identified in Exhibit B;

E. In reference to Government Code section 66001(d)(1)(C), and with respect only to that portion of the
Fund remaining unexpended at the end of the 2022-23 Fiscal Year, all of the sources and amounts of
funding anticipated to complete financing in any incomplete improvements identified as the use to
which the fees are to be put is identified in Exhibit B;

F. In reference to Government Code section 66001(d)(1)(D), and with respect only to that portion of the
Fund remaining unexpended at the end of the 2022-23 Fiscal Year, the approximate dates on which the
funding referred to in paragraph e above is expected to be deposited into the appropriate account or
fund is designated in Exhibit B; and

G. In reference to the last sentence of Government Code section 66006(d), because all of the findings
required by that subdivision have been made in the fees that were levied in paragraphs C-F above, the

District is not required to refund any moneys in the Fund as provided in Government Code section
66001(e).

4. Superintendent Authorized to Take Necessary and Appropriate Action.

The Board further directs and authorizes the Superintendent to take on its behalf such further action as may be
necessary and appropriate to effectuate this Resolution.

5. Certificate of Resolution.

I, Michael Ost, President of the Governing Board of the Twin Hills Union School District of Sonoma County,

State of California, certify that this Resolution proposed by Trustee , seconded by
Trustee , was duly passed and adopted by the Board, at an official and public meeting

this 14th day of December, 2023 by the following vote:

AYES: Terry Beck
Melissa Bechtel
NOES: Jeff Harding
John Moise
ABSENT/ Michael Ost
ABSTAIN:
Michael Ost, President of the Board
of the Twin Hills Union School District,
Sonoma County, California
Resolution of the Governing Board November 20, 2023
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EXHIBIT A
TO RESOLUTION REGARDING
ACCOUNTING OF DEVELOPMENT FEES
FOR FISCAL YEAR 2022-23
FOR THE FOLLOWING FUND OR ACOUNT:
CAPITAL FACILITIES (the “Fund”)

Per Government Code section 66006(b)(1) as indicated:

The Capital Facilities Fund is used to record the receipt and expenditure of developer fees.

Schedule of Fees: Beginning 10/10/16 Residential: $1.73/sq. ft.
Commercial: $0.388/sq. ft.

Beginning Fund Balance, July 1, 2022: $ 51,837.17
Ending Fund Balance, June 30, 2023: $ 39,341.32*%
Fees Collected, fiscal year 2022-23: $ O**
Fair Market Value of Cash 2022-23: $ (1,376.00)
Interest Earned, fiscal year 2022-23: $ 815.75
Transfer In, fiscal year 2022-23: $ 0.00

Transfers out of $11,935.60 were made to the West County Transportation JPA for bus facility
costs.

*The fund balance may (1) be expended in 2023-24 for additional upgrades to the AB MUR, TH
MUR, portables, restrooms, and play areas and/or will be saved for future necessary new
construction or modernization projects.

**Final fees collected January 2022. At the January 13, 2022, board meeting it was agreed that
collection of these fees be suspended beginning 2/1/22

Total Funds expended in 2022-23: $ 11,935.60

Refunds or allocations pursuant to $ 0.00
subdivision (e) or (f) of section 66001.

Prepared by Patty Nosecchi

Made available to the Public on November 20, 2023
(1) Word went from will to may per board 12/9/21




EXHIBIT B
TO RESOLUTION REGARDING
ACCOUNTING OF DEVELOPMENT FEES
FOR FISCAL YEAR 2022-23
FOR THE FOLLOWING FUND OR ACOUNT:
CAPITAL FACILITIES (the “Fund”)

Per Government Code section 66001(d)(1)(A-D) as indicated:

A. With respect to only that portion of the Fund remaining unexpended at the end of
the 2022-2023 Fiscal Year, the purpose of the fees is to finance the construction
or reconstruction of school facilities necessary to reduce overcrowding caused by
the development on which the fees were levied, which facilities are more
specifically identified as follows:

Continued upgrades at the Twin Hills Charter Middle School MUR and
modernization projects at both Apple Blossom Elementary School and THCMS.
Add necessary portables and upgrade rooms at both sites and necessary site
updates to accommodate increased enrollment.

B. With respect to that portion of the Fund remaining unexpended at the end of
2022-2023 Fiscal Year, there is a reasonable relationship between the fee and the
purpose for which it is charged, including:

Future construction projects based on the Facilities Master Plan

C. With respect to only that portion of the Fund remaining unexpended at the end of
the 2022-2023 Fiscal Year, the sources and amounts of funding anticipated to
complete financing in any incomplete improvements identified in paragraph A
above are as follows:

Future Developer Fees

D. With respect to only that portion of the Fund remaining unexpended at the end of

the 2022-2023 Fiscal Year, the following are the approximate dates on which the

funding referred to in paragraph C above is expected to be deposited into the
appropriate account or fund:

Various times during the year

NOTE: Temporary suspension of developer fee collection beginning 2/1/22.
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Agenda ltem #12
Certificate of Election of District Clerk and Board President 2023-24

WE HEREBY CERTIFY that at a meeting of the Governing Board of the

of Sonoma County, California {School district name)
at a meeting held on the following officers were elected:
(President)

(address, including email address)

(Clerk)

(address, including email address)

Regular board meetings held
(Please indicate day of week and frequency)

Signature of Clerk or Secretary of the Governing Board

Instructions: Forward this to the County Superintendent without delay. Boards of Trustees failing to elect a clerk at the
organizational meeting should notify the County Superintendent of Schools at once. If a clerk is not elected on this date,
the County Superintendent of Schools shall appoint a clerk. (Education Code Sections 35022 {72402}, 35038 {724167}, 35143)

Voting Representative for Vacancies on the Sonoma County Committee on School District Organization

The county committee must have 11 members who are elected by a “voting representative” from each district. In
Sonoma County, this election takes place by absentee ballot. Voting representatives do not have additional duties.

THIS CERTIFIES THAT:

(Name)

(address, including email address)
was selected as the representative of the above school District for the meeting of school board representatives to
fill vacancies on the Sonoma County Committee on School District Organization. (Education Code 35023 {72403})

Selected Alternate Representative:

(Name)

Signature of Clerk or Secretary of the Governing Board

Revised SCOE Admin 11/6/23
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Dates for 2024
Regular Monthly
School Board Meetings:

Suggestion: 2nd Thursday of all months except for June*
- no meeting scheduled for July

January 11, 2024
February 8, 2024
March 14, 2024
April 14, 2024

May 9, 2024

*Tune 26, 2024 Wednesday 4:30pm
Budget and LCAP Public Hearings

*Tune 27, 2024 Thursday 4:30pm
Budget and LCAP Approvals

August 8, 2024
September 12, 2024
October 10, 2024
November 14, 2024
December 11, 2024

Meeting Start Time: 4:30 pm



Calendar for Year 2024 (United States)

January
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Jan1 New Year's Day
Feb 14 Valentine's Day
Feb 19 Presidents' Day
Mar 17 St. Patrick's Day
Mar 31 Easter Sunday
Apr 1 Easter Monday
Apr 15 Tax Day

May 5 Cinco de Mayo

Holidays and Observances:

May 12 Mother's Day

Jan 15 Martin Luther King Jr. Day - May 27 Memorial Day

Jun 14
Jun 16
Jun 19
Jul 4
Sep2
Oct 14
" Oct 31

Flag Day
Father's Day
Juneteenth

Labor Day
Columbus Day
Halloween

Independence Day

Nov 5 Election Day

Nov 11 Veterans Day
Nov 28 Thanksgiving Day
Nov 29 Black Friday

Dec 24 Christmas Eve
Dec 25 Christmas Day
Dec 31 New Year's Eve




	Safety Plans.pdf
	Apple Blossom - THSD Aug 2023 Safety Plan .docx
	Safety Plan 23-24 THCMS
	Safety Plan template OVS 23-24
	Inside Building
	 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.
	 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 ...
	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’...
	 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!
	 Do NOT re-enter the building until it is determined to be safe.
	 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...
	 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.
	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.
	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.
	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.
	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.


	SunRidge School Safety Plan-Draft_1 .docx

	THUSD 1st Interim 23-24.pdf
	MYP AB and THCMS 23-24 1st Int final comb.pdf
	MYP-Fund 01 and 03 Combined

	Assumptions all sites 23-24 1st Int ab1.pdf
	Assumptions AB DO 23-24 1st int

	Assumptions all sites 23-24 1st Int ab2.pdf
	Assumptions AB DO 23-24 1st int

	MYP AB and THCMS 23-24 1st Int final ab.pdf
	MYP-Fund 01

	Assumptions all sites 23-24 1st Int th1.pdf
	Assumptions TH 23-24 1st int

	Assumptions all sites 23-24 1st Int th2.pdf
	Assumptions TH 23-24 1st int

	MYP AB and THCMS 23-24 1st Int final thcms.pdf
	MYP-Fund 03

	Assumptions all sites 23-24 1st Int ov1.pdf
	Assumptions OV 23-24 1st Int

	Assumptions all sites 23-24 1st Int ov2.pdf
	Assumptions OV 23-24 1st Int

	Multi-year projection OV 23-24 1st int pdf.pdf
	OV 23-24 1st Int

	Assumptions all sites 23-24 1st Int sr1.pdf
	Assumptions SR 23-24 1st int

	Assumptions all sites 23-24 1st Int sr2.pdf
	Assumptions SR 23-24 1st int

	Multi-year projection SR 23-24 1st Int pdf.pdf
	SR 23-24 1st int

	Assumptions all sites 23-24 1st Int sr1.pdf
	Assumptions SR 23-24 1st int

	Assumptions all sites 23-24 1st Int sr2.pdf
	Assumptions SR 23-24 1st int

	Multi-year projection SR 23-24 1st Int pdf.pdf
	SR 23-24 1st int

	CASH FLOW AB and Dist 23-24 1st int.pdf
	23-24 AB 1st Int for printing

	CASH FLOW THCMS 23-24 1st int.pdf
	23-24 TH 1st int for print

	CASH FLOW Orchard View 23-24 1st int 2.pdf
	23-24 OV 1st int for printing

	CASH FLOW SunRidge 23-24 1st int 33.pdf
	23-24 1st int for printing

	LCFF-Calculator D53 F01 AB Dist 1st Int V2 24-25 1 00 COLA.pdf
	Summary

	LCFF-Calculator D53 F01 AB Dist 1st Int V2 24-25 1 00 COLA graph.pdf
	Graphs

	LCFF-Calculator D53 F01 AB Dist 1st Int V2 24-25 1 00 COLA.pdf
	Summary

	LCFF-Calculator D53 F01 AB Dist 1st Int V2 24-25 1 00 COLA graph.pdf
	Graphs

	LCFF-Calculator D53 F03 TH 1st Int 23-24 1 0 COLA.pdf
	Summary

	LCFF-Calculator D53 F03 TH 1st Int 23-24 1 0 COLA graph.pdf
	Graphs

	LCFF-Calculator D53 F09 OV 1st Int 23-24 COLA 1 0 percent 24-25.pdf
	Summary

	LCFF-Calculator D53 F09 OV 1st Int 23-24 COLA 1 0 percent 24-25 graph.pdf
	Graphs

	LCFF-Calculator D21 SR 1st Int 23-24 COLA 1 0 percent 24-25.pdf
	Summary

	LCFF-Calculator D21 SR 1st Int 23-24 COLA 1 0 percent 24-25 graph.pdf
	Graphs

	Enrollment ADA LCFF Undup Ct worksheet 23-24 1st int 2.pdf
	23-24 1st int pg 1

	Enrollment ADA LCFF Undup Ct worksheet 23-24 1st int 1.pdf
	23-24 1st int pg 2

	Cash Flow F01 and F03 combined 23-24 1st int 3.pdf
	22-23 AB COMBINED

	Cash Flow F01 and F03 combined 23-24 1st int 3.pdf
	22-23 AB COMBINED

	Exhibit A.pdf
	ESCAPE SOFTWARE
	Section 1 – Clean Up Accounts in Escape
	AP Clearing 9510 – Accounts Payable
	AR Clearing 9210 – Accounts Receivable
	General Journal Clearing
	Clean up Invalid or Expired Accounts with Balances
	Restricted/Unrestricted Account Code Verification

	Section 2 - Update Budget in Escape
	Budget Transfer Method
	Budget Revision Type Journal Entry Import Method
	Budget Model Revision Method
	Create a Revised Budget Model
	Load Types into Budget Model
	Create Non-Positional Pay Budget Model
	Budget Entry Activity
	Verify Salaries in Revised Budget Model
	Verify Vacancies in Revised Budget Model
	Compare Budget Models

	Section 3 - Escape Reports
	Budget Reports
	Fiscal Reports
	Presentation Reports

	SACS SOFTWARE
	Section 4 – Understanding SACS
	SACS Data Processing Sequencing
	Dataset Edits and Locking
	Data Processing Steps

	Section 5 – Export/Import Interim Financial Data
	Export from Escape
	Import Escape Data to SACS
	SACS Import Options
	SACS Technical Review Checks

	Section 7 – Promote SACS Dataset
	24-06 SCOE Biz October 19 2023 Interim Guidance.pdf
	 LCFF Revenue Estimates:
	 One‐Time Funding:
	o Remember that stimulus and 2022-23 (e.g. Learning Recovery and Arts, Music, Instructional Material Discretionary Block Grants) funding are one‐time in nature and should not be budgeted in the subsequent years of the MYP.
	o Plan expenditures according to spending deadlines and incorporate them into cash flow and MYP appropriately.
	 Changes to enrollment or Average Daily Attendance (ADA):
	 Local Control Accountability Plan (LCAP):
	 Current Expense Formula/Minimum Classroom Compensation (CEB) Planning:
	 Reserves:
	o The Reserve cap remains operative in 2023-24 and the CDE will notify LEAs by March 1, 2024 if the cap is in effect for 2024-25, If certain conditions are met, the result is a cap of 10% on local reserves (combined assigned and unassigned General Fun...
	 Routine Restricted Maintenance Account:
	 Transportation funding:
	 Mandate Block Grant ~ Resource 0000, object 8550:
	For 2023-24, the mandate block grant (MBG) rates are estimated to be:
	 Basic Aid Supplemental Funding (BAS):
	Basic Aid/ Excess Tax/Community Funded School Districts:
	 Expanded Learning Opportunities Program (ELO-P):
	 K‐3 Grade Span Adjustment (GSA):
	 Form AB 2756 Reporting Requirements:
	 STRS (and PERS) On‐Behalf Contribution ~ Resource 7690:
	 Cashflow Report:
	 LCFF Calculator – FCMAT Calculator ~ Use the FCMAT Calculator v24.2b version or newer, if available. It can be found at www.fcmat.org. Please provide an electronic copy and the tabs of the calculator in hard copy of the pages that were presented to ...
	 Combined District and Charter School Enrollment and ADA Data ~ For districts with conversion charter schools included in the General Fund, please consider completing a spreadsheet that combines District and conversion charter school enrollment and A...
	 Interim SACS forms:

	3 ADA & Enrollment combined.pdf
	Interim Reporting – ADA and Enrollment

	5 LCAP Update.pdf
	(For Districts and Charters)
	Education Code 52062(a)(6)(A) states that the superintendent of the school district shall present a report on the annual update to the LCAP and the LCFF budget overview for parents:
	 Due on or before February 28 of each year
	 Presented at regularly scheduled meeting of the governing board of the school district
	 No required template
	 Fiscal requirements include:
	o LCFF Budget Overview for Parents (BOP)
	o Mid-year Expenditures
	 Other requirements include:
	o Metrics
	o Mid-Year Implementation data
	Sample Expenditure Table:
	Due to these distinctions, LEAs must carryover any unmet percentage of increased or improved services from the prior year. It is important to update your assumptions throughout the year so that your LEA stays on target to meet the increased or improve...
	 Projected COLA
	 Certified Enrollment and Unduplicated Pupil Counts (CALPADS 1.17 Report)
	 Projected Expenditures (Were vacancies filled? Services rendered? Trainings attended?)
	While LEAs may carryover the unmet percentage of increased or improved services from 2023-24 to 2024-25, the 2024-25 Adopted Budget must include sufficient budgeted expenditures to support the LCFF Carryover from 2023-24 + the 2024-25’s percentage to ...
	Step 1: LCFF Calculator
	Step 2: Update LCAP
	  It does not need to be fancy or part of the board approved LCAP report. It can be for internal purposes only.
	  See attached samples on pages LCAP - 4 to 5
	 It can be provided to your auditors when they audit expenditures to verify that LCAP services and actions are included in the budget.
	Sample #1
	Sample #2
	Sample #3
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