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Mission Statement: 
Hacienda La Puente Adult Education provides a comprehensive educational and  

career training program that helps a diverse population achieve their goals. 



   
 

2 
Reviewed: 7/25, 11/24, 10/23, 4/22, 10/21  
Revised: 7/25, 11/24, 10/23, 4/22 

Introduction  
 
HLPAE has established a comprehensive plan to ensure the health and safety of its staff, 
students, and visitors. The plan includes emergency response procedures, medical emergency 
protocols, and guidelines for maintaining a secure campus environment. The following sections 
outline the steps to be taken in the event of a medical emergency and the procedures for 
reporting incidents.  
 
Medical Emergency Action Procedures  
 
In the event of an EMERGENCY medical situation, remain calm and immediately call 9-911 
from any campus phone. If a campus phone is unavailable, use any accessible phone to contact 
emergency services. If possible, designate another staff member or student to notify the office 
manager (x2801) and/or administrator on duty (626) 222-2364 while emergency services are 
being contacted. 
 
For NON-EMERGENCY injuries or illnesses requiring medical assistance, notify the office 
manager (x2801) and/or administrator on duty (626) 222-2364 to assess the situation. If a staff 
member trained in first aid is available, they should administer appropriate first-aid treatment 
using the designated first aid supplies in the classroom (located near the door). 
 
If emergency medical services (EMS) are dispatched, the campus safety officer will guide them 
to the exact location of the sick or injured individual. While awaiting medical assistance, it is 
crucial to keep the person calm, prevent further harm, and ensure their comfort. 
 
When a 911 call is placed, the front office must immediately notify the following: 

• District Police: x3898 or x3899 
• Campus Security: 

o (626) 677-7217 (Daytime) 
o (626) 698-2707 (Nighttime) 

• Director, Adult Career and Technical Education: (626) 222-2364 
 
Following an incident, an Incident Report must be completed as soon as possible by any staff 
member(s) or student(s) who witnessed the event. The injured or ill individual must also 
complete an Incident Report as soon as they are well enough to do so. All reports must be 
typed, signed by a site administrator, and forwarded to the Hacienda La Puente Unified School 
District Directors of Human Resources and Risk Management department staff. 
 
Additionally, the campus safety officer will send an email documenting the incident, including: 

• The name and date of birth of the affected individual 
• A brief description of the incident 
• The responding station number 
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• The rescue ambulance number 
• Details on whether treatment was provided on-site 
• Whether transportation was needed and, if so, to which facility 

This email will be sent to the District Police Dispatcher, District Police Front Office 
Assistant, and the Chief of School Police. 

 
Health and Safety Plan Details 
 
The HLPAE Health and Safety Plan is reviewed annually by the school’s Safety Committee. To 
ensure accessibility and compliance, the plan is distributed and maintained as follows: 

• Annual Updates: The plan is reviewed in the summer to ensure timely revisions before 
the new school year. 

• Distribution to Employees: Employees receive a hard copy after each update. It is also 
made available in a shared OneDrive folder managed by the office manager, emailed to 
all employees, and posted on the HLPAE website. 

• Student Access: Basic information about the plan is provided to students at Student 
Advisory Meetings in the fall. A physical copy is kept in each classroom, and electronic 
copy is posted on the website, and instructors review it with students at the beginning 
of their program. 

• First Aid Supplies: Basic first aid kits are available in every classroom. These kits are 
checked annually to ensure they remain well-stocked and readily accessible. 

 
Budgetary Resources 
 
Hacienda La Puente Adult Education allocates budgetary resources to support the 
implementation and maintenance of its Health and Safety Plan. Primary expenditures include: 
 

• Personnel Costs: Salaries for staff members responsible for health and safety, including 
administrators, office managers, and instructors who respond to and oversee safety 
protocols. 

• First Aid Supplies: Annual replenishment and maintenance of first aid kits located in all 
classrooms to ensure immediate access to essential medical supplies. 

 
These expenses are reviewed annually to ensure sufficient resources are available to maintain 
a safe environment for students, staff, and visitors. 
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