Prevention and Response

for School Risks




Message from the General Director

JUNE 2024

Incidents in our community can occur anywhere and at any time, whether due to
natural disasters, accidents or criminal acts. Teachers, support staff, as well as
transportation officers, security guards and monitors, are part of the front-line team
that must protect students from the risks that exist every day.

Staff must understand that the safety of children is in their care and depends on their
knowledge, skill, alertness and judgement.

Knowledge and preparation are the building blocks of security and emergency
management. Understanding the many threats, we face in today's fast-moving world
and identifying our answers to these threats will put us in a better position to prevent,
detect and act upon man-made and natural hazards effectively and with trust.

While these threats are rare, our role as duty bearers is not only a function of moving students from one place to another, but also ensuring the
protection of their physical and psychological well-being at all times.

The purpose of this handbook is to increase the awareness and competence of all staff who provide care to the student community, meeting
expectations such as:

e Developing strong and effective communication strategy in emergencies

e Being able to identify and report suspicious persons and vehicles

e Recognize and respond to an attack in progress

e Having the knowledge and skills to respond to man-made and natural disasters
e Understand what a safe place of refuge is and how to use it; and

e Assist students with special needs.

Sincerely

Adrian Leece
General Director
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Regulatory Framework

This manual is based on the legal requirements and the following legal framework:
e POLITICAL CONSTITUTION OF THE UNITED MEXICAN STATES

INTERNATIONAL TREATIES
e Convention on the Rights of the Child
e General Comments of the Committee on the Rights of the Child
FEDERAL LAWS
e General Law on Education (LGE)
e General Law on the Rights of Girls, Boys and Teenagers (LGDNNA)
e General Law on the Provision of Services for the Attention, Care and Comprehensive Development of Children
e Federal Law to Prevent and Eradicate Discrimination
e General Law on Women's Access to a Life Free of Violence
e General Law on the Protection of Personal Data in the Possession of Obligated Subjects
e General Law on Health
e General Law on Victims
e General Law of the National Public Security System
e General Law for Equality between Women and Men.
e General Law for the Inclusion of Persons with Disabilities
FEDERAL CODES
e Federal Civil Code
e Federal Civil Procedures Code
e National Criminal Procedures Code
e Federal Criminal Code
STATE LAW FRAMEWORK
e Political Constitution of the Free and Sovereign State of Querétaro.
e Education Law of the State of Querétaro.
e Law on the Rights of Children and Teenagers of the State of Querétaro.
e Law of Justice for Teenagers of the State of Querétaro.
e Law on the Protection of Personal Data in Possession of Obligated Subjects of the State of Querétaro.
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State Telephone Number Directory and Hours of Operation
The telephone directory must be kept up to date

Procuraduria de Proteccion Estatal de Niias, Nifios y Adolescentes, Querétaro
Monday to Friday: 08:00 -15:30
442 216 0512, 442 215 2480 y 442 215 5952

Centro Regulador de Urgencias Medicas, Querétaro (CRUM)
066

Escuadron de Rescate y Urgencias Medicas
442 322 6350

Search for missing persons
Locatel
442 2291111

Guidance on cybersecurity issues
Policia cibernética, policiacibernetica@queretaro.gob.mx.
442 309 1401

Sexual crimes and domestic violence
Unidad 4. Unidad Especializada en la Investigacién de delitos sexuales y en agravio del menor; 24 hours.
442 303 2260, 442 303 2261y 442 303 2262

Psychological and legal guidance
24 hours
442 216 4757 y 800 008 3568

Free psychological support for young people
Secretaria de la Juventud del Estado de Querétaro; 24 hours /7 days.
442 466 6575
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Our Risk Management Strategy

Our strategy for managing the risks which students face are based on the following principles:
Prevention:

Having the ability to prevent, counteract, or stop an incident. Prevention is all actions taken by the school to prevent an incident or threat from occurring,
including through good planning and education or awareness raising.

Protection:

Being able to protect students against acts of violence and human-made or natural disasters. Protection focuses on ongoing actions that protect
students, teachers, staff, visitors, media, or facilities from a threat or hazard.

Mitigation:

Actions taken that are necessary to eliminate or reduce the loss of life and property damage by reducing the impact of an event or emergency.
Mitigation also means reducing the probability of hazards and risks occurring.

Response:

The process by which an emergency is stabilized once it has already occurred, or is certain to occur in a way that is impossible to prevent, and thus
establishes a safe and secure environment, safeguarding lives and property; and facilitates the transition to recovery.

Recuperation:

Focuses on the actions necessary to restore normal operations from an incident.
Training and leading drills to play a key role in operating and sustaining our ability to manage risk to protect the students in our care.
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The Incident Command System (ICS)

It is very important that in case of an emergency/crisis, communication must improve and the chain of command must be respected. Each person in
the community should know how to maintain their responsibilities and communicate with theirimmediate superior. The risks of not doing so are (among
others) the following:
e Miscommunication to the community and therefore the generation of rumors that can generate panic.
e Loss of perspective and starting to do more with fewer people, rather than following the premise of doing as much as possible for as many
people as possible.
e Among other risks.

In order to prevent this situation (during emergencies), the School should maintain a structure similar to that of an army that has shown success in
multiple Emergency situations. This structure is called ‘Incident Command System’.

At the head of this system is the Incident Command Team (ICT) which is composed of the General Managers, Section Directors and other stakeholders
of the School, such as the department heads of Safety, Health and Hygiene and Maintenance, among others.
In case that an emergency escalates to a higher level, the Board Chairperson will also have to be involved in the decision-making process.

In these cases, the structure will look as follows:
Mando

Director General o Director General

———
Oficial de Comunicacion ‘ Oficial de Enlace
[To— [ —
Operaciones------- Planeacion------- Logistica------- Administracion-------- Servicios Médicos-------- Tecnologia
Direccidn Firarzas SenviciosGenerales Direccidnde Recursos Humaros Senvicios Médicos Tecrologiae
Oceraciones Irformetica

RESTO DEL PERSONAL Y MAESTROS.
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Emergency Operations Centers (EOCQC)

In case of a Crisis/Emergency the EMI should meet in a meeting room with telephone and network access. They should be away from the site of the
emergency, but with close communication to it, either via radio, telephone or runners. The School has planned to have several EOCs on and off the
School site.

JFK's Emergency Operations Centers (EOC)
The EMI will meet at the first EOC unless otherwise noted.

Near each EOC there should be a space to receive the media. It should not be the same location, but it should be close. A media liaison officer should
be responsible for media liaison. All media needs should be considered.

Emergency Rescue Teams (ERT)

Emergency Rescue Teams (ERT) are groups of organized and trained emergency people who will be responsible for dealing with emergencies in a
preventive way or in case of a high-risk event, emergency, incident or disaster. They should also be responsible to report to the general direction in
case an event grows and becomes a major risk for the School or its community. The General Director may then decide to activate the ICS and initiate
an EOC meeting.

Each section's ERT is made up of the director of the section, his assistant, the counsellors/psychologists, and other volunteers from the section. They
will have training in First Aid, CPR, Evacuation, Use of Fire Extinguishers, etc. They should be supported by other teachers and staff in their section.

ERT can react to a localized emergency in relation to the sections. If emergencies do not grow they must, in any case, report the incident to the general
direction.

The structure of the ERT is as follows:
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ERT Coordinator
Section Director or Head
of Department

First Aid

Psychological
Support

Discipline and

Counting of
Qhiirdante

Communication

Evacuation

The Evacuation and Search and Rescue will be
Supported by the rest of the Teachers and Section Staff.

The characteristics of the members of the ERT must be:

A vocation for service and a dynamic attitude

Have good physical and mental health

Willingness to collaborate

Command and leadership skills

Prior knowledge of the subject

Decision-making ability

Problem-solving skills

Responsibility, initiative, formality, composure and cordiality

Be aware that this activity is done on a voluntary manner and motivated to perform this function well.

The general functions of the ERT members are as follows:

Assisting people to keep calm in case of emergencies
Activating safety equipment when required
Promote a culture of emergency prevention among the school community.
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e Give the alarm in the event of a high risk, emergency, incident or disaster

e Wear their badges when a high risk, emergency, casualty or disaster occurs or is likely to occur, as well as when drills are being conducted
e Assist or support members of other areas when required.

e Cooperate with external security forces.

Main Responsibilities of Emergency Teams

All members must act responsibly and help manage all students, parents and visitors to the meeting point.

e Ensures the safety of his or her staff and all persons.

e Proceeds to the ERT commanders' meeting point and obtains information from their
team members about the emergency in order to make decisions.

e Maintains communication with Incident Command, Liaison Officer and security

personnel.

Is supported at all times by the other team leaders of the remaining teams.

Coordinates ERT in the performance of their functions.

Maintains direct communication on the situation with the ICT.

Finds substitutes from other groups to support the ERET members.

Starts a list of needs to deal with the emergency, and requests it from the liaison

officer.

e During an emergency that requires evacuating the installation he/she should not
participate directly in the ERT operations unless it is very necessary.

e Maintains harmony with student groups.

Gives disciplinary instructions to teachers and students.

Discipline and Goes to each group to check that the student count has been satisfactory and that

Counting of no student or person is missing using the green and red sheet protocol.
Students In the case of the loss of a child, notifies their response team leader.

Indicates to all groups that learners should be seated.

Maintains close communication with their response team leader

Medical Service Personnel go to the ERT leaders' meeting point; other responders

attend with their group to their respective section point.

Is alert to any medical emergency situation.

e Provides immediate and temporary care to victims in order to keep them alive and
prevent further harm, while specialist medical help is received.

e Carries his/her portable first aid kit.

e Has his radio tuned in to station 19/19 to communicate with the rest of the team
members.

e Monitors their section to maintain group discipline and collaborates with health
professionals.

Leaders and
Substitutes of the
Response Team

First Aid
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Maintains strong communication with their response team leader.

Monitor its section.

Monitors inappropriate behavioural acts.

Intervenes in the control of emotional situations.

Maintains group discipline.

Maintains close communication with their response team leader.

Removes or isolates disruptive and crisis student(s).

Supports students in crisis to reduce anxiety.

In case of need assistance from other psychological support providers, notify to the

ERT coordinator to contact other sections.

e If an emotional crisis occurs, advise parents, guardians and teaching staff of the
actions to be taken with the student for follow-up.

e Notify the head of the ERE to consider whether a group psychological intervention
is required after the emergency, as well as to provide the information to the
communication officer.

e Works with hazard control members from other sections to monitor the evacuation
area to avoid risks at the meeting point.

e Go to the ERT commander's meeting point to obtain more information.

e If he/she knows the reason for the emergency, he/she coordinates with other team
members and directors to evaluate the control of the hazard and decision-making.

e If necessary, use firefighting equipment (if it is not life threatening).

e Call for assistance to turn off electrical power and gas supplies.

e In case of chemical-related emergencies, evaluate the case and provide a
solution according to the severity of the emergency.

e In case of bomb hazard, restrict access to the area to avoid incidents.

e In the case of a lockdown, move all persons into the facility without putting
themselves in harm's way.

e Maintains close communication with your response team leader.

e When the emergency is under control, together with the other team members, they
make an analysis tour of the entire school to make sure that there are no risks to go
back to normal activities.

e Actuan como guias y retaguardias en ejercicios de desalojo, llevando a los grupos
de personas hacia las zonas de menor riesgo y revisando que nadie se quede en su
area de competencia.

e Seiala a su seccion las zonas para la concentracion en el punto de reunién.

Evacuation e Separa a todo el alumnado en su punto de reunién para una segregacion mas
controlada.

e Mantiene estrecha comunicacion con su jefe del equipo de respuesta.

e Cuando la emergencia esta controlada, junto con los integrantes del otro equipo,

mantiene la disciplina de los grupos para regresar a las actividades cotidianas.

Psychological
Support

Hazard Control
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e Coordinar el regreso del personal a las instalaciones en caso de simulacro o en caso

de una situacion diferente a la normal, cuando ya no exista peligro

Coordinar las acciones de repliegue, cuando sea necesario.

During emergencies, fill out the incident communication report form.

Makes notes on the start, course and end times of the emergency.

Monitors all groups for relevant information to help decision making, as well as

information that may be needed by authorities and the media.

e Informs the entire section about the importance of not calling family members or
parents by phone.

e Keeps in close communication with his or her response team leader.

e In coordination with the First Aid responders, takes note of the ambulance number(s),
name(s) of the person(s) in charge, location(s) and the place where the patient(s) will
be referred, and makes the call to the family members of the injured person(s).

e After the investigation of the emergency and the needs and eventualities in the

section, present the information of what happened to the coordinator during the

emergency and each time he/she has new news, at the end of the emergency he/she
must present a written report to the coordinator.

Assist in guiding people and students to the meeting point.

Restrict people from entering and leaving the campus during the emergency.

Provides support to the emergency services for their entry.

Assist in maintaining order and discipline.

Provide the visitors and staff form to the ERT of the General Direction.

If necessary, you will need to go to the meeting point for your safeguarding.

Will wait for direction from the Liaison Officer.

Do not answer telephone calls.

Your only communications are restricted to mobile phones and hand-portable radios

Will communicate as far as possible with the liaison officer or ERE leaders.

Will give priority of communication to the command.

Will wait for direction from the Liaison Officer.

Comunication

Private Security
Personnel

Emergency Operations
All emergency operations should be implemented according to the following priorities:

Protection of life and extremities
Environment protection
Property Protection

Services Restoration

AwN
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Use of the Alarm System in Case of Emergency

The School has a sophisticated alarm system that connects all sections of the campus and is monitored 24 hours a day from our CECOM
Communication and Monitoring Centre. Anyone can activate the alarm system if required.:

There are three types of alarm:

1) General Evacuation

2) General Recall Alarm

3) Silent Alarm

Activation of Evacuation Alarm (Siren):

The manual activation stations are located in different parts of the school (see Attachment 2) and they are red color. With this kind of

¥
¥/ Jelo)/gli{R alarm, all staff and students are evacuated to the only meeting point located on the football field. At the end of the emergency, the
il sound will be heard again for the return to normal activities.

Activation of the Lockdown Alarm (Dueling Banjos Sound)

The manual emergency activation stations are in blue color. When this alarm is activated, the lockdown of all staff and students
from the school will begin. At the end of the emergency the sound of the return to the normal activities will be heard, with the j
song ‘ODA TO JOY’. Depending on the emergency it is probable that school staff will go to the different areas to inform that the

emergency is over. l

EMERGENCY

URGENCE

LIFT COVER

Silent Alarm:
A silent alarm is an alarm that will be sent directly to the CECOM Communication and Monitoring Centre. Depending on the type of
alerting device, the emergency services will be activated or not.
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Be Prepared for Emergency / Evacuation

RED BAGS:
Pre-school, Elementary y Middle School:

It is important that all teachers in each class ensure that they have a red bag in their classrooms. These bags help the staff responsible for the group
to move the necessary materials in order to be able to control an emergency situation, that is why at the beginning of each school year and periodically
the teaching staff must assure that it contains all the necessary items described in this list:

e Up-dated list of pupils in your group
e Absence alert sheet (red sheet)

e Non-alert sheet (green sheet).
e Group zone location map.

Optional:

e Pens.
e Didactic Material.
e  Other supplies.

High School:

The red bags are located in the classrooms, but the group lists and colored sheets are located in the high school principal's office, where the assigned
coordinators will have to collect them so that they can be given to the other teachers at the meeting point in order to be able to attend the students,
as well as counting and control of groups and students.

Other personnel:

The rest of the administrative and maintenance offices, should have a red bag with a list of the personnel who collaborate, add an identification card
and their respective color sheets and follow the same procedures for locating and counting people, at the meeting point.

Visitors:

The visitors must always check in at the main entrance of the campus. In case of emergency, they should go to the meeting point in the parents' area.
All staff should assist them in locating their meeting point. Security staff should turn in the visitor's register to the ERT in Evacuation or Student Count
for an attendance call. If they are not located, the search protocol should be followed.
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EVACUATION

Evacuation is an exercise to leave the buildings partially or completely. Emergencies that can cause this procedure can be gas leaks, fires, earthquakes,
explosions, building failures, release of toxic substances, among others.

In our institution we have not only teaching areas, but also administrative staff, maintenance, security, external services, etc. Thatis why in this manual
we have developed different evacuation plans according to the group and their responsibilities.

GENERAL EVACUATION PROCESS

(This information is complementary to the specific protocols for evacuation according to the section to which you belong. See Specific Evacuation
Plans).

Once the evacuation alarm has been activated, the following instructions must be followed:

e All adults should assist with the evacuation by helping and guiding students to the meeting point.

e If you have a group, take your red bag; if you are a high school section coordinator and you are in charge of picking up attendance lists and
color sheets, do it.

e Follow the ERT instructions.

e Remember to avoid delays by picking up personal belongings; take your car keys with you.

e If you or any student is in a different location from your group, join the nearest one that is moving out.

e You should leave quickly, without running, pushing or running over others.

e The drill is done in an organized way and with mutual assistance to teachers and staff in general.

o [fthere is an obstacle in the evacuation routes, help to move it away, if possible, in such a way that it does not cause people to fall or damage
the object.

e They should not turn back under the pretext of looking for children or personal belongings, unless they have been instructed to do it by the
ERT.

Arriving at the meeting point:

o Cooperate with order and discipline, follow the instructions of the ERT staff.

e To get to the meeting point it is important to find the color that corresponds to your group. This is located at the football field sides, do not
cross the field, arrive from the sides.

e When arriving at the meeting point, if you are coordinating a student group, ask them to sit on the court. None of the students or children
should be standing.

e Immediately take your list of students and do your count; the person in charge of discipline and counting in your section will go to your group
to check if it is complete.

e Raise your green sheet if your group is complete, otherwise raise the red sheet, this will activate the ERE to start searching (see Searching for
People).
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e Maintain a constant conversation with your colleagues and the ERE leaders.
e  Wait for the return to normal sound.

Searching for People

Since emergencies occur unexpectedly, chaos and confusion are common. In addition, the size of the campus, the number of people moving around
makes it easy for someone to lose their group. Therefore, the school has a protocol for this type of situation:

e All teachers will be in contact with their emergency response team, preferably the responder in Discipline and Counting.

e As soon as a teacher detects a student that is not in its group, should report it to the ERT at Student Count.

e The ERT in Counting, after collecting the data of the missing student, should immediately inform the head of the corresponding ERT.

e The head of the ERT will inform the other heads of the sections to initiate the detection of the student in the rest of the sections of the
school.

e [tisimportant to request the security area to check the cameras (only if available) to detect movement in the sections, in order to minimize
the search effort.

If it is not possible to find it in the other groups and sections, you should proceed with the search inside the campus, evaluating if this does not
represent a danger for the searchers. If it is dangerous, wait for the emergency teams. To do this, you should:
e Collect information of the missing person.
e Assign a team of searching adults, (3 in 3) should use the search form to write down the details of those involved in the operation, including
mobile numbers. (See Attachment 9).
e Always consider within each search team a security officer with active radio communication forimmediate contact with CECOM and the liaison
officer.

Searchers:

e They shall move in teams to search for persons and maintain communication with each other.
e They shall not lose visual contact.

e Search according to the appropriate section.
e Asthe group walks, they should check:
Classrooms.

Restrooms.

Offices.

Library

Auditoriums

Gymnasium

Others

O 0O O O O O O
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e In case of danger, the search will be suspended, returning to the meeting point, reporting to the ERT leader.
e If the lost person is found, he/she shall be taken to the meeting point.
e In case of finding the missing person injured, activate the ERE in First Aid.

RESTRICTED USE OF ELEVATORS DURING EMERGENCIES

The use of elevators in school is especially reserved for students who have an injury that makes it impossible for them to use stairs in everyday
situations. With the exception of emergencies, elevators should not be used during any kind of emergency. The staff in charge of student’s groups
must provide protection and assistance to people with disabilities, assisting them in moving them to the meeting point.

Lockdown

There will be situations where it is better to move indoors rather than outdoors. This procedure is called Lockdown. This procedure is commonly used
in cases such as outdoor threats, terrorism or unauthorized visitors.

GENERAL LOCKDOWN PROCESS
(This information is complementary to the specific protocols for lockdown depending on the section to which you belong. See Specific Lockdown
Plans).

Once the lockdown alarm has been activated, the following instructions should be followed:

e [fyou arein a closed place, stay there.

e Remain calm and stop activities.

e Take everyone inside the buildings, if there are students from other groups with you, send them to their classroom or notify that they are
with you.

e Count students and inform your section office if anyone is missing. (This can be by chat or through the hallway system available in
elementary and middle school).

e Tryto hide in a place where you cannot be seen.

e Don'ttalk, don't play

e Lock and block doors and stay away from them.

e Do not open doors for any reason to anyone.

e Do not go outside for any reason.

e Close windows, curtains and blinds, keep away from them.

e [fyou are in the bathroom, close the door.

e Wait for the alarm to return to normal or wait for a school authority to notify you that the emergency is over.
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Recommendation for lockdown:

e Do not talk or make any noise or movement. Try not to laugh, cough, sneeze, etc.

e Stay where you are until someone comes and opens the door, or in your case when you hear the alarm back to normal.

e Keep calm, don't cry, don't trust anyone you don't know (except security guards, police, firemen, paramedics, etc.)

e Take deep breaths through your nose if you are scared.

e Ifthe classroom does not have a lock, get some heavy materials, such as desks, chairs and bookcases.

e If the room does not have a door, go to a room. Sometimes, it may not keep the intruder isolated from you, but at least, you will be able
to keep them out long enough for you to possibly escape through the window.

e Ifthereis a group of people in the room with you, try to hide in different places. If the intruder does succeed in getting into the room, you
may find one of you, the others may still be able to get help.

e Turn off your mobile phone and do not use it during the lockdown unless it is an absolute emergency.

e Do not allow students or people to have any activity during the lockdown.

e If the fire alarm is activated, do not evacuate the building unless you are instructed to do so by school staff, police etc.

For any emergency:

e Students may not leave with their parents until the authorities indicate that it is safe.
e This means that the school entrances may be locked and parents will not be allowed to access.
e Parents must respect the instructions given by school authorities.

Communication

Communication is key to the appropriate response and prevention of emergency situations in the school. Remember that the objective is to keep ERT leaders and
School Directors informed about what is happening, who is involved and how it affects their activities or the community, how it started, etc.

In the School we have the following communication methods:

Device Coberage

Telephone extensions Administrative and service areas.
UHF Radios

e Frequency 1 Security
e Frequency 2 Maintenance and Special Events
e Frecuency 3 Medical Services
e Frequency 4 Open
Mobiles ¢ Only administrative staff by designation.
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Walkie Talkies e Frequency Canal 9/9 Maintenance.
e Frequency 19/19 ERT First Aid.
Hallways (Intercommunicating Rooms) e Elementary

e Middle School

E-mail chat system e All staff who have a computer and a school email address.

Outside the School we have the first alternative, plus the private telephones of staff and the use of media.
You should remember the following principles for all staff and visitors, but especially for students:

1) Do not use the telephone, radio or other means of communication, remember that in an emergency communication line must be kept clear
for emergency response only. No utilice el teléfono, el radio u otro medio de comunicacion, recuerde que en una emergencia las lineas de
comunicacion deben mantenerse despejadas para la respuesta a la emergencia Unicamente.

2) Remember not to use texting or social media.

3) Do not inform the media or any other outside person about what is happening. The School has designated a media contact officer who will
be responsible for contacting the media if required. Instead report everything you know to your supervisor. DO NOT START CALLING
PARENTS UNLESS A SUPERIOR REQUESTS YOU TO DO IT. In emergencies, orders should always come from the General Direction.

4) Ask parents not to contact the School in the case of a major emergency in the city or neighborhood, but instead ask them to tune in to 95.5
FM on their radios. This will be the first radio station we will contact to report the situation. In case it is off the air we will send the information
to other radio stations. This can be requested from the parents through a memo which will be added in the appendices of this document.

However, there will be two communication networks, one for staff and teachers and one for parents.
Section and department directors shall develop their own communication tree and send a copy to the Directorate General. The parent tree will be

provided by the School and modified by the parents' associations for particular needs or concerns. They should notify the School if they change
the “first person’ in each group and the rest of the parents in the group of any other changes they make.
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School Coexistence Committee

Interventions by members of the School Coexistence Committee

Director:

To integrate, convoke, preside and supervise the actions of the Committee.

Coordinate the creation of the Manual and ensure that it is known to the entire community.

Align the school's internal regulations with the Handbook.

Interact with the competent instances in order to report acts of violence or emergency situations.

Organize training programs for all teaching and non-teaching staff under the guidance of official bodies such as Civil Protection and
Public Safety.

Schedule drills.

Ensure the safeguarding of personal data.

Create and safeguard the ‘Risk Incident Book’, where the records of each case or situation will be filed in an ordered and complete
way.

Vice Director or similar:

Teachers:

Act in the absence of the principal.

Supervise the conduct of educational staff and students.
Assist in monitoring compliance with the Handbook.
Safeguarding of violence diagnosis forms and databases.
Directing the record-keeping and report-writing process.

Instruct students in the actions suggested in the Manual.
Organize talks on safety zones, signs and indicators of risk behavior and crime so that they know how to protect their safety.
Identify situations and communicate them to the principal, vice-principal or their teachers.

Operational Staff:

Position signs.

Integrate the first aid kit.

Support the teaching team with student documentation for quick access in cases or situations that require extraordinary attention.
Make the Handbook and the Internal Regulations known to the entire educational community and have them sign it.

Alert the Committee to potential risk cases.
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Report incidents.
Supervise and check first-aid kits.
Integrate the emergency telephone directory, make it public and accessible.

Students, Parents or Tutors:

Know and follow the Handbook.

Report if the student is a victim or witness of violence or insecurity. Encourage their peers to report such acts.
Provide the school management with the required data for recording known cases or situations.

Disseminate the Manual among the families of the educational community.

Important considerations:

The entire school community will respect and act in line with the Handbook.

The school community will participate in safety drills and exercises as scheduled by the Committee.

Sensitive information and personal data will be treated with responsibility and ethics.

The rights of students will be protected.

Situations that cause the re-victimization of students will be avoided.

All actions before, during and after the event will be properly documented and filed.

When a risk event occurs, it should be reported to the 911 number. In addition, it may be reported to the Procuraduria de Proteccién
de Nifias, Nifios y Adolescentes, Cruz Roja, Policia Estatal o Municipal, Linea de Ayuda Psicolégica o Policia Estatal Cibernética

We believe that every child deserves a safe childhood and that the school should be a sanctuary for victims. Through our child protection policies,
procedures and training, all our staff work to keep the school safe for all students. Inappropriate behavior towards students by any adult is unacceptable
and all staff have an equal responsibility to report any suspicions that may suggest a child is at risk of harm, whether at school or at home. The school
has a formal committee, trained and certified by the relevant international authorities, to ensure that all reported cases are handled appropriately.
There are also a number of policies to protect children and all adults should be aware that reports of inappropriate behavior towards children will be
taken very seriously.
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Injuries Due to Accidents at School

A proper identification of risks in school facilities allows us to reduce to a large extent the accidents that could occur during school activities. It is the
role of the School Coexistence Committee and internal authorities to anticipate risks in order to ensure the safety of our school community. To do this,
a tour of the campus should be made, taking note of the points that require attention and should be corrected as soon as possible.

The school has fully trained medical staff on campus available during school hours and during evening activities. The purpose is to provide first aid
and orientation to students who become unwell or suffer from accidents during school hours and activities. If a student requires to be moved, he/she
will be always with an adult, will be taken to a hospital and parents will be notified.

In case of a referral to hospitals or external medical services, the Medical Service staff has enough information to advise parents about the procedures
in relation to the school insurance in order to guarantee the immediate medical care of the patient. The criteria for applying for medical insurance have
been established by the school with the support of specialists in the areas of traumatology, orthopedics and pediatrics. The pass is granted in the case
of moderate or severe cranio-encephalic trauma, sprains of 3rd degree and above, dislocations, fractures and injuries that require specialized
management. This pass is given to parents when they pick up their child.

Hospital passes may be provided at the discretion of the Medical Service. If a direct pass is not provided and a family wishes to receive outside medical
advice or treatment and it is subsequently determined that a pass should have been provided, the school will consider reimbursement of the costs
involved.

1. Any student who suffers an injury must be sent to the medical service by their teacher with a medical pass to be
treated and registered; only High School students may attend without a medical pass. The medical staff will review
the student's medical record.

Only in an medical emergency the medical staff will make an exception if they do not have a pass to attend to you.

3. Incase of injury, parents or tutors will be called to pick up the student as soon as possible or whoever is identified as

a trusted person on the registration form.

The medical service is for first aid and primary care, it does not provide medical consultations.

5. When a student is injured or seriously ill and the parent or tutor cannot be reached by telephone, the student will be
transported by emergency services to the hospital while efforts continue to contact the parent or tutor. The parent or
guardian will be responsible for all medical expenses.

6. The medical service has a minimal inventory of medicines and materials to treat problems such as headache, nausea,
fever, stomach ache, wounds, burns, etc. It does not handle any type of antibiotics, and it does not prescribe
medicines for students and parents.

7. The use of crutches or wheelchairs will be the responsibility of the student or staff suffering the injury. This equipment
will be provided in the event of an unexpected accident on the campus and for that occasion, according to the
availability of the equipment.

8. Parents or tutors should keep their medical information up to date and have it recorded and updated in the School
Services area so that they can be contacted in case of any emergency or doubt about the treatment that the student
should receive.

N

&
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The following are considered accidents or emergencies: choking, major bleeding, cardiac arrest, burns, convulsions, sprain, dislocation, fracture and
loss of consciousness.

The Director and the School Coexistence Committee, in addition to their general functions, will ensure that the school has emergency numbers to
contact family members, if necessary, as well as that the entire school community is aware of and has access to the emergency directory and knows
the procedures for prevention and action in case of accidents.

During an emergency, they will provide full information to doctors or paramedics about the accident, inform parents, receive a diagnosis of the
seriousness from the medical authority and note down the details of the transfer hospital.

After the event, he/she will write a report of the incident, follow up the student's health status through the parents or medical authority, coordinate that
teachers provide support to the student to reschedule exams and activities, and evaluate the best course of action.

Teachers and administrative staff will promote self-care and empathy culture and will attend regular first aid training.

During an emergency, they will maintain calm, avoid further damage, define the actions to be taken in open or closed spaces, notify the Director and
if witnessed, provide full information about what happened to the emergency number.

Afterwards, they will follow up on the student's health condition, provide support to reschedule activities and exams, as well as establish documents
with agreements stating the commitment and knowledge of the family and the teacher.

Students will follow the actions in the handbook and implement self-care actions.
In an emergency, they will ask for help, follow directions and provide information about what happened.
After the emergency, they will return to school activities under the scheme agreed with the teacher and implement self-care

Parents or tutors will be informed of and sign the acceptance of the Handbook and the conditions of the accident insurance, as well as filling in the
medical form and providing contact details in case of an emergency.

In an emergency, they will immediately attend school or hospital, if requested by the Director, and will cooperate with the competent authority.

If the student required to be admitted to hospital or appointments, they will ensure that teachers provide support for exams and homework.
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Crisis management plan

‘SCHOOL ACCIDENTS AND INJURIES’

EVENT DEFINITION
These are unforeseen situations that put the school community's health at risk and require immediate assistance. They may occur during sporting or
recreational activities.

MITIGATION / PREVENTION

e Train all teaching, administrative and security staff on the medical emergency response process.

e Review facilities, signs, and danger areas frequently.

e Avoid leaving any tools, sharp materials or other dangerous objects in sight or within easy reach of students.

e Check electrical installations regularly.

e Do maintenance work during holiday periods, weekends or after school hours.

e Check that blackboards, shelves, and any wall or hanging objects are properly fixed.

e Maintain supervision of laboratory materials and equipment, as well as rules and keep SDSs up to date.

e Audit human safety, comply with the requirements of the Municipal Civil Protection Unit

e Ensure that students do NOT run or push on stairs, hallways, entrances or exits (classrooms or school), as well as in vehicular
passageways.

e Avoid violent games.

e Do not hesitate to report any situation or anomaly that may pose a risk to the school community.

e During special events, consider hiring paramedics with an ambulance.

e In addition to medical staff, train the rest of the staff in first aid, CPR, and AED periodically.

e Have communication systems and personnel trained in first aid and monitoring.

o Keep a first aid kit on hand.

e Conduct first aid drills once a month and check the status of the AED.

e Have the Online Medical Direction form and keep it in a visible place.

e Have school insurance for accident expenses, verify its validity, and train for its use.

e Provide accident medical passes to teaching and administrative staff attending events outside of school.

e Carry out accident metrics and collaborate on improvements.

e Raise awareness among students, teaching staff, parents, and the school community in general about the importance of self-care,
participation in drills, knowledge of school rules, safety protocols, and above all, follow with order and responsibility any instructions
from security personnel, brigades, etc.
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BEFORE TAKING ACTION:

RESPONSE

RECOVERY

Stay calm and take control of the situation.
Identify what the problem is and the priorities to address.
The most important thing is to ensure the safety of the students.

If someone has had an accident or injury, attend to the emergency if you know how to do it and there is no risk to you. Or ask someone
to call the medical service staff.

Ways to communicate with medical staff within the school are: extension 1500, 1501, 1000, or through the ERT radios channel 19/19.
Or on the security radio channel 3 or channel 1to ask for help from security personnel. If you are outside the school, consult the online
medical direction form.

Try to maintain discipline at all times, ask for collaboration from other people or adults.

Try to control visible bleeding. If the victim is conscious, ask them not to move. Only move the victim if the place where they are is at
risk.

Notify the parents or guardians, or the family contact, as appropriate. Prevent unauthorized persons from contacting the family.
When medical services arrive, follow their instructions.

Inform the school community about what happened, calm them, and prevent rumors from spreading.

Once the emergency has been attended to, continue with the activities.

Investigate and analyze the causes of the accident or injury (school officials' distraction, recklessness, insecurity in the facilities,
complicity, bullying, etc.).

Fill out the accident and incident analysis forms (see annexes 6 and 7).

Develop an action plan to prevent risks.
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Travel Accident

Trips and visits off-campus are a valuable aspect of the educational experience offered at JFK School. It is expected that necessary precautions are
taken to ensure the safety of all students and staff. Careful planning is an essential ingredient for a safe and successful trip. It is the responsibility of
the Principal to ensure that due care and attention are taken in the planning and execution of all trips and visits off-campus.
The group leader will be appointed by the principal and must be a member of the school staff with previous experience in traveling with students. Not
all adult supervisors need to be teachers.
The following minimum numbers of staff are required, in addition to all safety protocols for the student transportation plan.

e On all trips, there will be a minimum of two adults. There must be adults of both genders attending if the group of students is mixed.

e On each bus, plane, or other means of transportation, there will be a minimum of two adults present, excluding the driver.

e One adult for every 6 students in grades 1to 5.

e One adult for every 10 students in grades 6 to 8.

e One adult for every 15 students in grades 9 to 12.

e Special supervision should be considered and observed during nights on trips that require lodging.

e For swimming activities, a greater number of people is recommended.

Following the official protocols for study trips regarding security measures:

e In case young students need to stay overnight away from home, at least one male parent and one female parent must participate in
the activity, and the documents must include a signed consent form from the parents.

e Trips may be organized in line with the official calendar and in compliance with the current Study Plan. They must be explicitly specified
in the school's PEMC.

e Student evaluations cannot be conditioned on attendance to the study trip, since it is an additional activity for their academic
development. In cases where students do not participate in the activity, the school must offer academic options so they do not lose
continuity in their studies. School authorities must coordinate with parents.

e For trips to places outside the locality where the school is situated, only the number of students that can be transported safely and
comfortably will be authorized to leave.

e Buses must have route permissions to operate on federal roads and, in the case of Mexico City, comply with local authority regulations.
Drivers must have the corresponding driver's license. They must carry a copy of the current traveler's insurance policy containing the
type, serial number, passenger capacity, and model of the transportation to be contracted, a copy of the transportation verification
card, and the driver's current driver's license.

e Anemergency first aid kit should be carried, excluding ingestible medications, and a list of the items in the kit should be made, bearing
the name and signature of the responsible person.

e An official list of participating students and staff must be carried, specifying the grade and group to which each student belongs.
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The Director and School Coexistence Committee will establish the viability and relevance criteria for educational trips within the framework of the
study programs. They will issue a form for the acceptance of such procedures through the signature of parents or guardians, develop the format to
report all data and itinerary of the trip, and notify the corresponding road and educational authorities of the trip. They will verify with Civil Protection
and Citizen Security the security aspects that the chosen transportation service and vehicle must guarantee, desirable behaviors, potential risks of the
journey and destination, manage travel insurance, designate the responsible personnel for the trip, have all personal data of authorized students and
contact information of their parents or guardians for emergency cases.

During an emergency, they will remain calm and call 911, notify the parents or tutors of the students on the trip immediately, giving priority to the
injured, provide accurate information to the relatives about the care indicated by the 911 personnel, contact the transportation insurer to make it
effective, and ensure that the rest of the students return to school with the responsible adults.

After the incident, they will present a report of the events including the signature of the responsible adults, follow up on the health status of the injured,
make effective the travel insurance, provide the school certificate allowing the injured to recover and regularize, and analyze the circumstances of the
events to strengthen school actions that contribute to the improvement of procedures.

The teaching and administrative staff will be responsible for receiving the written permission from parents or guardians with a copy of the official
identification to verify the signature, denying boarding to the trip transportation to anyone without permission, instructing students to carry their school
ID and personal data sheet at all times, carrying the list of students with all personal and medical information, vehicle information assigned and the
responsible teacher of the trip, and carrying a cellphone with sufficient credit and charge and emergency phone numbers.

During an emergency, keep calm, ensure their own health status, identify injured students, call 911, inform the director about the accident, accompany
and safeguard students, wait for the arrival of emergency services, provide personal and medical information of the students to the paramedics, attend
emotional support needs identified with signs such as disorientation, vacant stare, irregular breathing, uncontrollable crying, agitation, among others.
Afterward, they will take attendance of injured and non-injured students to the director, accompany the students back to school until they are handed
over to their parents, and make a written report of the incident to deliver to the school Director.

Students will inform their parents or guardians about the trip for authorization signature, follow the rules of conduct and coexistence during the trip,
deliver the signed permission and identification of the parent or tutor to the responsible teacher, carry their school ID and personal and medical data
sheet at all times, wear seat belts, not change assigned seats, and follow the instructions of the teachers.

In case of an emergency, they will keep calm, ensure their own health status, identify the injured and inform the teacher, follow the instructions of their
teachers, paramedics, or competent authorities.

After the emergency, they will return to school and wait for their families.

Parents or tutors will know and sign the acceptance of the Handbook, review the authorization request, and sign with full knowledge of the terms,
instruct the student about conduct and self-care.

In an emergency, they will present themselves at the school immediately if is convoked and follow the instructions of the competent authority.

If their child is injured, they will ensure that the school provides the certificate for regularization and will follow up to ensure that the travel insurance
is effective and that the indemnity requested to cover the impact is paid.
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Crisis management plan
“SCHOOL BUS ACCIDENT”

EVENT DEFINITION

It's when the school bus suffers an incident (collisions, rollovers, pedestrian accidents, etc.) during its route.

MITIGATION / PREVENTION

Have security cameras and GPS systems on school vehicles.

Monitor the school vehicle's route, and establish a plan of action in case of delays or no news within a certain time frame.
Check vehicle condition daily: Levels and Tires, and avoid mishaps.

Report and attend immediately to any noises or failures you detect in the vehicle.

Avoid driving while tired, under the influence of alcohol and/or drugs, or distractions such as mobile phone use.

Respect established signs and speed limits.

Respect the capacity of people to be transported.

Maintain the order of students and teaching staff inside the vehicle.

Train staff on safety measures and first aid.

Keep a communication line (radio or mobile phone) active and available to report any accidents, as well as have emergency numbers at hand.
Check that the school vehicle has a fire extinguisher and that its ascent/descent doors are working properly.

Have a list of the teaching staff or students you will be transporting.

Make sure to bring tools, spare parts and a first aid kit.

BEFORE YOU ACT

e Stay calm and take control of the situation.
e |dentify the problem and the priorities to attend to.
e The most important thing is to ensure the safety of the students.

RESPONSE

e [fthe vehicle they are travelling in has an accident on the road, call for help immediately

e If you are in a position to do so, check on students and/or teaching staff. Go quickly if you see that someone is injured or in danger. Calm them
down and deal with the emergency.
Ask for help from the nearest adult to call for available medical services.
Keep students calm on the bus.
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If students' life is in danger inside the bus, order an evacuation and take them to a safe place on the street or roadway.

Wait in place until help arrives. In the meantime, improvise a distracting and calming activity.

Notify CECOM and/or higher school official at the school.

Tell the driver to notify the vehicle's insurance company and check if the vehicle is in condition to continue on its way.

If someone has been hit, prevent students from seeing the injured person. Ask for support from the nearest adult to notify available medical
services.

e [f necessary, call for flagging assistance.

RECUPERATION

Follow the instructions of emergency personnel and do not interfere with their work.

If students need help, ask for help from those who are closest to them.

Investigate and analyze the causes of the accident (driver distraction, student recklessness, mechanical failure, unclear rules for students, etc.).
Complete accident and incident forms.

If necessary, inform the community about what happened, avoid rumors.

Violence and Bullying

As part of our discipline code, the school pays particular attention to bullying and harassment. It does not tolerate behavior that repeatedly threatens
the safety of any member of this community or its respectful environment and is committed to teaching all students how to resolve conflicts.

The school has adopted the following definition of bullying which helps to distinguish it from other equally inappropriate forms of anti-social behavior:
"A person is being bullied when he or she is exposed, repeatedly and over time, to negative actions by another person or persons and has difficulty
defending himself or herself."

Such behavior includes, but is not limited to:

e Verbal abuse: saying hurtful or unkind things, using hurtful nicknames, insults, teasing and threats.

e Unwanted direct physical contact: hitting, kicking, hair pulling, pushing, slapping or any form of violence.

e Social isolation or manipulation: teasing others, completely dominating someone, deliberately excluding someone from a group or
friends, telling lies, spreading rumors, tormenting, trying to get other students to disapprove of a person.

e Cyber: all areas of internet improper use, such as nasty and/or threatening emails, inappropriate comments on social media, uploading
pictures that upset or offend, instant messaging, threats on mobile phones, in text messages and calls.

All members of this community should report any incident of bullying and harassment to support the school in addressing these issues. Reports can be
made to section assistants, principals, Student Support Services, through our email abcteam@jfk.edu.mx or through the anonymous online reporting
option available on our website.
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The Director and the School Coexistence Committee will include in the school regulations the policy of culture of peace and healthy coexistence, will
spread the mechanisms to act in case of an attempt against this culture of peace, according to the age of those involved and within the framework of
the regulations, will define the program actions to improve the school environment, will spread among the school community the number 800 11 ACOSO
and the web page acosoescolar.sep.gob.mx for complaints, install a digital mailbox for complaints and denunciations, assigning a person responsible
for checking it every day for attention and follow-up, instruct teachers with a specific procedure to detect, listen, record, report and follow up on cases
of violence and bullying in any of its manifestations.

During an emergency, they will keep calm, promptly deal with any complaint or report, identify the victim, the perpetrator and potential indirect victims,
call 911 services and the State DIF Protection Office, immediately notify the parents of the victim and the aggressor, if necessary, report to the Public
Prosecutor's Office, record the information of the case including the signature of the parents and the school authority, and orient the victim's parents
about the competent institutions where they can file a complaint or denunciation.

Afterwards, they will follow up the physical and psychological rehabilitation of the victim, as well as the treatment, the awareness program that the
parents or tutors have chosen to attend to the aggressor, they will inform the Supervisor of the school zone by a written report, they will analyze the
circumstances of the facts in order to strengthen institutional actions that contribute to the culture of peace and non-violent conflict resolution.

Teaching and administrative staff will attend violence and bullying prevention training, promote a school environment of harmony, respect and trust
that allows students to come forward for help, talk to students about violence and bullying, detect signs of possible aggressive behavior in students and
inform the school principal, who will notify parents.

In an emergency, keep calm and immediately interrupt the act of violence or harassment while putting the students in a calm environment, listen carefully
to complaints and denunciations, report it to the principal and keep the information of those affected with total discretion.

Afterwards, he/she will follow up with the students involved, provide information about support centers for the psychological care of the student.
Students will obey the Institutional Handbook to Prevent and Deal with School Risks. They should report to their teacher or in the school mailbox if they
are victims of violence or harassment, or if they know of any case among their classmates.

If they have been victims, special attention will be provided and they must attend appointments. If they have been aggressors, they will comply with the
established actions and will attend the appointments.

Parents or tutors will be familiar with the Handbook, will participate in violence and bullying prevention activities, and will be alert to the emotional state
and unusual behavior of their child or dependent.

In case of emergency, they will inform the teacher or school principal if they suspect that their child is a victim of bullying, they will report acts of violence
against their child to the Procuraduria de Proteccion del DIF Estatal or to 800 1122676 and the page acosoescolar.sep.gob.mx. They will report to the
school immediately if they are called because their child is involved in an act of bullying and will follow the instructions of the competent authority.
Afterwards, they will follow up the act with positive actions such as going to special institutions to receive guidance and attention, they will comply with
school agreements and with the indications of the competent authority and will support the school with activities to restore normality.
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Crisis management plan
“BULLYING”

EVENT DEFINITION

Bullying is a violent, intentional and repetitive act that occurs between students of any age, gender and grade level. It involves the victim, the aggressor
or bully, accomplices and witnesses. It occurs in or out of school. It can be physical, verbal, electronic, gestural, written or graphic, economic and
sexual. In extreme situations it results in the death and/or suicide of the victim. It has physical, psychological, academic, social, economic and legal
consequences.

PREVENTION

Restorative Practices

RPs are a diverse set of ideas and diverse perspectives used to build healthy communities, repair harm and restore relationships. RP focuses on
addressing harm and building community and relationships, rather than simply handing out punishments.

Las PR son un conjunto de ideas y enfoques diversos utilizados para construir comunidades sanas, reparar el dafio y restablecer las relaciones. Las
PR hacen hincapié en abordar los dafios y construir la comunidad y las relaciones, en lugar de limitarse a administrar castigos.

Restorative practice approaches require these factors first:
e  Support for the victim, who needs to have identified that they are being bullied and trust that the proposed approach will work.
e Preliminary investigations to gain a clear understanding of the issues before setting the process in motion.
e Staff guidelines and professional development to build understanding, skills and confidence in the use of the strategies.
e School community support for the strategy.
e Agreement that the objective is to solve the problem rather than to interrogate, punish, blame or label individuals.
e Respectful facilitation of the process by trained individuals.
e Follow-up of the agreement.

Preventive Strategies

e Second Step Program (violence prevention program)
e Positive discipline

e Counselling

e Mentoring program

e Staff training

e  Olweus Survey

e Morning meetings

e Class meetings
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Say Something Campaigns and Kindness Week

INTERVENTION STEPS

In order to effectively stop or reduce bullying in any school, it is essential that all adults know how to respond appropriately to both bullies and victims
in different situations.

When staff withess a bullying situation

As adults, we have an obligation to interrupt and stop any behavior that may negatively affect students in our school. If staff witness a situation, here
are the steps to take:

Stop the bullying immediately

Report the bullying behavior and the relevant school rules against bullying.

Support the bullied so that they can recover self-control, 'save face' and feel supported and safe from further reprisals.
Include spectators in the conversation and guide them on how they could intercede appropriately or get help next time.
If it applies, take immediate consequences for students who bully others.

Not all bullying situations require disciplinary consequences.

When bulling is informed to the Staff

Take all reports seriously, whether it is the victim or a witness of the action. All reports of harassment should be investigated.

Take your time to listen and ask the right questions (Who was involved? Were you present or did someone tell you? Can you be more
specific?)

Do not blame the victim.

Know the details of what happened.

Calm the victim and offer counselling.

Look for signs of more severe impact on the victim (stomach pain, feeling of fear, hiding...

When parents report an act of bullying, make sure that they first contact the appropriate administrator.

Report an act of harassment NO

The highest possible level of confidentiality should be maintained with regard to the submission of a complaint in a bullying report
and the investigation procedures that follow.

We encourage the entire JFK community to report any bullying behavior of which they are aware, or if they are a victim, to an
appropriate school administrator. If they do not feel safe enough to report it in person, they can use the anonymous bullying report
form which is available on the school's website.

(https://www.jfk.edu.mx/apps/form/form.JOHFKQ.r7TKDgF.2wH).
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e The administrator receiving the complaint shall determine whether it has authority over the person against whom the complaint has
been made. If the administrator does not have such authority, the administrator shall refer the complaint to the appropriate
administrator.

Applying interventions to bullying behavior
Appropriate and effective consequences can be applied both in the classroom and at the administrative level to stop bullying behavior:
1. Understand the motives of the bully's behavior.
a. Attention or acceptance in a group of peers.
b. Access to an activity or an object.
c. Strong need for power and control
d. Lack of understanding of social, cultural, psychological or physical differences and norms
Identify interventions and supports on campus that can provide the victim, bully and spectator with the opportunity to safely learn and practice
new skills. (Second Step's Violence Prevention curriculum and Positive Discipline are our main support).
Monitor the progress of students who have been caught bullying (SSS Team)
Ensure the safety of the victim and put them in contact with the school counsellor (SSS team).
When considering transferring or separating students, ensure that the bullying student is always considered first (ABC and Principal).
Notify all parents or legal tutors of any situation of bullying that is reported or referred to the administration (Victim-SSS, Bully-ABC or Principal).
When communicating with the parents or legal guardians of a bullying child, make it clear that: (Principal)
a. You have done an investigation that includes your child's own story about the incident.
b. The witnesses and physical evidence clearly indicate that your child was bullying. Make them aware of the consequences that are
being applied, as well as what they face for any future transgressions.
c. Psychological support is provided for him/her.
8. When dealing with the parents or legal tutors of a child who has been bullied: (SSS)
Explain in detail the facts that surrounded the incident, as well as any relevant information.
Describe the steps taken to ensure their child's safety or prevent future aggressions.
Explain the options that are available to provide assistance to your child.
9. Avoid interventions that do not work or have unexpected or negative consequences.
Every intervention should clearly identify bullying as unacceptable, create a sense of awareness and help students develop the appropriate
abilities, empathy and insight they need to find alternatives to bullying. Apologizing, building self-esteem, asking why, begging and expressing
frustration are unlikely to help and can make things worse.

N

Noohsw

Investigation
Five Steps:

Beginning the investigation: The investigation of a reported act of bullying or harassment is considered a school-related activity and begins with the
reporting of the act. (ABC)
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Conduct interviews: The investigation shall consist of personal interviews with the complainant, the person(s) against whom the complaint is made
and other persons who may have knowledge of the alleged incident or circumstances giving rise to the complaint. The investigation may also consist
of any other methods and documents that the investigator may consider relevant (ABC and SSS).

Collect extensive evidence: In determining whether alleged conduct constitutes a violation of this policy, the investigating person will consider the
surrounding circumstances, the nature of the conduct, previous incidents, past or continuing patterns of conduct, and the context in which the alleged
incidents occurred. (ABC and SSS)

Evaluate the protection of the victim (SSS, ABC and Director).

La investigacion debe completarse lo antes posible.

e Be sure to differentiate bullying from other forms of conflict between peers.

e Always interview the stalker and the victim separately.

e Emphasize the confidential nature of the conversation and make it clear to whom information will and will not be given.

e If possible, interview the victim and uninvolved withesses first.

e When dealing with groups of bullying students, interview each of them separately and in quick succession, so that there is little chance
that they will be able to formulate a common strategy.

e Assure the victim that there will be actions taken to ensure their protection from future attacks.

e Reinforce behavioral norms and expectations of behavior with students accused of bullying.

All actions taken should be documented. The final written report should be completed by the director or person assigned by the administration.
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Carrying, Using or Selling Addictive Substances at School

In order to promote healthy habits in our students, the School made the decision in 2005 to prohibit smoking and tobacco use by staff, students and
general public in the school and its buildings, including the areas around the school and all vehicles used for the transportation of students and
teachers. Furthermore, students and staff are prohibited from smoking at school events, even when the event is held off campus.

Possession of any tobacco-related materials, including lighters, matches, vaping devices, etc., is strictly prohibited on campus and at school-sponsored
events. This includes systems that do not contain nicotine, but mimic the process of smoking.

Also, attending school or school-sponsored events while intoxicated, carrying, ingesting, selling, or giving away narcotic, psychotropic, alcoholic, or
inhalant substances at school or during school activities, including off-campus trips, are behaviors that will not be ignored.

In the event of suspected drug use among students within the school, the school's responsibility is to protect the integrity of all students, including
those who carry or use addictive substances. It is up to the legal authority or health specialists to deal with it.

The Principal and the School Coexistence Committee must include in the Regulations and Manual the prohibition of the carrying, entry, consumption
or sale of alcohol and drugs on campus and respect for a smoke-free environment. In the case of drug dealing, note that as it is a crime, the sanctions
are criminal and imposed by the competent authority. Ensure that parents know and accept the School Rules and Handbook, that there is a visible
sign at the entrance with the prohibition, create the discreet communication code to be used in case of warning of the presence and consumption of
addictive substances, promote campaigns and preventive activities and instruct teachers and administrators on the Handbook applied in this case.

If there is any clinical manifestation of intoxication, request immediate medical attention by calling 911, report the case to the Procuraduria de Proteccion
Estatal de Niflas, Nifios y Adolescentes and contact the parents or tutors to report immediately to the school.

Afterwards, make a report of the facts, suggest to parents or tutors to look for the support of doctors or specialists, promote campaigns and activities
to avoid addictions, safeguard confidentiality and respect for the human rights of those involved, strengthen actions for the prevention of addictions,
follow up on the student's treatment and support teachers with activities or strategies that promote healthy living.

Teachers and administrative staff will make students sensitive to the impact of addictive substances on health, have the emergency directory at hand,
know the secret code to notify the principal of the presence or use of addictive substances within the school, identify students in an inappropriate
state in the classroom, inform the school principal, prefect or equivalent, if they suspect any case of carrying, use or sale of addictive substances and
promote healthy habits.

In case the student is still in possession of the addictive substance in any quantity, the substance will not be removed or taken away, the student will
not be exhibited, and no disciplinary action will be taken without the knowledge of the school principal and the parent or legal tutor.

Once this has occurred, the student will be integrated without stigmatization, support the care and/or rehabilitation program through a flexible
homework schedule and promote understanding of the harm caused by addictive substances.

Students will report to the school authority and teacher any suspicion, witnessing or knowledge of carrying or using addictive substances.

At the time, they will follow the indications of the teachers and the principal and report if there are classmates in crisis.

Afterwards, they will receive medical and psychosocial care as determined by the competent authority, will participate in tutoring programs and will
attend scheduled appointments.

Parents or tutors will be familiar with, sign and obey the school handbook and regulations. If their child requires medication during the school day, they
must notify the school and provide a copy of the prescription and a letter of request signed by the parents or guardians. If they are aware of a report
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of possible possession, use or sale of addictive substances, they must not spread rumors and must protect the right to privacy, legal certainty and the

best interests of third persons.

At the moment of the incident, report the current situation through the appropriate ways provided by the Committee, report to the school at the call of
the principal, and cooperate with the school and other competent authorities.

Afterwards, they should ensure that students receive psychological care from specialists, present proof of attendance at medical services and support
the school with activities to re-establish normality

As additional measures:

A) IN CASE OF POSSESSION OF SUBSTANCES BY A STUDENT:

1.

2.

Upon knowing or observing (teacher, administrative, director) that the student is in possession of any substance, the
student's superior must be informed immediately.

Take the student and his/her possessions to a place separated from the rest of the students, under supervision at all
times. Notify the student's parents or tutors so that, if it is necessary, they can check the student's belongings.
Immediately contact the educational authority so that they can receive advice regarding the safekeeping and removal
of the substance harmful to health.

Prepare a report of the incident as detailed as possible, and send it to the Director's Office with the substance found.
For the transportation of the substance it is convenient to bring with you the act of facts in order to clarify the reason
for possession and to protect yourself in case of the intervention of any authority.

The Direction will take care of the safekeeping and the relevant formalities.

It is important to ensure the children's safety at all times, considering that the school authority must implement
educational strategies in order to continue with the integration of the children into the school environment, thus
avoiding the protection of their rights.

(B) IN CASE OF SUBSTANCE USE BY A STUDENT:

1.

2.

Take the student to separate location under supervision all the time, contact the parents and/or guardians to notify
them of the situation, and report the incident to the Principal's Office for advice on what action should be taken.
The priority will be to safeguard the integrity of the student, so if it is necessary to provide medical attention,
immediately contact the emergency number 9-1-1to request support and follow the instructions given by the
operators.

If staff with first aid skills are available, it is recommended that they assist in supervising the student while help
arrives.

Prepare a report of the incident describing in detail what happened.

It is important that the well-being of children and teenagers should be taken at all times into account, considering
that the school authority should implement pedagogical strategies in order to continue with the integration of the
children and teenagers into the school environment, thus avoiding violating their rights.
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Plan de Manejo de Cirisis
“POSSESSION AND USE OF DRUGS AND ALCOHOL AT SCHOOL”

EVENT DEFINITION
It is when a student is caught bringing and/or taking any alcoholic beverage, or any natural or synthetic substance (marijuana, glue, cocaine, etc.) to
school. Its use alters the physical, mental and emotional state. Possession and use of drugs at school are punishable by law.

MITIGATION / PREVENTION

e Maintain open communication with parents and students on the topics of Health Education, Risk Factors and vulnerability that the
school period has for the consumption of alcohol and/or drugs.

e Engage in a clear and open communication with your students about school rules and behavior within the school and the
repercussions of not following them.

e Constantly supervise the hallways, classrooms, playgrounds and restrooms. The CCTV system should be in proper working order and
monitored 24/7.

e Be alert to any unusual behavior of your students, such as academic performance, constant and unexcused absences. Involve the
psychology area if necessary.

e Organize a variety of recreational and sporting activities that prevent students from distractions or idleness, as well as educational
and informative workshops on alcohol and drug use, its variables and physical, family, school, economic and social consequences.

e Generate a group alliance for the responsible care of themselves and their environment.

e Implement toxicological testing randomly among students.

BEFORE YOU ACT
e Keep calm and take control of the situation.
e |dentify the problem and the priorities to be attended to.
e The most important thing is to guarantee the safety of students

RESPONSE

e [f you suspect, have reports or see a student bringing alcoholic beverages or using drugs of any kind, report it to the appropriate
section director or, if necessary, to the general director

e [f the student is being taken to the principal and he/she resists violently, ask for assistance from nearby security personnel or school
officials. (See plans for student violence against teachers).

e Check on the student's condition, call available medical services and notify parents and/or tutors.

e Find out what and when he/she drank, or what the drug is and how much he/she took.

e Ask for support from the psychology and security departments.
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e Ask why he/she did it and how he/she feels about it.

e Find out how he got the drink or drug and if anyone else is involved. Let them know that there are consequences for their actions.

e If you catch a student selling drugs, inform the General Director or most appropriate senior staff member available and report to the
police.

e Ask for support from the psychology and security departments.

e Inform and keep other students calm. Explain to them that such acts are not tolerated and have consequences (physical, emotional,
academic, financial, etc.).

e Head school officials will decide on their own, and also in coordination with school authorities, whether or not to file a complaint with
the appropriate authority.

e Increase school security (permanent monitoring of corridors, green areas, toilets, etc.).

RECUPERATION
e Appoint and explain to parents and/or tutors that there will be sanctions for violating the school rules.
e Guide parents and/or tutors and inform them about the institutions that provide support for addictions.
e Discreetly ask friends of those involved what they know to help their classmates.
e Improve school security (permanent monitoring of corridors, green areas, toilets, etc.).
e Organize informative talks for the school community on alcohol consumption and its effects.
e The sale of alcohol to minors is a criminal offence, as is the use of drugs.
e |t should be reported to the appropriate authorities.

“SMALL-SCALE DRUG TRAFFICKING”

EVENT DEFINITION
Es la venta directa de drogas al publico en la calle. En muchos casos se efectla en las inmediaciones de una escuela. La venta de drogas sin importar
donde se realice es un delito a la salud.

MITIGATION / PREVENTION

e Establish a relationship between the authorities responsible for public security, with educational authorities, students and parents, in
order to raise awareness of school security measures.

e Always be alert to any person or situation that may appear suspicious and report it immediately to security officers.

e The CCTV and alarm system should be working properly and monitoring 24/7.

e Organize informative talks and workshops that promote the healthy and holistic development of students. Discuss the risks of interacting
with strangers, the sale and use of drugs.

e Try to eradicate street vending in the vicinity of the school and inform the community not to encourage it.
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BEFORE ACTING

Keep calm and take control of the situation.
Identify what the problem is and the priorities to attend to.
The most important thing is to ensure the safety of the students.

RESPONSE
e Ifyou are sure that drugs are being sold in the vicinity of the school, investigate directly the details, opening hours and location of dealers.
e Inform the head of the school.
e Alert students of the presence of these persons and instruct them to avoid passing by them.
e Call the police and report your suspicion.
e Make the call anonymously, do not give your personal details or any member of the school community.
e [f possible, request a patrol car to be present in the vicinity of the school daily.
e Behave naturally and without fear, but be alert and vigilant.
e [f vendors are in the vicinity of the school at arrival or departure time, request the presence of parents to drop off and pick up their
children.
e School officials should be assigned to keep watch during vulnerable times when traffickers may approach students (recess, outings,
sports, etc.).
e Inthe event of approaches, school officials assigned to watch should speak only to the students and never to the traffickers.
e Immediately request police presence.
e If the situation at the perimeter becomes complicated, instruct the Stand-Down protocol, until police arrive and parents/tutors pick up
their children.
e  Wait for the police to report the situation to you.
RECUPERATION

School safety conditions and procedures should be evaluated to determine preventive actions.

Talks to students about drug dependency, drug dealing, delinquency, etc., should be provided.

Discreetly provide photo or video files of suspicious persons to both the police and the appropriate authorities as evidence
Inform parents or tutors about such situations.
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(&) EDUCACION B g UEEED,
IANEXO

ACTA DE HECHOS
En la ciudad de , Querétaro, siendo las ___ horas con
__ minutos del dia ( dia de la semana)______ (numero de dia y letra)
__de (mes) de (afio con numero y letra), reunidos en la
escuela , de turno con
CCT ubicada en , Qro., la
suscrita __ , en mi calidad de directora (or) del centro educativo en
comento, y con los testigos de asistencia , (nombre y puesto
del testigo) y , (nombre y puesto del segundo testigo), ambos del

mismo centro educativo, quienes daran constancia de mi actuar.

En este momento se hace constar que a una persona de nombre
de afios, la cual se encuentra en esta

institucion debido a que (es alumno, de qué grado, es

familiar de alumnos, etc.) se le encontro (distinguir cual de estas tres palabras
es aplicable a la situacion: poseyendo, portando o usando)
, ello de acuerdo a los siguientes hechos:

(Narracion de hechos de manera breve y concisa, en la que se debe contener
el dia, fecha y hora aproximada, ademas de sefalar quien se percato del
hecho si fue un miembro del personal del centro educativo o bien se recibié la
queja por parte del alumnado, asi como las acciones realizadas por parte del
personal de acuerdo al protocolo).

En virtud de lo anterior, se procedié a: (hacer mencién de los resultados y
acuerdos generados a partir de la intervencion preventiva, atencion de
contencién y en su caso la intervencion de la autoridad competente)

Response Handbook / 42



(@) EDUCACION & |, ¢ USEBEQ

La presente acta se da por concluida firmando para ello los que aqui

intervinieron:

(Sefialar los nombres completos de quien intervino en la presente acta, asi
como de los testigos involucrados, motivo por el cual se adjunta copia simple
de identificacion oficial de cada uno de ellos (director, personal del plantel que
se percatd del hecho y obra en la narracion de los hechos y testigos de
asistencia).

NOTA. Recuerde no entrevistar a un alumno sin la presencia de los
padres o tutores, o algun otro adulto autorizado por los padres o tutores.
También es muy importante que las escuelas con poblacion indigena, con
poblacion migrante o con personas con alguna discapacidad se aseguren
de que la comunicacion resultoé clara y precisa mediante intérpretes y/o
traductores, a fin de que no se produzcan barreras en la comunicacion.
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Bringing, Carrying or Using a Weapon on School Campus

Weapon possession is when the weapon is located in the student's backpack, lunch box or in a place external to the body.
Carrying a weapon refers to when the weapon is attached to the person's body.
Use or threat of a weapon is when it has already been used, either in a threatening manner or when it has been detonated
Portar un arma de fuego sin permiso es un delito. Las competencias y facultades de las escuelas se limitan a la formacion Carrying a weapon without
a licence is a criminal offence. The competences and faculties of schools are limited to the academic, civic and ethical training of children. Handling
this situation requires close contact with Civil Protection and Citizen Security, as they are the experts.
Some indicators to detect that someone is possibly using a weapon are:

e Having acces to weapons.

e Lack of empathy.

e Appearing as a conflictive person.

e Sudden changes in mood.

e Blame others for their behavior.

e Not following the rules.

e [solates him/herself.

e Enjoy hurting or killing animals.

e Lose control easily.

e High degree of anxiety.

e Have a notorious fondness for firearms,

e Threaten a possible attack.

e Beintolerant.

e Engage in vandalism.

e Have sleep disturbances.

The Principal and School Coexistence Committee shall include in the School Regulations and Handbook a prohibition on bringing, carrying or using
weapons within the school and shall establish sanctions and inform students and parents of this prohibition. Encourage students to report the presence
of weapons to staff. Establish the discreet communication method to be used in the event of a warning about the presence of weapons. Safeguard
secondary doors on campus by ensuring that emergency exits are kept open for evacuation in the event of an emergency. Train teachers and
administrative staff in emergency protocol. Organize drills. Post a sign at the entrance of the school prohibiting weapons inside. If there is a complaint
or warning about the possible carrying of weapons, ensure that the right to privacy, legal security and the best interests of the students are protected
when implementing the protocol.

During an emergency, they will notify the school community to stay in their classrooms by the established procedures. If anyone is outside, they should
enter the nearest classroom for cover. Instruct students to stay in classrooms and lock them from the inside, away from windows. Call 911 emergency
services. Follow the procedures provided by the specialized authority. Provide as much detail as possible to the authority. Contact parents when the
weapon is carried by a student. Maintain constant communication with the education authority, emergency services or public safety and families.
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After the event, notify that it is safe to leave when the police and emergency services so determine. Call parents to pick up their children. Refer students
and staff who have suffered nervous breakdowns for psychological help to specialized institutions or trained staff within the school and follow up.
They will have a damage control system for the infrastructure of the school and will follow the instructions given by the authorities. In the case of
injuries or deaths, the competent authorities will be in charge of determining responsibilities and the appropriate procedures. If a weapon or school
object used as a weapon was confiscated, it should be handed over to the competent authorities for safekeeping and investigation.

Teachers and administrative staff will train students on self-care and how to act in the event that someone is in possession and/or carrying weapons
in the school. Have the emergency directory available, know the warning and action code for the possession and/or carrying of weapons on campus,
inform the principal if there is any student or other person suspected of entering, carrying, possessing or using weapons in any school space, and
participate in drills.

If you are present and not at risk, activate the school alarm code. If the aggressor is in another room, lock the door or barricade it with chairs and desk.
Try to keep students calm, inform the principal by text or telephone if there are injured persons requiring medical support and take attendance roll
call. If the aggressor is in the same space, maintain and encourage students to be calm while help arrives, avoid eye or verbal contact with the
aggressor and any stressful reactions.

Afterwards, coordinate the students' exit from the classroom in an ordered manner, deliver the attendance list to the principal or Committee, refer
students in a nervous breakdown, reflect on what happened with the students in order to understand the harm caused by weapons and design
formative activities based on the expected learning from Civics and Ethics and Art Education.

Students and parents will be aware that the possession, carrying, entry and/or use of weapons is prohibited, will report to the school any suspicion or
knowledge of possession and/or carrying of weapons and will not spread rumors and will safeguard the right to privacy, legal security and the best
interests of minors.

In an emergency, they will keep calm and follow the instructions of the teachers and principal, and will report any injuries or other students in crisis.
Parents or tutors will be informed through the established communication system and will not come to the school without prior notice and authorization
from the principal.

Students will, after the emergency, leave the classroom in an orderly manner and wait for their parents to pick them up from school. Their parents will
pick them up from school and ensure that they receive psychological care from specialized staff. In addition, they will support the school with activities
to restore normality.

Part of the recommendations are:

A) IN CASE OF WEAPON POSSESSION BY A STUDENT:

1. Keep calm.

2. Assoon as there is knowledge of a probable case of possession of a weapon and/or knife, the student involved will
be moved with his or her belongings to an isolated place (such as the Principal's office), in order to reduce the risk
and ensure the physical integrity of the school community.

3. The student must be supervised at all times and must not be overlooked at any time.

4. Immediately contact the education authority (Legal Direction / Education Division).
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5. Once the Director's staff is present, contact the student's parents and/or tutors, so that they, in the presence of the

educational authority, can check the student's belongings.

Protect always the integrity of children and the school community as a high priority.

DO NOT touch the weapon, leave it where it is and safeguard the space so that no one can access it. In the case of

firearms, consider that they may be charged.

8. The Direction's staff will be responsible for making the necessary arrangements for safekeeping, transfer and
coordination with the appropriate agencies.

9. Prepare the respective facts report.

N o

In case the weapon is found inside the classroom:
Immediately take the children outdoors (esplanade, playground, etc.) and follow the above steps.

B) IN CASE OF WEAPON POSSESSION, ACT AS FOLLOWS:

1. Keep calm at every moment

2. If the weapon is a gun, report the incident to 9-1-1 and request the support of law-and-order agencies; in the case of a knife, it is not necessary to
call the emergency hotline.

3. Immediately contact the education authority (Legal Direction / Education Sector).

4. Evacuate students and other staff from the site where the threat is located, in order to protect the integrity of the school community, assist children
with limited mobility.

5. Do not expose the suspected person to peers or families.

6. Try to talk to the student if he/she is not holding the weapon or does not show any intention of immediate use in order to ask him/her to handover
the weapon.

7. If the student agrees to give up the weapon, ask him/her to place it on the floor or some other surface and to leave; secure the place where it is
located.

8. Contact the parents and/or tutors, so that they can stay with the student during the procedure that results from the act.

9. Prepare the respective facts report.

C) IN CASE OF A THREAT WITH A WEAPON, ACT AS FOLLOWS:

1. Keep calm.

2. Immediately report the incident to 9-1-1 and request the support of law-and-order agency.

3. Immediately contact the education authority (legal department/educational sector).

4. Protect yourself and your students at all times and assist people with reduced mobility.

5. Avoid judging and scolding the aggressor, DO NOT try to take the weapon by force, the priority is not to expose yourself unnecessarily, so it is
recommended to avoid contact with the probable bearer.

6. Contact the parents and/or tutors, so that they can stay with the student during the procedure that results from the act.

7. Prepare the respective facts report
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D) IN CASE OF USE OF A WEAPON ACT AS FOLLOWS:

1. Keep calm.

2. CALL 9-1-1 IMMEDIATELY and request the support of law-and-order agencies.

3. Immediately contact the education authority (legal department/educational sector).

4. Always protect the safety of students in safe areas as a priority and avoid being near doors and windows. Assist those
with limited mobility.
En caso de ser posible, evacue a la comunidad educativa.
Contact the parents and/or tutors, so that they can stay with the student during the procedure that results from the
act.
7. Prepare the respective facts report.

o Ul
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Plan de Manejo de Crisis
“ARMED INTRUDER AT SCHOOL”

EVENT DEFINITION

Es cuando una o mas persona conocidas o desconocidas entran armadas a las instalaciones de la escuela sin autorizacién ni motivo justificado.

MITIGATION / PREVENTION

The CCTV and alarm system should be properly functioning and monitored 24/7.

Provide courses on suspicious person detection to the security guard corps.

Strict access control is recommended for the entire community and visitors, the use of credentials and access devices is essential.

Announce your visitors at the main entrance and make sure the interview or issue is truthful and escort them out.

When planning a special event, give passes or wristbands to guests/parents.

Consider requesting references, documentation, psychometric studies and non-criminal background letters from employees and external
contractors

Control the entry of vehicles into the car park using stickers and their annual renewal.

Always be alert to any person or situation that may appear suspicious and report it immediately to security staff.

Consider having weapons or metal detectors at school entrances

Provide prevention training to the community on this issue.

Attend the lockdown drills.

Inform parents of the preventive measures to be taken in the event of an emergency, making them aware of the importance of protecting students
from any situation that could put their safety at risk.

Tell your students that if they see or have contact with an armed person, they should move away and report it to school staff, avoiding approaching,
taking photographs or videos, in order to avoid any aggressive reaction.

BEFORE YOU ACT

Keep calm and take control of the situation.
Identify what the problem is and the priorities to attend to.
The most important thing is to ensure the safety of the students.

RESPONSE

Activate the lockdown alarm and follow security protocols, get help from the security guards
You or the CECOM area should call the police and inform security staff of what is happening.
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Make an exact identification of the armed intruder, whether he is alone or accompanied, what type of weapons he is carrying, his physical
characteristics, whether he is open to negotiate, whether he is willing to shoot, how out of control he looks, etc.

Discreetly ask someone to call in an expert negotiator, for example, a psychologist or related professional.

Instruct SECTION LOCKDOWN so that the intruder has limited access and movement. Also order an open school to facilitate the intruder's exit
and access for police or negotiators.

Ensure that no one is visible or susceptible to being targeted by the intruder.

Make a checklist to identify those trapped in the situation.

Discourage panicked and nervous shouts.

If you make direct contact with the intruder:

e Keep your distance from the armed intruder. Less than 8 meters is a deadly distance, 15 or 20 meters is safer.

e Do not attempt to confront or stop the intruder.

e Avoid pointing and other aggressive or abrupt body movements.

e Speak at a distance without irritating him or her. Avoid projecting authority.

e Ask open questions. Try to distract and unfocused him or her with cordiality. The idea is to create time.

e |n case the police arrive. Do not run to meet them. They may mistake you for the armed intruder.

e Ifthe intruder attempts to break into a classroom and students' safety is at imminent risk, distract the intruder by any means to get more time.

e Do not try anything extraordinary. You should wait for the police to arrive.

e Trying a heroic act to neutralize the armed intruder should be the last option after all else has been tried without success, particularly in
circumstances where your attempt may gain more than you can lose.

e [f someone is injured, deal with the emergency. Call available medical services and inform parents and tutors.

RECUPERATION

e Talk to the psychology department about the possible reactions you may have to deal with this kind of situation, as you will be a fundamental and
key part of controlling the emotions of your students.

e A report should be made to the appropriate authorities.

e School safety regulations need to be reinforced.

e Inform parents and/or tutors, be aware of the communication media and the information you will be providing.
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Sexual Harassment, Bullying and Sexual Abuse at School
El hostigamiento sexual es el ejercicio de poder, en una relacién de adulto a menor de edad, o entre pares, de la victima frente al agresor en el ambito
escolar. Se expresa en conductas verbales, fisicas o ambas. Por ejemplo:

- Contactos fisicos innecesarios.

- Observaciones sugerentes o desagradables acerca del cuerpo y la vestimenta.

- Invitaciones comprometedoras o que causen malestar o incomodidad.

- Agresion fisica ante la negativa.

El acoso sexual es una forma de violencia con connotacién lasciva en la que hay un ejercicio abusivo de poder que conlleva a un estado de indefension
y riesgo para la victima. El acosador elige a una victima, se gana su confianza, supera la relacion como compafieros, inicia demandas sexualmente
implicitas, amenaza con represalias a la victima si no obtiene lo que quiere, utiliza la fuerza fisica y provoca afectacién psicoldgica.

El abuso sexual es un modo de involucrar a otro en actividades sexuales con o sin contacto corporal y con o sin violencia fisica, en las que el agresor
busca gratificacion personal y sexual.
Todos los anteriores son delitos y la escuela tiene la responsabilidad de preveniry denunciar. Ante cualquier sospecha o conocimiento se debe llamar
al 911y a la Procuraduria de Proteccion de Nifias, Nifios y Adolescentes.
Es importante que la escuela ensefie a los alumnos el conocimiento, respeto y cuidado de su cuerpo para hacerlos conscientes de que su cuerpo es
“su territorio”, con un lenguaje claro, sencillo e informacion de acuerdo a su edad.
La escuela no debe ignorar la peticién de apoyo de una victima de agresion sexual, no debe ignorar los avisos o reportes que reciba sobre sospechas
o conocimiento de agresién sexual, no debe realizar un juicio de valor acerca de la veracidad o no de la sospecha, en ningln caso debe revisar el
cuerpo del menor, no debe formular interrogatorios ni diagnosticar o confirmar el delito, ya que esto le corresponde a especialistas y en condiciones
de proteccion suficientes.
Pueden contactar a:

- Proteccion y restituciéon de los derechos de nifias, nifios y adolescentes

- Unidad 4. Unidad Especializada en la Investigacion de delitos sexuales y en agravio del menor

- M

El Director y Comité de Convivencia Escolar se asegurard que los padres y tutores conozcan y firmen la aceptacion del Reglamento y Manual para
prevenir y actuar ante riesgos. Impulsaran programas institucionales para la prevencién y comunicacién de cualquier hecho de acoso, hostigamiento
0 abuso sexual.

Ante un caso, evitaran que el probable responsable se sustraiga de la accién de la justicia, en medida de lo posible; llamaran de inmediato al 911y a
la Procuraduria de Proteccion de Nifias, Niflos y Adolescentes para reportar el hecho; contactardn y convocaran a los padres de la victima y/o agresor
de forma inmediata; levantaran un acta de hechos, asegurando la confidencialidad de los datos de los involucrados y sus familias.

Después, garantizando la confidencialidad y respeto de los derechos humanos de los involucrados, colaboraran en lo requerido con la autoridad
especializada durante la investigacion y evitaran la revictimizacién o criminalizacién de los implicados.
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El personal docente y administrativo formaran y orientaran a los alumnos sobre el conocimiento y autocuidado de su cuerpo, a través del curriculum
escolar, promoveran la autonomia del nifio para ir al bafio y vestirse, les orientaran sobre qué hacer en caso de ser victimas, ayudaran a reconocer
que un agresor sexual puede ser un adulto o menor conocido o desconocido, los animaran a decir “no” cuando no estén cémodos, reportaran al
director la sospecha de cualquier agresion.

En dado caso, notificardn y no trataran de constatar la veracidad del relato, ni sefialaran al agresor, resguardaran a la clase y mantendran la
confidencialidad.

Después, integraran al estudiante sin estigmatizarlo, apoyarén el programa de atencidn y/o rehabilitacion a través de la flexibilidad para entrega de
tareas o exdmenes, mantendran una observacion atenta de la evolucién del menor e informaran inmediatamente al director ante cualquier sefial que
indique una condicidon de riesgo.

Los estudiantes cuidaran su cuerpo, rechazaran y reportaran a cualquier persona ante sospecha o vivencia de acoso, hostigamiento o abuso sexual
y tomardn en cuenta los consejos que les indiquen docentes y familiares para prevenir cualquier tipo de violencia sexual.

Si es acosado o violentado, avisaran a sus padres, docentes o director y pondran en practica las recomendaciones que les han dado.

Recibiran la atencién socioemocional, asistiran a citas de apoyo programadas y se reintegraran a la vida escolar.

Los padres de familia ensefiaran a sus hijos la diferencia entre los buenos secretos y los malos secretos.

Si se da un caso de violencia sexual, se presentaran de manera inmediata en la escuela cuando se los solicite el director y colaboraran con la escuela
y autoridades.

Después, se aseguraran que los estudiantes reciban atencién especializada, apoyandose con la Procuraduria de Proteccion de Nifias, Nifios y
Adolescentes, presentaran comprobante de asistencia a los servicios especializados y se coordinaran con la escuela para las acciones que garanticen
el derecho educativo del estudiante.
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Crisis Management Plan
“AUDIO, VISUAL AND CYBER CHILD SEXUAL ABUSE”

EVENT DEFINITION

e Visual, audio or cyber child abuse includes acts with sexual connotations that do not involve physical contact, such as: exhibitionism; forcing the
victim to view pornography or sexual acts; making sexual, obscene and intimidating comments in person or by other ways (telephone, email, instant
messaging, chat, social networks, etc.); in extreme cases, it is using a child to produce child pornography, child prostitution or child sexual
exploitation. Do not confuse it with bullying, school bullying or intra-school violence.

MITIGATION / PREVENTION

e Maintain open communication with parents and students on the topics of Health Education, Risk Factors, Bullying, Sexual Abuse, Potential Risks
of Internet.

e Be aware of any unusual behavior in your students (academic performance, frequent unexcused absences, behavior problems, etc.), involve the

psychology staff if necessary.

Inform students that there is an internet use policy, which prohibits navigating on pages with inappropriate content.

Continually monitor the websites or digital applications that students use/visit.

Keep close communication with IT staff to verify that there is a filter system and process in place for blocking pages with inappropriate content.

Adopt a position on the use of mobile phones among students, explain the risks of taking photos or videos, as well as linking them on social

networks or other ways of sharing them.

e Establishing rules prohibiting contact between students and their teachers on social media, mobile phones, or other ways of communication not
related to JFK email.

e Promote parental controls with parents, support them to understand their responsibilities as adults providing this technology to their children.

Teach students how to avoid abuse and avoid potentially dangerous situations by not providing open personal or family information to strangers

on social media.

Encourage students to reflect on the information they give out in emails and/or instant messaging.

Do not dismiss students who report being bullied or harassed by others.

Create a trusting environment where students feel listened to.

It is important to observe the students' physical, visual, verbal and written expression, as these are often a direct expression of the abuse that may

be happening to them, both in and out of school.

BEFORE ACTING

e Keep calm and take control of the situation.
e |dentify what the problem is and the priorities to attend to.
e The most important thing is to ensure the safety of the students.
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RESPONSE

If you discover or have notice that someone is committing sexual abuse of this kind:

0 Immediately move the victim away from the aggressor.
0 Ask for help from security personnel and school officials nearest to you, call the police.
0 Do not confront the aggressor in presence of the victim, but make sure he/she does not run away.

e Take the victim to a comfortable and private place.

e Keep all evidence that was used for the aggression taking special care not to touch, alter or contaminate it in order not to invalidate its expert
evidence

e  Notify the Principal's Office and ask for support from the counselling and psychology department.

e  Contact parents or tutors so that they can come to the school immediately. Do not give them details until they arrive.

e  Show empathy, respect and solidarity with the person concerned.

e Pay attention to everything the victim says or does. Children almost never lie about this issue.

e Never interrogate the victim extensively and do not pressure them to talk.

e  Make the student know how important it is NOT to keep it a secret.

e  Protect the student and investigate if there are other victims of the same or the same perpetrator.

RECUPERATION

e [t must be reported to school authorities.

e Sexual abuse is a criminal offence under the law and should be reported to the appropriate authorities.

e Advise parents or tutors to provide immediate psychological care for the victim and the victim's family.

e Take the necessary actions to help the victim return to school life as soon as possible, after psychological rehabilitation

e Avoid spreading rumours.

e |tis necessary to establish programs to prevent child sexual abuse in schools.

If necessary, follow the protocol of communication to the community, always respecting the identity of the victim.
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Plan de Manejo de Cirisis
“CHILD SEXUAL ABUSE BY TOUCHING”

EVENT DEFINITION

Sexual acts perpetrated by force against a child: an abuser touches or caresses any part of the victim's genitals or any part of the victim's body with
sexual intent, either on or under the victim's clothing, as well as forcing the victim to perform the same touching on the abuser. Abusers can be adults
(male or female), older children or children of the same age as the victim, who use threats, extortion, bribes and gifts. It does not necessarily involve
physical violence.

MITIGATION / PREVENTION

e Be aware of any unusual behavior in your students (academic performance, frequent unexcused absences, behavior problems, etc.), involve the

psychology staff if necessary.

Keep an open communication with parents and students on topics such as Health Education, Risk Factors, Bullying and Sexual Abuse.

Supervise hallways, classrooms and restrooms constantly.

CCTV system will be in good condition and monitoring will be done 24/7.

Maintenance and security staff should check hidden areas at regular intervals.

Do not dismiss students who report being bullied or intimidated by others.

Organize sexuality education workshops so that it is assumed as a natural function of body knowledge and care, emphasizing that inappropriate

touching causing discomfort is an aspect of sexual abuse that can be prevented.

Create an atmosphere of trust where students feel listened to.

e Itisimportant to observe the students' physical, visual, verbal and written expression, as these are often a direct expression of the abuse that may
be happening to them, both in and out of school.

BEFORE ACTING

e Keep calm and take control of the situation.

e |dentify what the problem is and the priorities to attend to.

e The most important thing is to ensure the safety of the students.
RESPONSE

If you discover or have notice that someone is committing sexual abuse of this kind:
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0 Immediately move the victim away from the aggressor.
0 Ask for help from security personnel and school officials nearest to you, call the police.
0 Do not confront the aggressor in presence of the victim, but make sure he/she does not run away.

e Take the victim to a comfortable and private place.
e Keep all evidence that was used for the aggression taking special care not to touch, alter or contaminate it in order not to invalidate its expert
evidence
e  Notify the Principal's Office and ask for support from the counselling and psychology department.
e  Contact parents or tutors so that they can come to the school immediately. Do not give them details until they arrive.
e  Show empathy, respect and solidarity with the person concerned.
e Pay attention to everything the victim says or does. Children almost never lie about this issue.
e Never interrogate the victim extensively and do not pressure them to talk.
e  Make the student know how important it is NOT to keep it a secret.
e  Protect the student and investigate if there are other victims of the same or the same perpetrator.
RECUPERATION
e |t must be reported to school authorities.
e Sexual abuse is a criminal offence under the law and should be reported to the appropriate authorities.
e Advise parents or tutors to provide immediate psychological care for the victim and the victim's family.
e Take the necessary actions to help the victim return to school life as soon as possible, after psychological rehabilitation.
e Avoid spreading rumors.
e |tis necessary to establish programs to prevent child sexual abuse in schools.

If necessary, follow the protocol of communication to the community, always respecting the identity of the victim.
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Crisis Managment Plan
“CHILD SEXUAL ABUSE BY RAPE”

EVENT DEFINITION

Severe sexual acts perpetrated by force against a child: vaginal and/or anal penetration with any part of the body or objects; performing oral sex or
masturbation on the child; forcing the child to perform oral sex or masturbation on the perpetrator. Abusers can be adults (male or female), older children
or children of the same age as the victim, who use threats, extortion, bribes and gifts. Usually involves physical violence.

MITIGATION / PREVENTION

e Be alert to any unusual behavior in your students (academic performance, frequent unexcused absences, behavioral problems, etc.), involve

psychology staff if necessary.

Keep an open communication with parents and students on the topics of Health Education, Risk Factors, Sexual Abuse and Harassment.

Supervise hallways, classrooms and restrooms constantly.

CCTV system will be in good condition and monitoring will be done 24/7.

Maintenance and security staff should check hidden areas at regular intervals.

Do not dismiss students who report being bullied or intimidated by others.

Organize sexuality education workshops so that it is assumed as a natural function of body knowledge and care, emphasizing that inappropriate

touching causing discomfort is an aspect of sexual abuse that can be prevented.

Create an atmosphere of trust where students feel listened to.

e Itisimportant to observe the students' physical, visual, verbal and written expression, as these are often a direct expression of the abuse that may
be happening to them, both in and out of school.

BEFORE ACTING

e Keep calm and take control of the situation.
e |dentify what the problem is and the priorities to attend to.
e The most important thing is to ensure the safety of the students.

RESPONSE

If you discover or have notice that someone is committing sexual abuse of this kind:
0 Immediately move the victim away from the aggressor.
0 Ask for help from security personnel and school officials nearest to you, call the police.

0 Do not confront the aggressor in presence of the victim, but make sure he/she does not run away.
e Take the victim to a comfortable and private place.
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e Keep all evidence that was used for the aggression taking special care not to touch, alter or contaminate it in order not to invalidate its expert
evidence
e  Notify the Principal's Office and ask for support from the counselling and psychology department.
e  Contact parents or tutors so that they can come to the school immediately. Do not give them details until they arrive.
e  Show empathy, respect and solidarity with the person concerned.
e  Pay attention to everything the victim says or does. Children almost never lie about this issue.
e Never interrogate the victim extensively and do not pressure them to talk.
e  Make the student know how important it is NOT to keep it a secret.
e  Protect the student and investigate if there are other victims of the same or the same perpetrator.
RECUPERATION
e |t must be reported to school authorities.
e Sexual abuse is a criminal offence under the law and should be reported to the appropriate authorities.
e Advise parents or tutors to provide immediate psychological care for the victim and the victim's family.
e Take the necessary actions to help the victim return to school life as soon as possible, after psychological rehabilitation.
e Avoid spreading rumors.
e |tis necessary to establish programs to prevent child sexual abuse in schools.
e [f necessary, follow the protocol of communication to the community, always respecting the identity of the victim.
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APPENDIX

g UNIDAD DE seavlcl;ixsnkm QUERETARO

GOBIERNO DEL ESTADO

EDUCACION BASI!
" ENELESTADO DE QUERETARO
0

ANEXO 2 - FORMATO DE ACTA DE HECHOS

ACTA DE HECHOS
EN 1 DEL MUNICIPIO DE 2 QRO. SIENDO LAS 3 HORAS DEL DIA

4 DEL MES DE 5 DELANO___6  PRESENTE EN EL LOCAL QUE OCUPA
7 DE LA ESCUELA 8 ELC. 9 QUIEN ACTUA CON TESTIGOS DE
ASISTENCIA LOS CC. 10 Y. 11 ; ESTO CON EL PROPOSITO DE
REPORTAR LA SIGUIENTE SITUACION, EN DONDE ESTA (N) INVOLUCRADO (S): 12 POR
INCURRIR EN UN POSIBLE CASO DE___13 DE CONFORMIDAD CON LOS SIGUIENTES:
HECHOS
14

APARTIR DE LA INTERVENCION PREVENTIVA Y DE ATENCION AL ASUNTO PLANTEADO, SE HAN REALIZADO
LAS SIGUIENTES ACCIONES __15

SIN OTRO HECHO QUE HACER CONSTAR, SE DA POR TERMINADA LA PRESENTE, FIRMANDO LOS QUE EN
ELLA INTERVINIERON; ASIMISMO TURNESE A LA AUTORIDAD CORRESPONDIENTE PARA QUE SE
INVESTIGUEN LOS HECHOS Y SE PROCEDA CONFORME A DERECHO.

16
DIRECTOR U OTRO
17 18
TESTIGO DE ASISTENCIA TESTIGO DE ASISTENCIA
19 20
TESTIGO DE CARGO TESTIGO DE CARGO

73
FAMILIA

USEBEQ
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EDUCACION ICA GOBIERNO DEL ESTADO

g UNIDAD DE SEaVlClmi"‘um OUERETARO
i EN EL ESTADO DE QUERETARQ

INSTRUCTIVO PARA LA FORMULACION DEL ACTA DE HECHOS

1. SE ANOTARA EL NOMBRE DEL LUGAR EN DONDE SE LEVANTA EL ACTA.

2. SE ANOTARA EL NOMBRE DEL MUNICIPIO.

3. SE ANOTARA LA HORA Y MINUTOS EN QUE SE LEVANTA EL ACTA.

4. SE ANOTARA LA FECHA EN QUE SE LEVANTA EL ACTA.

5. SE ANOTARA EL MES EN QUE SE LEVANTA EL ACTA.

6. SE ANOTARA EL ANO EN QUE SE LEVANTA EL ACTA CON NUMERO Y LETRA.

7.SE ANOTARA EL LUGAR (DIRECCION, SALA DE JUNTAS, SUPERVISION, ETC.) DONDE SE LEVANTA ELACTA.
8. SE ANOTARA EL NOMBRE DEL CENTRO DE TRABAJO DONDE SE LEVANTA EL ACTA, CLAVE (CCT), NIVEL,
TURNO, UBICACION, TELEFONO Y CORREO ELECTRONICO SI CUENTA CON ELLOS.

9. SE ANOTARA EL NOMBRE Y CARGO DE LA AUTORIDAD QUIEN LEVANTA EL ACTA (DIRECTOR/A,
SUBDIRECTOR/A, SUPERVISOR/A, JEFE/A DEL DEPARTAMENTO, ETC.).

10. SE ANOTARA EL NOMBRE DEL PRIMER TESTIGO DE ASISTENCIA.

11. SE ANOTARA EL NOMBRE DEL SEGUNDO TESTIGO DE ASISTENCIA.

12. SE ANOTARA EL NOMBRE DEL PRESUNTO/A AGRESOR/A INVOLUCRADO/A DIRECTAMENTE EN LOS
HECHOS, O EN EL CASO DE ACOSO ESCOLAR, LOS NOMBRE DE LOS NINOS, NINAS O ADOLESCENTES
INVOLUCRADOS.

13. SE ANOTARA LA CONDUCTA EN QUE INCURRIO EL PRESUNTO/A AGRESOR/A, O LA/S NINA/S, NINO/S
Y ADOLESCENTE/S.

*EN CASO DE NO CONTAR CON EL SENALAMIENTO DE UN POSIBLE AGRESOR, COLOCAR LA SIGUIENTE
REDACCION: “QUIEN RESULTE RESPONSABLE”

14. SE ANOTARAN TODOS LOS HECHOS QUE SE LE IMPUTAN AL POSIBLE AGRESOR/A, QUE INCLUYAN
CIRCUNSTANCIAS DE MODO, TIEMPO Y LUGAR, HACIENDO UNA RELACION Y DESCRIBIENDO TODA LA
DOCUMENTACION Y DEMAS PRUEBAS RELACIONADAS CON EL ASUNTO; ASi COMO IDICADORES DE
RIESGO OBSERVADOS EN NNA Y LAS DECLARACIONES DE LAS PERSONAS QUE DECLAREN EN CONTRA DEL
PRESUNTO/A AGRESOR/A.

*PARA EL CASO DE ACOSO ESCOLAR, SE ANOTAN LOS HECHOS OCURRIDOS ENTRE LAS O LOS
ESTUDIANTES.

*NARRAR SITUACIONES RELEVANTES COMO:

A) DESCRIPCION DE LAS PALABRAS EXACTAS QUE FUERON UTILIZADAS POR NINAS, NINOS Y
ADOLESCENTES CUANDO REFIRIRIERON LA CONDUCTA, O DE LA PERSONA ADULTA QUE DENUNCIG;

74
FAMILIA

USEBEQ@
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EDUCAC' N GOBERNO DEL ESTADC
_w” ENELESTADO DE QUERETARQ
A s oo

g UNIDAD DE ﬁgl:lgsxglﬂex\ OUERETARO

B) NARRAR LA CONDUCTA DE NIFIAS, NINOS Y ADOLESCENTES O LA PERSONA ADULTA, EN SU CASO;

€) DESCRIBIR EL ASPECTO GENERAL DE NINAS, NINOS Y ADOLESCENTES.

D) S| DECLARAN ESTUDIANTES, DEBEN ESTAR PRESENTES SUS PADRES, MADRES O QUIEN EJERZA LA
PATRIA POTESTAD O TUTELA, FIRMANDO TAMBIEN EN EL ACTA.

15. SE ANOTARAN LAS ACCIONES REALIZADAS A PARTIR DE LA INTERVENCION PREVENTIVA Y DE
ATENCION.

16. SE ANOTARA EL NOMBRE Y CARGO DE LA AUTORIDAD QUE LEVANTA EL ACTA. (FIRMA).

17. SE ANOTARA EL NOMBRE DEL PRIMER TESTIGO DE ASISTENCIA. (FIRMA).

18. SE ANOTARA EL NOMBRE DEL SEGUNDO TESTIGO DE ASISTENCIA. (FIRMAY).

19, SE ANOTARA EL NOMBRE DEL PRIMER TESTIGO DE CARGO. (FIRMA).

20. SE ANOTARA EL NOMBRE DEL SEGUNDO TESTIGO DE CARGO. (FIRMA).

NOTA: EN CASO DE NO CONTAR CON LA CANTIDAD DE PERSONAL SUFICIENTE PARA LAS FIRMAS EN LOS
ESPACIOS REQUERIDOS, ESPECIFICAR LAS RAZONES EN UNA NOTA AL PIE.
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Confrontation With Firearms Near the School

In case gunshots, sirens or unusual movement is heard near the school during school hours, an alert should be activated and a self-protection and
solidarity protection program should be set up, including alarms and safe areas inside and outside the school, as well as a communication network
with families and neighbors in the area.

The Principal and School Coexistence Committee will make sure that parents and tutors know and sign the Rules and Handbook to prevent and act
in case of risks. They will ensure participation in drills is mandatory and will contact the competent authorities to receive advice on how to react to
these events. Create a telephone book of key contacts, including telephone numbers of ambulance services, fire fighters, civil protection, hospitals,
public safety, crisis services, etc. Create an alarm code and communicate the procedure for action in cases of confrontation with weapons in the vicinity
of schools.

In the event of an incident, they will activate the alarm, proceed to close classrooms, place themselves face down, face to the floor and with the
extremities close to the body, away from doors and windows and protected by solid walls, call 911 and establish contact with the educational authority
to report the evolution of the events, as far as possible.

In the event of an incident, they will activate the alarm, proceed to close classrooms, place themselves face down, face to the floor and with the
extremities close to the body, away from doors and windows and protected by solid walls, call 911 and establish contact with the educational authority
to report the evolution of the events, as far as possible.

Then, they will proceed to check for possible damage and to detect if there are any injuries. Follow the instructions of the authorities, prevent students,
parents and staff from approaching the scene and touching evidence. Provide the school community with truthful and timely information. Evaluate with
the authorities the conditions for returning to work or early departure.

Teaching and administrative staff will instruct students on how to act in the situation of a confrontation with weapons outside the school, know the
alarm code, be trained on how to deal with their own and others' nervous breakdowns, participate in drills and have the emergency directory at hand.
In an emergency, if there is no risk involved, they will bring together students who are in open areas and move them to a nearby area of lower risk. If
there is risk, instruct everyone to drop to the floor face down with extremities close to the body. Stay in the classroom, away from doors and windows,
without raising their heads. Calm those who shout or joke at the moment of crisis. Make sure that no one looks out to take pictures or video and wait
for a signal that the situation has returned to normal.

Afterwards, they will call for attendance and ensure that there are no injuries and if there are any, they will report them immediately to the emergency
number. ldentify who is in shock or emotional stress, maintain contact with them and request support from specialized personnel. Report their own
and the group's condition to the authorities.

Students will participate in drills and learn actions to safeguard themselves.

In an emergency, keep calm, stay in the classroom lying on the floor, away from doors and windows, keep their heads down, inform the teacher if
there are classmates in crisis, help or ask for help for vulnerable classmates and avoid eye contact with the aggressors. If they are outside the
classroom, they should look for the nearest safe space or stay still and protected where they are, avoiding running during the shooting.

Afterwards, they should report their physical condition and follow the instructions of the teacher or authority.
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Parents will not attend the school during the event and if the event occurs before the entrance or in the neighborhood, they will not take their children
to school.

Once the event has occurred, they will ensure that students receive psychological attention from specialized personnel in case of emotional crisis.
They will support the school with activities to restore normality.

Crisis Management Plan
“SHOOTING IN THE NEIGHBOURHOOD OF THE SCHOOL”

EVENT DEFINITION
Shooting between two or more persons or sides. It can also be the shooting at something or someone without provocation or response.

MITIGATION / PREVENTION

e The CCTV system and alarms should be properly functioning and monitored 24/7.

e Security guards should always protect the entrances to the school and patrol the perimeter of the school.

e Assist in lockdown drills, and communicate the importance of lockdown drills to your students, as well as involve them in self-care and collective
action.

e Inform parents of the preventive measures to be taken in case of emergency, making them aware of the importance, above all, of protecting
students from any situation that could put their development and integrity at risk.

e Always be alert to any suspicious and/or violent persons or situations, armed or other, and if possible report them immediately to security
personnel.

e Encourage the involvement of the school community and neighbors to be alert.

BEFORE ACTING

e Keep calm and take control of the situation.
e |dentify what the problem is and the priorities to attend to.
e The most important thing is to ensure the safety of the students.

RESPONSE

e Activate the fallback alarm.

e Students and school staff should take protection in solid, firearm-resistant walls (concrete, brick, adobe).
e Call the police and if possible, the CECOM area should call neighbors for protection.

e Comfort, provide confidence and calm students using creativity.
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e Students and school officials should be placed face down, face to the ground and with their extremities close to their bodies; away from doors
and windows and protected by solid walls.

e [f someone is injured, attend to the emergency and ask the nearest school officials to call available medical services.

e [fitis safe to do so, turn off lights and close windows. Broken glass indicates that gunfire is very close.

e Under no circumstances raise your head or extremities until the shooting is over and you have been advised that the situation is normalized.

e Discourage panicked shouting and nervousness.

e Wait for notification that the situation has normalized.

e Students and teachers should not inform their families about what has happened to avoid mass panic.

RECUPERATION

e Discuss with the psychology staff the possible reactions that you may have to deal with this kind of situation, as you will be a fundamental and key part
controlling your students' emotions.

e Listen to the rest of the students' concerns and reactions.

e Ifthere are injuries or damage to school infrastructure, make a report, as damage to property and injuries are punishable offences under the law.

e Immediately inform parents and tutors of what has happened, and be alert to the arrival of the media. Any rumors surrounding the case should be discourage

e Evaluate the possibility of resuming work. If not, issue a CALL FOR EARLY DISMISSAL.

e Meet with authorities to identify security gaps

e |dentify improvement needs.
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Appendix 1.- School Evacuation Map

High School Building

Volleyball Courts

mOooSwom~D —w

APPENDIX

A A 0 0 A 0

Parking Lot

9.10,11,12A,B.C.D hers with

’ i-righ School Purple

Eighth A, B,C.D

SixthA,B.C.D Seventh A, B.C.D

’ Sixth & Seventh Grade White

’ Fo;?‘bflmepde&SWAS Green
Fourth A B.C,D Fifth A, B, C.D
i

1

Second & Third Grade Yellow
SecondA,B.C.D ThirdA,B,C.D

K1AB.C.D

K2A,B.C.D K3AB.C.D

Pre-school Blue ’

—

F ,Human R

,,Library, Otﬁer School Personn’el and

Visitors

MmO DWOMm D W
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Appendix 2.- Medical Pass

SA02 Version 062015

'\\\

Security, Hygiene and Health Department - Departamento de Seguridad, Higiene y Salud

J ;( JohnF.Kennedy Medical Service - Servicio Médico

[ ]
Medical Pass P —

Pase Médico

Student’s Name Nombre del Alumno

Symptoms sintomas
Describe the symptoms shown by the student Describa los sintomas mostrados por el alumno

Pain Scale &scala de Dolor

QOO

No Pain
Sin Dolor thtle Bll Lmle More EVen More Whole I.ol (he Worsl Teacher’s Signature Fima del maestro
Duele un Poco Duele un Duele adn Mas Duele Mucho El Peor Dolor
Poco Mas que ha Sentido

Answer from the Health Professional

Respuesta del profesional de la salud

The Student was Here From To
El alumno estuvo aquf de A

When Checking him/her we found En a revision encontramos

After Despuésde

Reviewing his/her Medical Record Revisar Ia ficha médica
__ Calling his/her parents Liamar a sus padres

We Applied the Following Treatment Aplicamos el siguiente tratamiento.

We d

Si Firma
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Appendix 3.- Accident Report

=%

JX REPORTE ACCIDENTE ESCOLAR

F. Kennedy

John F.

Nombre del Accidentado:

Edad:

Seccion y/o Grado:

Sexo:

Fecha y Hora:

Fecha y Hora de Aviso:

Accidente:

Lugar del Accidente:

Supervisor o Maestro a Cargo:

Quien da Aviso:

Objeto/Equipo/ ia que Causa el Accid

Prediagnostico:

Personas que Ayudaron al Lesionado:

Version del Accidentado

Descripcion de la lesion

Tratamiento Inicial

Ambulancia Numero: | |

Compania: Seguro Escolar: 1 1

Hospital de Traslado:

Familiar que se le dio aviso:

Primeros Auxilios | |

Accidente Leve | |  Accidente Moderado | | Incapacitante | |

Acto Inseguro:
Condicion Insegura:

Acciones Departamento de Seguridad:

RESPONSABLE DEL TURNO:

COORDINADOR SEGURIDAD, HIGIENE Y SALUD

Clave: SA01 Version 0612015
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Appendix 4.- Accident Investigation Report Form. Page 1

=§\\Iohn FORMATO DE REPORTE
‘ K mwim DE INVESTIGACION DE INCIDENTES
Fecha: |
REPORTE DE_INVES DE_INCIDENTES
Titulo del incidente:
Fecha del Inci | Hora del Inci |
Lugar: [o [
Maestro o supervisor a cargo de la dase: |
Tipo de Incidente
Lesion O [ Explosién [ | Afectacién a la comunidad ]
Enfermedad 0O | F 0 | otro O
Dano [J | Derrame L]
[ Fuego [0 | Afectacién fuera del sitio ]
Seccion o D | Relacion laboral
Di (O 1 Staffl [0
Testigo | 7 JAlumno / Padres/ Visit. [ []
Mt oD I —
Di 1O 1 Staffl Contract. | []
Testigo [0 Jalumno / Padres/ Visit. | (]
Seccién o D | Relacién laboral
Di [] |Maestro / Staffil Contract. | (]
Testigo [ [Alumno / Padres/ Vist__ [ [
Descripcion del Incidente
Secuencia de Hechos
Respuesta al Incidente
Formato: SEGHUO2-ene2016 pagina1de 2
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Appendix 4.- Accident Investigation Report Form. Page 2

=
FORMATO DE REPORTE
’ ‘ mm DE INVESTIGACION DE INCIDENTES

Parte Médica

Descripcion de la lesion:
=
MT —

Determinacion de Causa(s) Directas

EVIDENCIA FOTOGRAFICA

Formato: SEGHUO2-ene2016 pagina2de2
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Appendix 5.- Group Count List

q\\
~~\' hnF.Ken Listado de Conteo de Grupos
’ x mm'mam Departamento de Seguridad, Higiene y Salud

Coloque una v para sefalar el grupo que este contabilizado segin corresponda a su responsabilidad. En caso

de ausencia déjelo en blanco y comuniquelo directamente a su jefe del equipo de resp a ia
Preschool Elementary
PFA 2A 4A
PFB 28 48
1A 2A 3A PFC 2C ac
1B 28 38 PFD 2D 4D
1Cc 2C 3C 1A 3A 5A
1D 2D 3D 1B 38 5B
1C 3C 5C
1D 3D 5D
Middle School High School
6A TA 8A 9A 10A 11A 12A
6B 78 88 98 10B 118 128
6C 7C 8C 9C 10C 11C 12C
6D 7D 8D 9D 100 11D 120

Personas no localizadas:

Nombre:
Grupo
Responsable a cargo

Nombre:

Grupo

R a cargo
Nombre:

Grupo

R a cargo

SEGHUMO3-ene2016
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Appendix 6.- Search Control List

_—

J X JehnFKennedy

Listado de Control de Busqueda
Departamento de Seguridad, Higiene y Salud

Este listado debera de estar en posesion del jefe del ERE o del oficial de enlace para el control de grupos de

busqueda.

Persona no localizada:

N
Grupo
R ble a cargo
N
Grupo
Responsable a
N
Grupo
R a

Buscadores:
Nombre: Teléfono
N Teléfono
N Teléfono
S 6n de busqueda asignada
N Teléfono
N Teléfono
N Teléfono
S on de bisqueda asignada;
Nombre: Teléfono
Nombre: Teléfono
N Teléfono

on de ba asignada:
Observaciones:

SEGHUMO04-ene2016
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Appendix 7.- Incident Communication Report

ﬂ\
‘N\\' hnF Reporte de Comunicacion de Incidentes
, mm‘m Departamento de Seguridad, Higiene y Salud

Este formato debe ser llenado por el ERE en Comunicaciones.

Fecha: Hora:

éCudl fue el evento?

¢Cudles fueron los factores precipitantes?

éQué daho se produjo?

¢Como se manejo?

éPersonas involucradas en su manejo?

Otros Comentarios:

Fecha: Firma:

SEGHUMO05-ene2016

School Risk Prevention and Response Handbook / 71



