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Document Control and Approval

This consolidated plan organizes the safety materials supplied by Guajome Schools into one working document. It
is intended to help staff prevent incidents, respond consistently, account for students and employees,
communicate with families and responders, and recover after an emergency.

The Superintendent or designee owns final approval. The Safety Committee coordinates the annual review. Site
administrators, the Plant Manager, Human Resources, Security, Health Services, Athletics, and before- and after-
school program leaders verify the sections that apply to their operations.

Controlitem Current entry Required action

Plan period 2026-2027 working draft Enter board or administrative approval date.
Compiled September 2026 Record final revision date after review.

At least annually and after major

Review cycle L .
incidents or operational changes

Maintain revision history below.

Internal staff copy; controlled public Remove sensitive assignments, maps, and contact details

Distribution . .
excerpts as approved from public copies.

| Version | Date | Description | Approvedby

Consolidated from supplied emergency procedures, policies,

Draft 1 September 2026 handbooks, safety materials, and WVPP. Pending
Approval
[Role . /Name ____ |Signatyre | Date |

Superintendent Kevin Humphrey

Head of School Judd Thompson

Safety Committee

representative

Plant Manager Luis Llamas

Items Requiring Verification Before Adoption

Annual review item: Confirm the incident-command roster, alternates, phone extensions, and assigned security
personnel.

Annual review item: Replace the supplied 2024-2025 drill calendar with the current annual calendar.

Annual review item: Verify evacuation locations and issue current campus and building maps. The supplied
campus map is marked as updated February 2, 2021.

Annual review item: Verify that current GPA, GPPA, and GLC student handbooks and board policies replace the
2023-2025 copies used as sources.

Annual review item: Update the WVPP review and revision dates, obtain the authorizing signature, and correct any
remaining drafting placeholders.

Annual review item: Insert the current certificate of liability insurance and confirm carrier and policy dates.
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1 Plan Purpose Scope and Priorities

1.1 Scope

This plan applies to Guajome Park Primary Academy, Guajome Park Academy, Guajome Learning Center, and
school-operated programs at 2000 North Santa Fe Avenue. It applies during the instructional day, arrival and

dismissal, athletics, extended learning, before- and after-school programs, school events, and other school-
controlled activities.

1.2 Response Priorities

Protect life and provide immediate emergency care.

Call 911 when conditions require police, fire, or emergency medical response.
Account for students, employees, visitors, and contractors.

Stabilize the incident and preserve access for responders.

Communicate accurate information through authorized channels.

Reunify students with authorized adults and document releases.

Document the incident, correct hazards, and support recovery.

No ok, obd=

1.3 General Staff Expectations

e Know the evacuation route, alternate route, assembly area, and nearest securable space for each assigned
location.

e Carry or have immediate access to a current roster or attendance list and emergency materials.

e Keep students under supervision, take attendance after every movement, and report missing or extra students
through the accountability process.

e Do notgive public statements or post unverified incident information. Refer media inquiries to the Public
Information Officer.

e Follow directions from law enforcement, fire personnel, the Incident Commander, and site administration.
Responder instructions supersede this plan when they conflict.

e Provide reasonable assistance to students, employees, and visitors with disabilities, access needs, language
needs, or medical needs.

2 Incident Command and Emergency Organization

Guajome Schools uses an Incident Command System structure. The first qualified administrator at the scene may
establish command until relieved. Roles may be combined for a small incident or expanded as conditions require.

M Source-listed primary assignment Core responsibility

Sets objectives, approves major actions, and coordinates overall

Incident Commander Kevin Humphrey, Superintendent
response.
Safety Officer Judd Thompson; Lindsay Arias; Kenny Identifies unsafe conditions and advises command on protective
¥ Wright; Mary Dhillon for GPPA actions.
Public Information . Coordinates approved information for staff, families, media, and
X Kevin Humphrey K
Officer the public.
Ay et Kenny Wright Coord.inates with law enforcement, fire, medical, and partner
agencies.
Opgratlons Section Luis Llamas, Plant Manager D|rect§ evacuation, facilities response, security support, and field
Chief operations.
Planning and Collects status information, tracks resources, and supports
. Judd Thompson . .
Intelligence action planning.
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m Source-listed primary assignment Core responsibility

Obtains people, supplies, equipment, communications, and

Logistics Section Chief Kendria Tavares -
facilities.

Finance and . Tracks costs, records, time, claims, and administrative
. . Anna McAfee and Julie Hoopes .
Administration documentation.

Guides movement, supports accountability, and reports

Evacuation Team Instructional Leadership Team L
conditions.

Controls access, supports sweeps when authorized, and keeps

Security Team Source roster in 2026 presentation
emergency routes open.

Annual review item: Names above come from the supplied presentation and must be confirmed for 2026-2027.
Document alternates for every critical function.

2.1 Command Locations

The supplied emergency procedures identify the Business Services area on the second floor of the Administration
building as the primary command location, with Rooms 4103 and 4122/4123 as alternates. Command may select
another safe location based on the incident. Do not report to a command post through an unsafe area.

2.2 Accountability

8. Teachers and program leaders bring current rosters or attendance lists whenever conditions allow.

9. Atthe assembly or shelter location, account for every assigned student and identify missing or additional
students.

10. Display or transmit the approved green or red status indicator and send the designated attendance report
through the established route.

11. Do not leave students unattended to deliver a report. Use a runner only when the route is safe and the
procedure permits it.

12. Accountability staff reconcile reports and immediately elevate unresolved discrepancies to Operations and the
Incident Commander.

3 Communications and Protective Actions

3.1 Communication Channels
[ Channel [Use

911 Immediate police, fire, or medical emergency response.

Campus phone and extensions Internal notification when safe and appropriate.

PA and alarm systems Protective-action instructions and building alarms.

Radios Operational coordination except when responders or bomb-threat procedures prohibit radio use.

ParentSquare, email, and approved

. Staff and family updates authorized by administration.
messaging

Runners Backup communication only when movement is safe and authorized.

Only an authorized administrator or Public Information Officer issues public incident information. Staff should not
speculate, identify affected individuals, or share photos or operational details.

3.2 Protective-Action Matrix

Violentintruder, hostile act, orimmediate Lock and secure the room, silence devices, turn off lights, move

Lockdown R . A R g
internal threat out of view, maintain silence, and wait for verified law-
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Protective action Typical use Immediate staff action

Shelter in place chemical or biological release, or other

Evacuation

Secure campus

Drop cover and holdon  Earthquake or shaking

enforcement or administrative direction.

Hazardous outdoor air, nearby fire, . . .
Bring people indoors, close and secure openings, take attendance,

limit movement, and shut down outdoor-air systems if directed.
external hazard

Use the posted route or safest alternate, take roster and
emergency materials when available, move to the assembly area,
and account for everyone.

Fire, structural danger, localized hazard, or
directed movement

Bring people inside, secure exterior access, continue limited
indoor operations as directed, and monitor official
communications.

Concern outside the campus that does not
require classroom concealment

Protect head and neck, remain under cover during shaking, then
assess and evacuate only when directed or conditions require.

Announcements and all-clear wording must match the currently approved quick-reference guide. Staff should treat
any unexpected or unclear announcement as real until administration confirms otherwise.

4 Emergency Procedures

4.1 Lockdown and Hostile Intruder

13.

14.

15.

16.

17.

18.

19.

Call 911 as soon as it is safe. Give the location, description, direction of travel, weapons observed, and known
injuries.

On hearing the lockdown announcement or recognizing an immediate threat, lock and secure exterior doors.
Close blinds or cover windows, turn off lights, silence devices, and move people away from doors and windows.
Do not open a secured room for a knock or voice request. Wait for verified law-enforcement entry or an
authenticated all-clear.

If outside or in a shared open area, move to the nearest securable location when that route is safer than
remaining exposed.

Use the safest available survival option based on real-time conditions. Evacuate away from danger when a safe
route is clear, hide and barricade when escape is not safe, and defend against an immediate attack only as a
last resort.

Ignore passing bells. Maintain supervision and attendance until released by law enforcement or authorized
administration.

When officers arrive, keep hands visible, follow commands, and avoid sudden movements. Do not stop officers
to provide lengthy information unless asked.

4.2 Shelter in Place

20.
21.
22.
23.
24.

Bring students, employees, and visitors indoors and account for them.

Close and secure exterior doors and windows. Keep people away from openings.

If directed, turn off ventilation that brings outdoor air inside and seal obvious gaps with available materials.
Protect food and water from contamination. Cover the mouth and nose if responders advise it.

Do not allow anyone to leave until the all-clear or relocation order is verified.

4.3 Fire and Evacuation

25.
26.

Activate the fire alarm and call 911 if a fire or smoke condition has not already triggered a response.
Evacuate promptly by the posted route or safest alternate. Do not stop for belongings. Close doors when
feasible but do not delay evacuation.
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27.

28.

29.
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Take the roster and emergency materials when they are immediately available. Assist anyone who needs help
under the site evacuation-assistance process.

Move to the assigned assembly area, keep fire lanes and access roads open, take attendance, and report
status.

Do not reenter until the fire department or Incident Commander confirms that the area is safe.

The supplied emergency procedures assign building groups to outdoor staging areas. Those assignments must be
reconciled with the current campus map before adoption because the supplied evacuation map is dated 2021.

4.4 Earthquake

30.

31.
32.

33.

During shaking, drop to hands and knees, cover the head and neck, and hold on to sturdy cover. Stay away from
glass, tall furniture, and suspended objects.

After shaking stops, check for injuries and immediate hazards. Do not use elevators.

Evacuate if the building is unsafe, an alarm sounds, or administration directs evacuation. Use caution for
debris, damaged utilities, and aftershocks.

Account for everyone at the assembly area and report injuries, missing persons, fire, gas odor, or structural
damage.

4.5 Bomb Threat or Suspicious Item

34.

35.
36.

37.
38.

Remain calm and keep a caller talking when safe. Record the exact words, time, caller characteristics,
background sounds, device location, description, and claimed detonation time.

Notify 911 and administration. Do not touch, move, cover, or investigate a suspicious object.

Avoid radios, cellular transmissions, and switching electrical equipment on or off near a suspected device
when responders or the site procedure directs this precaution.

Evacuate only as directed and leave personal belongings behind. Use a route away from the suspicious area.
Preserve written or electronic threats and limit discussion to those responsible for response and investigation.

4.6 Medical Emergency

39.
40.
41.

42.
43.

Call 911 for a life-threatening condition and send someone to notify the front office or administration.

Give the exact location, patient condition, hazards, and best responder access point.

Provide first aid, CPR, AED assistance, or bleeding control only within the responder’s training. Use appropriate
personal protective equipment.

Send a staff member to meet responders and keep bystanders away while preserving privacy.

Notify the parent or guardian and complete required incident documentation after immediate care is underway.

4.7 Hazardous Materials Gas Odor or Utility Emergency

44.
45.
46.
47.
48.

Do not touch, smell, or attempt to clean an unknown release. Move people away and prevent entry.
Call 911 forimmediate danger and notify administration and the Plant Manager.

Follow evacuation or shelter-in-place directions based on the material, wind, and responder guidance.
Do not operate switches, create sparks, or use flames when a flammable gas may be present.
Facilities staff shut down utilities only when trained, authorized, and safe to do so.

4.8 Power Failure

Remain calm, keep students supervised, and wait for instructions. Use emergency lighting and flashlights rather
than open flames. Facilities staff assess alarms, elevators, refrigeration, ventilation, and other critical systems.
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Administration determines whether operations can continue, whether areas must relocate, or whether reunification
is required.

4.9 Missing Student or Suspected Abduction

49. Immediately notify administration and provide the student’s name, description, last known location, time last
seen, and any relevant custody or safety information.

50. Call 911 for suspected abduction, immediate danger, or when directed by administration.

51. Secure relevant entrances and preserve camera footage, sign-out records, and witness information without
delaying emergency response.

52. Do notrelease identifying information publicly. Administration coordinates family and law-enforcement
communication.

4.10 Severe Weather Nearby Fire and Environmental Hazards

Administration will select shelter, evacuation, relocation, modified dismissal, or closure based on official
information and observed campus conditions. Staff should monitor authorized messages, keep students
accounted for, and avoid moving toward smoke, flooding, downed electrical lines, or unstable trees and structures.

5 Reunification and Student Release

The Incident Commander selects the reunification site based on safety, access, capacity, and responder
operations. The site may be on or off campus. Family messages should identify where and when authorized adults
may report and what identification they must present.

CFunction | Responsibilities

Check-in Verify the requesting adult’s identity and authorization; record the request.

Student assembly Keep students supervised and organized away from public check-in.

Runner Carry verified requests between check-in and student assembly without releasing location details.
Release Match the student to the approved adult; record the adult, time, and staff member completing release.
Exception handling Refer custody questions, missing authorization, medical concerns, or disputed releases to administration.
Information support Provide approved instructions and status updates; protect student privacy.

Students remain under school supervision until released to an authorized adult or transferred under an approved
alternative process. No staff member should bypass the release log because they recognize an adult.

6 Program Specific Procedures

6.1 Before School After School and Extended Learning

e Program leaders maintain a current attendance list and emergency contacts for every participating student.

e Atthe start of each shift, identify the administrator in charge, available communication method, usable exits,
nearest AED, and reunification procedure.

e Protective actions follow the same campus commands used during the instructional day, adjusted for staffing
and occupied locations.

e After an evacuation, account for students by program group and do not release them outside the documented
release process.

e Program leaders coordinate with school Incident Command and transfer responsibility only through a
documented handoff.
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6.2 Athletics

e Coaches and event leaders maintain participant rosters, emergency contacts, medical alerts, and venue-
specific emergency action information.

e Before activity, identify the venue address, responder entrance, AED location, first-aid supplies,
communication method, and who will meet emergency responders.

e Stop activity for serious injury, lightning, unsafe heat, poor air quality, facility hazards, or any condition that
cannot be controlled safely.

e One adult directs immediate care, one calls 911 when needed, one meets responders, and another supervises
remaining students when staffing permits.

e Documentthe incident and notify administration and families through approved procedures.

6.3 Events Contractors and Shared Spaces

The responsible school employee must ensure that event staff and contractors know how to report an emergency,
evacuate, shelter, and account for their personnel. Contractors report hazards and incidents to their school
contact. Guajome Schools and other employers coordinate workplace-violence responsibilities as described in the
WVPP.

7 Safe School Climate and Student Supports

The student handbooks and board policies provide the controlling rules and due-process requirements. This plan
summarizes how those documents support prevention and response; it does not replace the current adopted
policies.

Plan approach Controlling source
Current GPA, GPPA, and GLC

Provide reporting routes, investigate promptly, prevent retaliation, use handbooks and applicable board

Bullying and cyberbullying supports and discipline consistent with policy.

policy.
Students may report to any trusted adult; staff route complaints Current student handbook and
Sexual harassment . .
promptly through the approved complaint process. student sexual-harassment policy.
. ) Use adopted grounds, notice, conference, hearing, and special- Current policy 5103.1 and
Suspension and expulsion X . . .
education protections. administrative procedure.

Use trained student mediators for appropriate interpersonal conflicts;
Peer mediation do not use mediation for threats, violence, coercion, or matters Peer Mediation source document.

requiring formal investigation.

Recognize warning signs, notify designated personnel, maintain
Suicide prevention supervision, involve guardians and emergency services as required,

and support reentry.

Current policy and administrative
procedure 5141.52.

Nondiscrimination and Provide equal access and reasonable accommodations in prevention, Annual notices, ADA training, and
disability access drills, response, evacuation, and reunification. applicable policy.

7.1 Reporting and Threat Assessment

Students, staff, and families should promptly report threats, weapons, stalking, harassment, self-harm concerns,
suspicious behavior, or unsafe conditions to administration, Security, Human Resources, or another trusted
employee. Immediate threats require a 911 call. Administrators document, assess, and route concerns to the
appropriate safety, student-support, disciplinary, workplace, or law-enforcement process.
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8 Facilities Security Health and Maintenance

8.1 Access and Security

e Visitors use the approved entry, identification, sign-in, badge, and escort process.

e Exterior doors, gates, locks, alarms, cameras, lighting, and communication systems receive routine checks and
prompt repair.

e Employees report suspicious persons, damaged access controls, propped doors, lighting failures, and blocked
emergency routes.

e Electronic surveillance supports safety and investigations in accordance with adopted policy and privacy
requirements.

e Administration may restrict or remove a person from campus under the adopted school-access policy and
applicable law.

8.2 Required Maintenance and Inspection Schedule

Monthly visual inspection; annual certified

Portable fire extinguishers .
service

Facilities and qualified vendor

Kitchen fire-suppression system Twice yearly, identified as January and July Facilities and qualified vendor

Annual inspection and testing, identified as

Facilities and certified vendor
July

Fire alarm system

Continuous monitoring; source lists Aztec

Fire alarm monitoring Fire Monitoring

Facilities and monitoring provider

Backflow devices Annual, identified as July Facilities and qualified vendor

Weekly safety check plus required state

Elevators and wheelchair lifts Facilities and State of California

inspection
Workplace-violence hazard inspection At least quarterly and after specified triggers =~ Plant Manager and Safety Committee
- . . PlantM d designated
Facility Inspection Tool review Annual ant Manager and designate

representatives

Annual review item: Confirm vendors, frequencies, responsible persons, and the fire-monitoring phone number
before final approval.

8.3 Exposure Control and Chemical Safety

e Treat blood and other potentially infectious materials with universal precautions. Restrict the area, use
appropriate PPE, and follow the Bloodborne Pathogen Control Plan for cleanup and exposure follow-up.

e Onlytrained employees handle regulated medical waste. Use labeled containers and the approved disposal
route.

e Maintain Safety Data Sheets, labels, storage controls, ventilation, PPE, spill procedures, and employee training
under the Chemical Hazard Written Program.

e Report employee injuries, exposures, and unsafe conditions through the Injury and Illness Prevention Program
and workers’ compensation process.

9 Workplace Violence Prevention

The Guajome Schools Workplace Violence Prevention Plan is integrated into this comprehensive plan as Appendix
A. The WVPP applies to workplace violence involving employees and addresses employee participation, reporting,
hazard assessment, training, incident investigation, records, and annual review.
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Allemployees

Incident Command personnel

Facilities and Security

Health and first-aid responders

Coaches and program leaders

Employees under the WVPP

Guajome Schools Comprehensive School Safety Plan

e Call911 for an emergency or serious injury before using internal reporting channels.

e Employees may report concerns to the Superintendent, a supervisor, Administration, Human Resources, or a
Safety Committee member without retaliation.

e The Superintendent and Head of School serve as WVPP administrators. The source document assigns training
and record maintenance to Human Resources and hazard identification and emergency coordination to the
Plant Manager.

o Workplace-violence hazards require quarterly review at minimum, prompt correction, and follow-up after
incidents.

e Maintain hazard-identification, correction, investigation, training, and violent-incident records for the periods
specified in the WVPP.

Annual review item: The supplied WVPP is named “1-2026” but its body lists May 1, 2024 as the last review and no
revision date. Update those fields before authorization.

10 Training Drills and Exercises

T

Emergency communications, lockdown, shelter, evacuation, earthquake, medical response,
accountability, reunification, incident reporting, and disability access.

Role responsibilities, alternates, communications, documentation, resource management, family
communication, and recovery.

Access control, alarms, utility hazards, responder access, evacuation support, hazard correction,
and applicable PPE.

Medical response, AED, bleeding control, medication and health information, privacy, and emergency
documentation.

Venue-specific emergency action, rosters, heat and environmental hazards, responder access, and
family notification.

Plan access, reporting, hazard-specific controls, incident log and records, and interactive questions
and answers.

Administration maintains an annual drill calendar that meets current requirements and reflects site needs. After
each drill or actual event, collect observations, document corrective actions, assign an owner and due date, and
verify completion. Do not carry the supplied 2024-2025 dates forward without review.

11 Recovery Documentation and Plan Improvement

53. Confirm that students and employees are safe and arrange behavioral-health, medical, accessibility, and
family support.

54. Preserve relevant records, video, photographs, logs, witness information, and agency reports consistent with
privacy and retention requirements.

55. Complete required student, employee, insurance, Cal/OSHA, law-enforcement, and internal reports.

56. Conduct an after-action review with staff and agency partners when appropriate.

57. Record corrective actions, responsible owners, resources, and completion dates.

58. Revise procedures, maps, training, and equipment based on verified lessons learned.

For prolonged disruptions requiring a transition away from normal in-person operations, consult Appendix F,
Learning Continuity and Attendance Plan, for the school’s documented continuity-of-instruction, technology-
access, student-support, and family-engagement framework.
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12 Insurance and External Coordination

The supplied presentation identifies San Diego Alliant Insurance Services, Inc. as the liability-insurance contact.
The current certificate, policy period, coverage details, claim-reporting instructions, and emergency contacts
should be inserted or linked in the controlled plan after verification. School administration coordinates with law
enforcement, fire and medical responders, Vista Unified School District representatives where applicable, vendors,

and other employers operating on campus.
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Appendix A Workplace Violence Prevention Plan

The following appendix reproduces the substantive text and editable forms from the supplied Guajome Schools
WVPP 1-2026 Word document. Guajome Schools should complete the annual review fields and authorization
before adoption.

Workplace Violence Prevention Plan

Prevention Plan

WORKPLACE VIOLENCE PREVENTION PROGRAM for Guajome Schools

Our establishment’s Workplace Violence Prevention Plan (WVPP) addresses the hazards known to be associated
with the four types of workplace violence as defined by Labor Code (LC) section 6401.9.

Date of Last Review: 05/01/2024

Date of Last Revision(s): N/A

Definitions

Emergency - Unanticipated circumstances that can be life threatening or pose a risk of significant injuries to
employees or other persons.

Engineering controls - An aspect of the built space or a device that removes a hazard from the workplace or creates
a barrier between the employee and the hazard.

Log - The violent incident log required by LC section 6401.9.
Plan - The workplace violence prevention plan required by LC section 6401.9.

Serious injury or illness - Any injury or illness occurring in a place of employment or in connection with any
employment that requires inpatient hospitalization for other than medical observation or diagnostic testing, orin
which an employee suffers an amputation, the loss of an eye, or any serious degree of permanent disfigurement,
but does not include any injury or illness or death caused by an accident on a public street or highway, unless the
accident occurred in a construction zone.

Threat of violence - Any verbal or written statement, including, but not limited to, texts, electronic messages, social
media messages, or other online posts, or any behavioral or physical conduct, that conveys an intent, or that is
reasonably perceived to convey an intent, to cause physical harm or to place someone in fear of physical harm, and
that serves no legitimate purpose.

Workplace violence - Any act of violence or threat of violence that occurs in a place of employment.
Workplace violence includes, but is not limited to, the following:

The threat or use of physical force against an employee that results in, or has a high likelihood of resulting in, injury,
psychological trauma, or stress, regardless of whether the employee sustains an injury.

Anincident involving a threat or use of a firearm or other dangerous weapon, including the use of common objects
as weapons, regardless of whether the employee sustains an injury.

The following four workplace violence types:

Type 1 violence - Workplace violence committed by a person who has no legitimate business at the worksite, and
includes violent acts by anyone who enters the workplace or approaches employees with the intent to commit a
crime.
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Type 2 violence - Workplace violence directed at employees by customers, clients, patients, students, inmates, or
visitors.

Type 3 violence - Workplace violence against an employee by a present or former employee, supervisor, or
manager.

Type 4 violence - Workplace violence committed in the workplace by a person who does not work there, but has or
is known to have had a personal relationship with an employee.

Workplace violence does not include lawful acts of self-defense or defense of others.

Work practice controls - Procedures and rules which are used to effectively reduce workplace violence hazards.

Responsibility

The WVPP administrators, the Superintendent and/or the Head of School, have the authority and responsibility for
implementing the provisions of this plan for Guajome Schools. If there are multiple persons responsible for the
plan, their roles will be clearly described.

All managers and supervisors are responsible for implementing and maintaining the WVPP in their work areas and
for answering employee questions about the WVPP.

Employee Active Involvement

Guajome Schools ensures the following policies and procedures to obtain the active involvement of employees and
authorized employee representatives in developing and implementing the plan:

Management will work with and allow employees and authorized employee representatives to participate in:

Identifying, evaluating, and determining corrective measures to prevent workplace violence. Management will have
quarterly (at minimum) safety meetings with employees and their representatives to discuss identification of
workplace violence related concerns/hazards, evaluate those hazards and/or concerns, and how to correct them.
These meetings could involve brainstorming sessions, discussions of recent incidents, and reviews of safety
procedures.

Designing and implementing training

New employee orientation on our establishment’s workplace security policies, procedures, and work practices.
Training programs designed to address specific aspects of workplace security unique to our establishment.
Regularly scheduled safety meetings with all personnel that include workplace security discussions.

A system to ensure that all employees, including managers and supervisors, understand the workplace security
policies.

Posted or distributed workplace security information

A system for employees to inform management about workplace security hazards or threats of violence.
Procedures for protecting employees who report threats from retaliation by the person making the threats.
Addressing security issues at our workplace security team meetings.

Reporting and investigating workplace violence incidents.

Reviewing all previous incidents.

Visiting the scene of an incident as soon as possible.

Interviewing threatened or injured employees and witnesses.
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Examining the workplace for security risk factors associated with the incident, including any previous reports of
inappropriate behavior by the perpetrator.

Determining the cause of the incident.
Taking corrective action to prevent the incident from recurring.
Recording the findings and corrective actions taken.

Management will ensure that all workplace violence policies and procedures within this written plan are clearly
communicated and understood by all employees. Managers and supervisors will enforce the rules fairly and
uniformly.

All employees will follow all workplace violence prevention plan directives, policies, and procedures, and assistin
maintaining a safe work environment.

The plan shall be in effect at all times and in all work areas and be specific to the hazards and corrective measures
for each work area and operation.

Employee Compliance

Our system to ensure that employees comply with the rules and work practices that are designed to make the
workplace more secure, and do not engage in threats or physical actions which create a security hazard for others
in the workplace, include at a minimum:

Training employees, supervisors, and managers in the provisions of Guajome Schools Workplace Violence
Prevention Plan (WVPP)

Effective procedures to ensure that supervisory and nonsupervisory employees comply with the WVPP.

Inform employees, supervisors, and managers of the provision of our WVPP as well as our IIP Program for
Workplace Security.

Evaluate the performance of all employees in complying with our establishment’s workplace security measures.

Regular communication of effective procedures to ensure that supervisory and nonsupervisory employees comply
with the WVPP will be discussed on a quarterly basis at Administrative Cabinet meetings and annually at a Faculty
Meeting or all staff In-Service Day.

Discipline employees for failure to comply with workplace security practices.
Provide training / retraining and/or counseling to employees whose safety performance is deficient with the WVPP.

Recognize employees who demonstrate safe work practices that promote the WVPP in the workplace by sending
emails of recognition from management to employees who perform work practices which promote security in the
workplace.

Discipline employees for failure to comply with the WVPP.

Refer to Guajome’s Progressive Disciple Policy as outlined in the Guajome Employee Handbook

Communication With Employees

We recognize that open, two-way communication between our management team, staff, and other employers,
about workplace violence issues is essential to a safe and productive workplace. The following communication
system is designed to facilitate a continuous flow of workplace violence prevention information between
management and staff in a form that is readily understandable by all employees, and consists of one or more of the
following:

New employee orientation that includes workplace violence prevention policies and procedures.
Workplace violence prevention training programs.
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Regularly scheduled meetings that convene at least quarterly that address security issues and potential workplace
violence hazards

Effective communication between employees and supervisors about workplace violence prevention and violence
concerns.

Be proactive: Take initiative to communicate regularly, providing updates, sharing concerns and seeking guidance
when needed.

Choose the most appropriate communication medium based on the urgency and nature of the message. In-person
meetings, emails, phone calls or instant messaging can all be effective depending on the situation.

For supervisors: Be approachable. Create a welcoming demeanor that encourages employees to feel comfortable
disclosing concerns or asking questions.

Ensure that supervisors and employees can communicate effectively and in the employees’ first language.
Posted or distributed workplace violence prevention information.

Report a violent incident, threat, security hazard or other workplace violence concern to employer or law
enforcement without fear of reprisal or adverse action through anonymous reporting methods below:

Vista Sheriff’s non-emergency number: 858-565-5200 or 760-940-4511
San Diego County Emergency: 911

Employees can anonymously report a violent incident, threat, or other violence-related concerns to their
supervisors, Administration or Human Resources. The supervisor or designee should complete an Incident Report
Form and give it the WVPP. You may get these forms from the Guajome website, HR or attached below.

Employees will not be prevented from accessing their mobile or other communication devices to seek emergency
assistance, assess the safety of a situation, or communicate with a person to verify their safety.

Employees’ concerns will be investigated in a timely manner, and they will be informed of the results of the
investigation and any corrective actions to be taken.

Updates on the status of investigations and corrective actions are provided to employees through email and/or at
safety meetings. These updates could include information about the progress of investigations, the results of
investigations, and any corrective actions taken. The district will also share training materials and incident reports
with other districts to ensure a coordinated response to any incidents.

Coordination With Other Employers

Guajome Schools willimplement the following effective procedures to coordinate implementation of its plan with
other employers to ensure that those employers and employees understand their respective roles, as provided in
the plan.

All employees will be trained on workplace violence prevention.

Workplace violence incidents involving any employee are reported, investigated, and recorded.

Workplace Violence Incident Reporting Procedure

Guajome Schools willimplement the following effective procedures to ensure that:

All threats or acts of workplace violence are reported to an employee’s supervisor or manager, who will inform the
WVPP administrator. This will be accomplished by email, phone, verbal communication, completing an incident
report or anonymously reporting online.

Call 911 if there is a conflict or emergency situation or if someone has been seriously injured before reporting to
internal channels.
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Designated Reporting Contacts: Employees can report incidents directly to the WVPP (Superintendent), to their
supervisor, to any member of Administration, to Human Resources, or to any member of the Safety Committee.

The supervisor or alternate recipient of the report shall keep detailed records of the incident in the Workplace
Violence Incidence Report, including the date, time, location, individuals involved, and any actions taken in
response to the report.

Anonymous Reporting Option: Employees may complete an Incident Report to describe concerns anonymously to
encourage open communication without fear of retaliation. Reports may be placed in the mailbox for HR, the
Superintendent or Head of School. Anonymous reports are taken seriously and investigated appropriately.

A strict non-retaliation policy is in place, and any instances of retaliation are dealt with swiftly and decisively. An
employee who retaliates against a coworker for reporting an incident could be disciplined or terminated.

Emergency Response Procedures

Guajome Schools has in place the following specific measures to handle actual or potential workplace violence
emergencies:

Effective means to alert employees of the presence, location, and nature of workplace violence emergencies by the
following:

O Alarm systems

O PA announcements

O Emails

O Parent Square Notices/Alerts

® Guajome Schools will have evacuation or sheltering plans.

O Outlined in our Facility Layout Evacuation Map

® How to obtain help from staff, security personnel, or law enforcement include:
O Using your office or classroom phone to dial the front desk Ext 1000

O Using your classroom phone, cell phone, or office phone to dial 911 then alert campus administration/security
using your office phone, cell phone or radio

O Using the Sheriff’s non-emergency dispatch line listed above then alert campus administration/security using
your office phone, cell phone or radio

Guajome Schools will have evacuation or sheltering plans. See Guajome Schools Emergency Procedures for
detailed information.

Workplace Violence Hazard Identification And Evaluation

The following policies and procedures are established and required to be conducted by Guajome Schools to ensure
that workplace violence hazards are identified and evaluated:

Inspections shall be conducted when the plan is first established, after each workplace violence incident, and
whenever the employer is made aware of a new or previously unrecognized hazard.

Review all submitted/reported concerns of potential hazards:
Weekly review of all submitted and reported concerns
Online form for reporting workplace violence hazards

Voicemail / email / text messages
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Periodic Inspections

Periodic inspections of workplace violence hazards will identify unsafe conditions and work practices. This may
require assessment for more than one type of workplace violence. Periodic Inspections shall be conducted in
conjunction with the annual FIT inspection and maintenance schedule provided by the Plant Manager.

1. No less than once a quarter, (see Appendix C)

2. When the Workplace Violence Prevention Program is implemented;

3. When new, previously unidentified workplace violence/security hazards are recognized;

4. When occupational injuries or threats of injury occur; and

5. Whenever workplace conditions warrant an inspection.

6. Within 30 days of reported incident a follow-up inspection is warranted. detail periodic inspection frequency]

Periodic inspections to identify and evaluate workplace violence and hazards will be performed by the following
designated personnel in the following areas of the workplace:

Inspections for workplace violence hazards include assessing:

Inspections for Type | workplace security hazards include assessing:

1. The exterior and interior of the workplace for its attractiveness to robbery or other criminal acts.
. The need for security surveillance measures, such as mirrors or cameras.

. Posting of signs notifying the public that limited cash is kept on the premises.

. Procedures for employee response during a robbery or other criminal act.

. Procedures for reporting suspicious persons or activities.

. Effective location and functioning of emergency buttons and alarms

. Posting of emergency telephone numbers for law enforcement, fire and medical services.

. Whether employees have access to a telephone with an outside line.

. Whether employees have effective escape routes from the workplace.

. Whether employees have a designated safe area where they can go in an emergency.

. Limiting the amount of cash on hand and using safes for large amounts of cash, or armor car pickup.

. Building alarm systems and Crime Prevention through Environmental Design.

© 00 N ©O© 00 N o o o b~ w N

. Other: Including landscaping, lighting, building design.
Inspections for Type Il workplace security hazards include assessing:
1. Access to, and freedom of movement within, the workplace.

2. Adequacy of workplace security systems, such as door locks, security windows, physical barriers, and restraint
systems.

3. Frequency and severity of threatening or hostile situations that may lead to violent acts by persons who are
service recipients of our establishment.

4. Employee’s skill in safely handling threatening or hostile service recipients.

5. Effectiveness of systems and procedures to warn others of a security danger or to summon assistance, e.g.,
alarms or panic buttons.

6. The use of work practices such as "buddy" systems for specified emergency events.

7. The availability of employee’s posted escape routes.
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Inspections for Type Il workplace security hazards include assessing:

1. How well our establishment's workplace violence prevention policy has been communicated to employees,
supervisors, or managers.

2. How well our establishment's management and employees communicate with each other.
3. Our employees', supervisors' and managers' knowledge of the warning signs of potential workplace violence.

4. Access to, and freedom of movement within, the workplace by non-employees, including former employees or
persons with whom one of our employees is having a dispute.

5. Frequency and severity of worker reports of incidents of physical or verbal abuse by managers, supervisors or
other employees.

6. Any prior violent acts, threats of physical violence, verbal abuse, property damage or other signs of strain or
pressure in the workplace.

7. Worker progressive disciplinary procedures.

Workplace Violence Hazard Correction

Workplace violence hazards will be evaluated and corrected in a timely manner, Guajome Schools will implement
the following effective procedures to correct workplace violence hazards that are identified:

If an imminent workplace violence hazard exists that cannot be immediately abated without endangering
employee(s), all exposed employee(s) will be removed from the situation except those necessary to correct the
existing condition. Employees who are required to correct the hazardous condition will be provided with the
necessary protection. Notify Security team members, maintenance staff and/or the Plant Manager who will have
the appropriate Personal Protective Equipment (PPE) and/or technical interventions to secure the area.

All corrective actions taken will be documented and dated on the appropriate forms. The Hazard Assessment and
Correction Record and Accident/Exposure Investigation Report are both part of the Injury and Illness Protection
Plan (IIPP).

Corrective measures for workplace violence hazards will be specific to a given work area.

Hazards, which threaten the security of employees, shall be corrected based on severity when they are first
observed or discovered. Corrective measures can include:

Making the workplace unattractive to robbers and other criminal acts.

Utilizing security guards and surveillance measures, such as cameras or mirrors, to provide information as to what
is going on outside and inside the workplace.

Reporting procedures for notifying designated employees of suspicious persons or activities.

Posting emergency telephone numbers for law enforcement, fire and medical services where employees have
access to a telephone with an outside line.

Posting signs to notify the public that limited cash is kept on the premises.

Limiting cash on hand and using time access safes and armored car services for large amounts of cash.
Training on emergency action procedures for employees, supervisors, and managers.

Using alarm systems and access control systems.

Displaying an employee ID badge at all times while on campus.

Utilizing a visitor sign-in process / visitor badge

Applying Crime Prevention through Environmental Design practices including well lighted areas on campus and
parking lots, eliminating hiding places (i.e. overgrown shrubs, dark areas).
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Controlling access to the workplace and freedom of movement within it, consistent with business necessity.

Ensuring adequate workplace security/access control systems, such as door locks, security cameras, mounted
area mirrors, physical barriers, and restraint systems.

Providing worker training in recognizing and handling threatening or hostile situations that may lead to violent acts
by persons who are service recipients of our establishment.

Using Caller ID to screen potential unwanted communication.

Placing effective systems to warn others of a security danger or to summon assistance, e.g., alarms or panic
buttons.

Providing procedures for a "buddy" system for specified emergency events.
Ensuring adequate emergency escape routes.

Communicating effectively our department's workplace violence prevention policy to all employees, supervisors,
and managers.

Improving how well our establishment's management and employees communicate with each other.

Increasing employees, supervisors', and managers' awareness of the warning signs of potential workplace violence
through annual training.

Controlling access to, and freedom of movement within, the workplace by non-employees, including recently
discharged employees or persons with whom one of our employees is having a dispute.

Providing counseling to employees, supervisors or managers who exhibit behavior that represents strain or pressure
which may lead to physical or verbal abuse of coworkers. (For example, Guajome Schools offers two Employee
Assistance Programs).

Ensuring all reports of violent acts, threats of physical violence, verbal abuse, property damage or other signs of
strain or pressure in the workplace are handled effectively by management and that the person making the reportis
not subject to retaliation by the aggressor.

Ensuring worker disciplinary and discharge procedures address the potential for workplace violence.

Procedures For Post Incident Response And Investigation

After a workplace incident, the WVPP administrator or their designee will implement the following post-incident
procedures:

Visit the scene of an incident as soon as safe and practicable.
Interview involved parties, such as employees, witnesses, law enforcement, and/or security personnel.
Review security footage of existing security cameras if applicable.

Examine the workplace for security risk factors associated with the incident, including any previous reports of
inappropriate behavior by the perpetrator.

Determine the cause of the incident.

Take corrective action to prevent similar incidents from occurring.
Record the findings and ensuring corrective actions are taken.
Obtain any reports completed by law enforcement.

The violent incident log will be used for every workplace violence incident and will include information, such as:
[See attached Violent Incident Log]

The date, time, and location of the incident.

Internal working document September 2026 20



Guajome Schools Comprehensive School Safety Plan
The workplace violence type or types involved in the incident.
A detailed description of the incident.

A classification of who committed the violence, including whether the perpetrator was a client or customer, family
or friend of a client or customer, stranger with criminal intent, coworker, supervisor or manager, partner or spouse,
parent or relative, or other perpetrator.

A classification of circumstances at the time of the incident, including, but not limited to, whether the employee
was completing usual job duties, working in poorly lit areas, rushed, working during a low staffing level, isolated or
alone, unable to get help or assistance, working in a community setting, or working in an unfamiliar or new location.

A classification of where the incident occurred, such as in the workplace, parking lot or other area outside the
workplace, or other area.

The type of incident, including, but not limited to, whether it involved any of the following:

Physical attack without a weapon, including, but not limited to, biting, choking, grabbing, hair pulling, kicking,
punching, slapping, pushing, pulling, scratching, or spitting.

Attack with a weapon or object, including, but not limited to, a firearm, knife, or other object.
Threat of physical force or threat of the use of a weapon or other object.

Sexual assault or threat, including, but not limited to, rape, attempted rape, physical display, or unwanted verbal or
physical sexual contact.

Animal attack.

Other

Consequences of the incident, including, but not limited to:

Whether security or law enforcement was contacted and their response.

Actions taken to protect employees from a continuing threat or from any other hazards identified as a result of the
incident.

Information about the person completing the log, including their name, job title, and the date completed.
Review all previous incidents.

Ensure that no personal identifying information is recorded or documented in the written investigation report. This
includes information which would reveal identification of any person involved in a violent incident, such as the
person’s name, address, electronic mail address, telephone number, social security number, or other information
that, alone or in combination with other publicly available information, reveals the person’s identity.

Training And Instruction

Allemployees, including managers and supervisors, will have training and instruction on general and job-specific
workplace violence practices. These sessions could involve presentations, discussions, and practical exercises.
Training and instruction will be provided as follows:

When the WVPP is first established.
Annually to ensure all employees understand and comply with the plan.

Whenever a new or previously unrecognized workplace violence hazard has been identified and when changes are
made to the plan. The additional training may be limited to addressing the new workplace violence hazard or
changes to the plan.

Guajome Schools will provide its employees with training and instruction on the definitions found on page 1 of this
plan and the requirements listed below:
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The employer’s WVPP, how to obtain a copy of the employer’s plan at no cost, and how to participate in
development and implementation of the employer’s plan.

How to report workplace violence incidents or concerns to the employer or law enforcement without fear of
reprisal.

Workplace violence hazards specific to the employees’ jobs, the corrective measures Guajome Schools has
implemented, how to seek assistance to prevent or respond to violence, and strategies to avoid physical harm.

The violent incident log and how to obtain copies of records pertaining to hazard identification, evaluation and
correction, training records, and violent incident logs.

Opportunities Guajome Schools has for interactive questions and answers with a person knowledgeable about the
plan.

Guajome has chosen the following items for training and instruction for managers, supervisors, and employees:
Pre-employment screening practices.

Employee Assistance Program.

Awareness of situational indicators that lead to violent acts.

Managing with respect and consideration for employee well-being.

Review of anti-violence policy and procedure.

Employee Access To The Written WVPP

Guajome Schools ensures that the WVPP plan shall be in writing and shall be available and easily accessible to
employees, authorized employee representatives, and representatives of Cal/OSHA at all times. This will be
accomplished by:

Whenever an employee or designated representative requests a copy of the written WVPP, we will provide the
requester with a printed copy of the WVPP, unless the employee or designated representative agrees to receive an
electronic copy.

We will provide unobstructed access through a company server or website, which allows an employee to review,
print, and email the current version of the written WVPP. Unobstructed access means that the employee, as part of
their regular work duties, predictably and routinely uses the electronic means to communicate with management or
co-employees.

Recordkeeping

Guajome Schools will:

Create and maintain records of workplace violence hazard identification, evaluation, and correction, for a minimum
of five (5) years.
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Create and maintain training records for a minimum of one (1) year and include the following:
Training dates.

Contents or a summary of the training sessions.

Names and qualifications of persons conducting the training.

Names and job titles of all persons attending the training sessions.

Maintain violent incident logs for minimum of five (5) years.

Maintain records of workplace violence incident investigations for a minimum of five (5) years.
The records shall not contain medical information per subdivision (j) of section 56.05 of the Civil Code.

All records of workplace violence hazard identification, evaluation, and correction; training, incident logs and
workplace violence incident investigations required by LC section 6401.9(f), shall be made available to Cal/OSHA
upon request for examination and copying.

Employee Access To Records

The following records shall be made available to employees and their representatives, upon request and without
cost, for examination and copying within 15 calendar days of a request:

Records of workplace violence hazard identification, evaluation, and correction.
Training records.

Violent incident logs.
Review And Revision Of The WVPP

The Guajome Schools WVPP will be reviewed for effectiveness:
At least annually.

When a deficiency is observed or becomes apparent.

After a workplace violence incident.

As needed.

Review and revision of the WVPP will include the procedures listed in the EMPLOYEE ACTIVE INVOLVEMENT section
of this WVPP, as well as the following procedures to obtain the active involvement of employees and authorized
employee representatives in reviewing the plan’s effectiveness:

Review of Guajome Schools’ WVPP should include, but is not limited to:

Review of incident investigations and the violent incident log.

Assessment of the effectiveness of security systems, including alarms, emergency response, and security
personnel availability (if applicable).
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Review that violence risks are being properly identified, evaluated, and corrected. Any necessary revisions are made
promptly and communicated to all employees. [These revisions could involve changes to procedures, updates to
contact information, and additions to training materials.]

Employer Reporting Responsibilities

As required by California Code of Regulations (CCR), Title 8, Section 342(a). Reporting Work-Connected Fatalities
and Serious Injuries, Guajome Schools will immediately report to Cal/OSHA any serious injury or illness (as defined
by CCR, Title 8, Section 330(h)), or death (including any due to Workplace Violence) of an employee occurringin a
place of employment or in connection with any employment.

I, Kevin Humphrey, Superintendent of Guajome Schools, hereby authorize and ensure, the establishment,
implementation, and maintenance of this written workplace violence prevention plan and the documents/forms
within this written plan. | believe that these policies and procedures will bring positive changes to the workflow,
business operations, and overall health and safety as it relates to workplace violence prevention.

Name and title of person authorizing this WVPP

Signature of person authorizing this WVPP [Date of Signature]

Workplace Violence Incident Report

To be completed by the individual investigating the incident. Return completed form within 2 days following
incident to immediate supervisor, Administration, or Human Resources. Attach witness statements to this form.

Individuals involved in the incident (use additional sheet(s) if necessary)

Assailant Relationship to Employee

Possible Reason for Incident: (If known, check all that apply)

Nature of Incident

How was the incident communicated? (Check one or more)

Victim Injury (Check all that apply)

Initial Response or Follow up Activity: (Check all that apply)

Routing

Yes No Name Signature Date

Upon completion of investigation, attach a findings/follow-up document to this form.

Violent Incident Log

This log must be used for every workplace violence incident that occurs in our workplace. At a minimum, it will
include the information required by LC section 6401.9(d).

Internal working document September 2026 24



Guajome Schools Comprehensive School Safety Plan

The information that is recorded will be based on:
Information provided by the employees who experienced the incident of violence.
Witness statements.

All other investigation findings.

Allinformation that personally identifies the individual(s) involve will be omitted from this log, such as:
Names

Addresses - physical and electronic

Telephone numbers

Social security number

Date of Incident:

Time of Incident:

Check which of the following describes the type(s) of incident, and explain in detail:

Note: It’s important to understand that “Workplace Violence Type” and “Type of Incident” have separate
requirements. For this part of the log, “Type of Incident” specifically refers to the nature or characteristics of the
incident being logged. It does not refer to the type of workplace violence.

Physical attack without a weapon, including, but not limited to, biting, choking, grabbing, hair pulling, kicking,
punching, slapping, pushing, pulling, scratching, or spitting.

Attack with a weapon or object, including, but not limited to, a firearm, knife, or other object.
Threat of physical force or threat of the use of a weapon or other object.

Sexual assault or threat, including, but not limited to, rape, attempted rape, physical display, or unwanted verbal or
physical sexual contact.

Animal attack
Other

Explain: (Provide a detailed description of the incident and any additional information on the violence incident type
and what it included. Continue on separate sheet of paper if necessary.)

Workplace violence committed by:

(For confidentiality, only include the classification of who committed the violence, including whether the
perpetrator was a client or customer, family or friend of a client or customer, stranger with criminal intent,
coworker, supervisor or manager, partner or spouse, parent or relative, or other perpetrator.)

Circumstances at the time of the incident:

(Record what was happening at the time of the incident, including, but not limited to, whether the employee was
completing usual job duties, working in poorly lit areas, rushed, working during a low staffing level, isolated or
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alone, unable to get help or assistance, working in a community setting, or working in an unfamiliar or new location.)

Where did the incident occur? (i.e. in the classroom, amphitheater, parking lot or other area):

Consequences of the incident, including, but not limited to:
Whether security or law enforcement was contacted and their response.

Actions taken to protect employees from a continuing threat or from any other hazards identified as a result of the
incident.

Were there any injuries? Yes or No. Please explain:

Were emergency medical responders other than law enforcement contacted, such as a Fire Department,
Paramedics, On-site First-aid certified personnel? Yes or No. If yes, explain below:

Did the severity of the injuries require reporting to Cal/OSHA? If yes, document the date and time this was done,
along with the name of the Cal/OSHA representative contacted.

A copy of this violent incident log needs to be provided to the employer. Indicate when it was provided and to whom.

This violent incident log was completed by:

Name of person completing this log:

Job Title of person completing this log:

Date this log was completed:

WVPP Responsibility Matrix

Responsible Persons Job Title/Position WVFP e Phone #
Responsibility(ies)
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Responsible Persons Job Title/Position WVFF S Phone #
Responsibility(ies)

Overall responsibility for
the plan: The
Superintendent has
authority to approve the
final plan and any major
changes.

humphreyke@guajome.n

Kevin Humphrey Superintendent ot

(760) 631-8500

Overall responsibility for
the plan: The Head of
Judd Thompson Head of School School has authority to (760) 631-8500
approve the final plan
and any major changes.

thompsonju@guajome.n
et

Responsible for
employee training and
record maintenance; The
HR Specialist updates
Anna McAfee HR Technician training materials, (760) 631-8500 mcafeean@guajome.net
handles any reports of
workplace violence and
ensures meeting minutes
arerecorded..

Responsible for
emergency response,
hazard identification, and
coordination with other
employers; The Plant
Manager conducts safety

Luis Llamas Plant Manager inspections, facilitates (760) 631-8500 llamaslu@guajome.net
safety meetings,
coordinates emergency
response procedures,
and communicates with
other employers about
the plan.

WVPP Inspection Assighments

Luis Llamas, Plant Manager Entire Campus

Kevin Kirby or Designated VUSD Representative Entire Campus

Cintas Fire System (Extinguishers, panels, PIVs, risers, kitchen suppression)
State of California Elevator Inspections 2 elevators, 2 chair lifts

WVPP Incident Report Forms
| Reportsubmittedby: ... [Date |

General Description: Telephone:

Date of Incident:

Address/Location of Incident: Address/Location of Incident:

O Victim or [0 Assailant O Victim or O Assailant
Title: Title:
Division: Division:
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Phone: Phone:

Immediate Supervisor: Immediate Supervisor:

O Former Employee

O Other (specify) O Other (specify)

[0 Conflict with co-worker(s)/former co-worker [0 Receiving corrective action

O Conflict with management O Other (specify)

[0 Stalking
O Engaging in actions intended to frighten, coerce, or induce duress

[0 Destruction of Property

O Physical Assault - Hitting, fighting, pushing, or shoving

O Armed Assault - Use of object as weapon (specify):

O Armed Assault - Use of weapon such as gun, knife, etc. (specify):
O Verbal Harassment

O Sexual Harassment

O Other (specify):

[0 Communicated
direCtly to ViCtim D verbal mm
O Communicated to O Verbal = o . ED Eamﬂﬂail-

another person
O Other (specify): O Other (specify): O Other (specify): O Other (specify): O Other (specify):

[0 Physical injury
O Physical Injury - Medical care required

[ Situation defused [0 Occupational Medicine notified

O Law Enforcement notified / If Yes, Name of Agency and Report

O Security called Number:

O Other (specify): O Employee Assistance Program referral

Describe Incident in Detail / Include what happened, where, who was involved, what you heard, saw,etc./ / / / / [/ /1 [ [ [ [/

1111111171 711717/F
List Names of Other Witnesses/ / / / / /

Signature Date
Person Receiving Witness Statement Date
Associate
O O Director/Department
Head
O O Security Manager
O O EAP
et (e T Workplace Violence Type (Indicate which type(s) (Type 1,
2,3,4)
[Enter location(s) where the incident occurred] [Enter the workplace violence type(s)
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et (e T \2N;|1()place Violence Type (Indicate which type(s) (Type 1,
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Appendix B Emergency Quick Reference

Use this quick reference only after administrators verify the announcement wording, extensions, all-clear signals,
and assigned locations for the current year.

| Situation | Immediate action

Immediate danger

Lockdown

Shelter in place

Fire or evacuation

Earthquake

Bomb threat or suspicious item

Medical emergency

Call 911 when safe, then notify administration.

Lock, lights off, silence, move out of view, maintain quiet, wait for verified release.

Bring everyone inside, secure openings, take attendance, shut outdoor air if directed.

Use posted or safest route, bring roster if available, report to assembly area, account for everyone.
Drop, cover, and hold on; after shaking, assess and follow evacuation direction.

Do not touch; call 911 and administration; avoid transmissions near the item; evacuate as directed.

Call 911, give exact location, provide trained care, send someone to meet responders.
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Quick Look At Codes

Hostile Acts/Intruder/Sniper Fire — LOCKDOWN IS IN EFFECT

When this announcement is heard, immediately lock your outside door(s), close any window blinds, cell phones tp silent, and turn
off any lights. DO NOT LET ANYONE IN THE CLASSROOM (even your own students, because they may have a gun pointing at
them, forcing them to try and get into your classroom). Do not open your windows or doors to anyone who knocks or requests to
get in. Remember Run - if you know the exact location for the intruder and you can visualize a safe route to get you and your
students away from danger. Hide -get your students and yourself into the most secure location available. Lock doors, barricade
doors with heavy furniture, turn off lights, close and lock windows and close blinds or cover windows. Fight - if you are confronted
and you have no safer option, take immediate action to disrupt or incapacitate the intruder - throw objects, fire extinguishers,
staplers, books, backpacks, etc.

If an intruder is detected on campus shortly before the dismissal bell, keep students in class and follow the procedures described
above. If we have an intruder or other non-fire-earthquake emergency happens before school, during the lunch period, other
long break when students are outside or after school, CODE ORANGE will be announced and repeated three (3) times over
the school intercom. Staff and students must enter into the closest securable building/classroom (i.e. the gymnasium. Middle
School building, etc.) The intent is to get students and staff out of hallways and outdoor/open areas. The all-clear signal will be
ONE LONG ring of the bell or ONE LONG BLAST from the air horn

Shelter-In Place — Shelter in Place

When this announcement is heard, immediately lock your outside door. All staff/students outside should immediately move into
the building. If you are in your classroom, before locking the doors, make sure no students are still outside. Take attendance. Do
not allow anyone to leave the classroom or open the door for anyone until instructed. If needed, seal gaps under doors and
windows. Have student stay away from doors and windows. If needed, turn off any ventilation leading outdoors, pilot lights, air
conditioners and exhaust fans. Cover up food not in containers, or put it away in a refrigerator. If advised, cover mouth and nose
with handkerchief, cloth, paper towels or tissues.

Bomb Threat - EVERYONE PLEASE EVACUATE ALL THE BUILDINGS AND DO NOT TAKE

ANYTHING WITH YOU

When this announcement is heard, DO NOT USE YOUR RADIOS, or let students use CELL PHONES until the Long Bell, or
Blast from the air horn has been made, or the ALL CLEAR is spoken over the loudspeaker. When notified over the
intercom system, scan your room for unusual objects that could potentially be a bomb. If you find an unusual object DO NOT
TOUCH IT. Immediately call ext. 1000 (Front Desk) or 1110 (Site Manager) or 1025 (Plant Manager)

EVACUATE THE BUILDING. The Superintendent/Site Administrator or Designee will immediately notify 911. DO NOT USE,
TURN ON or OFF any walkie-talkies, electrical devices, or cell phones. Unless specifically notified, keep your students in
your classroom. If you have to evacuate, leave all belongings in the classroom. Do not take anything with you.

If you receive a threat over the phone, divert to the Superintendent/Site Administrator. If unable to divert, try to get answers to
the questions listed on the “Phone Bomb Threat’ form in the next section of this handbook.

Fire — FIRE ALARM BELL

THE FIRE ALARM WILL SOUND THE WARNING.

The all clear is ONE LONG BLAST from the air horn or one LONG BELL.

The evacuation plan map should be posted next to the door.

Staff and students will evacuate the building in a quick and orderly manner to the parking lot. You do not have to lock your
doors. Make sure you place the Green or Red sign on your door as you exit your classroom, During a drill security or
assigned staff will sweep the classrooms to make sure that there is no staff or students in classrooms. If there is a fire,
the fire department will sweep and make sure there is no one in classrooms and check for injured students/staff, All
security and assigned staff will report to command. Reviewed yearly and Updated as needed

Source quick-reference sheet. Verify before use because it contains legacy wording and extensions.
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Appendix C Maps and Evacuation References

Annual review item: The campus evacuation map below is marked “updated 2/2/2021.” Replace it with a current
approved map before the plan is adopted or distributed for operational use.
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Building 5100 Evacuation Map

IR HIGH SCHOOL BUILDING
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Appendix D Annual Review Checklist

O Approval date, plan period, revision date, and signatures are complete.
0 Incident Command names, alternates, phone extensions, and contact lists are current.

[0 Campus, building, evacuation, assembly, shelter, command-post, AED, utility, and reunification maps are
current.

[0 Drill calendar is current and completed drills and corrective actions are documented.

O Emergency kits, rosters, radios, alarms, PA coverage, emergency lighting, AEDs, and first-aid supplies are
inspected.

I Procedures address students, employees, and visitors with disabilities, medical needs, language needs, and
other access or functional needs.

O Current student handbooks and adopted policies replace outdated copies.

[0 WVPP review date, authorization, employee participation, training, inspections, logs, and records are current.
[0 Facilities inspection schedule, vendors, monitoring information, and responsible persons are current.

I Insurance certificate, policy period, carrier contact, and claim instructions are current.

[0 After-school, athletics, ELOP/GESS, contractor, and event procedures are current.

I Public distribution copy has been reviewed to remove sensitive operational details.

| Correctiveaction | Owner | Duedate | Completed
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[0 Learning continuity and attendance procedures are reviewed for current technology, communication platforms,

student supports, and emergency instructional continuity.

Appendix E Source Register

This register records the supplied files used to compile the plan. Duplicate policy copies were consolidated. Large
handbooks and adopted policies remain controlling source documents and should be replaced with current

versions during annual review.

[ Source | Useinconsolidatedplan

School Safety Plan Cover Sheet.docx
Safety Plan Table of Contents.docx

GPA School Safey Plan.pptx

GS Emergency Procedures - updates.pdf

GS After School Emergency Procedures - (5) (3).pdf

ELOP_GESS Before and After School Emergency Procedures.pdf
Athletic Emergency Procedures.pdf

Guajome Schools Medical Emergency Plan.pdf

Quick Look At Codes.pdf

Location for Students and alternative routes during Fire Drill.pdf
Building 5100 Evacuation Map.pdf

Building Sweepers during an Emergency.pdf

Emergency Drills dates for website.pdf

24-25 GPA and GPPA Student Handbooks; 23-24 GLC Student
Handbook

Student Conduct 10.2024.pdf

Peer Mediation.pdf

Facility Security and Electronic Surveillance policies
School Access Restriction policies

Workplace Anti-Violence and Workplace Bullying policies
Bloodborne Pathogen Control Plan.pdf

Drug and Alcohol Free Workplace policies

Suicide Prevention policies and procedures

ADA Staff Training.pdf

Compliance and Housekeeping Updates.pdf; Facility and Safety
Reminders.pdf

2024-2025 Annual Employee Notifications.pdf
Guajome Schools WVPP 1-2026.docx and PDF
2024-2025 certificate of liability insurance
GPA Admissions Policy.pdf

LearningContinuityPlanGuajomeParkAcademy.pdf

Cover identity, schools, address, grades
Legacy section structure

Plan overview, Incident Command roster, maintenance schedule,
insurance reference

Core emergency procedures

Before- and after-school procedures
Extended-learning procedures

Athletics response procedures

Medical response procedures

Legacy emergency quick reference

Campus evacuation routes; dated 2021

Building 5100 evacuation map

Legacy sweeper assignments

2024-2025 drill calendar; historical reference only

Student conduct, harassment, bullying, and discipline

Conduct data summary

Peer-mediation program description
Access, security, and surveillance controls
Campus-access restriction and removal
Employee conduct and violence prevention
Exposure-control requirements

Workplace conduct requirements
Prevention, intervention, and response

Disability access and accommodation
Operational safety reminders

Annual notices and training topics

Workplace Violence Prevention Plan and forms

Historical insurance reference; current certificate required
Admissions and enrollment reference

Learning continuity, attendance, instructional continuity, technology
access, student supports, and family engagement; source template
dated July 2020.
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