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Comprehensive School Safety Plan Purpose 
 
Effective January 1, 2019, Assembly Bill 1747 (Rodriguez), School Safety Plans, became law. This bill requires that during the writing 
and development of the comprehensive school safety plan (CSSP), the school site council or safety committee consult with a fire 
department and other first responder entities in addition to currently required entities. It requires the CSSP and any updates made 
to the plan to be shared with the law enforcement agency, the fire department, and the other first responder entities. 
 
The California Education Code (sections 32280-32288) outlines the requirements of all schools operating any kindergarten and any 
grades 1 to 12, inclusive, to write and develop a school safety plan relevant to the needs and resources of that particular school. 
 
In 2004, the Legislature and Governor recast and renumbered the Comprehensive School Safety Plan provisions in SB 719 and AB 
115. It is the intent ofthe Legislature in enacting the provisions to support California public schools as they develop their mandated 
comprehensive safety plans that are the result of a systematic planning process, that include strategies aimed at the prevention of, 
and education about, potential incidents involving crime and violence on school campuses. 
 
The historical requirement of the Comprehensive School Safety Plan was presented in Senate Bill 187, which was approved by the 
Governor and chaptered in 1997. This legislation contained a sunset clause that stated that this legislation would remain in effect 
only until January I, 2000. Senate Bill 334 was approved and chaptered in 1999 and perpetuated this legislation under the 
requirement of the initial legislation. 
 
Comprehensive School Safety Plans are required under SB 719 & AB 115 and contains the following elements: 
 
Assessment of school crime committed on school campuses and at school-related functions 

• Child abuse reporting procedures 
• Disaster procedures 
• Suspension and expulsion policies 
• Procedures to notify teachers of dangerous pupils 
• Discrimination and harassment policies 
• School wide dress code policies 
• Procedures for safe ingress and egress 
• Policies enacted to maintain a safe and orderly environment 
• Rules and procedures on school discipline 
• Hate crime reporting procedures 

 
The Comprehensive School Safety Plan will be reviewed and updated by March 1st every year. In July of every year, the school will 
report on the status of its school safety plan including a description of its key elements in the annual school accountability report 
card. 
 
A copy of the Comprehensive School Safety Plan is available for review at www.woodsideschool.us/tobedetermined. 
 
Safety Plan Vision 
The Board of Trustees recognizes that students and staff have the right to a safe and secure campus where they are free from 
physical and psychological harm. The Board is fully committed of maximizing school safety and to creating a positive learning 
environment that includes strategies for violence prevention and high expectations for student conduct, responsible behavior, and 
respect for others. 
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Components of the Comprehensive School Safety Plan (EC 32281) 
 
Woodside Elementary School Safety Committee 
Members: TBD 
 
Assessment of School Safety 
TBD 
 
Strategies and Programs to Provide and Maintain a High Level of Safety (EC 32281(a)1, items A-J) 
The Big Five Emergency Plan and Board Policies are used to provide and maintain a high level of safety. See 2020-2021 School Safety 
Plan and the attached board policies for more information. 
 
(A) Child Abuse Reporting Procedures (EC 35294.2 [a] [2]; PC 11166) 
Who must report 
 
Anyone who is authorized to work with children - permanent or temporary (even substitute teachers), whether credentialed or not. 
The responsibility for reporting rests solely with the mandated reporter. Reporting suspected abuse to an administrator, school 
counselor, or other person is not the end of your obligation. 
When two or more mandated reporters jointly have knowledge of suspected child abuse or neglect, a single report may be made by 
the selected member of the reporting team. Any member of the reporting team who has knowledge that the designated person has 
failed to report must do so him or herself. 
 
When to report 
 
Even if the information you learn is old-STILL REPORT. The statute of limitations does not start to run until the failure to report is 
discovered. 
Child abuse must be reported when a mandated reporter “has knowledge of or observes a child in his/her professional capacity, or 
within the scope of his/her employment whom he/she knows or reasonably suspects has been the victim of child abuse.” 
Report if you suspect. You are not required to prove that abuse has occurred. That will be determined through investigation by the 
child welfare professional or law enforcement. 
 
 
Consequences for not reporting 
 
A misdemeanor + six months in jail and/or up-to a $1,000 fine. 
Potential civil lawsuit, especially if the child-victim or another child is further victimized because of the failure to report. 
Loss of credential. 
 
 
How to make report suspected child abuse 
 
Tell an Administrator (Marta, Jenn, Melissa, or Steve ). 
You can also consult or get assistance from our school psychologist (Allison), or school counselor (Mena). 
Fill out the form with all the student’s information. Before you call you will need to have the child’s name, birthday, parents’ and 
siblings’ name, home address, and phone number. 
Call San Mateo County Child Protection Services 650-595-7922  or 24-hour Hotline 800-632-4615 for making reports. 
Fax written report to CPS within 36 hours or verbal report. (Fax number 650.592.2289. 
The original form must be given to Marta Batlle. Teachers can keep a copy. 
All reports are kept confidential and locked in Marta’s office. 
 
See Suspected Child Abuse Report, Information for Mandated Reporters, and Indicators of Abuse attachments for more information. 
See Mandated Reporting attachment. 
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(B) Disaster Procedures (EC 35295-35297; GC 8607 and 3100) 
 
Disaster 
See 2020-2021 School Safety Plan attachment. 
 
Public Agency Use of School Buildings for Emergency Shelters 
A designated Red Cross Shelter 
 
(C) School Suspension, Expulsion and Mandatory Expulsion Guidelines 
Cause for Suspension/ Expulsion 
For K-8 students, the California Education Code has specific language defining the grounds for immediate suspension.  Please see 
section 48900 (Grounds for Suspension/Expulsion; Legislative Intent) in the California Education Code for more information 
regarding suspension and section 48915 (Expulsion; particular circumstances) regarding expulsion. 
 
For more information see the following Board Policy attachments: BP_AR 5144.1 & AR 5144.2 Suspension and Expulsion, BP 5131 
Conduct, and BP_AR 5144 Discipline. 
 
 
(D) Procedures to Notify Teachers of Dangerous Pupils (EC 49079) 
In the event of a dangerous pupil, administration will notify all teachers who see that student via email and then follow up with an in 
person call. Also see the Board Policy: BP_AR 5131.7 Weapons and Dangerous Instruments attachment. 
 
(E) Sexual Harassment Policies (EC 212.6 [b]) 
See the Board Policy BP_AR 4119.11  Sexual Harassment. 
 
(F) School-wide Dress Code Relating to Gang-Related Apparel (EC 35183) 
See Board Policy BP_AR 5132 Dress and Grooming 
 
Student Handbook Statement: 
Dress Standards 
Good grooming and proper dress are essential in establishing an appropriate, safe school environment for learning.  Clothing should 
be clean, neat, and comfortable.  The following are guidelines that should be observed: 
No wearing of caps, visors, or hoods in the classroom except for religious or medical purposes 
Clothing that reveals underwear or cleavage, bare chests, bare stomachs (midriffs), and bare backs, is not permitted 
All undergarments must be kept under regular clothing 
Waistbands on pants should be high enough to allow student to bend over without exposing undergarments 
Students must wear shoes throughout the day, and athletic shoes, socks, and clothing are required for P.E. 
Attire promoting alcohol, drugs, or sex is not permitted 
Shorts/shirts/skorts should be at least knuckle length with arms straight at your side. 
 
 
 
(G) Procedure for Safe Ingress and Egress of Pupils, Parents, and Staff to and from School (EC 35294.2) 
Driving 
Ingress/Drop Off: 
Vehicles to enter either parking lots, near tennis courts or in front of Sellman, and proceed to the drop off area. 
Students exit the vehicle on the right side and move to the sidewalk. 
From there they enter campus and proceed to their class or the playground. 
The school provides at least one adult supervisor to help with this process. 
 
Egress/Pick Up: 
Parents enter either parking lot, near tennis courts or in front of Sellman, and park along the sidewalk or in front of the office. 
Parents wait in their vehicles until student dismissal. 
Once students have entered the vehicle, parents may pull around the vehicle in front. 
We ask parents to pull forward when possible to reduce traffic on Woodside Road. 
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The school provides at least one adult supervisor to help with this process. 
 
Walking or Biking 
Students who need to cross Woodside Road are instructed to use one of two crosswalks. 
The crosswalks have flashing lights when activated. 
Students below 4th grade are not allowed to ride their bikes to school unless accompanied by a parent/guardian.  All bikes must be 
locked securely in the bike racks.  Bikes may not be left in the racks overnight. 
 
Also See Traffic and Parking attachment. 
 
 
 
 
(H) A Safe and Orderly School Environment Conducive to Learning (EC 35294.2) 
 
Component: 
Playground 
 
Element: 
Supervision 
 
Opportunity for Improvement: 
 
 

Objectives Action Steps Resources Lead Person Evaluation 

Playground Supervision 
Assign teachers or Paras 
to specific areas of the 
campus at specific times. 

Teachers and Paras Principals and Director of 
Students Services None at this time 

 
 
Component: 
 
 
Element: 
 
 
Opportunity for Improvement: 
 
 

Objectives Action Steps Resources Lead Person Evaluation 

     
 
 
Component: 
 
 
Element: 
 
 
Opportunity for Improvement: 
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Objectives Action Steps Resources Lead Person Evaluation 

     
 
(I) School Discipline Rules and Consequences (EC 35291 and EC 35291.5) 
 
Woodside Elementary School Student Conduct Code 
The Board of Trustees is committed to providing a safe, supportive, and positive school environment which is conducive to student 
learning and achievement and desires to prepare students for responsible citizenship by fostering self-discipline and personal 
responsibility. The Board believes that high expectations for student behavior, use of effective school and classroom management 
strategies, provision of appropriate intervention and support, and parent/guardian involvement can minimize the need to 
disciplinary measures tat exclude students from instruction as a means for correcting student misbehavior. 
 
 
 
Conduct Code Procedures 
See Board Policy BP 5131 Conduct and Student Expectations and Rules attachments for more details. 
 
(K) Hate Crime Reporting Procedures and Policies 
The Board of Trustees is committed to providing a safe learning environment that protects students from discrimination, 
harassment, intimidation, bullying, and other behavior motivated by a person's hostility towards another person's real or perceived 
ethnicity, national origin, immigrant status, sex, gender, sexual orientation, religious beliefs, age, disability, or any other physical or 
cultural characteristic. 
 
See Board Policy BP 5145.9 Hate Motivated Behavior attachment for more details. 
 
 
(J) Procedures to Prepare for Active Shooters 
LOCKDOWN/BARRICADE is implemented when the imminent threat of violence or gunfire is identified on the campus or the school 
is directed by law enforcement. During LOCKDOWN/BARRICADE, students are to remain in designated classrooms or lockdown 
locations at all times. Do not evacuate until room is cleared by law enforcement or site administration. This response is considered 
appropriate for, but not limited to, the following types of emergencies: 

• Gunfire 
• Threat of extreme violence outside the classroom Immediate danger in the surrounding community 

See Active Shooter Attachment. 
 
 
Procedures for Preventing Acts of Bullying and Cyber-bullying 
Bullying 
Bullying involves a real or perceived imbalance of power, with the more powerful child or group bothering those who are less 
powerful.  Bullying may be physical (hitting, kicking, spitting, pushing), verbal (taunting, malicious teasing, name calling, 
threatening), or psychological (spreading rumors, manipulating social relationships, or promoting social exclusion, extortion, or 
intimidation).  Bullying is absolutely not tolerated, and any child experiencing it should report it immediately to their teacher or 
other staff members. 
 
Cyberbullying 
Cyberbullying includes the transmission of harassing communications, direct threats, or other harmful texts, sounds, or images on 
the Internet, social media, or other technologies using a telephone, computer, or any wireless communication device.  Cyberbullying 
also includes breaking into another person’s electronic account and assuming that person’s identity in order to damage that 
person’s reputation.  Off-campus cyberbullying that causes, or is foreseeably likely to cause, a substantial disruption of school 
activities may result in district-sanctioned discipline. 
 
For more information see BP_AR 5131.2 Bullying_CyberBullying attachment. 
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Safety Plan Review, Evaluation and Amendment Procedures 
 
TBD: School Site Council? 
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Safety Plan Appendices 
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Emergency Contact Numbers 
 
Utilities, Responders and Communication Resources 
 

Type Vendor Number Comments 

Law 
Enforcement/Fire/Paramed
ic 

Sheriff (650) 363-4000  

Law 
Enforcement/Fire/Paramed
ic 

Woodside Fire 911  

School District Woodside Elementary 
School District (650) 851-1571  

Public Utilities PG&E (800) 743-5000  

City Services Town of Woodside (650) 359-4959  

City Services Town of Woodside (650) 740-9293  

Radio Station KGO (415) 954-8100  

Radio Station KCBS (415) 478-3300  
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Safety Plan Review, Evaluation and Amendment Procedures 
 

Activity Description 
(i.e. review steps, meetings conducted, approvals, etc) Date and Time Attached Document 

(description and location) 
Admin Meeting ?  

Staff Meeting TBD  

School Site Council January 11, 2021  

 



Comprehensive School Safety Plan 13 of 19 1/7/21 

 
Woodside Elementary School Incident Command System 
 

--------     Incident Commander     

--------     Steve Frank--------     

--------           

--------   Safety Officer   Public Information Officer   

--------   Melissa Bowdoin/Jenn 
Pederson--------   Steve Frank--------   

--------           

--------   Scribe       

--------   Cathy Stienstra--------       

--------           

--------           

Operations ------- Planning/ 
Intelligence  Logistics  Finance/Administration 

Melissa Bowdoin/Jenn 
Pederson-------- ------- Harlin Hansen/Sandeep 

Tulachan--------  Cathy Stienstra--------  Waly Ndiaye-------- 

--------           

--------           

--------  First Aid & Search 
Teacher A        

--------  James Haddon--------        

--------           

--------  
Student Release & 

Accountability 
TeacherB 

       

--------  Elvira Ramirez--------        
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Incident Command Team Responsibilities 
 
Standardized Emergency Response Management System Overview 
The California Standardized Emergency Management System (SEMS) is designed to centralize and coordinate emergency response 
through the use of standardized terminology and processes. This greatly facilitates the flow of information and resources among the 
agencies participating in response to an emergency. SEMS consists of five functions: 
See Incident Command Team Responsibilities attachment. 
 
Management 
During an emergency, the Incident Commander directs response actions from a designated Command Post. To effectively do this, 
the Incident Commander must constantly assess the situation, and develop and implement appropriate strategies. The Incident 
Commander must be familiar with the available resources, accurately document all response actions, and effectively communicate 
response strategies to others participating in the response. This function is typically filled by the school principal. The principal is 
assisted in carrying out this function by a Public Information & Liaison Officer and Safety Officer. 
 
Planning & Intelligence 
Planning and Intelligence involves the use of various methods to efficiently gather information, weigh and document the information 
for significance, and actively assess the status of the emergency. This understanding and knowledge about the situation at hand is 
vital to the effective management of a response. These activities are performed by a single person who reports directly to the 
Incident Commander. 
 
Operations 
All response actions are implemented under by Operations. This includes staff performing first aid, crisis intervention, search and 
rescue, site security, damage assessment, evacuations, and the release of students. 
 
Logistics 
Logistics supports the response by coordinating personnel; assembling and deploying volunteers; providing supplies, equipment, and 
services; and facilitating communications among emergency responders. 
 
Finance & Administration 
Finance & Administration involves the purchasing of all necessary materials, tracking financial records, timekeeping for emergency 
responders, and recovering school records following an emergency. These activities are performed by a single person who reports 
directly to the Incident Commander. 
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Emergency Response Guidelines 
 
Step One: Identify the Type of Emergency 
? 
 
 
Step Two: Identify the Level of Emergency 
 
 
 
Step Three: Determine the Immediate Response Action 
 
 
 
Step Four: Communicate the Appropriate Response Action 
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Types of Emergencies & Specific Procedures 
 
Aircraft Crash 
Treat as structure fire and evacuate as necessary. 
 
Animal Disturbance 
SHELTER IN PLACE is a short-term measure implemented to isolate students and staff from the outdoor environment and prevent 
exposure to airborne contaminants or threats posed by wildlife or other hazards. The procedures include closing and sealing doors, 
windows, and vents, shutting down the classroom/building heating, ventilation and air conditioning systems to prevent exposure to 
the outside air; and turning off pilot lights. 
SHELTER IN PLACE is considered appropriate for, but is not limited to, the following types of emergencies: 
External Chemical Release Fire in the Community Hazardous Material Spills 
 
See Shelter in Place attachment. 
 
 
Armed Assault on Campus 
LOCKDOWN/BARRICADE is implemented when the imminent threat of violence or gunfire is identified on the campus or the school 
is directed by law enforcement. During LOCKDOWN/BARRICADE, students are to remain in designated classrooms or lockdown 
locations at all times. Do not evacuate until room is cleared by law enforcement or site administration. This response is considered 
appropriate for, but not limited to, the following types of emergencies: 

 Gunfire 
 Threat of extreme violence outside the classroom Immediate danger in the surrounding community 

See Active Shooter attachment. 
 
 
Biological or Chemical Release 
SHELTER IN PLACE is a short-term measure implemented to isolate students and staff from the outdoor environment and prevent 
exposure to airborne contaminants or threats posed by wildlife or other hazards. The procedures include closing and sealing doors, 
windows, and vents, shutting down the classroom/building heating, ventilation and air conditioning systems to prevent exposure to 
the outside air; and turning off pilot lights. 
SHELTER IN PLACE is considered appropriate for, but is not limited to, the following types of emergencies: 
External Chemical Release Fire in the Community Hazardous Material Spills. 
 
Knowledge of the location of existing pipelines near or on school property is essential for preparedness in the event of a hazardous 
chemical or gas leak. Pipeline markers are generally yellow, black, and red and can vary in shape and size. Excavation is a leading 
cause of pipeline damage, so it is important to follow strict on-site protocol prior to digging on school property. The facilities 
supervisor should call 811 to confirm the planned dig location is safe. 
All school personnel, including cafeteria managers and custodians, shall immediately report any hazardous chemical or gas odor or 
leak to the School Incident Commander. Design school bus routes and student pick-up/drop off locations to avoid contact with 
pipelines and pipeline rights-of-way. This helps to ensure evacuation routes are safe in a pipeline emergency. 
 
See Biological or Chemical Release and Shelter in Place attachments. 
 
 
Bomb Threat/ Threat Of violence 
EVACUATION is implemented when conditions make it unsafe to remain in the building. This action provides for the orderly 
movement of students and staff along prescribed routes from inside school buildings to a designated outside area of safety.  
 
EVACUATION is considered appropriate for, but is not limited to, the following types of emergencies:  

 Bomb threat 
 Chemical accident 
 Explosion or threat of explosion 
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 Fire 
 Earthquake 

See Bomb Threat attachment. 
 
 
Bus Disaster 
TBD 
 
Disorderly Conduct 
TBD 
 
Earthquake 
See Earthquake attachment for procedures. 
 
Explosion or Risk Of Explosion 
See Evacuation attachment. TBD 
 
Fire in Surrounding Area 
See Off Site Fire and Evacuation attachments. 
 
Fire on School Grounds 
See On Site Fire attachment. 
 
Flooding 
In the event of an emanate flood, parents will be notified and the school will be evacuated. 
 
See Evacuations attachment. 
 
 
Loss or Failure Of Utilities 
POWER OUTAGE PROCEDURES 
Once school starts in the morning we will not close the school if there is a power outage.  Students may go home during an outage 
or storm if their parents come for them, or contact us by phone to allow another adult to take them home.  Students will not be 
allowed to leave campus by themselves or with a person on their emergency list unless we have heard personally from the parent. 
ALL TK-8 STUDENTS MUST CHECK OUT IN THE OFFICE BEFORE LEAVING CAMPUS. 
 
If the administration declares that school will be closed for the day, we will contact parents directly through our emergency contact 
system. 
 
 
 
Motor Vehicle Crash 
In the event of a motor vehicle crash, school administration will evaluate the situation to determine if the school day or campus is 
effected and if anything needs to be adjusted. In the event of a major crash just prior to dismissal that disrupts Woodside Road 
directly in front of the school, and thus pick up, an emergency notification will go out to parents with instructions on how to pick up 
children. 
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Psychological Trauma 
See the attachment Psychological Trauma Resources for a list of resources from the American Psychology Association. The district 
uses these tips and recommendations based on the emergency needs we may have and transfer a combination of information into 
another form with the Woodside letterhead.  
https://www.apa.org/helpcenter/mass-shooting 
 
https://www.chconline.org/resourcelibrary/apa-resources-coping-mass-shootings-understanding-gun-
violence/?utm_source=CHC+eNews&utm_campaign=7bfa92d7a1-
EMAIL_CAMPAIGN_2019_08_09_03_14&utm_medium=email&utm_term=0_4e878e8b47-7bfa92d7a1-252293581 
 
https://www.apa.org/helpcenter/talking-to-children 
 
https://www.apa.org/helpcenter/index 
 
https://www.apa.org/helpcenter/stress-children 
 
https://www.apa.org/helpcenter/about-psychologists 
 
 
Suspected Contamination of Food or Water 
In the event of contaminated food or water, school staff will be notified. Information on the incident will be sent to parents via an 
our emergency notification system. 
 
Tactical Responses to Criminal Incidents 
SECURE CAMPUS is implemented when the threat of violence or police action in the surrounding community requires precautionary 
measures to ensure the safety of staff and students. When a campus is in SECURE CAMPUS status, classroom instruction and/or 
activity may continue as long as all classroom and office doors are locked and all students and staff remain inside through the 
duration of the event. Outer gates and other entrance/exit points can be closed (NOT LOCKED) to deter a potential perpetrator from 
entering school grounds. 
This response is considered appropriate for, but not limited to, the following types of emergencies: 
Potential threat of violence in the surrounding community Law enforcement activity in the surrounding community 
 
SHELTER IN PLACE is a short-term measure implemented to isolate students and staff from the outdoor environment and prevent 
exposure to airborne contaminants or threats posed by wildlife or other hazards. The procedures include closing and sealing doors, 
windows, and vents, shutting down the classroom/building heating, ventilation and air conditioning systems to prevent exposure to 
the outside air; and turning off pilot lights. 
 
See Secure Campus and Shelter in Place attachments. 
 
 
Unlawful Demonstration or Walkout 
In the event of an unlawful demonstration or walkout the district will send out an emergency notification to parents. The district will 
secure the campus. 
 
See Secure Campus attachment. 
 

https://www.apa.org/helpcenter/mass-shooting
https://www.chconline.org/resourcelibrary/apa-resources-coping-mass-shootings-understanding-gun-violence/?utm_source=CHC+eNews&utm_campaign=7bfa92d7a1-EMAIL_CAMPAIGN_2019_08_09_03_14&utm_medium=email&utm_term=0_4e878e8b47-7bfa92d7a1-252293581
https://www.chconline.org/resourcelibrary/apa-resources-coping-mass-shootings-understanding-gun-violence/?utm_source=CHC+eNews&utm_campaign=7bfa92d7a1-EMAIL_CAMPAIGN_2019_08_09_03_14&utm_medium=email&utm_term=0_4e878e8b47-7bfa92d7a1-252293581
https://www.chconline.org/resourcelibrary/apa-resources-coping-mass-shootings-understanding-gun-violence/?utm_source=CHC+eNews&utm_campaign=7bfa92d7a1-EMAIL_CAMPAIGN_2019_08_09_03_14&utm_medium=email&utm_term=0_4e878e8b47-7bfa92d7a1-252293581
https://www.apa.org/helpcenter/talking-to-children
https://www.apa.org/helpcenter/index
https://www.apa.org/helpcenter/stress-children
https://www.apa.org/helpcenter/about-psychologists
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Emergency Evacuation Map 



2020-2021   Emergency   
Response   Protocol     

  
  

  
  

  

The   Big   Five   Emergency   
Response   Protocol     

  
Woodside   Elementary   School   District     

3195   Woodside   Road,   Woodside,   CA   94062     
650-851-1571   –   fax:   650-851-5577     
http://www.woodsideschool.us/     

  
Under   the   ICS   functions,   the   communication   setup   can   occur   anywhere   as   conditions   

permit.   The   turf   field   has   been   designated   as   the   safest   location   under   "normal"   conditions.   
If   it   is   determined   that   the   safest   location   is   to   be   indoors,   students   will   gather   in   the   

Community   Gym.   If   students   must   evacuate   the   school     
site,   they   will   relocate   to   the   Woodside   Church   or   the   Woodside   Library,   whichever   is  

deemed   safe.     
    

  



      Immediate   Action   Response:   The   Big   Five   
  

TABLE   OF   CONTENTS   
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THE   BIG   FIVE:     
Section   1:     

SCHOOL   EMERGENCY   GUIDELINES     
  

CALLING   911:   
    
When   calling   911   be   prepared   to   remain   on   the   phone   and   answer   specific   
questions.   In   order   to   complete   an   accurate   assessment   of   the   situation,   the   911   
Dispatcher   must   obtain   as   much   information   as   possible   to   best   inform   
emergency   responders   and   engage   the   appropriate   level   of   medical   response.     

WHEN   REPORTING   AN   EMERGENCY:     

Remain   calm   and   speak   slowly   and   clearly   
Be   prepared   to   provide   name,   location   of   the   incident,   and   caller's   location,   
if   different   from   the   scene   of   the   emergency    
Although   caller   ID   information   may   transfer   immediately   to   the   911   
Dispatcher,   it   is    not   a vailable   in   all   locations.     
The   911   Dispatcher   will   confirm   and   verify   the   phone   number   and   address   
for   every   call   received     
Answer   all   questions   asked   by   the   911   Dispatcher,   even   those   that   seem   
repetitive     
Do   not   hang   up   until   the   Dispatcher   says   to   do   so     

CALLING   911   FROM   A   CELL   PHONE:     
  

911   calls   from   cell   phones   may   need   to   be   transferred   to   another   agency   
because   cell   phone   calls   are   often   sent   to   a   911   answering   point   based   on   
cell   radio   coverage.     
Cell   coverage   areas   don't   always   match   political   boundaries   Know   your   cell   
phone   number   and   be   prepared   to   give   the   dispatcher   an   exact   address     
Call   the   San   Mateo   Sheriff   or   Woodside   Fire   Department   at   911   from   a   
landline   or   650-363-4911   from   a   cell   phone.     
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When   calling   911,   time   is   of   the   essence.   Remain   calm;   speak   slowly   
and   clearly.   The   911   Dispatcher   needs   to   gather   the   correct   
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The   Big   Five:     Immediate   Action   Response   
  

An   Immediate   Action   Response   is   a   protocol   that   can   be   implemented   in   a   variety   
of   different   emergency   situations.   When   an   emergency   occurs,   it   is   critical   that   
staff   members   take   immediate   steps   to   protect   themselves,   their   students,   and   
other   people   on   campus.   With   an   Immediate   Action   Response,   staff   can   follow   
specific   directions   without   having   to   learn   extensive   protocols   for   each   of   several   
dozen   different   eme rg ency   situations.     

  
Staff   members   must   become   familiar   with   each   Immediate   Action   Response   and   
be   prepared   to   perform   assigned   responsibilities.   All   students   must   be   taught   
what   to   do   in   the   event   that   any   of   these   response   actions   is   implemented.   

  

IMMEDIATE   ACTION   RESPONSES:   The   Big   Five   Definitions   
  

1. SHELTER   IN   PLACE:    Implement   to   isolate   students   and   staff   from   the   
outdoor   environment     and   provide   greater   protection   from   external   
airborne   contaminants   or   wildlife.   Close   windows   and   air   vents   and   shut   
down   air   conditioning/heating   units.   

2. DROP,   COVER,   &   HOLD:    Implement   during   an    earthquake    or   explosion   to   
protect   building   occupants   from   flying   and   falling   debris.     

● SECURE   CAMPUS    Initiate   for   a    potential   threat   of   danger    in   the   
surrounding   community.   All   classroom / office   doors   are   closed   and   locked   
and   all   students   and   staff   remain   inside   until   otherwise   directed.     

● Instruction   continues   as   planned.     
● LOCKDOWN/BARRICADE :    Initiate   for   an    immediate   threat   of   danger    to   

occupants   of   a   campus   or   school   building   and   when   any   movement   will   
put   students   and   staff   in   jeopardy.   Once   implemented,   no   one   is   allowed   to   
enter   or   exit   rooms   for   any   reason   unless   directed   by   law   enforcement.   

● EVACUATION:    Implement   when   conditions   outside   the   building   or   off   site   
are   safer   than   inside   or   on-site.   Requires   moving   or   directing   students   and   
staff   to   move   from   school   buildings   to   a   predetermined   safe   location.     
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information   the   first   time   he / she   asks   for   it.   
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The   Big   Five:     Shelter   In   Place   
  

SHELTER   IN   PLACE    is   a   short-term   measure   implemented   to   isolate   students   and   
staff   from   the   outdoor   environment   and   prevent   exposure   to   airborne   
contaminants   or   threats   posed   by   wildlife   or   other   hazards.   The   procedures   
include   closing   and   sealing   doors,   windows,   and   vents,   shutting   down   the   
classroom/building   heating,   ventilation   and   air   conditioning   systems   to   prevent   
exposure   to   the   outside   air;   and   turning   off   pilot   l i ghts.     

SHELTER   IN   PLACE    is   considered   appropriate   for,   but   is   not   limited   to,   the   
following   types   of   emergencies:     

External   Chemical   Release     
Fire   in   the   Community     
Hazardous   Material   Spills     

  

  

SHELTER   IN   PLACE   -   GENERAL   ACTIONS:     
  

Requires   an   understanding   that   all   heating,   air   conditioning,   and   
ventilation   systems   may   be   shut   down   immediately     
Requires   an   understanding   that   all   pilot   lights   and   sources   of   flame   may   
need   to   be   extinguished     
Requires   an   understanding   that   any   gaps   around   doors   and   windows   may   
need   to   be   sealed   
Allows   for   free   movement   within   classrooms   or   offices     

  

SHELTER   IN   PLACE   -   STAFF   ACTIONS:   
  

Immediately   clear   students   from   the   halls.     
Stay   away   from   all   doors   and   windows .     
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During   a   Shelter-in-Place   response   as   a   result   of   air   contamination,   the   
HVAC   systems   must   be   shut   down   to   provide   protection   from   outside   air.   
Students   and   staff   may   freely   move   about   inside   the   buildings,   but   no   one   
should   leave   the   room   until   directed   by   fire   officials,   law   enforcement,   or   

site   administration.   
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Keep   all   students   in   the   classroom   until   further   instructions   are   received.     
Support   those   needing   special   assistance.   
Secure   individual   classrooms:     

close   doors   and   windows.   
shut   down   the   classroom   HVAC   system.   
turn   off   fans.   
seal   gaps   under   doors   and   windows   with   wet   towels,   duct   tape,   or   
other   materials   if   instructed   by   School   Incident   Commander.   
Take   attendance   and   call   or   email   status   to   School   Incident   
Command,   according   to   site   protocol.   
Wait   for   another   action   or,   if    ALL   CLEAR    announcement   is   issued,   
return   to   normal   class   routine.   

  
    

7   



      Immediate   Action   Response:   The   Big   Five   
  

The   Big   Five:   Drop,   Cover,   and   Hold   On   
  

DROP,   COVER   AND   HOLD   ON    is   the   immediate   action   taken   during   an   
earthquake   to   protect   students   and   staff   from   flying   and   falling   debris.   It   is   an   
appropriate   action   for,   but   is   not   limited   to,   the   following   types   of   emergencies:   

Earthquake   
Explosion     

In   the   event   of   an   explosion,   earthquake,   or   other   event   causing   falling   debris,   
immediately   "DROP,   COVER,   and   HOLD   ON."   Students   and   staff   should   drop   to   the   
floor,   duck   under   a   sturdy   desk   or   table,   cover   the   head   with   arms   and   hands,   
and   hold   onto   furniture.   Turn   away   from   windows   to   stay   clear   of   breaking   glass.   
Individuals   in   wheelchairs   can   remain   in   the   chair   if   mobility   is   limited.   Move   
wheelchair   against   an   interior   wall   and   lock   the   wheels.   Protect   head   by   covering   
with   arms   if   possible.     

DROP,   COVER,   AND   HOLD   ON   -   GENERAL   ACTIONS:     

Must   be   practiced   for   immediate   and   automatic   response     
Is   the   single   most   useful   action   to   protect   oneself   in   an   earthquake     
In   the   event   it   is   impossible   to   duck   under   sturdy   furniture,   continue   to   
cover   face   and   head   with   arms   and   hold   onto   something   sturdy     
Requires   an   awareness   that   most   injury   in   earthquakes   is   caused   by  
breaking   glass   or   falling   objects     
Requires   an   awareness   that   fire   alarms   and   sprinkler   systems   may   go   off   in   
buildings   during   an   earthquake,   even   if   there   is   no   fire     
Requires   alert   attention   to   aftershocks     
Requires   that   staff   and   students   assist   those   with   special   needs   to   ensure   
safe   cover   for   all     
Evacuate   only   if   there   is   damage   to   the   building,   the   building   is   on   fire,   or   
location   is   in   a   tsunami   zone     

  

DROP,   COVER   AND   HOLD   ON   -   STAFF   ACTIONS   (Inside):   
  

At   first   recognition   of   an   earthquake,   instruct   students   to   move   away   from   
windows   
Initiate   DROP,   COVER   AND   HOLD   ON   procedures.   Immediately   drop   to   the   
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floor   under   desks,   chairs,   or   tables.     
With   back   to   windows,   place   head   between   knees,   hold   on   to   a   table   leg   
with   one   hand   and   cover   the   back   of   the   neck   with   the   other   arm     
Move   as   little   as   possible.   However,   if   a   person   is   unable   to   find   protection   
under   sturdy   furniture,   direct   them   to   shelter   against   an   interior   wall   and   
turn   away   from   windows   and   other   glass     
Any   person   in   a   wheelchair   should   shelter   against   an   interior   wall.     
Turn   back   to   the   windows,   lock   the   wheels,   and   if   possible,   protect   head   
and   neck   with   arms     
Each   time   an   aftershock   is   felt,   DROP,   COVER   AND   HOLD   ON.   Aftershocks   
frequently   occur   minutes,   days,   even   weeks   following   an   earthquake   
When   it   appears   safe   to   release   from   Cover,   assess   any   injuries   and / or   
damage   and   report   status   to   School   Incident   Commander   according   to   site   
communications   protocol.     
Be   prepared   to   call   911   directly   if   necessary     
Wait   for   further   instructions   from   School   Incident   Commander   or   First   
Responders   or   if   that   seems   unlikely   and   building   is   compromised,   
evacuate   students   to   predetermined   Evacuation   Assembly   Area     

  

DROP,   COVER   AND   HOLD   ON   -   STAFF   ACTIONS   (Outside):   
  

Find   a   clear   spot   and   drop   to   the   ground.   (Stay   away   from   buildings,   power   
lines,   trees   and   streetlights,   etc.)     
Commence   DROP   AND   COVER   in   the   DROP,   COVER   AND   HOLD   ON   
procedures     
Place   head   between   the   knees;   cover   back   of   neck   with   arms   and   hands     
Any   person   in   a   wheelchair   should   find   a   clear   spot,   lock   the   wheels,   and   if   
possible,   place   head   between   the   knees;   cover   back   of   neck   with   arms   and   
hands     
Remain   in   place   until   shaking   stops   or   for   at   least   20   seconds     
Each   time   an   aftershock   is   felt,   DROP   AND   COVER.   Aftershocks   frequently   
occur   minutes,   days,   even   weeks   following   an   earthquake.     
When   it   appears   safe   to   move,   report   location,   injuries   and / or   any   damage   
to   School   Incident   Commander   according   to   site   communications   protocol   
Wait   for   further   instructions   from   School   Incident   Commander   or   First   
Responders,   or   if   that   seems   unlikely,   evacuate   students   to   predetermined   
Evacuation   Assembly   Area     
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The   Big   Five:   Secure   Campus   
  

SECURE   CAMPUS    is   implemented   when   the   threat   of   violence   or   police   action   in   
the   surrounding   community   requires   precautionary   measures   to   ensure   the   
safety   of   staff   and   students.   When   a   campus   is   in    SECURE   CAMPUS    status,   
classroom   instruction   and / or   activity   may   continue   as   long   as   all   classroom   and   
office   doors   are   locked   and   all   students   and   staff   remain   inside    through   the   
duration   of   the   event.    Outer   gates   and   other   entrance / exit   points   can   be   closed   
( NOT   LOCKED)    to   deter   a   potential   perpetrator   from   entering   school   grounds.     

  
This   response   is   considered   appropriate   for,   but   not   limited   to,   the   followin g   
types   of   emergencies:     

Potential   threat   of   violence   in   the   surrounding   community   
Law   enforcement   activity   in   the   surrounding   community     

A   SECURE   CAMPUS    response   may   be   elevated   t o   LOCKDOWN /    BARRICADE    in   
which   case   instruction   immediately   ceases   and   students   and   staff   follow   
LOCKDOWN/B A RRICADE    procedures.     

  

SECURE   CAMPUS   -   GENERAL   ACTIONS:   

Is   intended   to   prevent   a   potential   community   threat   from   entering    campus     
Heightens   school   safety   while   honoring   instructional   time     
Requires   that   all   exterior   classroom / office   doors   are   locked   and   remain   
locked     
Is   intended   to   prevent   intruders   from   entering   occupied   areas   of   the   
building     
Requires   that   students   and   staff   remain   in   S ECURE   CAMPU S   status   until   
ALL   CLEAR    is   issued   by   School   Incident   Commander.   
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Secure   Campus   is   a   precautionary   measure   against   the   threat   of   potential   
violence   in   the   surrounding   community.   Secure   Campus   requires   locking   

all   classroom/office   doors   and   closing   entrance   and   exit   points   on   the   
school's   perimeter.   The   objective   is   to   protect   against   a   threat   at   large   in   
the   community   from   coming   onto   campus.   Secure   Campus   differs   from   
Lockdown / Barricade   in   that   it   allows   classroom   instruction   to   continue.     
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SECURE   CAMPUS   -   STAFF   ACTIONS:     
Move   to   the   door   and   instruct   any   passing   students   to   return   to   assigned   
classroom   immediately   
Close   and   lock   the   door   
Continue   the   class   instruction   or   activity   as   normal   
Enforce   the   no   entrance   and   no   exit   protocol.   Remain   in   the   classroom   or   
secured   area   and   wait   for   further   instructions     
Be   alert   to   the   possibility   that   the   response   may   elevate   to   
LOCKDOWN/BARRICADE   
Do   not   call   the   office   to   ask   questions;   School   Incident   Commander   will   
send   out   periodic   updates   
Wait   for   another   action   or,   if    ALL   CLEAR    is   issued,   return   to   normal   class   
routine     

SECURE   CAMPUS   -   STAFF   ACTIONS   (If   students   are   engaged   in   
class   activities   on   an   outlying   field   -   PE   or   other   activity):   

Gather   students   together   and   organize   into   an   orderly   formation     
Inform   students   that   as   part   of    SECURE   CAMPUS    procedures,   the   class   will   
move   immediately   to   a   predetermined   classroom   location   
Proceed   to   predetermined   classroom   location   as   quickly   as   possible   
Once   inside,   take   attendance   to   ensure   all   students   are   accounted   for     
By   classroom   phone,   cell   phone,   walkie-talkie,   or   other   means,   contact   
School   Incident   Commander   to   report   class   location   and   any   absent   or   
missing   students     
Implement   all   classroom   policies   and   procedures   for    SECURE   CAMPUS   
status     
Wait   for   another   action   or,   if    ALL   CLEAR    announcement   is   issued,   return   
to   normal   class   routine     
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The   Big   Five:   Lockdown/Barricade     
  

LOCKDOWN/BARRICADE    is   implemented   when   the   imminent   threat   of   violence   
or   gunfire   is   identified   on   the   campus   or   the   school   is   directed   by   law   
enforcement.   During    LOCKDOWN/BARRICADE ,   students   are   to   remain   in   
designated   classrooms   or   lockdown   locations   at   all   times.   Do   not   evacuate   until   
room   is   cleared   by   law   enforcement   or   site   administration.   This   response   is   
considered   appropriate   for,   but   not   limited   to,   the   following   types   of   
emergencies:     

Gunfire     
Threat   of   extreme   violence   outside   the   classroom   Immediate   danger   in   the   
surrounding   community     

  

LOCKDOWN/BARRICADE   -   GENERAL   ACTIONS:     

Is   a   response   to   an   immediate   danger;   it   is   not   preceded   by   any   warning   
Demands   quick   action;   an   active   shooter,   for   example,   can   fire   one   round   
per   second   
Requires   common   sense   thinking   under   duress;   do   what   must   be   done   to   
best   ensure   survival   of   both   students   and   staff   If   it   is   possible   to   safely    get   
off   campus    with   students,   take   that   action   immediately    (Run)     
If   it   is   not   possible   to   get   off   campus,    quickly   lockdown    inside   a   safe    room   
and   barricad e   the   entrance    (Hide)     
Once   a   room   is   secured,   no   one   is   allowed   to   enter   or   exit   under   any   
circumstances   In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   
enter   a   room,   occupants   should   be   prepared   to   fight   back    (Fight)     
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Lockdown/Barricade   is   a   protective   action   against   human   threat   while   
Shelter   in-Place   protects   against   environmental   threat.   

Lockdown/Barricade   requires   closing   and   locking   doors   and   barricading   
with   heavy   objects.   No   one   is   allowed   to   enter   or   exit   until   door-to-door   

release   by   Law   Enforcement   or   School   Incident   Commander.   
Shelter-in-Place   calls   for   closed,   unlocked   doors   and   allows   for   the   free   

movement   of   staff   and   students   within   the   classroom   or   office.   
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LOCKDOWN / BARRICADE   -   “THINK   ON   YOUR   FEET”:   
  

In   the   event   of   a   Violent   Intruder   on   campus,   quick   thinking   is   imperative   for   
survival.   Especially   when   an   active   threat   of   violence   is   present,   an   individual   
will   have   to   think   on   his/her   feet   to   quickly   determine   the   best   course   of   action,   
These   choices   may   include   getting   off   campus,   hiding,   implementing   
Lockdown / Barricade   or   even   in   the   most   extreme   of   situations,   f i ghting   an   
assailant.   Understanding   and   practicing   these   options   can   help   an   individual   
respond   decisively   and   in   so   doing,   best   ensure   the   safety   and   survival   of   self,   
students,   and   other   staff.     

  
In   the   event   of   a   Violent   Intruder   on   campus,   expect   to   hear   noise   from   alarms,   
gunfire,   explosions   and   shouting.   It   is   not   uncommon   for   people   confronted   with   
a   threat   to   first   deny   the   possible   danger   rather   than   respond.   Quality   training   
can   help   individuals   think   clearly   in   the   midst   of   a   chaotic   scene.   Proper   training   
should   include   helping   staff   recognize   the   sounds   of   danger   and   teaching   them   to   
forcefully   communicate   and   take   necessary   action.   These   actions   would   likely   
include:     

RUN:   Escape / Get   Off   Campus:     

Only   attempt   this   if   you   are   confident   the   suspect(s)   is   not   in   the   immediate   
vicinity   Safely   get   off   campus;   find   a   position   of   cover   or   safe   place   for   assembly   
Guide/instruct   others   you   encounter   on   the   way   to   follow   you   to   safety   Call   911   
immediately   to   report   location   and   request   emergency   services   if   necessary   Once   
in   a   safe   place   –   stay   there     

HIDE:   Lockdown / Barricade:     

Clear   all   hallways;   get   students   and   staff   inside   immediately   
Once   locked   and   barricaded   inside   a   room,   follow   all   protocols   for   
Lockdown / Barricade   as   practiced     
Direct   all   those   in   the   room   to   remain   still   and   quiet;   turn   off/silence   cell   
phones     
If   unable   to   find   cover   inside   a   secure   room,   quickly   seek   out   a   hiding   place   
on   campus     
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FIGHT:     

If   confronted   by   an   assailant,   as   a   last   resort,   consider   trying   to   disrupt   or   
incapacitate   through   aggressive   force   or   by   using   items   in   the   environment   such   
as   fire   extinguishers   or   chairs.   There   are   documented   instances   where   aggressive   
action   on   the   part   of   the   victims   resulted   in   stopping   the   attacker.   Fighting   back   is   
NOT   an   expectation,   merely   one   option   for   a   last   resort   response.   

LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   In   Session):     

Immediately    move   to   the   door   and   check   for   passing   students.     
Divert   as   many   students   as   possible   into   the   classroom.   
Lock   and   close   the   door   and   barricade   with   heavy   objects.   
Close   blinds   and   turn   off   lights.   If   the   door   has   a   window,   cover   with   a  
pre-cut   piece   of   heavy   black   construction   paper.   
Instruct   students   to   stay   quiet   and   out   of   sight.     
Relocate   against   the   wall   least   visible   to   the   outside   and   most   out   of   the   line   
of   harm.   
Turn   off   devices,   projectors,   document   camera,   etc.   The   room   should   be   
dark   and   quiet.   
Silence   all   cell   phones.   
DO   NOT   OPEN   THE   DOOR   FOR   ANYONE.    Law   enforcement   and / or   School   
Incident   Commander   will   use   keys   to   unlock   door   and   clear   the   room.   
Only   If    there   is   a   life-threatening   emergency   inside   the   room   and   there   is   
no   other   way   to   request   medical   assistance,   place   a   red   colored   item   (card,   
red   cross,   sweatshirt,   etc.)   on/in   the   window   or   slide   under   the   outside   
door.   
If   an   active   threat   is   still   present   at   the   time   Law   Enforcement   comes   on   
scene,   Law   Enforcement   will   ignore   the   red   signal   until   the   active   threat   
has   been   neutralized.   
If   safe   to   do   so,   locate   emergency   packet   and   attendance   roster.     
Remove   staff   ID   placard   and   put   it   on.   
If   safe   to   do   so,   take   attendance   and   document   on   appropriate   form.   
Remain   in   the   classroom   or   secured   area   until   further   instructions   are   
provided   by   School   Incident   Commander   or   law   enforcement.   
DO   NOT   call   office   to   ask   questions;   School   Incident   Command   will   send   
out   periodic   updates.   
In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   enter   a   room,   
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occupants   should   be   prepared   to   fight   back   ( Fight ).   
Maintain   order   in   all   areas   of   shelter   or   assembly   and   await   the   arrival   of   
law   enforcement.   Be   ready   for   lengthy   stay   of   2-4   hours.     

LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   not   in   session):   

Move   students   to   nearest   available   safe   building   or   location,   without   
drawing   attention   to   self   or   students.   If   doors   are   locked,   continue   to   look   
for   a   safe   area.   Consider   moving   students   off-campus   if   that   seems   the   
safest   option.   
Do   not   chase   students   that   run.   Let   them   go.   
Do   not   go   into   rooms   that   cannot   be   secured   and   offer   no   way   out.   
If   secure   inside   a   room,   lock   all   doors,   close   blinds/curtains,   turn   off   lights,   
and   direct   students   to   relocate   against   the   wall   least   visible   to   the   outside   
and   most   out   of   the   line   of   harm.   
Instruct   students   to   stay   quiet   and   out   of   sight.   
Silence   all   cell   phones.   
Turn   off   devices,   projectors,   document   camera,   etc.     
Remain   calm.     
If   safe   to   do   so,   attempt   to   maintain   separation   between   students   and   the   
perpetrator.   
Only   if   there   is   a   life-threatening   emergency   inside   the   room   and   there   is   
no   other   way   to   request   medical   assistance,   place   a   red   colored   item   (card,   
red   cross,   sweatshirt,   etc.)   on/in   the   window   or   slide   under   the   outside   
door.   
If   an   active   threat   is   still   present   at   the   time   Law   Enforcement   comes   on   
scene,   Law   Enforcement   will   ignore   the   red   signal   until   the   active   threat   
has   been   neutralized.   
If   safe   to   do   so,   locate   emergency   packet   and   remove   staff   ID   placard   and   
put   it   on   
If   safe   to   do   so,   take   attendance   and   document   on   appropriate   form   
If   safe   to   do   so   and   according   to   site   communications   protocol,   contact   
School   Incident   Commander   or   designee   to   document   your   whereabouts   as   
well   as   any   students / staff   under   your   supervision.   
In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   enter   a   room,   
occupants   should   be   prepared   to   fight   back   ( Fight ).   
Maintain   order   in   all   areas   of   shelter   or   assembly   and   await   the   arrival   of   
law   enforcement.   Be   ready   for   lengthy   stay   of   2-4   hours.     
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LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   in   session   -   
outside):   

Gather   students   together   and   organize   into   an   orderly   formation.   
Inform   students   that   as   part   of    LOCKDOWN/BARRICADE    procedures,   the   
class   will   evacuate   off-campus   to   a   predetermined   Off   Site   Evacuation   
Location   
Follow   pre-arranged   evacuation   route   to   evacuation   location   
Should   the   group   be   confronted   by   the   intruder   who   is   intent   on   doing   
harm,   consider   taking   defensive   measures   to   run,   hide   or   fight   the   
assailant     
Upon   arrival   at   the   pre-arranged   location,   take   attendance   
By   radio   communication   or   cell   phone,   contact   School   Incident   
Commander   or   designee   or   911   Dispatcher   to   report   class   location   and   any   
absent   or   missing   students   
Maintain   order   in   all   areas   of   shelter   or   assembly.   Do   not   release   students   
to   parent / guardian   until   instructed   by   School   Incident   Commander   or   law   
enforcement.   
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The   Big   Five:   Evacuation     

EVACUATION    is   implemented   when   conditions   make   it   unsafe   to   remain   in   the   
building.   This   action   provides   for   the   orderly   movement   of   students   and   staff   
along   prescribed   routes   from   inside   school   buildings   to   a   designated   outside   area   
of   safety.     

EVACUATION    is   considered   appropriate   for,   but   is   not   limited   to,   the   following   
types   of   emergencies:     

Bomb   threat     
Chemical   accident     
Explosion   or   threat   of   explosion     
Fire     
Earthquake     

  

EVACUATION   -   GENERAL   ACTIONS:     

Requires   exit   from   the   building   to   a   designated   safe   site,   on-campus   (Turf   
Field)   or   off-site   
May   require   that   students   and   staff   rely   on   district   bus   transportation   
May   require   staff   to   exit   via   alternate   routes   based   on   circumstances   
Requires   that   students   remain   with   assigned   teachers   unless   circumstances   
prohibit   that   
Requires   that   staff   and   students   assist   those   with   special   needs   to   ensure   
for   safe   egress   of   all     

EVACUATION   -   STAFF   ACTIONS:     

Prepare   students   to   leave   all   belongings   and   calmly   exit   the   building.   
Gather   emergency   supplies/materials   (Go   Pack)   including   the   student   
roster   for   current   class   and   that   of   "Buddy   Teacher."   
Remove   staff   ID   placard   from   emergency   materials   and   put   it   on.   
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Ensure   that   the   door   is   closed,   but    unlocked.     
Check   with   "Buddy   Teacher(s)”   to   determine   each   other's   health   status,   
need   to   assist   with   injuries,   need   to   stay   with   injured   students,   
responsibility   to   ICS   duty,   etc.     
If   necessary,   one   "Buddy   Teacher"   will   evacuate   both   classrooms.   
Take   care   to   ensure   the   safety   and   address   the   unique   needs   of   students   or   
staff   with   disabilities   according   to   site   protocol.     
Emphasize   that   the   class   stay   together   en   route   to   the   Evacuation   Assembly   
Area.   
Appoint   a   responsible   student   to   lead   class   while   teacher   brings   up   the   
rear,   seeing   that   everyone   has   cleared   the   room.   Follow   closely   with   the   
class,   actively   monitoring   safe   egress.     
Give   clear   direction   for   all   students   to   go   to   designated   Evacuation   
Assembly   Area.     
Use   the   designated   evacuation   routes   and   reassemble   in   the   assigned   
Evacuation   Assembly   Area   According   to   site   protocol,   take   attendance   once   
class   is   safely   in   assembly   location.     
According   to   site   protocol,   report   missing   students.   
Remain   in   the   Evacuation   Assembly   Area   until   further   instructions.   
Wait   for   another   action   or,   if    ALL   CLEAR   a nnouncement   is   issued,   return   
to   school   buildings   and   normal   class   routine.   

EVACUATION   -   HOW   TO   ASSIST   THOSE   WITH   DISABILITIES:   

The   needs   and   preferences   of   non-ambulatory   individuals   will   vary.   Those   at   
ground   floor   locations   may   be   able   to   exit   without   help.   Others   may   have   
minimal   ability   to   move,   but   lifting   them   may   be   dangerous.   Some   non   
ambulatory   people   also   have   respiratory   complications.   Oversee   their   careful   
evacuation   from   smoke   or   vapors   if   danger   is   immedia t e.     

To   alert   visually-impaired   individuals:     

Announce   the   type   of   emergency   
Offer   arm   for   guidance   
Tell   person   where   you   are   going,   obstacles   you   encounter   
When   you   reach   safety,   ask   if   further   help   is   needed     

To   alert   individuals   with   hearing   limitations:     

Turn   lights   on / off   to   gain   person's   attention   -   OR-     
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Indicate   directions   with   gestures   -OR-     
Write   a   note   with   evacuation   directions     

To   evacuate   individuals   using   crutches,   canes   or   walkers:     

Evacuate   these   individuals   as   injured   persons.   
Assist   and   accompany   to   evacuation   site,   if   possible   -OR-   
Use   a   sturdy   chair   (or   one   with   wheels)   to   move   person   -OR-     
Help   carry   individual   to   safety.   

To   evacuate   individuals   using   wheelchairs:   

Give   priority   assistance   to   wheelchair   users   with   electrical   respirators.   
Most   wheelchairs   are   too   heavy   to   take   downstairs;   consult   with   the   
affected   individual   to   determine   the   best   carry   options.   
Reunite   person   with   the   wheelchair   as   soon   as   it   is   safe   to   do   so.   
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The   Big   Five:   Hazards   -   Chemicals   and   Gas     
  

Knowledge   of   the   location   of   existing   pipelines   near   or   on   school   property   is   
essential   for   preparedness   in   the   event   of   a   hazardous   chemical   or   gas   leak.   
Pipeline   markers   are   generally   yellow,   black,   and   red   and   can   vary   in   shape   and   
size.   Excavation   is   a   leading   cause   of   pipeline   damage,   so   it   is   important   to   follow   
strict   on-site   protocol   prior   to   digging   on   school   property.   The   facilities   supervisor   
should   call   811   to   confirm   the   planned   dig   location   is   safe.     

All   school   personnel,   including   cafeteria   managers   and   custodians,   shall   
immediately   report   any   hazardous   chemical   or   gas   odor   or   leak   to   the   School   
Incident   Commander.   Design   school   bus   routes   and   student   pick-up/drop   off   
locations   to   avoid   contact   with   pipelines   and   pipeline   rights-of-way.   This   helps   to   
ensure   evacuation   routes   are   safe   in   a   pipeline   emergency.     

  

  

SCHOOL   INCIDENT   COMMANDER   -   SITE   ADMINISTRATOR   
ACTIONS    (Inside):   

Assume   Incident   Command   role   and   call   911   from   a   safe   location.   
Must   be   ready   to   provide   location,   status   of   campus,   and   all   
available   details   of   the   situation.   
If   a   gas   leak   is   discovered   inside   the   building,   evacuate   the   
affected   building    immediately    to   an   area   that   is   upwind   of   the   
suspected   leak.     
Follow   EVACUATION   Protocol.   
Do   not   use   a   telephone   of   any   kind   until   in   a   safe   area.     
Do   not   take   any   action   to   cause   heat   or   sparks   Consult   with   
emergency   personnel   and   utility   company   to   determine   next   
steps.   
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How   To   Detect   a   Gas   Leak     
Smell,   listen,   and   always   be   alert   to   signs   of   a   gas   leak.   A   gas   leak   

can   be   detected   by   a   sulfur-like   odor,   a   hissing,   whistling,   or   roaring   
sound   coming   from   underground   or   a   gas   appliance,   dirt   spraying   
into   the   air,   or   the   appearance   of   dead   vegetation   in   an   otherwise   

moist   area.   
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When   able,   alert   the   Superintendent's   Office.   
Deploy   Incident   Command   System   (ICS)   Safety   Team   to   isolate   and   
restrict   access   to   potentially   contaminated   area.   
The   School   Incident   Commander   will   coordinate   further   action   
with   representatives   from   fire   and   police   commanders   and   utility   
company.     
A   Unified   Command   Post   will   be   established   at   a   safe   location   
away   from   the   building   to   determine   any   further   action.     
The   Fire   Department   Incident   Commander   or   other   eme rg ency   personnel   
will   assume   responsibility   of   the   scene   and   determine   the   appropriate   
actions   to   further   mit i gate   the   emergency.   
In   consultation   with   the   Fire   Department   Incident   Commander   and   utility   
company,   the   School   Incident   Commander   will   make   a   determination   to   
implement   procedures   to   cancel   school   or   resume   normal   building   
operations   In   the   event   of   a   suspected   hazardous   chemical   or   gas   odor   or   
leak,   immediately   notify   School   Incident   Commander.   
At   the   direction   of   the   Incident   Commander,   evacuate   students   from   
immediate   vicinity   of   danger.   If   odor   is   severe,   leave   the   area   immediately;   
do   not   wait   for   Incident   Command.   
Follow   Evacuation   protocol   and   use   designated   routes   or   other   alternate   
safe   routes   to   an   assigned   Assembly   Area   located   upwind   of   the   affected   
room   or   building  
Leave   any   equipment   or   machinery   as   is.   
Do   not   switch   lights   on   or   off   Leave   doors   open.   Do   not   operate   lights   or   
any   electrical   equipment,   including   cell   phones.   
At   the   designated   Assembly   Area   take   student   attendance   and   report   any   
missing   students   to   School   Incident   Commander.     

SCHOOL   INCIDENT   COMMANDER   -   SITE   ADMINISTRATOR   
ACTIONS   (Outside:     

Assume   Incident   Command   role   and   instruct   designee   to   call   911   to   
provide   the   exact   location   and   nature   of   the   emergency.   
If   it   is   determined   that   a   hazardous   chemical   or   gas   leak   has   occurred   
away   from   the   school   campus,   initiate   SHELTER-IN-PLACE   with   a   public   
address   announcement.     
Clearly   instruct   teachers   and   staff   to   immediately   follow   
SHELTER-IN-PLACE   protocol.  
Once   SHELTER-IN-PLACE   is   implemented,   direct   Incident   Command   Şafety   
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(ICS)   Officer   or   Security/Utilities   Team   to   turn   off   fans   in   the   area;   close   
doors   and   windows;   shut   down   all   air   handling   systems,   and   turn   off   
sources   of   ignition.   
When   able,   alert   the   Superintendent's   Office.   
In   accordance   with   the   SHELTER-IN-PLACE   protocol,   students   and   staff   
who   are   outdoors   should   proceed   immediately   to   nearby   classrooms   or   
buildings   (e.g.,   auditorium,   library,   cafeteria,    g ymnasium).    
Teachers   who   assemble   their   classes   in   a   location   other   than   their   assigned   
SHELTER-IN-PLACE   assembly   point   should   communicate   their   locations   to   
the   School   Incident   Commander   via   standard   communication   channels   
without   leaving   the   building.   
The   School   Incident   Commander   will   coordinate   further   action   with   
representatives   from   fire   and   police   commanders   and   utility   company.   
The   SHELTER-IN-PLACE    protocol   will   remain   in   effect   until   the   
appropriate   agency   or   Site   Administrator   declares   the   emergency   is   
resolved.   

STAFF   ACTIONS   -   OUTSIDE   SCHOOL   BUILDINGS:   

Initiate   S HELTER-IN-PLAC E   immediately   by   clearing   students   from   the   
hallways   and   grounds.   Stay   away   from   all   doors   and   windows   
Secure   individual   classrooms:   a)   close   doors   and   windows;   b)   shut   down   
the   classroom   HVAC   system;   c)   turn   off   fans;   d)   seal   gaps   under   doors   and   
windows   with   wet   towels,   duct   tape,   or   other   materials   if   instructed   by   
Incident   Command   Keep   all   students   in   the   classroom   until   further   
instructions   are   received.     
Support   those   needing     special   assistance.   
Take   attendance   and   call   or   email   status   to   School   Incident   Command   staff,   
according   to   site   protocol.   
Wait   for   another   action   or,   if    ALL   CLEAR    announcement   is   issued,   return   
to   normal   class   routine.   
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The   Big   Five:   Hazards   -   Fire   (Off   Site):     
  

A   fire   in   the   surrounding   community   can   threaten   school   buildings   and   endanger   
students   and   staff.   Response   actions   are   determined   by   location   and   size   of   the   
fire,   whether   it   is   a   wind-driven   or   chemical-driven   fire,   and   how   the   surrounding   
terrain   might   influence   the   flames.   Responding   to   a   fire   in   the   surrounding   
community   requires   “think-on-your   feet"   alertness.     

  

SCHOOL   INCIDENT   COMMANDER:   SITE   ADMINISTRATOR   
ACTIONS:     

  
Assume   Incident   Command   role.   
Contact   local   fire   department   (call   911)   to   determine   location   of   fire   and   the   
correct   action   for   school   site.   
Access   the   School   “Emergency   Response   Box"   that   includes   site   maps,   keys,   
rosters,   etc.     
If   appropriate,   S HELTER-IN-PLACE    or   begin   EVACUATION   to   off   site   
evacuation   location   according   to   site   emergency   plan.     
If   needed,   contact   bus   dispatch   for   transportation   by   bus   to   evacuation   
location.   
In   order   to   ensure   that   all   students   and   staff   have   left   the   building   and   are   
free   from   injury,   direct   Operations   Chief   to   engage   the   Search   and   Rescue   
team   Monitor   radio   stations   and   other   public   information   sources   for   
current   status   reports.   
Determine   if   Student   Release   should   be   implemented.   If   so,   notify   staff,   
students   and   parents.     

STAFF   ACTIONS:   

If   students   are   to   be   evacuated   and   it   is   safe   to   do   so,   take   attendance   prior   
to   leaving   the   building   site.   
Remove   staff   ID   placard   from   emergency   packet   and   put   it   on.     
Evacuate   immediately   to   assembly   area.   DO   NOT   STOP    to   collect   
belongings.   Be   sure   to   bring   the   classroom   “Go   Pack”   which   should   include   
attendance   roster   and   emergency   supplies.   
Leave   windows   and   doors   closed   behind   you,   but   unlocked.     
Stay   calm.     
Maintain   control   of   the   students   at   a   safe   distance   from   the   fire   and   fire   
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fighting   equipment.   
Take   attendance   at   the   assembly   area.     
Report   any   missing   students   to   the   School   Incident   Commander/site   
administrator   and   emergency   response   personnel.   
Remain   with   students   until   Incident   Command   has   determined   it   is   safe   to   
return.   
Follow   school   emergency   protocols   for   return   to   school.   
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The   Big   Five:   Hazards   -   Fire   (On   Site):     
  

An   on-site   fire   necessitates   quick   and   decisive   action   to   prevent   injuries   and   
further   spread   of   fire.   All   doors   leading   to   the   fire   should   be   closed.   Do   not   re   
enter   the   area   for   belongings.   If   the   area   is   full   of   smoke,   students   and   staff   
should   be   instructed   to   crawl   along   the   floor   close   to   walls   to   enable   easier   
breathing   and   provide   direction.   Before   opening   any   door,   place   a   hand   an   inch   
from   the   door   near   the   top   to   see   if   it   is   hot.   Be   prepared   to   close   the   door   quickly   
at   the   first   sign   of   fire.   All   fires   extinguished   on-site   by   school   staff,   regardless   of   
size,   require   that   the   Fire   Department   be   notified.     

SCHOOL   INCIDENT   COMMANDER   -   SITE   ADMINISTRATOR   
ACTIONS   (Inside):     

First,   sound   the   fire   alarm   to   implement    EVACUATION    of   the   
building    ONLY   AFTER   hearing   the   announcement   over   the   PA   
system   to   evacuate.     
Assume   Incident   Command   role.     
Put   on   emergency   IC / Admin   vest   and   continue   as   Incident   Commander   
until   relieved   by   emergency   personnel.   
Next,   instruct   designee   to   call   911.   Designee   must   be   ready   to   provide   
location,   status   of   campus,   all   available   details   of   situation.   
Access   the   school   "Emergency   Response   Box"   in   order   to   provide   
emergency   responders   with   maps,   keys,   rosters,   etc.     
Immediately    EVACUATE    the   building   or   the   school   using   the   primary   or   
alternate   fire   routes.   
When   able,   alert   Superintendent's   Office.   
To   ensure   that   access   roads   are   kept   open   for   emergency   vehicles,   direct   
Safety   Officer   to   open   gates   and   clear   pathways.   
To   ensure   that   all   students   and   staff   have   left   the   building   and   to   locate   
injured   students/staff,   direct   Operations   Chief   to   engage   the   Search   and   
Rescue   team   or   communicate   to   Unified   Command.   
Have   Safety   Officer   report   to   Incident   Command   Post.   
To   ensure   injured   students   and   staff   members   receive   medical   attention,   
direct   Operations   Chief   to   engage   Medical   Team.   
If   needed,   notify   bus   dispatch   for   off-site   evacuation   or   communicate   with   
Unified   Command   to   engage   SAMTRANS.   
Do   not   allow   staff   and   students   to   return   to   the   building   until   the   Fire   
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Incident   Commander   declares   that   it   is   safe   to   do   so.   

STAFF   ACTIONS   -   FIRE   WITHIN   SCHOOL   BUILDING:     

Evacuate   immediately   to   assembly   area.     
DO   NOT   STOP   to   collect   belongings,   but   be   sure   to   bring   attendance   roster   
and   emergency   supplies.     
Leave   the   windows   and   doors   closed,   but   unlocked.  
Stay   calm;   maintain   control   of   the   students   at   the   designated   assembly   
area .  
Take   attendance.     
Report   missing   students   to   the   School   Incident   Commander / Site   
Administrator   and   emergency   response   personnel.   
Maintain   supervision   of   students   until   the   Fire   Department   determines   it   is   
safe   to   return   to   the   school   building.   
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THE   BIG   FIVE:     
Section   2:     

EMERGENCY   TEAMS   -   OPERATIONS   
ASSIGNMENTS   

  
COMMAND   POST:   
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School   Incident   Commander    Superintendent   Steve   Frank   

Public   Information   Officer    Superintendent   Steve   Frank   

Safety   Officer    Melissa   Bowdoin/Jenn   Pedersen   

Liaison   Officer    Marta   Batlle   

Chief   Operations      Melissa   Bowdoin/Jenn   Pedersen   

Planning   and   Intelligence    Harlin   Hansen/Sandeep   Tulachan   

Logistics    Cathy   Stienstra   or   designee   

Finance   and   Administration    Waly   Ndiaye   

Office    Tina   Adolph   



      Immediate   Action   Response:   The   Big   Five   
  

The   Big   Five   -   OPERATIONS   TEAMS:   
  

Crisis   Intervention   
Marta   Batlle,   Supervisor   
Allison   Brunner   
Mena   Lam   
Suzanne   Drysdale   
Doug   Burress   
Lauren   Fritts   
Joane   Nelson   
Laura   Carlone  
Christine   Jones   

Location   

Inside:     School   Office   
Outside:    Upper   Grade   Field   

  
  
  

First   Aid   
James   Haddon,   Supervisor   
Abbe   Kean,   Leader   
Jenn   Mitchell   
Sharon   LaCrosse   
Jonathan   Schneider   

Location   

Inside:    Science   Classroom,   Room   24   
Outside:    Between   Upper   Grade   Playground   and   Community   Gym   

Functions   

Report   to   EOC   to   determine   medical   needs   and   plan.   
Set   up   first   aid   area   and   get   supplies.   
Assess   injuries   and   provide   first   aid   as   indicated.   
Determine   need   for   skilled   medical   assistance   and   request   from   the   EOC.   
Tag   each   of   the   injured   with   name,   address,   injury   and   any   treatment   rendered.   
Establish   priorities   for   the   transport   of   the   injured   to   hospitals,   when   transport   is   
available.   
Complete   the   Injury   and   Missing   Persons   Report   found   in   the   first   aid   kit   in   the   shed   
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The   Big   Five   -   OPERATIONS   TEAMS   (cont.):   
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Student   Assembly/Field   Supervisor   

Kathy   Jones,   PE,   Supervisor   
Kara   D’Ambrosio,   Co-Leader   
Brian   Myrtetus,   Co-Leader   

4 th    Grade   

Carrie   Koutoumanis   
Lauren   Baumgartner   

Preschool   

Jenn   Adolph   
Edith   Alvarado   
Lisa   Dayeh   
Sandra   Foley   
Angie   Glynn   

5 th    Grade   

Gillian   Parkhurst   
Amber   Alvarez   

Transitional   Kindergarten     

Sonja   Virgallito   

6 th    Grade   

Amy   Borges   

Kindergarten     

Stacey   McNamara   
Liz   Shane   

7 th    Grade   

Kristina   Valentine   

1 st    Grade   

Kathy   McAdams   
Isla   Drysdale   

8 th    Grade   

Georgie   Kerber   

2 nd    Grade   

Lindsay   Picone   
Jerniece   Ray   

6 th -8 th    Grade     

Yani   Piedra   
Natalie   Deveggio   

3 rd    Grade   

Katie   Simkins   
Alex   Boyce   

Functions   

To   secure   the   safety   of   the   children.   
All   teachers   should   complete   the   class   
emergency   status   report   and   hand   it   to   
the   grade   level   student   supervisor   
before   moving   on   to   other   duties.   
Grade   level   supervisors   should   turn   all   
cards   in   to   the   Field   Supervisor,   and   
the   Field   Supervisor   will   give   the   cards   
to   the   Operations   Manager   for   
prioritization   of   need.   
Monitor   the   release   of   the   children   to   
the   release   runners   (do   not   release   a   
child   without   a   release   form)   per   
student   release   procedure.   
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The   Big   Five   -   OPERATIONS   TEAMS   (cont.):   
Utilities   

Eucadio   Martinez,   Supervisor   (days)   
Lupe   Chavez/Francisco   Martinez   (nights)   

Functions   
Turn   off   all   utilities   and   secure   water   system   
Extinguish   small   fires   if   possible   
Assure   that   emergency   vehicles   have   access   to   schoo l     

  
  

Light,   Search   and   Rescue   
Jenn   Parker,   Supervisor   
Tracy   Reilly   -   Leader  
Chelsea   Card   
Esther   Kim   

Location   
Inside:   School   Office   
Outside:    Back   Playground  

Functions   (Always   done   in   teams   of   no   fewer   than   two   people)   
Check   in   with   Team   Leader.   
Be   sure   that   you   have   the   proper   equipment.   
Check   the   exterior   of   the   building.   
Turn   in   a   building   status   report.   
Develop   a   plan   of   attack.   
Select   a   safe   entrance.   
Interior   search.   
Mark   the   entry   door   with   a   chalk   slash   -   /.   
Initiate   a   sweep   of   area   in   a   pre-assigned   sweep   pattern.   
Upon   entering   an   area   call   out   and   wait   for   an   answer.   
Remove   lightly   trapped   victims   FIRST.   
Remove   trapped   victims,   if   possible.   
When   exiting   complete   original   /   making   an   X   and   write   pertinent   information   on   the   
door.   
Secure   the   building   from   re-entry   after   the   search.   
Report   to   team   leader   and   describe   situation.   
When   duties   are   done,   teachers   should   return   to   assist   with   Student   Assembly/Field   
Supervision.   

  
  

Student   Release   
Elvira   Ramirez,   Supervisor,   Table   “A”   
Bev   Iverson,   Supervisor,   Table   “B”   and   Preschool   
Linette   Griffith,   Last   names   A   –   F   
Kem   Smith,   Last   names   G   -   M   
Ellen   Bertine,   Last   names   N   –   Z    
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Runners     
Beth   Hoss,   Supervisor   
Student   Council   Cabinet   members   (selected   by   supervisor)   

Location   
Inside:    Sellman   
Outside:    Primary   Blacktop   

Functions   
Account   for   all   students   and   staff.   Get   Injury   and   Missing   Persons   Report   from   planning.   
Follow   student   release   procedure.     
Check   student   emergency   card   for   name   of   person(s)   authorized   to   pick   up   student.   
Release   student   only   to   an   authorized   person.   
If   in   doubt,   ask   for   identification.   
Complete   Student   Release   Log.     

  

  
Emergency   Team   –   Set   Up   

Liza   Lazzari,   Supervisor   
Jen   Lighty,   Leader   
Hui   Liu   
Eucadio   Martinez   
Student   Council   Members   as   necessary   (selected   by   supervisor)   

Functions   
Open   supply   sheds.   
Set   up   tables   for   the   incident   command   system.    (see   set   up   map   in   appendix)   
Retrieve   first   aid   kit,   student   release   materials   and   any   other   necessary   equipment   from   
supply   shed.   

  

  

Food,   Water,   and   Supply   Management   
Nessa   Hessami,   Supervisor   
Nikkie   McManis   

Location   
Inside:    School   Office   
Outside:    Back   Playground  

Functions   
Assist   with   parking   lot   management   to   prevent   parent   parking   and   allow   emergency   
vehicles   access   to   the   black   top.   
Assess   food   preparation   facilities.   
Estimate   number   of   persons   requiring   shelter   and   for   what   period   of   time.   
Assess   adequacy   of   available   water,   food,   blankets   and   other   supplies.   
Control   conservation   of   water   and   food.   
Establish   a   list   of   all   persons   in   shelter   and   determine   any   special   needs.   
Report   additional   equipment   and   supply   needs   to   the   EOC.   
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THE   BIG   FIVE:     
Section   3:   APPENDIX   

TEACHER   BUDDY   LIST   

  

Note:   
● Teachers:   account   for   your   classroom   aides.   
● Teacher   buddies   check   with   each   other   to   determine   each   other’s   health   status.   
● Teachers’   responsibility   is   to   do   the   greatest   good   for   the   greatest   number.   
● If   a   students’   condition   requires   him/her   to   remain   in   the   classroom,   one   teacher   stays   

with   the   student   and   the   other   takes   the   class   to   evacuate.   
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Alvarado   
Adolph,   J.   
Dayeh   

  

Hessami   
McNamara   
Reilly   
Virgallito   
Shane   

Lighty   
McAdams   
I.Drysdale   

Myrtetus   
Griffith   
Picone   
Ray   
Rohleder   

Foley   
Glynn   
Smith   

  

Borges   
Valentine   
LaCrosse   

Jones   
Haddon   
D’Ambrosio   
Hoss   

Liu   
Piedra-Maguina   
Daveggio   
Allen   

Iverson   
Parkhurst   
Edelman   
Kim   

Bertine   
Simkins   
Boyce   

Baumgartner   
Koutoumanis   
Kerber   
Parker   

Fritts   
Nelson   
Nessi   

  

T.   Adolph   
Ramirez   Martinez   
Steinstra   
Keane   
Substitutes   

E.   Martinez   
Chavez   (pm)   
F.   Martinez   (pm)   

Card   
McManis   
McLaughlin   
Schneider   

Carlone   
Mitchell   
Lam   

  
  

Bowdoin   
Pedersen   
Batlle   
Frank  
Ndiaya   

Brunner   
Mitchell   
S.Drysdale   

Hansen   
Tulachan   

Woodside   Foundation   
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DISASTER   ASSIGNMENTS   
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Staff   Name    Job   Title    Disaster   Assignments   
Adolph,   Jen    Preschool   Teacher    Student   Assembly   
Adolph,   Tina    Office   Clerk    Office   
Ahlstrom,   Michelle    Digital   Communication    NA   
Alvarado,   Edith    Preschool   Teacher    Student   Assembly   
Batlle,   Marta    Student   Services   

Coordinator   
Liaison   Officer   and   
Crisis   Intervention     

Baumgartner,   Lauren    4 th    Grade   Teacher      
Bertine,   Ellen   3 rd    Grade   Teacher      
Borges,   Amy    Middle   School   Teacher      
Bowdoin,   Melissa    Lower   School   Principal      
Boyce,   Alejandro    Para-Educator      
Brunner,   Allison    School   Psychologist    Crisis   Intervention   
Card,   Chelsea    Middle   School   Teacher      
Chavez,   Lupe    Maintenance      Utilities   
D’Ambrosio,   Kara    K-4 th    Grade   Teacher      
Dayeh,   Lisa    Preschool   Asst.   Director      
Drysdale,   Suzanne    Reading   Specialist    Crisis   Intervention   
Edelman,   Nicole    5 th    Grade   Teacher      
Foley,   Sandra    Preschool   Teacher    Student   Assembly   
Frank,   Steve    District   Superintendent    Incident   Commander,   

Public   Information   
Officer,   and   Finance   
and   Administration   

Fritts,   Lauren    Resource   Teacher    Crisis   Intervention   
Glynn,   Angie    Preschool   Teacher    Student   Assembly   
Griffith,   Linette    2 nd    Grade   Teacher      
Haddon,   James      5 th -8 th    Grade   Teacher      
Hansen,   Harlin    Director   of   Technology      
Hessami,   Nessa    Kindergarten   Teacher        
Hoss,   Beth    4 th -8 th    Grade   Teacher      
Iverson,   Bev    K-8 th    Grade   Teacher      
Jones,   Kathy    K-4 th    Grade   Teacher      
Keane,   Abbe    School   Nurse    First   Aid   
Kim,   Esther    5 th    Grade   Teacher      
Koutoumanis,   Carrie    4 th    Grade   Teacher      
LaCrosse,   Sharon    Librarian/Middle   School   

Teacher   
  

Lam,   Mena    School   Counselor    Crisis   Intervention   
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Lazzari,   Liza    Office   Assistant      
Lighty,   Jennifer    1 st    Grade   Teacher      
Liu,   Hui    5 th -8 th    Grade   Teacher      
Martinez,   Elvira    Student   Data   Coordinator      
Martinez,   Eucadio    Maintenance   Supervisor    Utilities   Supervisor   and   

Emergency   Set-Up     
Martinez,   Francisco    Maintenance    Utilities   
McAdams,   Kathy    1 st    Grade   Teacher      
McLaughlin,   Alicia    Middle   School   Teacher      
McNamara,   Stacey    Kindergarten   Teacher      
Mitchell,   Jennifer    Speech   Therapist    First   Aid   
McManis,   Nikkie    Middle   School   Teacher      
Myrtetus,   Brian    2nd   Grade   Teacher      
Nelson,   Joane    K-5 th    Grade   Resource   

Teacher   
Crisis   Intervention   

Nessi,   Pam    Para-Educator    Student   Assembly   
Pedersen,   Jenn    Upper   School   Principal      
Parker,   Jennifer    5 th -6 th    Grade   Teacher      
Parkhurst,   Gillian    5 th    Grade   Teacher      
Piedra-Maguina,   Yani    Para-Educator      
Picone,   Lindsay    2 nd    Grade   Teacher      
Reilly,   Tracy    Kindergarten   Teacher      
Schneider,   Jonathan    Middle   School   Teacher    First   Aid   
Shane,   Elizabeth    Para-Educator      
Simkins,   Katie    3 rd    Grade   Teacher      
Smith,   Kem    Preschool   Teacher      
Stienstra,   Cathy    Executive   Assistant      
Tulachan,   Sandeep    Network   Support    Planning   and   

Intelligence   
Valentine,   Kristina    Middle   School   Teacher      
Virgallito,   Sonja    TK   Teacher      
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INCIDENT   COMMAND   SYSTEM   STRUCTURE   
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Mr.   Steve   Frank,   Incident   Commander/Public   Information   Officer   

Melissa   Bowdoin   &   Jenn   Pedersen   ,   Operations   
Chief   &   Safety   Officer   

Cathy   
Stienstra,   
Logistics   

Marta   
Batlle     

Liaison   
Officer   

Field   
Supervisor   
Kathy   Jones   

Student   
Release   

Supervisor   
Elvira   

Ramirez   
Martinez   

First   Aid   
Supervisor   

James   
Haddon   

Search   &   
Rescue   

Supervisor   
Jenn   Parker   

  

Emergency   Set   
Up   Supervisor   

Liza   Lizzari   
  

Utility   
Supervisor   

Eucadio   
Martinez   

  

Planning   &   
Intelligence   

Harlin   
Hansen   

Field   
Supervision   

  

Student   
Release   

  
  

  

First   Aid   
  

Search   &   
Rescue   

  

Emergency   Set   
Up   

  

Utilities   
Lupe   Chavez   

Francisco   
Martinez   

  

Office   
Tina   Adolph   

Food,   Water,   
&   Supply   

Mgmt.   
  

Crisis   Team   
Crisis   Team   Supervisor   

Marta   Batlle   
Crisis   Intervention   Team   

Allison   Brunner   
Suzanne   Drysdale   

Heather   Fair   
Lauren   Fritts   
Joane   Nelson   

Mena   Lam   

ALL   PERSONNEL   should   complete   a   CLASS   EMERGENCY   STATUS   
REPORT   and   submit   it   to   the   FIELD   SUPERVISOR   BEFORE   reporting   to   
other   assignments.   Once   assignments   are   completed   and   reported,   all   

personnel   should   report   back   to   the   OPERATIONS   CHIEF   for   next   steps.    
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EMERGENCY   &   EVACUATION   STUDENT   LINEUP   
  

Note:     The   Upper   Grade   Turf   Field   will   be   used   as   an   emergency   staging   area   in   the   case   of   
damage   to   buildings.    If   there   is   no   damage   to   buildings,   the   emergency   staging   area   and   
evacuation   will   be   held   in   Sellman,   the   Community   Gym,   or   an   additional   location.     

  
Student   Release   Tables   will   be   located   near   the   parking   lots.   

     
Blacktop   
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2/3-Day   Pre      

5-Day   Pre                                                                                                                        3A  

TK                                                                                                                                     3B  

KA                                                                                                                                    4A  

KB                                                                                                                                     4B  

KC                                                                                                                                     5A  

1A                                                                                                                                     5B  

1B                                                                                                                                     5C   

2A      

2B      

2C      

     
        

                                8C         8B         8A         7B         7A        6C        6B        6A   
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Woodside   Elementary   School   Emergency   
Drill   Schedule   

2020-2021   
  
  

December   2020   
  

Thursday,   December   17th   at   9:20   a.m.   (Earthquake   Drill)   
  

January   2021  
  

Friday,   January   15th   at   10:00   a.m.   (Intruder   Drill)   
  

February   2021   
  

Thursday,   February   11th   at   11:00a.m.   (Fire   Drill)   
  

March   2021   
  

Tuesday,   March   15th   at   11:40   a.m.   (Secure   Campus   Drill)   
  

April   2021   
  

Wednesday,   April   21st   at   12:20   p.m.   (Earthquake   Drill)   
  

May   2021   
  

Thursday,   May   28th   at   1:40   p.m.   (Fire   Drill)   
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Shelter   Locations   
  
  

  
Mounted   Patrol WES Library    Church   
521   Kings   Mountain   Rd   
Woodside,   CA   94062   
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Woodside   Classroom   Safety   Guidelines   
  

The   following   work   practices   as   mandated   by   safety   legislation   SB198   of   CAL   
OSHA   are   an   information   item   for   you.   Following   these   work   practices   will:   

  
Provide   a   safe   environment   for   incoming   students   
Alleviate   injuries   to   staff   members   while   performing   daily   activities   
Help   keep   the   building   clean   and   safe   

  
Here   are   some   helpful   guidelines   when   situations   arise   at   school.   Any   of   these   
items   can   be   reported   directly   to   the   maintenance   administration   or   emailed   to   
Building   Maintenance   personnel   through   a   Help   Desk   request.   

  
Please   report   all   work   related   injuries   to   the   administration   as   soon   as   
you   become   aware   of   an   injury.   

Please   do   not   try   and   lift   any   heavy   objects   (boxes,   etc.).   Please   seek   
assistance   from   administrators   or   custodians.   

Personal   tools,   equipment,   extension   cords,   chemicals   or   electric   heaters   
should   not   be   brought   to   school.   If   the   heater   does   not   work,   do   not   
bring   any   heating   device   from   home.   The   school   administration   will   do   
its   best   in   correcting   the   problem.   Contact   an   administrator   or   custodian   
in   the   event   that   you   need   an   electrical   connection.   

All   fire   extinguishers   throughout   the   building   should   be   mounted.   
Contact   an   administrator   or   custodian   if   you   see   an   extinguisher   that   is  
not   secured   properly.   In   addition,   all   extinguishers   are   recharged   yearly   
and   are   maintained   by   Building   Maintenance   personnel.   

When   you   become   aware   of   a   defect   in   a   piece   of   equipment   or   a   facility,   
please   contact   us   immediately.   Failure   to   report   the   faulty   condition   
could   result   in   an   injury.   

In   the   event   of   small   liquid   or   food   spills,   please   clean   up   spills   
immediately   to   avoid   an   injury.   If   you   need   assistance,   please   contact   the   
maintenance   administrator   or   custodian.   

Never   attempt   to   repair   electrical   outlets   or   equipment.   

Improperly   used   cabinets   can   result   in   injury.   Please   close   all   cabinets   
after   use.   Please   do   not   open   more   than   one   file   cabinet   at   a   time.   Check   
to   see   if   bookcases   and   cabinets   are   securely   bolted   to   the   wall.   If   not,   
please   contact   the   maintenance   administrator   or   custodian.   

Do   not   stack   boxes   more   than   one   layer   on   top   of   your   cabinets.   Any   
heavy   objects   should   be   placed   on   a   low-level   shelf.   In   case   of   an   
earthquake,   this   will   minimize   impact   and   avoid   injury.   
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Defective   furniture,   carpets,   cabinets   or   other   items   should   be   reported  
immediately   to   reduce   injury.   If   possible,   remove   the   object   from   
service.   No   one   should   have   a   paper   cutter   in   his   or   her   room.   They   are   
to   be   used   in   the   staff   workroom   only.   

Everyone   should   familiarize   themselves   with   all   disaster   procedures.   
Your   knowledge   and   role   in   a   disaster   is   critical   for   the   safety   of   staff   and   
the   children.   

Please   do   not   use   scotch   tape   on   classroom   or   hallway   walls.   Tape   
removes   the   paint   from   the   walls   and   makes   cleaning   the   hallways   in   the   
summer   difficult.   

Please   do   not   bring   cleaning   supplies   from   home   and   store   them   under   
the   sink.   Cleaning   supplies   from   the   custodial   staff   are   permitted.      

  
  
  

Please   Sign__________________________________________________   
  
  

Date________________________________________________________   
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SCHOOL   CLOSURE   EMERGENCY   PHONE   TREE   
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Mr.   Steve   Frank   is   the   only   person   who   begins   the   phone   tree.   In   his   absence   
either   Melissa   Bowdoin   or   Jenn   Pedersen   will   begin   the   phone   tree.   Do   not   call   
anyone   on   the   phone   tree   until   you   hear   from   either   Mr.   Steve   Frank,   Melissa   

Bowdoin,   or   Jenn   Pedersen.     

Mr.   Steve   Frank   -   Superintendent   
  

Sheriff   
(650)   363-4000   
(650)   363-4100   

Melissa   Bowdoin   
Jenn   Pedersen   

Cathy   
Stienstra     

  
Eucadio   

Martinez   
(650)   906-0233  

  
  

Jen   Zweig   
Board   President   
(415)   465-2765   

Tina   Adolph   
(650)   599-9686   
(650)   245-8156   

   PG&E  
(800)   743-5000   

KGO     
(415)   954-8100   

KCBS   
(415)   478-3300   

Marta   Batlle   
(415)   202-4208   
Harlin   Hansen   
(408)   249-8711   

School   Board   
Members   

  
  
  

Sequoia   Trans.   
(650)   306-8875   

Town   of   
Woodside   

(650)   359-4959   
(650)   740-9293   
PTA   President   
Devon   Kohler   
(617)   529-3848   
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STAFF   EMERGENCY   PHONE   TREE   
  

Directions:    The   phone   tree   starts   with   the   first   person   on   the   list.   They   call   the   second   person   
on   the   list.    If   that   person   is   not   home,   leave   a   message   and   call   the   next   one   down   on   the   list.   
Keep   calling   until   you   actually   reach   a   person.    That   person   in   turn   calls   the   next   one   on   the   list   
and   so   on.   
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Staff   Phone   Tree   #1   
  

Staff   Phone   Tree   #2    Staff   Phone   Tree   #3   

Jenn   Pedersen    Harlin   Hansen      
  (408)   249-8711   

Melissa   Bowdoin           (408)   
857-6440   

  
    Stacey   McNamara             (650)   
642-1129   

Jennifer   Lighty            (650)   
208-1267   

James   Haddon                (415)   
847-8325   

  
Tracy   Reilly                      (415)   377-3314    Kathy   McAdams         (650)   

454-4219   
Gillian   Parkhurst            (650)   

868-6511   
  

Sonja   Virgallito                 (650)   
454-0170   

Lindsay   Picone             (408)   
656-5733   

Nicole   Edelman             (650)   
619-7220   

  
      Brian   Myrtetus            (415)   

305-5917   
Esther   Kim                     (215)   285-3920   

  
Nessa   Hessami                 (650)   773-2330    Linette   Griffith             (650)   

303-7203   
  

Lisa   Dayeh                       (650)   759-6589       Carrie   Koutoumanis       (650)   
430-5222   

  
Sandra   Foley                    (650)   283-8225   

  
Alicia   McLaughlin      (916)   

397-4691   
Lauren   Baumgartner      (415)   

307-3771   
  

Jen   Adolph                       (650)   906-4407    Ellen   Bertine               (650)   
420-5680   

Pam   Nessi                      (650)   400-2871   
  

Angie   Glynn                    (650)   218-8203    Katie   Simkins             (415)   640-0226   
  

Chelsea   Card                 (949)   413-6564     
  

Kem   Smith                       (650)   642-7977    Alex   Boyce                 (650)   300-9845   
  

Kathy   Jones                  (408)   832-3366   
  

Edith   Alvarado                 (650)   
851-0316   

  

Liza   Lazzari                (650)   
863-3023   

  

Kara   D’Ambrosio         (650)   224-2389   
  

Staff   Phone   Tree   #4   
  

Staff   Phone   Tree   #5   
  

Staff   Phone   Tree   #6   
  

      Cathy   Stienstra              (650)   868-8009   
Joane   Nelson                   (650)   812-4854   

  
     Amy   Borges               (415)   
317-5348   

  

Suzanne   Drysdale            (603)   
828-6619   

  Jennifer   Parker           (310)   
413-5222   

  

  Elvira   Martinez             (650)   
906-8425     

Jenn   Mitchell                    (650)   892-8075    Nikkie   McManis        (650)   350-2509    Sharon   La   Crosse         (650)   533-3800   
  

Beth   Hoss                        (408)   507-7981    Bev   Iverson               (650)   208-3937   
  

Elizabeth   Shane            (650)   328-8449   
  

     Lauren   Fritts                    (530)   
363-4945   

Hui   Liu                      (408)   636-8007   
  

  

     Allison   Brunner               (614)   
531-3025   

  

     

Yani   Piedra-Maguina        (925)   
389-0813   

Jonathan   Schneider   (650)   
868-9443      

  

Mena   Lam                    (617)   447-6876   

  
  

   Abbe   Keane                  (650)   619-2530   

   Kristina   Valentine     (925)   997-1863   
  

Lupe   Chavez                 (209)   623-9606   

      Francisco   Martinez        (650)   
722-0598   
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The   Big   Five:   Secure   Campus   
  

SECURE   CAMPUS    is   implemented   when   the   threat   of   violence   or   police   action   in   
the   surrounding   community   requires   precautionary   measures   to   ensure   the   
safety   of   staff   and   students.   When   a   campus   is   in    SECURE   CAMPUS    status,   
classroom   instruction   and / or   activity   may   continue   as   long   as   all   classroom   and   
office   doors   are   locked   and   all   students   and   staff   remain   inside    through   the   
duration   of   the   event.    Outer   gates   and   other   entrance / exit   points   can   be   closed   
( NOT   LOCKED)    to   deter   a   potential   perpetrator   from   entering   school   grounds.     

  
This   response   is   considered   appropriate   for,   but   not   limited   to,   the   followin g   
types   of   emergencies:     

Potential   threat   of   violence   in   the   surrounding   community   
Law   enforcement   activity   in   the   surrounding   community     

A   SECURE   CAMPUS    response   may   be   elevated   t o   LOCKDOWN /    BARRICADE    in   
which   case   instruction   immediately   ceases   and   students   and   staff   follow   
LOCKDOWN/B A RRICADE    procedures.     

  

SECURE   CAMPUS   -   GENERAL   ACTIONS:   

Is   intended   to   prevent   a   potential   community   threat   from   entering    campus     
Heightens   school   safety   while   honoring   instructional   time     
Requires   that   all   exterior   classroom / office   doors   are   locked   and   remain   
locked     
Is   intended   to   prevent   intruders   from   entering   occupied   areas   of   the   
building     
Requires   that   students   and   staff   remain   in   S ECURE   CAMPU S   status   until   
ALL   CLEAR    is   issued   by   School   Incident   Commander.   
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Secure   Campus   is   a   precautionary   measure   against   the   threat   of   potential   
violence   in   the   surrounding   community.   Secure   Campus   requires   locking   

all   classroom/office   doors   and   closing   entrance   and   exit   points   on   the   
school's   perimeter.   The   objective   is   to   protect   against   a   threat   at   large   in   
the   community   from   coming   onto   campus.   Secure   Campus   differs   from   
Lockdown / Barricade   in   that   it   allows   classroom   instruction   to   continue.     
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SECURE   CAMPUS   -   STAFF   ACTIONS:     
Move   to   the   door   and   instruct   any   passing   students   to   return   to   assigned   
classroom   immediately   
Close   and   lock   the   door   
Continue   the   class   instruction   or   activity   as   normal   
Enforce   the   no   entrance   and   no   exit   protocol.   Remain   in   the   classroom   or   
secured   area   and   wait   for   further   instructions     
Be   alert   to   the   possibility   that   the   response   may   elevate   to   
LOCKDOWN/BARRICADE   
Do   not   call   the   office   to   ask   questions;   School   Incident   Commander   will   
send   out   periodic   updates   
Wait   for   another   action   or,   if    ALL   CLEAR    is   issued,   return   to   normal   class   
routine     

SECURE   CAMPUS   -   STAFF   ACTIONS   (If   students   are   engaged   in   
class   activities   on   an   outlying   field   -   PE   or   other   activity):   

Gather   students   together   and   organize   into   an   orderly   formation     
Inform   students   that   as   part   of    SECURE   CAMPUS    procedures,   the   class   will   
move   immediately   to   a   predetermined   classroom   location   
Proceed   to   predetermined   classroom   location   as   quickly   as   possible   
Once   inside,   take   attendance   to   ensure   all   students   are   accounted   for     
By   classroom   phone,   cell   phone,   walkie-talkie,   or   other   means,   contact   
School   Incident   Commander   to   report   class   location   and   any   absent   or   
missing   students     
Implement   all   classroom   policies   and   procedures   for    SECURE   CAMPUS   
status     
Wait   for   another   action   or,   if    ALL   CLEAR    announcement   is   issued,   return   
to   normal   class   routine     
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The   Big   Five:   Lockdown/Barricade     
  

LOCKDOWN/BARRICADE    is   implemented   when   the   imminent   threat   of   violence   
or   gunfire   is   identified   on   the   campus   or   the   school   is   directed   by   law   
enforcement.   During    LOCKDOWN/BARRICADE ,   students   are   to   remain   in   
designated   classrooms   or   lockdown   locations   at   all   times.   Do   not   evacuate   until   
room   is   cleared   by   law   enforcement   or   site   administration.   This   response   is   
considered   appropriate   for,   but   not   limited   to,   the   following   types   of   
emergencies:     

Gunfire     
Threat   of   extreme   violence   outside   the   classroom   Immediate   danger   in   the   
surrounding   community     

  

LOCKDOWN/BARRICADE   -   GENERAL   ACTIONS:     

Is   a   response   to   an   immediate   danger;   it   is   not   preceded   by   any   warning   
Demands   quick   action;   an   active   shooter,   for   example,   can   fire   one   round   
per   second   
Requires   common   sense   thinking   under   duress;   do   what   must   be   done   to   
best   ensure   survival   of   both   students   and   staff   If   it   is   possible   to   safely    get   
off   campus    with   students,   take   that   action   immediately    (Run)     
If   it   is   not   possible   to   get   off   campus,    quickly   lockdown    inside   a   safe    room   
and   barricad e   the   entrance    (Hide)     
Once   a   room   is   secured,   no   one   is   allowed   to   enter   or   exit   under   any   
circumstances   In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   
enter   a   room,   occupants   should   be   prepared   to   fight   back    (Fight)     
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Lockdown/Barricade   is   a   protective   action   against   human   threat   while   
Shelter   in-Place   protects   against   environmental   threat.   

Lockdown/Barricade   requires   closing   and   locking   doors   and   barricading   
with   heavy   objects.   No   one   is   allowed   to   enter   or   exit   until   door-to-door   

release   by   Law   Enforcement   or   School   Incident   Commander.   
Shelter-in-Place   calls   for   closed,   unlocked   doors   and   allows   for   the   free   

movement   of   staff   and   students   within   the   classroom   or   office.   
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LOCKDOWN / BARRICADE   -   “THINK   ON   YOUR   FEET”:   
  

In   the   event   of   a   Violent   Intruder   on   campus,   quick   thinking   is   imperative   for   
survival.   Especially   when   an   active   threat   of   violence   is   present,   an   individual   
will   have   to   think   on   his/her   feet   to   quickly   determine   the   best   course   of   action,   
These   choices   may   include   getting   off   campus,   hiding,   implementing   
Lockdown / Barricade   or   even   in   the   most   extreme   of   situations,   f i ghting   an   
assailant.   Understanding   and   practicing   these   options   can   help   an   individual   
respond   decisively   and   in   so   doing,   best   ensure   the   safety   and   survival   of   self,   
students,   and   other   staff.     

  
In   the   event   of   a   Violent   Intruder   on   campus,   expect   to   hear   noise   from   alarms,   
gunfire,   explosions   and   shouting.   It   is   not   uncommon   for   people   confronted   with   
a   threat   to   first   deny   the   possible   danger   rather   than   respond.   Quality   training   
can   help   individuals   think   clearly   in   the   midst   of   a   chaotic   scene.   Proper   training   
should   include   helping   staff   recognize   the   sounds   of   danger   and   teaching   them   to   
forcefully   communicate   and   take   necessary   action.   These   actions   would   likely   
include:     

RUN:   Escape / Get   Off   Campus:     

Only   attempt   this   if   you   are   confident   the   suspect(s)   is   not   in   the   immediate   
vicinity   Safely   get   off   campus;   find   a   position   of   cover   or   safe   place   for   assembly   
Guide/instruct   others   you   encounter   on   the   way   to   follow   you   to   safety   Call   911   
immediately   to   report   location   and   request   emergency   services   if   necessary   Once   
in   a   safe   place   –   stay   there     

HIDE:   Lockdown / Barricade:     

Clear   all   hallways;   get   students   and   staff   inside   immediately   
Once   locked   and   barricaded   inside   a   room,   follow   all   protocols   for   
Lockdown / Barricade   as   practiced     
Direct   all   those   in   the   room   to   remain   still   and   quiet;   turn   off/silence   cell   
phones     
If   unable   to   find   cover   inside   a   secure   room,   quickly   seek   out   a   hiding   place   
on   campus     
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FIGHT:     

If   confronted   by   an   assailant,   as   a   last   resort,   consider   trying   to   disrupt   or   
incapacitate   through   aggressive   force   or   by   using   items   in   the   environment   such   
as   fire   extinguishers   or   chairs.   There   are   documented   instances   where   aggressive   
action   on   the   part   of   the   victims   resulted   in   stopping   the   attacker.   Fighting   back   is   
NOT   an   expectation,   merely   one   option   for   a   last   resort   response.   

LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   In   Session):     

Immediately    move   to   the   door   and   check   for   passing   students.     
Divert   as   many   students   as   possible   into   the   classroom.   
Lock   and   close   the   door   and   barricade   with   heavy   objects.   
Close   blinds   and   turn   off   lights.   If   the   door   has   a   window,   cover   with   a  
pre-cut   piece   of   heavy   black   construction   paper.   
Instruct   students   to   stay   quiet   and   out   of   sight.     
Relocate   against   the   wall   least   visible   to   the   outside   and   most   out   of   the   line   
of   harm.   
Turn   off   devices,   projectors,   document   camera,   etc.   The   room   should   be   
dark   and   quiet.   
Silence   all   cell   phones.   
DO   NOT   OPEN   THE   DOOR   FOR   ANYONE.    Law   enforcement   and / or   School   
Incident   Commander   will   use   keys   to   unlock   door   and   clear   the   room.   
Only   If    there   is   a   life-threatening   emergency   inside   the   room   and   there   is   
no   other   way   to   request   medical   assistance,   place   a   red   colored   item   (card,   
red   cross,   sweatshirt,   etc.)   on/in   the   window   or   slide   under   the   outside   
door.   
If   an   active   threat   is   still   present   at   the   time   Law   Enforcement   comes   on   
scene,   Law   Enforcement   will   ignore   the   red   signal   until   the   active   threat   
has   been   neutralized.   
If   safe   to   do   so,   locate   emergency   packet   and   attendance   roster.     
Remove   staff   ID   placard   and   put   it   on.   
If   safe   to   do   so,   take   attendance   and   document   on   appropriate   form.   
Remain   in   the   classroom   or   secured   area   until   further   instructions   are   
provided   by   School   Incident   Commander   or   law   enforcement.   
DO   NOT   call   office   to   ask   questions;   School   Incident   Command   will   send   
out   periodic   updates.   
In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   enter   a   room,   
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occupants   should   be   prepared   to   fight   back   ( Fight ).   
Maintain   order   in   all   areas   of   shelter   or   assembly   and   await   the   arrival   of   
law   enforcement.   Be   ready   for   lengthy   stay   of   2-4   hours.     

LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   not   in   session):   

Move   students   to   nearest   available   safe   building   or   location,   without   
drawing   attention   to   self   or   students.   If   doors   are   locked,   continue   to   look   
for   a   safe   area.   Consider   moving   students   off-campus   if   that   seems   the   
safest   option.   
Do   not   chase   students   that   run.   Let   them   go.   
Do   not   go   into   rooms   that   cannot   be   secured   and   offer   no   way   out.   
If   secure   inside   a   room,   lock   all   doors,   close   blinds/curtains,   turn   off   lights,   
and   direct   students   to   relocate   against   the   wall   least   visible   to   the   outside   
and   most   out   of   the   line   of   harm.   
Instruct   students   to   stay   quiet   and   out   of   sight.   
Silence   all   cell   phones.   
Turn   off   devices,   projectors,   document   camera,   etc.     
Remain   calm.     
If   safe   to   do   so,   attempt   to   maintain   separation   between   students   and   the   
perpetrator.   
Only   if   there   is   a   life-threatening   emergency   inside   the   room   and   there   is   
no   other   way   to   request   medical   assistance,   place   a   red   colored   item   (card,   
red   cross,   sweatshirt,   etc.)   on/in   the   window   or   slide   under   the   outside   
door.   
If   an   active   threat   is   still   present   at   the   time   Law   Enforcement   comes   on   
scene,   Law   Enforcement   will   ignore   the   red   signal   until   the   active   threat   
has   been   neutralized.   
If   safe   to   do   so,   locate   emergency   packet   and   remove   staff   ID   placard   and   
put   it   on   
If   safe   to   do   so,   take   attendance   and   document   on   appropriate   form   
If   safe   to   do   so   and   according   to   site   communications   protocol,   contact   
School   Incident   Commander   or   designee   to   document   your   whereabouts   as   
well   as   any   students / staff   under   your   supervision.   
In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   enter   a   room,   
occupants   should   be   prepared   to   fight   back   ( Fight ).   
Maintain   order   in   all   areas   of   shelter   or   assembly   and   await   the   arrival   of   
law   enforcement.   Be   ready   for   lengthy   stay   of   2-4   hours.     
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LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   in   session   -   
outside):   

Gather   students   together   and   organize   into   an   orderly   formation.   
Inform   students   that   as   part   of    LOCKDOWN/BARRICADE    procedures,   the   
class   will   evacuate   off-campus   to   a   predetermined   Off   Site   Evacuation   
Location   
Follow   pre-arranged   evacuation   route   to   evacuation   location   
Should   the   group   be   confronted   by   the   intruder   who   is   intent   on   doing   
harm,   consider   taking   defensive   measures   to   run,   hide   or   fight   the   
assailant     
Upon   arrival   at   the   pre-arranged   location,   take   attendance   
By   radio   communication   or   cell   phone,   contact   School   Incident   
Commander   or   designee   or   911   Dispatcher   to   report   class   location   and   any   
absent   or   missing   students   
Maintain   order   in   all   areas   of   shelter   or   assembly.   Do   not   release   students   
to   parent / guardian   until   instructed   by   School   Incident   Commander   or   law   
enforcement.   
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The   Big   Five:   Hazards   -   Chemicals   and   Gas     
  

Knowledge   of   the   location   of   existing   pipelines   near   or   on   school   property   is   
essential   for   preparedness   in   the   event   of   a   hazardous   chemical   or   gas   leak.   
Pipeline   markers   are   generally   yellow,   black,   and   red   and   can   vary   in   shape   and   
size.   Excavation   is   a   leading   cause   of   pipeline   damage,   so   it   is   important   to   follow   
strict   on-site   protocol   prior   to   digging   on   school   property.   The   facilities   supervisor   
should   call   811   to   confirm   the   planned   dig   location   is   safe.     

All   school   personnel,   including   cafeteria   managers   and   custodians,   shall   
immediately   report   any   hazardous   chemical   or   gas   odor   or   leak   to   the   School   
Incident   Commander.   Design   school   bus   routes   and   student   pick-up/drop   off   
locations   to   avoid   contact   with   pipelines   and   pipeline   rights-of-way.   This   helps   to   
ensure   evacuation   routes   are   safe   in   a   pipeline   emergency.     

  

  

SCHOOL   INCIDENT   COMMANDER   -   SITE   ADMINISTRATOR   
ACTIONS    (Inside):   

Assume   Incident   Command   role   and   call   911   from   a   safe   location.   
Must   be   ready   to   provide   location,   status   of   campus,   and   all   
available   details   of   the   situation.   
If   a   gas   leak   is   discovered   inside   the   building,   evacuate   the   
affected   building    immediately    to   an   area   that   is   upwind   of   the   
suspected   leak.     
Follow   EVACUATION   Protocol.   
Do   not   use   a   telephone   of   any   kind   until   in   a   safe   area.     
Do   not   take   any   action   to   cause   heat   or   sparks   Consult   with   
emergency   personnel   and   utility   company   to   determine   next   
steps.   
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How   To   Detect   a   Gas   Leak     
Smell,   listen,   and   always   be   alert   to   signs   of   a   gas   leak.   A   gas   leak   

can   be   detected   by   a   sulfur-like   odor,   a   hissing,   whistling,   or   roaring   
sound   coming   from   underground   or   a   gas   appliance,   dirt   spraying   
into   the   air,   or   the   appearance   of   dead   vegetation   in   an   otherwise   

moist   area.   
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When   able,   alert   the   Superintendent's   Office.   
Deploy   Incident   Command   System   (ICS)   Safety   Team   to   isolate   and   
restrict   access   to   potentially   contaminated   area.   
The   School   Incident   Commander   will   coordinate   further   action   
with   representatives   from   fire   and   police   commanders   and   utility   
company.     
A   Unified   Command   Post   will   be   established   at   a   safe   location   
away   from   the   building   to   determine   any   further   action.     
The   Fire   Department   Incident   Commander   or   other   eme rg ency   personnel   
will   assume   responsibility   of   the   scene   and   determine   the   appropriate   
actions   to   further   mit i gate   the   emergency.   
In   consultation   with   the   Fire   Department   Incident   Commander   and   utility   
company,   the   School   Incident   Commander   will   make   a   determination   to   
implement   procedures   to   cancel   school   or   resume   normal   building   
operations   In   the   event   of   a   suspected   hazardous   chemical   or   gas   odor   or   
leak,   immediately   notify   School   Incident   Commander.   
At   the   direction   of   the   Incident   Commander,   evacuate   students   from   
immediate   vicinity   of   danger.   If   odor   is   severe,   leave   the   area   immediately;   
do   not   wait   for   Incident   Command.   
Follow   Evacuation   protocol   and   use   designated   routes   or   other   alternate   
safe   routes   to   an   assigned   Assembly   Area   located   upwind   of   the   affected   
room   or   building  
Leave   any   equipment   or   machinery   as   is.   
Do   not   switch   lights   on   or   off   Leave   doors   open.   Do   not   operate   lights   or   
any   electrical   equipment,   including   cell   phones.   
At   the   designated   Assembly   Area   take   student   attendance   and   report   any   
missing   students   to   School   Incident   Commander.     

SCHOOL   INCIDENT   COMMANDER   -   SITE   ADMINISTRATOR   
ACTIONS   (Outside:     

Assume   Incident   Command   role   and   instruct   designee   to   call   911   to   
provide   the   exact   location   and   nature   of   the   emergency.   
If   it   is   determined   that   a   hazardous   chemical   or   gas   leak   has   occurred   
away   from   the   school   campus,   initiate   SHELTER-IN-PLACE   with   a   public   
address   announcement.     
Clearly   instruct   teachers   and   staff   to   immediately   follow   
SHELTER-IN-PLACE   protocol.  
Once   SHELTER-IN-PLACE   is   implemented,   direct   Incident   Command   Şafety   
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(ICS)   Officer   or   Security/Utilities   Team   to   turn   off   fans   in   the   area;   close   
doors   and   windows;   shut   down   all   air   handling   systems,   and   turn   off   
sources   of   ignition.   
When   able,   alert   the   Superintendent's   Office.   
In   accordance   with   the   SHELTER-IN-PLACE   protocol,   students   and   staff   
who   are   outdoors   should   proceed   immediately   to   nearby   classrooms   or   
buildings   (e.g.,   auditorium,   library,   cafeteria,    g ymnasium).    
Teachers   who   assemble   their   classes   in   a   location   other   than   their   assigned   
SHELTER-IN-PLACE   assembly   point   should   communicate   their   locations   to   
the   School   Incident   Commander   via   standard   communication   channels   
without   leaving   the   building.   
The   School   Incident   Commander   will   coordinate   further   action   with   
representatives   from   fire   and   police   commanders   and   utility   company.   
The   SHELTER-IN-PLACE    protocol   will   remain   in   effect   until   the   
appropriate   agency   or   Site   Administrator   declares   the   emergency   is   
resolved.   

STAFF   ACTIONS   -   OUTSIDE   SCHOOL   BUILDINGS:   

Initiate   S HELTER-IN-PLAC E   immediately   by   clearing   students   from   the   
hallways   and   grounds.   Stay   away   from   all   doors   and   windows   
Secure   individual   classrooms:   a)   close   doors   and   windows;   b)   shut   down   
the   classroom   HVAC   system;   c)   turn   off   fans;   d)   seal   gaps   under   doors   and   
windows   with   wet   towels,   duct   tape,   or   other   materials   if   instructed   by   
Incident   Command   Keep   all   students   in   the   classroom   until   further   
instructions   are   received.     
Support   those   needing     special   assistance.   
Take   attendance   and   call   or   email   status   to   School   Incident   Command   staff,   
according   to   site   protocol.   
Wait   for   another   action   or,   if    ALL   CLEAR    announcement   is   issued,   return   
to   normal   class   routine.   
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The   Big   Five:   Hazards   -   Fire   (Off   Site):     
  

A   fire   in   the   surrounding   community   can   threaten   school   buildings   and   endanger   
students   and   staff.   Response   actions   are   determined   by   location   and   size   of   the   
fire,   whether   it   is   a   wind-driven   or   chemical-driven   fire,   and   how   the   surrounding   
terrain   might   influence   the   flames.   Responding   to   a   fire   in   the   surrounding   
community   requires   “think-on-your   feet"   alertness.     

  

SCHOOL   INCIDENT   COMMANDER:   SITE   ADMINISTRATOR   
ACTIONS:     

  
Assume   Incident   Command   role.   
Contact   local   fire   department   (call   911)   to   determine   location   of   fire   and   the   
correct   action   for   school   site.   
Access   the   School   “Emergency   Response   Box"   that   includes   site   maps,   keys,   
rosters,   etc.     
If   appropriate,   S HELTER-IN-PLACE    or   begin   EVACUATION   to   off   site   
evacuation   location   according   to   site   emergency   plan.     
If   needed,   contact   bus   dispatch   for   transportation   by   bus   to   evacuation   
location.   
In   order   to   ensure   that   all   students   and   staff   have   left   the   building   and   are   
free   from   injury,   direct   Operations   Chief   to   engage   the   Search   and   Rescue   
team   Monitor   radio   stations   and   other   public   information   sources   for   
current   status   reports.   
Determine   if   Student   Release   should   be   implemented.   If   so,   notify   staff,   
students   and   parents.     

STAFF   ACTIONS:   

If   students   are   to   be   evacuated   and   it   is   safe   to   do   so,   take   attendance   prior   
to   leaving   the   building   site.   
Remove   staff   ID   placard   from   emergency   packet   and   put   it   on.     
Evacuate   immediately   to   assembly   area.   DO   NOT   STOP    to   collect   
belongings.   Be   sure   to   bring   the   classroom   “Go   Pack”   which   should   include   
attendance   roster   and   emergency   supplies.   
Leave   windows   and   doors   closed   behind   you,   but   unlocked.     
Stay   calm.     
Maintain   control   of   the   students   at   a   safe   distance   from   the   fire   and   fire   
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fighting   equipment.   
Take   attendance   at   the   assembly   area.     
Report   any   missing   students   to   the   School   Incident   Commander/site   
administrator   and   emergency   response   personnel.   
Remain   with   students   until   Incident   Command   has   determined   it   is   safe   to   
return.   
Follow   school   emergency   protocols   for   return   to   school.   
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The Big Five: Evacuation  

EVACUATION is implemented when conditions make it unsafe to remain in the building. This 
action provides for the orderly movement of students and staff along prescribed routes from 
inside school buildings to a designated outside area of safety.  

EVACUATION is considered appropriate for, but is not limited to, the following types of 
emergencies:  

• Bomb threat  
• Chemical accident  
• Explosion or threat of explosion  
• Fire  
• Earthquake  

 

In the event of an explosion, earthquake, or other event causing falling debris, 
EVACUATION will be preceded by a “DROP, COVER and HOLD ON” protocol. 
Students and staff should drop to the floor, duck under a desk or table, cover the head 
with arms and hands, and hold onto furniture.  

EVACUATION - GENERAL ACTIONS:  

• Requires exit from the building to a designated safe site, on-campus (Turf Field) or off-
site 

• May require that students and staff rely on district bus transportation 
• May require staff to exit via alternate routes based on circumstances 
• Requires that students remain with assigned teachers unless circumstances prohibit that 
• Requires that staff and students assist those with special needs to ensure for safe egress of 

all  

EVACUATION - STAFF ACTIONS:  

• Prepare students to leave all belongings and calmly exit the building. 
• Gather emergency supplies/materials (Go Pack) including the student roster for current 

class and that of "Buddy Teacher." 
• Remove staff ID placard from emergency materials and put it on. 
• Ensure that the door is closed, but unlocked.  
• Check with "Buddy Teacher(s)” to determine each other's health status, need to assist 

with injuries, need to stay with injured students, responsibility to ICS duty, etc.  
• If necessary, one "Buddy Teacher" will evacuate both classrooms. 
• Take care to ensure the safety and address the unique needs of students or staff with 

disabilities according to site protocol.  
• Emphasize that the class stay together en route to the Evacuation Assembly Area. 



• Appoint a responsible student to lead class while teacher brings up the rear, seeing that 
everyone has cleared the room. Follow closely with the class, actively monitoring safe 
egress.  

• Give clear direction for all students to go to designated Evacuation Assembly Area.  
• Use the designated evacuation routes and reassemble in the assigned Evacuation 

Assembly Area According to site protocol, take attendance once class is safely in 
assembly location.  

• According to site protocol, report missing students. 
• Remain in the Evacuation Assembly Area until further instructions. 
• Wait for another action or, if ALL CLEAR announcement is issued, return to school 

buildings and normal class routine. 

EVACUATION - HOW TO ASSIST THOSE WITH DISABILITIES: 

The needs and preferences of non-ambulatory individuals will vary. Those at ground floor 
locations may be able to exit without help. Others may have minimal ability to move, but lifting 
them may be dangerous. Some non ambulatory people also have respiratory complications. 
Oversee their careful evacuation from smoke or vapors if danger is immediate.  

To alert visually-impaired individuals:  

• Announce the type of emergency 
• Offer arm for guidance 
• Tell person where you are going, obstacles you encounter 
• When you reach safety, ask if further help is needed  

To alert individuals with hearing limitations:  

• Turn lights on/off to gain person's attention - OR-  
• Indicate directions with gestures -OR-  
• Write a note with evacuation directions  

To evacuate individuals using crutches, canes or walkers:  

• Evacuate these individuals as injured persons. 
• Assist and accompany to evacuation site, if possible -OR- 
• Use a sturdy chair (or one with wheels) to move person -OR-  
• Help carry individual to safety. 

To evacuate individuals using wheelchairs: 

• Give priority assistance to wheelchair users with electrical respirators. 
• Most wheelchairs are too heavy to take downstairs; consult with the affected individual to 

determine the best carry options. 
• Reunite person with the wheelchair as soon as it is safe to do so. 
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The   Big   Five:   Drop,   Cover,   and   Hold   On   
  

DROP,   COVER   AND   HOLD   ON    is   the   immediate   action   taken   during   an   
earthquake   to   protect   students   and   staff   from   flying   and   falling   debris.   It   is   an   
appropriate   action   for,   but   is   not   limited   to,   the   following   types   of   emergencies:   

Earthquake   
Explosion     

In   the   event   of   an   explosion,   earthquake,   or   other   event   causing   falling   debris,   
immediately   "DROP,   COVER,   and   HOLD   ON."   Students   and   staff   should   drop   to   the   
floor,   duck   under   a   sturdy   desk   or   table,   cover   the   head   with   arms   and   hands,   
and   hold   onto   furniture.   Turn   away   from   windows   to   stay   clear   of   breaking   glass.   
Individuals   in   wheelchairs   can   remain   in   the   chair   if   mobility   is   limited.   Move   
wheelchair   against   an   interior   wall   and   lock   the   wheels.   Protect   head   by   covering   
with   arms   if   possible.     

DROP,   COVER,   AND   HOLD   ON   -   GENERAL   ACTIONS:     

Must   be   practiced   for   immediate   and   automatic   response     
Is   the   single   most   useful   action   to   protect   oneself   in   an   earthquake     
In   the   event   it   is   impossible   to   duck   under   sturdy   furniture,   continue   to   
cover   face   and   head   with   arms   and   hold   onto   something   sturdy     
Requires   an   awareness   that   most   injury   in   earthquakes   is   caused   by  
breaking   glass   or   falling   objects     
Requires   an   awareness   that   fire   alarms   and   sprinkler   systems   may   go   off   in   
buildings   during   an   earthquake,   even   if   there   is   no   fire     
Requires   alert   attention   to   aftershocks     
Requires   that   staff   and   students   assist   those   with   special   needs   to   ensure   
safe   cover   for   all     
Evacuate   only   if   there   is   damage   to   the   building,   the   building   is   on   fire,   or   
location   is   in   a   tsunami   zone     

  

DROP,   COVER   AND   HOLD   ON   -   STAFF   ACTIONS   (Inside):   
  

At   first   recognition   of   an   earthquake,   instruct   students   to   move   away   from   
windows   
Initiate   DROP,   COVER   AND   HOLD   ON   procedures.   Immediately   drop   to   the   
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floor   under   desks,   chairs,   or   tables.     
With   back   to   windows,   place   head   between   knees,   hold   on   to   a   table   leg   
with   one   hand   and   cover   the   back   of   the   neck   with   the   other   arm     
Move   as   little   as   possible.   However,   if   a   person   is   unable   to   find   protection   
under   sturdy   furniture,   direct   them   to   shelter   against   an   interior   wall   and   
turn   away   from   windows   and   other   glass     
Any   person   in   a   wheelchair   should   shelter   against   an   interior   wall.     
Turn   back   to   the   windows,   lock   the   wheels,   and   if   possible,   protect   head   
and   neck   with   arms     
Each   time   an   aftershock   is   felt,   DROP,   COVER   AND   HOLD   ON.   Aftershocks   
frequently   occur   minutes,   days,   even   weeks   following   an   earthquake   
When   it   appears   safe   to   release   from   Cover,   assess   any   injuries   and / or   
damage   and   report   status   to   School   Incident   Commander   according   to   site   
communications   protocol.     
Be   prepared   to   call   911   directly   if   necessary     
Wait   for   further   instructions   from   School   Incident   Commander   or   First   
Responders   or   if   that   seems   unlikely   and   building   is   compromised,   
evacuate   students   to   predetermined   Evacuation   Assembly   Area     

  

DROP,   COVER   AND   HOLD   ON   -   STAFF   ACTIONS   (Outside):   
  

Find   a   clear   spot   and   drop   to   the   ground.   (Stay   away   from   buildings,   power   
lines,   trees   and   streetlights,   etc.)     
Commence   DROP   AND   COVER   in   the   DROP,   COVER   AND   HOLD   ON   
procedures     
Place   head   between   the   knees;   cover   back   of   neck   with   arms   and   hands     
Any   person   in   a   wheelchair   should   find   a   clear   spot,   lock   the   wheels,   and   if   
possible,   place   head   between   the   knees;   cover   back   of   neck   with   arms   and   
hands     
Remain   in   place   until   shaking   stops   or   for   at   least   20   seconds     
Each   time   an   aftershock   is   felt,   DROP   AND   COVER.   Aftershocks   frequently   
occur   minutes,   days,   even   weeks   following   an   earthquake.     
When   it   appears   safe   to   move,   report   location,   injuries   and / or   any   damage   
to   School   Incident   Commander   according   to   site   communications   protocol   
Wait   for   further   instructions   from   School   Incident   Commander   or   First   
Responders,   or   if   that   seems   unlikely,   evacuate   students   to   predetermined   
Evacuation   Assembly   Area     
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The Big Five: Evacuation  

EVACUATION is implemented when conditions make it unsafe to remain in the building. This 
action provides for the orderly movement of students and staff along prescribed routes from 
inside school buildings to a designated outside area of safety.  

EVACUATION is considered appropriate for, but is not limited to, the following types of 
emergencies:  

• Bomb threat  
• Chemical accident  
• Explosion or threat of explosion  
• Fire  
• Earthquake  

 

In the event of an explosion, earthquake, or other event causing falling debris, 
EVACUATION will be preceded by a “DROP, COVER and HOLD ON” protocol. 
Students and staff should drop to the floor, duck under a desk or table, cover the head 
with arms and hands, and hold onto furniture.  

EVACUATION - GENERAL ACTIONS:  

• Requires exit from the building to a designated safe site, on-campus (Turf Field) or off-
site 

• May require that students and staff rely on district bus transportation 
• May require staff to exit via alternate routes based on circumstances 
• Requires that students remain with assigned teachers unless circumstances prohibit that 
• Requires that staff and students assist those with special needs to ensure for safe egress of 

all  

EVACUATION - STAFF ACTIONS:  

• Prepare students to leave all belongings and calmly exit the building. 
• Gather emergency supplies/materials (Go Pack) including the student roster for current 

class and that of "Buddy Teacher." 
• Remove staff ID placard from emergency materials and put it on. 
• Ensure that the door is closed, but unlocked.  
• Check with "Buddy Teacher(s)” to determine each other's health status, need to assist 

with injuries, need to stay with injured students, responsibility to ICS duty, etc.  
• If necessary, one "Buddy Teacher" will evacuate both classrooms. 
• Take care to ensure the safety and address the unique needs of students or staff with 

disabilities according to site protocol.  
• Emphasize that the class stay together en route to the Evacuation Assembly Area. 



• Appoint a responsible student to lead class while teacher brings up the rear, seeing that 
everyone has cleared the room. Follow closely with the class, actively monitoring safe 
egress.  

• Give clear direction for all students to go to designated Evacuation Assembly Area.  
• Use the designated evacuation routes and reassemble in the assigned Evacuation 

Assembly Area According to site protocol, take attendance once class is safely in 
assembly location.  

• According to site protocol, report missing students. 
• Remain in the Evacuation Assembly Area until further instructions. 
• Wait for another action or, if ALL CLEAR announcement is issued, return to school 

buildings and normal class routine. 

EVACUATION - HOW TO ASSIST THOSE WITH DISABILITIES: 

The needs and preferences of non-ambulatory individuals will vary. Those at ground floor 
locations may be able to exit without help. Others may have minimal ability to move, but lifting 
them may be dangerous. Some non ambulatory people also have respiratory complications. 
Oversee their careful evacuation from smoke or vapors if danger is immediate.  

To alert visually-impaired individuals:  

• Announce the type of emergency 
• Offer arm for guidance 
• Tell person where you are going, obstacles you encounter 
• When you reach safety, ask if further help is needed  

To alert individuals with hearing limitations:  

• Turn lights on/off to gain person's attention - OR-  
• Indicate directions with gestures -OR-  
• Write a note with evacuation directions  

To evacuate individuals using crutches, canes or walkers:  

• Evacuate these individuals as injured persons. 
• Assist and accompany to evacuation site, if possible -OR- 
• Use a sturdy chair (or one with wheels) to move person -OR-  
• Help carry individual to safety. 

To evacuate individuals using wheelchairs: 

• Give priority assistance to wheelchair users with electrical respirators. 
• Most wheelchairs are too heavy to take downstairs; consult with the affected individual to 

determine the best carry options. 
• Reunite person with the wheelchair as soon as it is safe to do so. 
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THE   BIG   FIVE:     
Section   2:     

EMERGENCY   TEAMS   -   OPERATIONS   
ASSIGNMENTS   

  
COMMAND   POST:   
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School   Incident   Commander    Superintendent   Steve   Frank   

Public   Information   Officer    Superintendent   Steve   Frank   

Safety   Officer    Melissa   Bowdoin/Jenn   Pedersen   

Liaison   Officer    Marta   Batlle   

Chief   Operations      Melissa   Bowdoin/Jenn   Pedersen   

Planning   and   Intelligence    Harlin   Hansen/Sandeep   Tulachan   

Logistics    Cathy   Stienstra   or   designee   

Finance   and   Administration    Waly   Ndiaye   

Office    Tina   Adolph   
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The   Big   Five   -   OPERATIONS   TEAMS:   
  

Crisis   Intervention   
Marta   Batlle,   Supervisor   
Allison   Brunner   
Mena   Lam   
Suzanne   Drysdale   
Doug   Burress   
Lauren   Fritts   
Joane   Nelson   
Laura   Carlone  
Christine   Jones   

Location   

Inside:     School   Office   
Outside:    Upper   Grade   Field   

  
  
  

First   Aid   
James   Haddon,   Supervisor   
Abbe   Kean,   Leader   
Jenn   Mitchell   
Sharon   LaCrosse   
Jonathan   Schneider   

Location   

Inside:    Science   Classroom,   Room   24   
Outside:    Between   Upper   Grade   Playground   and   Community   Gym   

Functions   

Report   to   EOC   to   determine   medical   needs   and   plan.   
Set   up   first   aid   area   and   get   supplies.   
Assess   injuries   and   provide   first   aid   as   indicated.   
Determine   need   for   skilled   medical   assistance   and   request   from   the   EOC.   
Tag   each   of   the   injured   with   name,   address,   injury   and   any   treatment   rendered.   
Establish   priorities   for   the   transport   of   the   injured   to   hospitals,   when   transport   is   
available.   
Complete   the   Injury   and   Missing   Persons   Report   found   in   the   first   aid   kit   in   the   shed   

28   



      Immediate   Action   Response:   The   Big   Five   
  

The   Big   Five   -   OPERATIONS   TEAMS   (cont.):   
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Student   Assembly/Field   Supervisor   

Kathy   Jones,   PE,   Supervisor   
Kara   D’Ambrosio,   Co-Leader   
Brian   Myrtetus,   Co-Leader   

4 th    Grade   

Carrie   Koutoumanis   
Lauren   Baumgartner   

Preschool   

Jenn   Adolph   
Edith   Alvarado   
Lisa   Dayeh   
Sandra   Foley   
Angie   Glynn   

5 th    Grade   

Gillian   Parkhurst   
Amber   Alvarez   

Transitional   Kindergarten     

Sonja   Virgallito   

6 th    Grade   

Amy   Borges   

Kindergarten     

Stacey   McNamara   
Liz   Shane   

7 th    Grade   

Kristina   Valentine   

1 st    Grade   

Kathy   McAdams   
Isla   Drysdale   

8 th    Grade   

Georgie   Kerber   

2 nd    Grade   

Lindsay   Picone   
Jerniece   Ray   

6 th -8 th    Grade     

Yani   Piedra   
Natalie   Deveggio   

3 rd    Grade   

Katie   Simkins   
Alex   Boyce   

Functions   

To   secure   the   safety   of   the   children.   
All   teachers   should   complete   the   class   
emergency   status   report   and   hand   it   to   
the   grade   level   student   supervisor   
before   moving   on   to   other   duties.   
Grade   level   supervisors   should   turn   all   
cards   in   to   the   Field   Supervisor,   and   
the   Field   Supervisor   will   give   the   cards   
to   the   Operations   Manager   for   
prioritization   of   need.   
Monitor   the   release   of   the   children   to   
the   release   runners   (do   not   release   a   
child   without   a   release   form)   per   
student   release   procedure.   
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The   Big   Five   -   OPERATIONS   TEAMS   (cont.):   
Utilities   

Eucadio   Martinez,   Supervisor   (days)   
Lupe   Chavez/Francisco   Martinez   (nights)   

Functions   
Turn   off   all   utilities   and   secure   water   system   
Extinguish   small   fires   if   possible   
Assure   that   emergency   vehicles   have   access   to   schoo l     

  
  

Light,   Search   and   Rescue   
Jenn   Parker,   Supervisor   
Tracy   Reilly   -   Leader  
Chelsea   Card   
Esther   Kim   

Location   
Inside:   School   Office   
Outside:    Back   Playground  

Functions   (Always   done   in   teams   of   no   fewer   than   two   people)   
Check   in   with   Team   Leader.   
Be   sure   that   you   have   the   proper   equipment.   
Check   the   exterior   of   the   building.   
Turn   in   a   building   status   report.   
Develop   a   plan   of   attack.   
Select   a   safe   entrance.   
Interior   search.   
Mark   the   entry   door   with   a   chalk   slash   -   /.   
Initiate   a   sweep   of   area   in   a   pre-assigned   sweep   pattern.   
Upon   entering   an   area   call   out   and   wait   for   an   answer.   
Remove   lightly   trapped   victims   FIRST.   
Remove   trapped   victims,   if   possible.   
When   exiting   complete   original   /   making   an   X   and   write   pertinent   information   on   the   
door.   
Secure   the   building   from   re-entry   after   the   search.   
Report   to   team   leader   and   describe   situation.   
When   duties   are   done,   teachers   should   return   to   assist   with   Student   Assembly/Field   
Supervision.   

  
  

Student   Release   
Elvira   Ramirez,   Supervisor,   Table   “A”   
Bev   Iverson,   Supervisor,   Table   “B”   and   Preschool   
Linette   Griffith,   Last   names   A   –   F   
Kem   Smith,   Last   names   G   -   M   
Ellen   Bertine,   Last   names   N   –   Z    
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Runners     
Beth   Hoss,   Supervisor   
Student   Council   Cabinet   members   (selected   by   supervisor)   

Location   
Inside:    Sellman   
Outside:    Primary   Blacktop   

Functions   
Account   for   all   students   and   staff.   Get   Injury   and   Missing   Persons   Report   from   planning.   
Follow   student   release   procedure.     
Check   student   emergency   card   for   name   of   person(s)   authorized   to   pick   up   student.   
Release   student   only   to   an   authorized   person.   
If   in   doubt,   ask   for   identification.   
Complete   Student   Release   Log.     

  

  
Emergency   Team   –   Set   Up   

Liza   Lazzari,   Supervisor   
Jen   Lighty,   Leader   
Hui   Liu   
Eucadio   Martinez   
Student   Council   Members   as   necessary   (selected   by   supervisor)   

Functions   
Open   supply   sheds.   
Set   up   tables   for   the   incident   command   system.    (see   set   up   map   in   appendix)   
Retrieve   first   aid   kit,   student   release   materials   and   any   other   necessary   equipment   from   
supply   shed.   

  

  

Food,   Water,   and   Supply   Management   
Nessa   Hessami,   Supervisor   
Nikkie   McManis   

Location   
Inside:    School   Office   
Outside:    Back   Playground  

Functions   
Assist   with   parking   lot   management   to   prevent   parent   parking   and   allow   emergency   
vehicles   access   to   the   black   top.   
Assess   food   preparation   facilities.   
Estimate   number   of   persons   requiring   shelter   and   for   what   period   of   time.   
Assess   adequacy   of   available   water,   food,   blankets   and   other   supplies.   
Control   conservation   of   water   and   food.   
Establish   a   list   of   all   persons   in   shelter   and   determine   any   special   needs.   
Report   additional   equipment   and   supply   needs   to   the   EOC.   
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THE   BIG   FIVE:     
Section   3:   APPENDIX   

TEACHER   BUDDY   LIST   

  

Note:   
● Teachers:   account   for   your   classroom   aides.   
● Teacher   buddies   check   with   each   other   to   determine   each   other’s   health   status.   
● Teachers’   responsibility   is   to   do   the   greatest   good   for   the   greatest   number.   
● If   a   students’   condition   requires   him/her   to   remain   in   the   classroom,   one   teacher   stays   

with   the   student   and   the   other   takes   the   class   to   evacuate.   
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Alvarado   
Adolph,   J.   
Dayeh   

  

Hessami   
McNamara   
Reilly   
Virgallito   
Shane   

Lighty   
McAdams   
I.Drysdale   

Myrtetus   
Griffith   
Picone   
Ray   
Rohleder   

Foley   
Glynn   
Smith   

  

Borges   
Valentine   
LaCrosse   

Jones   
Haddon   
D’Ambrosio   
Hoss   

Liu   
Piedra-Maguina   
Daveggio   
Allen   

Iverson   
Parkhurst   
Edelman   
Kim   

Bertine   
Simkins   
Boyce   

Baumgartner   
Koutoumanis   
Kerber   
Parker   

Fritts   
Nelson   
Nessi   

  

T.   Adolph   
Ramirez   Martinez   
Steinstra   
Keane   
Substitutes   

E.   Martinez   
Chavez   (pm)   
F.   Martinez   (pm)   

Card   
McManis   
McLaughlin   
Schneider   

Carlone   
Mitchell   
Lam   

  
  

Bowdoin   
Pedersen   
Batlle   
Frank  
Ndiaya   

Brunner   
Mitchell   
S.Drysdale   

Hansen   
Tulachan   

Woodside   Foundation   
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DISASTER   ASSIGNMENTS   
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Staff   Name    Job   Title    Disaster   Assignments   
Adolph,   Jen    Preschool   Teacher    Student   Assembly   
Adolph,   Tina    Office   Clerk    Office   
Ahlstrom,   Michelle    Digital   Communication    NA   
Alvarado,   Edith    Preschool   Teacher    Student   Assembly   
Batlle,   Marta    Student   Services   

Coordinator   
Liaison   Officer   and   
Crisis   Intervention     

Baumgartner,   Lauren    4 th    Grade   Teacher      
Bertine,   Ellen   3 rd    Grade   Teacher      
Borges,   Amy    Middle   School   Teacher      
Bowdoin,   Melissa    Lower   School   Principal      
Boyce,   Alejandro    Para-Educator      
Brunner,   Allison    School   Psychologist    Crisis   Intervention   
Card,   Chelsea    Middle   School   Teacher      
Chavez,   Lupe    Maintenance      Utilities   
D’Ambrosio,   Kara    K-4 th    Grade   Teacher      
Dayeh,   Lisa    Preschool   Asst.   Director      
Drysdale,   Suzanne    Reading   Specialist    Crisis   Intervention   
Edelman,   Nicole    5 th    Grade   Teacher      
Foley,   Sandra    Preschool   Teacher    Student   Assembly   
Frank,   Steve    District   Superintendent    Incident   Commander,   

Public   Information   
Officer,   and   Finance   
and   Administration   

Fritts,   Lauren    Resource   Teacher    Crisis   Intervention   
Glynn,   Angie    Preschool   Teacher    Student   Assembly   
Griffith,   Linette    2 nd    Grade   Teacher      
Haddon,   James      5 th -8 th    Grade   Teacher      
Hansen,   Harlin    Director   of   Technology      
Hessami,   Nessa    Kindergarten   Teacher        
Hoss,   Beth    4 th -8 th    Grade   Teacher      
Iverson,   Bev    K-8 th    Grade   Teacher      
Jones,   Kathy    K-4 th    Grade   Teacher      
Keane,   Abbe    School   Nurse    First   Aid   
Kim,   Esther    5 th    Grade   Teacher      
Koutoumanis,   Carrie    4 th    Grade   Teacher      
LaCrosse,   Sharon    Librarian/Middle   School   

Teacher   
  

Lam,   Mena    School   Counselor    Crisis   Intervention   
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Lazzari,   Liza    Office   Assistant      
Lighty,   Jennifer    1 st    Grade   Teacher      
Liu,   Hui    5 th -8 th    Grade   Teacher      
Martinez,   Elvira    Student   Data   Coordinator      
Martinez,   Eucadio    Maintenance   Supervisor    Utilities   Supervisor   and   

Emergency   Set-Up     
Martinez,   Francisco    Maintenance    Utilities   
McAdams,   Kathy    1 st    Grade   Teacher      
McLaughlin,   Alicia    Middle   School   Teacher      
McNamara,   Stacey    Kindergarten   Teacher      
Mitchell,   Jennifer    Speech   Therapist    First   Aid   
McManis,   Nikkie    Middle   School   Teacher      
Myrtetus,   Brian    2nd   Grade   Teacher      
Nelson,   Joane    K-5 th    Grade   Resource   

Teacher   
Crisis   Intervention   

Nessi,   Pam    Para-Educator    Student   Assembly   
Pedersen,   Jenn    Upper   School   Principal      
Parker,   Jennifer    5 th -6 th    Grade   Teacher      
Parkhurst,   Gillian    5 th    Grade   Teacher      
Piedra-Maguina,   Yani    Para-Educator      
Picone,   Lindsay    2 nd    Grade   Teacher      
Reilly,   Tracy    Kindergarten   Teacher      
Schneider,   Jonathan    Middle   School   Teacher    First   Aid   
Shane,   Elizabeth    Para-Educator      
Simkins,   Katie    3 rd    Grade   Teacher      
Smith,   Kem    Preschool   Teacher      
Stienstra,   Cathy    Executive   Assistant      
Tulachan,   Sandeep    Network   Support    Planning   and   

Intelligence   
Valentine,   Kristina    Middle   School   Teacher      
Virgallito,   Sonja    TK   Teacher      
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INCIDENT   COMMAND   SYSTEM   STRUCTURE   
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Mr.   Steve   Frank,   Incident   Commander/Public   Information   Officer   

Melissa   Bowdoin   &   Jenn   Pedersen   ,   Operations   
Chief   &   Safety   Officer   

Cathy   
Stienstra,   
Logistics   

Marta   
Batlle     

Liaison   
Officer   

Field   
Supervisor   
Kathy   Jones   

Student   
Release   

Supervisor   
Elvira   

Ramirez   
Martinez   

First   Aid   
Supervisor   

James   
Haddon   

Search   &   
Rescue   

Supervisor   
Jenn   Parker   

  

Emergency   Set   
Up   Supervisor   

Liza   Lizzari   
  

Utility   
Supervisor   

Eucadio   
Martinez   

  

Planning   &   
Intelligence   

Harlin   
Hansen   

Field   
Supervision   

  

Student   
Release   

  
  

  

First   Aid   
  

Search   &   
Rescue   

  

Emergency   Set   
Up   

  

Utilities   
Lupe   Chavez   

Francisco   
Martinez   

  

Office   
Tina   Adolph   

Food,   Water,   
&   Supply   

Mgmt.   
  

Crisis   Team   
Crisis   Team   Supervisor   

Marta   Batlle   
Crisis   Intervention   Team   

Allison   Brunner   
Suzanne   Drysdale   

Heather   Fair   
Lauren   Fritts   
Joane   Nelson   

Mena   Lam   

ALL   PERSONNEL   should   complete   a   CLASS   EMERGENCY   STATUS   
REPORT   and   submit   it   to   the   FIELD   SUPERVISOR   BEFORE   reporting   to   
other   assignments.   Once   assignments   are   completed   and   reported,   all   

personnel   should   report   back   to   the   OPERATIONS   CHIEF   for   next   steps.    









Mandated   Reporters   Information     
  

Types   of   abuse   
Handout   
  

Who   must   report   
  

• Anyone   who   is   authorized   to   work   with   children   -   permanent   or   temporary   (even   substitute   
teachers),   whether   credentialed   or   not.   

• The   responsibility   for   reporting   rests   solely   with   the   mandated   reporter.   Reporting   suspected   
abuse   to   an   administrator,   school   counselor,   or   other   person   is   not   the   end   of   your   
obligation.   

• When   two   or   more   mandated   reporters   jointly   have   knowledge   of   suspected   child   abuse   or   
neglect,   a   single   report   may   be   made   by   the   selected   member   of   the   reporting   team.   Any   
member   of   the   reporting   team   who   has   knowledge   that   the   designated   person   has   failed   to   
report   must   do   so   him   or   herself.   

  
When   to   report   
  

• Even   if   the   information   you   learn   is   old-STILL   REPORT.   The   statute   of   limitations   does   not   
start   to   run   until   the   failure   to   report   is   discovered.   

• Child   abuse   must   be   reported   when   a   mandated   reporter   “has   knowledge   of   or   observes   a   
child   in   his/her   professional   capacity,   or   within   the   scope   of   his/her   employment   whom   
he/she   knows   or   reasonably   suspects   has   been   the   victim   of   child   abuse.”   

• Report   if   you   suspect.   You   are   not   required   to   prove   that   abuse   has   occurred.   That   will   be   
determined   through   investigation   by   the   child   welfare   professional   or   law   enforcement.   

  
  

Consequences   for   not   reporting   
  

• A   misdemeanor   +   six   months   in   jail   and/or   up-to   a   $1,000   fine.   

• Potential   civil   lawsuit,   especially   if   the   child-victim   or   another   child   is   further   victimized   
because   of   the   failure   to   report.   

• Loss   of   credential.   



  
  

How   to   make   report   suspected   child   abuse   

- Tell   an   Administrator   (Marta,   Jenn,   Melissa,   or   Steve   ).     
- You   can   also   consult   or   get   assistance   from   our   school   psychologist   (Allison),   or   school   

counselor   (Mena).   
- Fill   out   the   form   with   all   the   student’s   information.   Before   you   call   you   will   need   to   have   

the   child’s   name,   birthday,   parents’   and   siblings’   name,   home   address,   and   phone   number.   
- Call   San   Mateo   County   Child   Protection   Services    650-595-7922     or   24-hour   Hotline   

800-632-4615    for   making   reports.   
- Fax   written   report   to   CPS   within   36   hours   or   verbal   report.   (Fax   number   

650.592.2289.   
- The     original   form   must   be   given   to   Marta   Batlle .    Teachers   can   keep   a   copy.     
- All   reports   are   kept   confidential   and   locked   in   Marta’s   office.     

abuse…   
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The   Big   Five:   Hazards   -   Fire   (Off   Site):     
  

A   fire   in   the   surrounding   community   can   threaten   school   buildings   and   endanger   
students   and   staff.   Response   actions   are   determined   by   location   and   size   of   the   
fire,   whether   it   is   a   wind-driven   or   chemical-driven   fire,   and   how   the   surrounding   
terrain   might   influence   the   flames.   Responding   to   a   fire   in   the   surrounding   
community   requires   “think-on-your   feet"   alertness.     

  

SCHOOL   INCIDENT   COMMANDER:   SITE   ADMINISTRATOR   
ACTIONS:     

  
Assume   Incident   Command   role.   
Contact   local   fire   department   (call   911)   to   determine   location   of   fire   and   the   
correct   action   for   school   site.   
Access   the   School   “Emergency   Response   Box"   that   includes   site   maps,   keys,   
rosters,   etc.     
If   appropriate,   S HELTER-IN-PLACE    or   begin   EVACUATION   to   off   site   
evacuation   location   according   to   site   emergency   plan.     
If   needed,   contact   bus   dispatch   for   transportation   by   bus   to   evacuation   
location.   
In   order   to   ensure   that   all   students   and   staff   have   left   the   building   and   are   
free   from   injury,   direct   Operations   Chief   to   engage   the   Search   and   Rescue   
team   Monitor   radio   stations   and   other   public   information   sources   for   
current   status   reports.   
Determine   if   Student   Release   should   be   implemented.   If   so,   notify   staff,   
students   and   parents.     

STAFF   ACTIONS:   

If   students   are   to   be   evacuated   and   it   is   safe   to   do   so,   take   attendance   prior   
to   leaving   the   building   site.   
Remove   staff   ID   placard   from   emergency   packet   and   put   it   on.     
Evacuate   immediately   to   assembly   area.   DO   NOT   STOP    to   collect   
belongings.   Be   sure   to   bring   the   classroom   “Go   Pack”   which   should   include   
attendance   roster   and   emergency   supplies.   
Leave   windows   and   doors   closed   behind   you,   but   unlocked.     
Stay   calm.     
Maintain   control   of   the   students   at   a   safe   distance   from   the   fire   and   fire   
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fighting   equipment.   
Take   attendance   at   the   assembly   area.     
Report   any   missing   students   to   the   School   Incident   Commander/site   
administrator   and   emergency   response   personnel.   
Remain   with   students   until   Incident   Command   has   determined   it   is   safe   to   
return.   
Follow   school   emergency   protocols   for   return   to   school.   
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The   Big   Five:   Hazards   -   Fire   (On   Site):     
  

An   on-site   fire   necessitates   quick   and   decisive   action   to   prevent   injuries   and   
further   spread   of   fire.   All   doors   leading   to   the   fire   should   be   closed.   Do   not   re   
enter   the   area   for   belongings.   If   the   area   is   full   of   smoke,   students   and   staff   
should   be   instructed   to   crawl   along   the   floor   close   to   walls   to   enable   easier   
breathing   and   provide   direction.   Before   opening   any   door,   place   a   hand   an   inch   
from   the   door   near   the   top   to   see   if   it   is   hot.   Be   prepared   to   close   the   door   quickly   
at   the   first   sign   of   fire.   All   fires   extinguished   on-site   by   school   staff,   regardless   of   
size,   require   that   the   Fire   Department   be   notified.     

SCHOOL   INCIDENT   COMMANDER   -   SITE   ADMINISTRATOR   
ACTIONS   (Inside):     

First,   sound   the   fire   alarm   to   implement    EVACUATION    of   the   
building    ONLY   AFTER   hearing   the   announcement   over   the   PA   
system   to   evacuate.     
Assume   Incident   Command   role.     
Put   on   emergency   IC / Admin   vest   and   continue   as   Incident   Commander   
until   relieved   by   emergency   personnel.   
Next,   instruct   designee   to   call   911.   Designee   must   be   ready   to   provide   
location,   status   of   campus,   all   available   details   of   situation.   
Access   the   school   "Emergency   Response   Box"   in   order   to   provide   
emergency   responders   with   maps,   keys,   rosters,   etc.     
Immediately    EVACUATE    the   building   or   the   school   using   the   primary   or   
alternate   fire   routes.   
When   able,   alert   Superintendent's   Office.   
To   ensure   that   access   roads   are   kept   open   for   emergency   vehicles,   direct   
Safety   Officer   to   open   gates   and   clear   pathways.   
To   ensure   that   all   students   and   staff   have   left   the   building   and   to   locate   
injured   students/staff,   direct   Operations   Chief   to   engage   the   Search   and   
Rescue   team   or   communicate   to   Unified   Command.   
Have   Safety   Officer   report   to   Incident   Command   Post.   
To   ensure   injured   students   and   staff   members   receive   medical   attention,   
direct   Operations   Chief   to   engage   Medical   Team.   
If   needed,   notify   bus   dispatch   for   off-site   evacuation   or   communicate   with   
Unified   Command   to   engage   SAMTRANS.   
Do   not   allow   staff   and   students   to   return   to   the   building   until   the   Fire   
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Incident   Commander   declares   that   it   is   safe   to   do   so.   

STAFF   ACTIONS   -   FIRE   WITHIN   SCHOOL   BUILDING:     

Evacuate   immediately   to   assembly   area.     
DO   NOT   STOP   to   collect   belongings,   but   be   sure   to   bring   attendance   roster   
and   emergency   supplies.     
Leave   the   windows   and   doors   closed,   but   unlocked.  
Stay   calm;   maintain   control   of   the   students   at   the   designated   assembly   
area .  
Take   attendance.     
Report   missing   students   to   the   School   Incident   Commander / Site   
Administrator   and   emergency   response   personnel.   
Maintain   supervision   of   students   until   the   Fire   Department   determines   it   is   
safe   to   return   to   the   school   building.   
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Psychological Trauma Resources 
 
 
https://www.apa.org/helpcenter/mass-shooting 
 
https://www.chconline.org/resourcelibrary/apa-resources-coping-mass-shootings-understanding-
gun-violence/?utm_source=CHC+eNews&utm_campaign=7bfa92d7a1-
EMAIL_CAMPAIGN_2019_08_09_03_14&utm_medium=email&utm_term=0_4e878e8b47-
7bfa92d7a1-252293581 
 
https://www.apa.org/helpcenter/talking-to-children 
 
https://www.apa.org/helpcenter/index 
 
https://www.apa.org/helpcenter/stress-children 
 
https://www.apa.org/helpcenter/about-psychologists 
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The   Big   Five:   Secure   Campus   
  

SECURE   CAMPUS    is   implemented   when   the   threat   of   violence   or   police   action   in   
the   surrounding   community   requires   precautionary   measures   to   ensure   the   
safety   of   staff   and   students.   When   a   campus   is   in    SECURE   CAMPUS    status,   
classroom   instruction   and / or   activity   may   continue   as   long   as   all   classroom   and   
office   doors   are   locked   and   all   students   and   staff   remain   inside    through   the   
duration   of   the   event.    Outer   gates   and   other   entrance / exit   points   can   be   closed   
( NOT   LOCKED)    to   deter   a   potential   perpetrator   from   entering   school   grounds.     

  
This   response   is   considered   appropriate   for,   but   not   limited   to,   the   followin g   
types   of   emergencies:     

Potential   threat   of   violence   in   the   surrounding   community   
Law   enforcement   activity   in   the   surrounding   community     

A   SECURE   CAMPUS    response   may   be   elevated   t o   LOCKDOWN /    BARRICADE    in   
which   case   instruction   immediately   ceases   and   students   and   staff   follow   
LOCKDOWN/B A RRICADE    procedures.     

  

SECURE   CAMPUS   -   GENERAL   ACTIONS:   

Is   intended   to   prevent   a   potential   community   threat   from   entering    campus     
Heightens   school   safety   while   honoring   instructional   time     
Requires   that   all   exterior   classroom / office   doors   are   locked   and   remain   
locked     
Is   intended   to   prevent   intruders   from   entering   occupied   areas   of   the   
building     
Requires   that   students   and   staff   remain   in   S ECURE   CAMPU S   status   until   
ALL   CLEAR    is   issued   by   School   Incident   Commander.   

10   

Secure   Campus   is   a   precautionary   measure   against   the   threat   of   potential   
violence   in   the   surrounding   community.   Secure   Campus   requires   locking   

all   classroom/office   doors   and   closing   entrance   and   exit   points   on   the   
school's   perimeter.   The   objective   is   to   protect   against   a   threat   at   large   in   
the   community   from   coming   onto   campus.   Secure   Campus   differs   from   
Lockdown / Barricade   in   that   it   allows   classroom   instruction   to   continue.     
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SECURE   CAMPUS   -   STAFF   ACTIONS:     
Move   to   the   door   and   instruct   any   passing   students   to   return   to   assigned   
classroom   immediately   
Close   and   lock   the   door   
Continue   the   class   instruction   or   activity   as   normal   
Enforce   the   no   entrance   and   no   exit   protocol.   Remain   in   the   classroom   or   
secured   area   and   wait   for   further   instructions     
Be   alert   to   the   possibility   that   the   response   may   elevate   to   
LOCKDOWN/BARRICADE   
Do   not   call   the   office   to   ask   questions;   School   Incident   Commander   will   
send   out   periodic   updates   
Wait   for   another   action   or,   if    ALL   CLEAR    is   issued,   return   to   normal   class   
routine     

SECURE   CAMPUS   -   STAFF   ACTIONS   (If   students   are   engaged   in   
class   activities   on   an   outlying   field   -   PE   or   other   activity):   

Gather   students   together   and   organize   into   an   orderly   formation     
Inform   students   that   as   part   of    SECURE   CAMPUS    procedures,   the   class   will   
move   immediately   to   a   predetermined   classroom   location   
Proceed   to   predetermined   classroom   location   as   quickly   as   possible   
Once   inside,   take   attendance   to   ensure   all   students   are   accounted   for     
By   classroom   phone,   cell   phone,   walkie-talkie,   or   other   means,   contact   
School   Incident   Commander   to   report   class   location   and   any   absent   or   
missing   students     
Implement   all   classroom   policies   and   procedures   for    SECURE   CAMPUS   
status     
Wait   for   another   action   or,   if    ALL   CLEAR    announcement   is   issued,   return   
to   normal   class   routine     
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      Immediate   Action   Response:   The   Big   Five   
  

The   Big   Five:   Lockdown/Barricade     
  

LOCKDOWN/BARRICADE    is   implemented   when   the   imminent   threat   of   violence   
or   gunfire   is   identified   on   the   campus   or   the   school   is   directed   by   law   
enforcement.   During    LOCKDOWN/BARRICADE ,   students   are   to   remain   in   
designated   classrooms   or   lockdown   locations   at   all   times.   Do   not   evacuate   until   
room   is   cleared   by   law   enforcement   or   site   administration.   This   response   is   
considered   appropriate   for,   but   not   limited   to,   the   following   types   of   
emergencies:     

Gunfire     
Threat   of   extreme   violence   outside   the   classroom   Immediate   danger   in   the   
surrounding   community     

  

LOCKDOWN/BARRICADE   -   GENERAL   ACTIONS:     

Is   a   response   to   an   immediate   danger;   it   is   not   preceded   by   any   warning   
Demands   quick   action;   an   active   shooter,   for   example,   can   fire   one   round   
per   second   
Requires   common   sense   thinking   under   duress;   do   what   must   be   done   to   
best   ensure   survival   of   both   students   and   staff   If   it   is   possible   to   safely    get   
off   campus    with   students,   take   that   action   immediately    (Run)     
If   it   is   not   possible   to   get   off   campus,    quickly   lockdown    inside   a   safe    room   
and   barricad e   the   entrance    (Hide)     
Once   a   room   is   secured,   no   one   is   allowed   to   enter   or   exit   under   any   
circumstances   In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   
enter   a   room,   occupants   should   be   prepared   to   fight   back    (Fight)     
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Lockdown/Barricade   is   a   protective   action   against   human   threat   while   
Shelter   in-Place   protects   against   environmental   threat.   

Lockdown/Barricade   requires   closing   and   locking   doors   and   barricading   
with   heavy   objects.   No   one   is   allowed   to   enter   or   exit   until   door-to-door   

release   by   Law   Enforcement   or   School   Incident   Commander.   
Shelter-in-Place   calls   for   closed,   unlocked   doors   and   allows   for   the   free   

movement   of   staff   and   students   within   the   classroom   or   office.   



      Immediate   Action   Response:   The   Big   Five   
  

LOCKDOWN / BARRICADE   -   “THINK   ON   YOUR   FEET”:   
  

In   the   event   of   a   Violent   Intruder   on   campus,   quick   thinking   is   imperative   for   
survival.   Especially   when   an   active   threat   of   violence   is   present,   an   individual   
will   have   to   think   on   his/her   feet   to   quickly   determine   the   best   course   of   action,   
These   choices   may   include   getting   off   campus,   hiding,   implementing   
Lockdown / Barricade   or   even   in   the   most   extreme   of   situations,   f i ghting   an   
assailant.   Understanding   and   practicing   these   options   can   help   an   individual   
respond   decisively   and   in   so   doing,   best   ensure   the   safety   and   survival   of   self,   
students,   and   other   staff.     

  
In   the   event   of   a   Violent   Intruder   on   campus,   expect   to   hear   noise   from   alarms,   
gunfire,   explosions   and   shouting.   It   is   not   uncommon   for   people   confronted   with   
a   threat   to   first   deny   the   possible   danger   rather   than   respond.   Quality   training   
can   help   individuals   think   clearly   in   the   midst   of   a   chaotic   scene.   Proper   training   
should   include   helping   staff   recognize   the   sounds   of   danger   and   teaching   them   to   
forcefully   communicate   and   take   necessary   action.   These   actions   would   likely   
include:     

RUN:   Escape / Get   Off   Campus:     

Only   attempt   this   if   you   are   confident   the   suspect(s)   is   not   in   the   immediate   
vicinity   Safely   get   off   campus;   find   a   position   of   cover   or   safe   place   for   assembly   
Guide/instruct   others   you   encounter   on   the   way   to   follow   you   to   safety   Call   911   
immediately   to   report   location   and   request   emergency   services   if   necessary   Once   
in   a   safe   place   –   stay   there     

HIDE:   Lockdown / Barricade:     

Clear   all   hallways;   get   students   and   staff   inside   immediately   
Once   locked   and   barricaded   inside   a   room,   follow   all   protocols   for   
Lockdown / Barricade   as   practiced     
Direct   all   those   in   the   room   to   remain   still   and   quiet;   turn   off/silence   cell   
phones     
If   unable   to   find   cover   inside   a   secure   room,   quickly   seek   out   a   hiding   place   
on   campus     

  

13   



      Immediate   Action   Response:   The   Big   Five   
  

FIGHT:     

If   confronted   by   an   assailant,   as   a   last   resort,   consider   trying   to   disrupt   or   
incapacitate   through   aggressive   force   or   by   using   items   in   the   environment   such   
as   fire   extinguishers   or   chairs.   There   are   documented   instances   where   aggressive   
action   on   the   part   of   the   victims   resulted   in   stopping   the   attacker.   Fighting   back   is   
NOT   an   expectation,   merely   one   option   for   a   last   resort   response.   

LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   In   Session):     

Immediately    move   to   the   door   and   check   for   passing   students.     
Divert   as   many   students   as   possible   into   the   classroom.   
Lock   and   close   the   door   and   barricade   with   heavy   objects.   
Close   blinds   and   turn   off   lights.   If   the   door   has   a   window,   cover   with   a  
pre-cut   piece   of   heavy   black   construction   paper.   
Instruct   students   to   stay   quiet   and   out   of   sight.     
Relocate   against   the   wall   least   visible   to   the   outside   and   most   out   of   the   line   
of   harm.   
Turn   off   devices,   projectors,   document   camera,   etc.   The   room   should   be   
dark   and   quiet.   
Silence   all   cell   phones.   
DO   NOT   OPEN   THE   DOOR   FOR   ANYONE.    Law   enforcement   and / or   School   
Incident   Commander   will   use   keys   to   unlock   door   and   clear   the   room.   
Only   If    there   is   a   life-threatening   emergency   inside   the   room   and   there   is   
no   other   way   to   request   medical   assistance,   place   a   red   colored   item   (card,   
red   cross,   sweatshirt,   etc.)   on/in   the   window   or   slide   under   the   outside   
door.   
If   an   active   threat   is   still   present   at   the   time   Law   Enforcement   comes   on   
scene,   Law   Enforcement   will   ignore   the   red   signal   until   the   active   threat   
has   been   neutralized.   
If   safe   to   do   so,   locate   emergency   packet   and   attendance   roster.     
Remove   staff   ID   placard   and   put   it   on.   
If   safe   to   do   so,   take   attendance   and   document   on   appropriate   form.   
Remain   in   the   classroom   or   secured   area   until   further   instructions   are   
provided   by   School   Incident   Commander   or   law   enforcement.   
DO   NOT   call   office   to   ask   questions;   School   Incident   Command   will   send   
out   periodic   updates.   
In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   enter   a   room,   
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      Immediate   Action   Response:   The   Big   Five   
  

occupants   should   be   prepared   to   fight   back   ( Fight ).   
Maintain   order   in   all   areas   of   shelter   or   assembly   and   await   the   arrival   of   
law   enforcement.   Be   ready   for   lengthy   stay   of   2-4   hours.     

LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   not   in   session):   

Move   students   to   nearest   available   safe   building   or   location,   without   
drawing   attention   to   self   or   students.   If   doors   are   locked,   continue   to   look   
for   a   safe   area.   Consider   moving   students   off-campus   if   that   seems   the   
safest   option.   
Do   not   chase   students   that   run.   Let   them   go.   
Do   not   go   into   rooms   that   cannot   be   secured   and   offer   no   way   out.   
If   secure   inside   a   room,   lock   all   doors,   close   blinds/curtains,   turn   off   lights,   
and   direct   students   to   relocate   against   the   wall   least   visible   to   the   outside   
and   most   out   of   the   line   of   harm.   
Instruct   students   to   stay   quiet   and   out   of   sight.   
Silence   all   cell   phones.   
Turn   off   devices,   projectors,   document   camera,   etc.     
Remain   calm.     
If   safe   to   do   so,   attempt   to   maintain   separation   between   students   and   the   
perpetrator.   
Only   if   there   is   a   life-threatening   emergency   inside   the   room   and   there   is   
no   other   way   to   request   medical   assistance,   place   a   red   colored   item   (card,   
red   cross,   sweatshirt,   etc.)   on/in   the   window   or   slide   under   the   outside   
door.   
If   an   active   threat   is   still   present   at   the   time   Law   Enforcement   comes   on   
scene,   Law   Enforcement   will   ignore   the   red   signal   until   the   active   threat   
has   been   neutralized.   
If   safe   to   do   so,   locate   emergency   packet   and   remove   staff   ID   placard   and   
put   it   on   
If   safe   to   do   so,   take   attendance   and   document   on   appropriate   form   
If   safe   to   do   so   and   according   to   site   communications   protocol,   contact   
School   Incident   Commander   or   designee   to   document   your   whereabouts   as   
well   as   any   students / staff   under   your   supervision.   
In   the   extreme   instance   that   a   Violent   Intruder   is   able   to   enter   a   room,   
occupants   should   be   prepared   to   fight   back   ( Fight ).   
Maintain   order   in   all   areas   of   shelter   or   assembly   and   await   the   arrival   of   
law   enforcement.   Be   ready   for   lengthy   stay   of   2-4   hours.     
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      Immediate   Action   Response:   The   Big   Five   
  

LOCKDOWN/BARRICADE   -   STAFF   ACTIONS   (Class   in   session   -   
outside):   

Gather   students   together   and   organize   into   an   orderly   formation.   
Inform   students   that   as   part   of    LOCKDOWN/BARRICADE    procedures,   the   
class   will   evacuate   off-campus   to   a   predetermined   Off   Site   Evacuation   
Location   
Follow   pre-arranged   evacuation   route   to   evacuation   location   
Should   the   group   be   confronted   by   the   intruder   who   is   intent   on   doing   
harm,   consider   taking   defensive   measures   to   run,   hide   or   fight   the   
assailant     
Upon   arrival   at   the   pre-arranged   location,   take   attendance   
By   radio   communication   or   cell   phone,   contact   School   Incident   
Commander   or   designee   or   911   Dispatcher   to   report   class   location   and   any   
absent   or   missing   students   
Maintain   order   in   all   areas   of   shelter   or   assembly.   Do   not   release   students   
to   parent / guardian   until   instructed   by   School   Incident   Commander   or   law   
enforcement.   
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      Immediate   Action   Response:   The   Big   Five   
  

The   Big   Five:     Shelter   In   Place   
  

SHELTER   IN   PLACE    is   a   short-term   measure   implemented   to   isolate   students   and   
staff   from   the   outdoor   environment   and   prevent   exposure   to   airborne   
contaminants   or   threats   posed   by   wildlife   or   other   hazards.   The   procedures   
include   closing   and   sealing   doors,   windows,   and   vents,   shutting   down   the   
classroom/building   heating,   ventilation   and   air   conditioning   systems   to   prevent   
exposure   to   the   outside   air;   and   turning   off   pilot   l i ghts.     

SHELTER   IN   PLACE    is   considered   appropriate   for,   but   is   not   limited   to,   the   
following   types   of   emergencies:     

External   Chemical   Release     
Fire   in   the   Community     
Hazardous   Material   Spills     

  

  

SHELTER   IN   PLACE   -   GENERAL   ACTIONS:     
  

Requires   an   understanding   that   all   heating,   air   conditioning,   and   
ventilation   systems   may   be   shut   down   immediately     
Requires   an   understanding   that   all   pilot   lights   and   sources   of   flame   may   
need   to   be   extinguished     
Requires   an   understanding   that   any   gaps   around   doors   and   windows   may   
need   to   be   sealed   
Allows   for   free   movement   within   classrooms   or   offices     

  

SHELTER   IN   PLACE   -   STAFF   ACTIONS:   
  

Immediately   clear   students   from   the   halls.     
Stay   away   from   all   doors   and   windows .     
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During   a   Shelter-in-Place   response   as   a   result   of   air   contamination,   the   
HVAC   systems   must   be   shut   down   to   provide   protection   from   outside   air.   
Students   and   staff   may   freely   move   about   inside   the   buildings,   but   no   one   
should   leave   the   room   until   directed   by   fire   officials,   law   enforcement,   or   

site   administration.   



      Immediate   Action   Response:   The   Big   Five   
  

Keep   all   students   in   the   classroom   until   further   instructions   are   received.     
Support   those   needing   special   assistance.   
Secure   individual   classrooms:     

close   doors   and   windows.   
shut   down   the   classroom   HVAC   system.   
turn   off   fans.   
seal   gaps   under   doors   and   windows   with   wet   towels,   duct   tape,   or   
other   materials   if   instructed   by   School   Incident   Commander.   
Take   attendance   and   call   or   email   status   to   School   Incident   
Command,   according   to   site   protocol.   
Wait   for   another   action   or,   if    ALL   CLEAR    announcement   is   issued,   
return   to   normal   class   routine.   
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Woodside	School	District	Student	Expectations		

At	Woodside	School,	students	are	held	to	a	standard	of	expectations	that	fosters	positive	
learning	experiences	and	environments.	The	following	list	of	guidelines	and	norms	are	
expectations	that	all	Woodside	students	should	follow.		

Students	are	expected	to	respect	adults	and	peers,	to	demonstrate	integrity	in	their	work,	
and	to	embrace	the	values	of	our	Social	and	Emotional	Learning	Program	(Know	Yourself,	
Choose	Yourself,	Give	Yourself).	With	the	support	of	adults	on	campus,	students	will	
practice	self-awareness,	social	awareness,	self-management,	responsible	decision-making,	
and	problem-solving,	with	the	long-term	goal	of	fostering	student	independence.	

From	the	beginning	of	the	school	year,	each	teacher	works	with	his	or	her	classes	to	
establish	classroom	norms	and	procedures,	to	share	school-wide	expectations,	to	develop	
ways	to	reinforce	appropriate	behavior,	and	to	make	clear	the	consequences	for	
misconduct.	All	students	are	expected	to	adhere	to	classroom	norms	outlined	by	their	
teachers,	as	well	as	those	outlined	below.			

General	Classroom	Expectations	

● I	will	come	to	school	prepared	and	ready	to	learn 
● I	will	be	on	time	to	school	and	to	my	classes 
● I	will	be	attentive	to	instruction	and	always	try	to	do	my	best 
● I	will	practice	self-control	in	my	language	and	actions 
● I	will	be	respectful	of	school	property	and	the	property	of	others 
● I	will	complete	and	turn	in	my	assignments	on	time 
● I	will	always	be	respectful	of	teacher(s),	staff,	and	parents	who	are	volunteering	in	

my	classroom 

General	Play	Area	Expectations	

● I	will	walk	to	and	from	the	classroom	to	the	playground 
● I	will	follow	the	directions	given	to	me	by	all	supervising	staff	and	be	respectful	of	

their	authority 
● I	will	keep	my	hands	and	feet	to	myself 
● I	will	display	courtesy,	responsibility,	and	good	sportsmanship	in	games	and	while	

using	equipment 
o I	will	not	hang	from	the	soccer	goals 
o I	will	go	down	the	slide	feet	first	 
o I	will	not	play	tag	or	run	around	the	play	structure 
o I	will	not	participate	in	any	inappropriate	or	unsafe	games	(e.g.	“butts-up,”	

piggyback,	tackle	football,	rugby,	etc.) 
● I	will	allow	all	fellow	students	to	join	in	organized	games	and	activities 
● I	will	only	play	in	areas	that	can	be	observed	by	a	yard	supervisor	and	will	stay	

within	school	boundaries 
● I	will	not	linger	in	the	hallways,	in	front	of	the	library,	or	in	front	of	the	school	

during	recess	or	lunch	time 



● I	will	utilize	the	bathrooms	only	for	their	intended	purpose,	and	I	will	refrain	from	
conducting	behaviors	that	are	hurtful,	harmful,	or	destructive 

● I	will	sit	and	eat	my	recess	snack	and	lunch	in	designated,	supervised	eating	areas	
until	dismissed	by	a	yard	duty	supervisor 

● I	will	clean	up	all	trash	on	the	table	and	on	the	ground	in	my	eating	area 
● I	will	not	bring	glass	containers	to	school 

	
General	School	Expectations	

● I	will	treat	others	with	respect	at	all	times 
● I	will	respect	and	protect	school	property,	supplies,	and	the	property	of	others 
● I	will	use	appropriate	and	respectful	language	at	all	times 
● I	will	express	my	feelings	respectfully	and	calmly	to	others 
● I	will	be	honest	and	truthful	at	all	times,	both	verbally	and	in	my	school	work 

o I	will	not	cheat	on	any	assignment	or	test 
o I	will	not	submit	or	present	the	work	of	someone	else	as	my	own	

(plagiarism)	in	whole	or	in	part 
o Any	instance	of	plagiarism	will	result	in	loss	of	credit 

● I	will	not	use	my	cell	phone	during	school	hours	–	it	will	be	turned	off	and	out	of	sight 
● I	will	appreciate	and	respect	the	differences	of	others 
● I	will	refrain	from	verbal	or	cyberbullying,	intimidation	or	harassment	of	others 
● I	will	use	technology	appropriately	and	follow	the	guidelines	set	forth	by	the	school	

in	the	technology	agreement 
● I	will	not	leave	the	school	grounds	during	school	hours	without	written	permission	

and	by	checking	out	through	the	school	office	with	an	adult 
● I	will	not	bring	any	form	of	weapon	(real	or	play)	to	school 
● I	will	not	bring	personal	items	from	home	unless	I	have	permission	from	the	teacher	

–	the	school	will	not	be	responsible	for	any	lost	or	stolen	personal	property 
● I	will	respect	all	teachers,	other	instructional	personnel,	school	staff,	bus	drivers,	

recess	and	lunch	supervisors,	parent	volunteers,	and	students	on	campus 
● I	will	not	use	any	personal	technology,	including	headphones	or	earbuds,	cell	

phones,	or	personal	gaming	devices,	during	the	school	day 

Behavior	Consequences	

Woodside	School	strives	to	foster	a	learning	atmosphere	that	is	conducive	to	the	
educational	well-being	and	the	personal	safety	of	all	students	and	staff	members.		Behavior	
consequences	are	opportunities	for	students	to	learn	from	their	experiences	and	grow	in	
character.		Behavior	consequences	may	be	issued	to	students	by	any	adult	on	campus.	
Consequences	may	include,	but	are	not	limited	to:	

● A	verbal	warning	 
● Sitting	out	during	recess	or	lunch 
● Student	completing	a	reflective	“Think	Sheet” 
● Student	writing	a	note	of	apology	to	the	other	party 
● Student	writing	a	note	or	making	a	phone	call	to	parents	explaining	their	poor	

choice 



● A	tier	1,	2,	or	3,	which	would	require	the	student	to	serve	a	lunchtime	detention,	or	
require	the	involvement	of	Woodside	School’s	administrative	team 

● Student	forfeiting	all	school	privileges	(field	trip,	assembly,	dances,	and	
extracurricular	activities)	for	a	period	of	time 

● Student	receiving	a	written	discipline	notice,	which	may	include	a	tier,	an	in-school	
suspension,	a	suspension,	or	a	notice	of	expulsion	hearing	as	deemed	appropriate	by	
Woodside	School’s	administrative	team 

Progressive	behavioral	processes	create	the	expectation	that	the	degree	of	consequence	
will	be	in	proportion	to	the	severity	of	the	behavior.	The	previous	behavioral	history	of	the	
student,	and	other	relevant	factors	will	be	taken	into	account.	Parents,	teachers,	students,	
and	administration	at	Woodside	School	work	collaboratively	to	correct	the	behavioral	
issue,	in	an	effort	to	support	the	child	in	exercising	responsibility	and	self-control.	

Below	are	some	examples	of	the	behaviors	for	which	a	student	could	receive	a	tier	1,	2,	or	
3:	

Tier	1	Behaviors:	

Bothering/Pestering	 	 	 Teasing/Put-Downs	 	 Not	Following	Directions		
Mild	Defiance																																									 Cheating/Plagiarism	 	 Pushing/Shoving		
Taking	Other’s	Property	 	 	 Off-Task	Behavior																					 Disrespect	to	Teacher		
Exclusion	of	Classmates	 	 	 Entering	Classroom	Loudly	 Gossip																																																		
Excessive	Talking	 	 	 Mild	Profane	Language	 	 Running	 								
Other	

	
Tier	2:	Repetitive	Behaviors	from	Tier	1,	or	Significant	or	Intensive	Behaviors:	

Abusive/Profane	Language		 				 Interference	with	Staff	 	 Theft:	Minor																	
Class	Cutting																																															 Deliberate	Misuse	of	Property	 Intimidation							 	
Trespassing	 	 	 	 Open	Defiance										 	 Vandalism:	Minor	Forgery	 	
Cheating/Plagiarism	 	 	 Indecent	Gesture												 	 Technology	Use	Violation	
Other	 	

	

Tier	3:	Extreme	and/or	Harmful	to	Others	

Fighting		 	 	 	 Threat	of	Violence	 	 Vandalism:	Major	 	
Theft:	Major	 	 	 	 Harassment/Bullying	 	 Cyberbullying																												
Other	
	

Additional	Information	

Bullying	

Bullying	involves	a	real	or	perceived	imbalance	of	power,	with	the	more	powerful	child	or	
group	bothering	those	who	are	less	powerful.		Bullying	may	be	physical	(hitting,	kicking,	
spitting,	pushing),	verbal	(taunting,	malicious	teasing,	name	calling,	threatening),	or	
psychological	(spreading	rumors,	manipulating	social	relationships,	or	promoting	social	



exclusion,	extortion,	or	intimidation).		Bullying	is	absolutely	not	tolerated,	and	any	child	
experiencing	it	should	report	it	immediately	to	their	teacher	or	other	staff	members.	

Cyberbullying	

Cyberbullying	includes	the	transmission	of	harassing	communications,	direct	threats,	or	
other	harmful	texts,	sounds,	or	images	on	the	Internet,	social	media,	or	other	technologies	
using	a	telephone,	computer,	or	any	wireless	communication	device.		Cyberbullying	also	
includes	breaking	into	another	person’s	electronic	account	and	assuming	that	person’s	
identity	in	order	to	damage	that	person’s	reputation.		Off-campus	cyberbullying	that	
causes,	or	is	foreseeably	likely	to	cause,	a	substantial	disruption	of	school	activities	
may	result	in	district-sanctioned	discipline.	

Discrimination	

Prohibited	discrimination,	harassment,	intimidation,	or	bullying	includes	physical,	verbal,	
nonverbal,	or	written	conduct	based	on:	a	student’s	actual	race,	color,	ancestry,	national	
origin,	ethnic	group	identification,	age,	religion,	marital	or	parental	status,	physical	or	mental	
disability,	sex,	sexual	orientation,	gender,	gender	identity,	or	gender	expression;	the	
perception	of	one	or	more	of	such	characteristics,	or	association	with	a	person	or	group	with	
one	or	more	of	these	actual	or	perceived	characteristics	that	is	so	severe	and	pervasive	that	
it	affects	a	student’s	ability	to	participate	in	or	benefit	from	an	educational	program	or	
activity.	

Dress	Standards	

Good	grooming	and	proper	dress	are	essential	in	establishing	an	appropriate,	safe	school	
environment	for	learning.		Clothing	should	be	clean,	neat,	and	comfortable.		The	following	
are	guidelines	that	should	be	observed:	

● No	wearing	of	caps,	visors,	or	hoods	in	the	classroom	except	for	religious	or	medical	
purposes 

● Clothing	that	reveals	underwear	or	cleavage,	bare	chests,	bare	stomachs	(midriffs),	
and	bare	backs,	is	not	permitted 

● All	undergarments	must	be	kept	under	regular	clothing 
● Waistbands	on	pants	should	be	high	enough	to	allow	student	to	bend	over	without	

exposing	undergarments 
● Students	must	wear	shoes	throughout	the	day,	and	athletic	shoes,	socks,	and	

clothing	are	required	for	P.E. 
● Attire	promoting	alcohol,	drugs,	or	sex	is	not	permitted 
● Shorts/shirts/skorts	should	be	at	least	knuckle	length	with	arms	straight	at	your	

side.		 
	

Digital	Citizenship/	Network	Etiquette	

Woodside	Elementary	School	promotes	responsible	use	of	technological	resources	
provided	by	Woodside	School	District.		There	are	clear	expectations	and	etiquette	which	



students	are	required	to	follow	when	using	computers,	network	resources,	and	the	internet	
at	our	school.		

Students	violating	the	technology	agreement	will	receive	consequences.		The	severity	of	the	
consequence	depends	on	the	severity	of	the	violation.		

See	further	information	on	the	“Technology	Use	Policy”	and	“Chromebook	Use	Agreement”	
forms.	

Cause	for	Suspension/	Expulsion	

For	K-8	students,	the	California	Education	Code	has	specific	language	defining	the	grounds	
for	immediate	suspension.		Please	see	section	48900	(Grounds	for	Suspension/Expulsion;	
Legislative	Intent)	in	the	California	Education	Code	for	more	information	regarding	
suspension	and	section	48915	(Expulsion;	particular	circumstances)	regarding	expulsion. 
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Woodside School Student Expectations Agreement 
 
 
Student:  By signing this agreement, I concur that I understand and will adhere to the Woodside 
School Student Expectations for the classroom, playground, and overall school.  I also understand 
that there may be consequences for my choices if I do not follow these expectations. 
 
Parent/Guardian:  By signing this agreement, I concur that I have discussed the Woodside School 
student expectations with my child and that I understand and agree with the expectations for 
student behavior.   
 
 
 
 
Student Name (Print):  _____________________________________________________ 
 
 
Student Signature:  ___________________________________ Grade:   _____________ 
 
 
Parent Signature: _____________________________________ Date:  ______________ 

 
 

































































APPENDIX G 
 

TRAFFIC AND PARKING 
 
Preschool Parking Lot (west side of campus)  
The inner office parking lot is limited to drop off/pick up of students and staff parking.  Parents 
should park in the visitor parking sports or on the school side of Woodside Road and walk their 
students in/out. Students may also be dropped off/picked up in the Sellman Pavilion parking lot. 
 
Sellman Auditorium Parking Lot (east side of campus) 
In the Sellman parking lot, the drop off/pick up lane is for students who are ready to be dropped 
off or picked up.  There is NO PARKING in this lane, and all cars must pull all the way forward 
when dropping or picking up students.  For safety reasons, please do not drop off/pick up 
students in the middle of the parking lot.  You must park your car in the designated visitor 
parking spaces if you need to wait or come onto campus.  Blocking the drive through lanes not 
only adds to the congestion but also is also dangerous when pedestrians are crossing the parking 
lot.  Only staff automobiles are allowed down the east side of the campus toward the Community 
Gym.   
 
Biking & Walking to School 
Our school does not have permanent crossing guards on Woodside Road.  If your child walks to 
school, or if you have to park across the street, please use only the designated crosswalks.  In 
addition, please use the designated crosswalks when crossing through the parking lots.   
 
Many of our children ride their bikes to school. PLEASE be aware of these young riders in the 
parking lot, in the crosswalks, and along the bike paths in town.  
By law you must wear a helmet when you ride.  
 
Designated Staff Parking Spaces 
There are clearly marked “Staff” parking spaces in both the preschool and Sellman parking lots.  
Please do not park in these spaces. 
You may park in any space after 3:15 P.M. every day. 
 
 
Safety is our main concern! Thank you for helping! 
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