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PREFACE 

Every Child, Every Chance, Every Day; has never had greater meaning than when we talk 

about creating a learning environment where every child (and person who works on or visits 

our schools) feels safe to the point where they can take advantage of every chance, every day. 

The proper planning, implementation and evaluation of the Santa Barbara Unified School 

District's Comprehensive School Safety Plan is the foundation upon which we build that sense 

of safety. 

In the first paragraph you will notice two separate triad relationships: 1. Every Child, Every 

Chance, Every Day; 2. Planning, Implementation, and evaluation. Within each triad the 

individual components must be present and participative to make the triad successful. Each 

of the components must also be successful for the triad to be considered successful. Should 

one of the components not be functioning at its highest potential, or not present at all, then 

the triad itself fails. As such, the relationship between these particular triads is directly linked 

to the success of each other. Translation: If we can't build a safe environment for our 

children, staff and visitors to our campuses, then the success of "Every Child, Every Chance, 

Every Day" is in severe jeopardy. This holds true for the converse as well. 

It is the intent and purpose of this Comprehensive School Safety Plan to ensure Every Child 

feels safe enough to take advantage of Every Chance they are presented with Every Day. 

Furthermore, it is also the intent of this plan, by way of proper planning, implementation and 

evaluation, builds the highest level of trust with all of our communities: students, teachers, 

parents and other community partners. 



Mission Statement 

College School District provides a 21st century education in a safe and engaging learning 

environment. Through innovative opportunities, a cohesive team of dedicated, highly-skilled 

professionals works in partnership with parents and community members to assist each student 

in reaching his or her potential. 



California Healthy Kids Survey 

The California Healthy Kids Survey is an anonymous, confidential survey of school 

climate and safety, student wellness, and youth resiliency. It is administered to students 

at grades five and seven. It is used to collect and analyze data regarding local youth 

health risks and behaviors, school connectedness, school climate, protective factors, 

and school violence. 

Survey is given every two years in grades 5 and 7 in the fall and report is reviewed by 

committee members in the spring. Information is provided to the MTSS team following 

the spring meeting. 

PASS Attitudinal Survey  Social Emotional Learning
(Given twice a year to grades 2-8)
PASS measures nine standardized factors proven to link to academic goals.

1. Feelings about school

2. Perceived learning capability

3. Self-regard

4. Preparedness for learning

5. Attitudes to teachers

6. General work ethic

7. Confidence in learning

8. Attitudes to attendance

9. Response to curriculum demands
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2. Summary of Key Indicators

Table A2.l 

N11y Indicators of Sclwol Climate and Student Well-lfri111: 

-

School Engagement and Supports 

School conneclednessf 

Academic motivation I 

Caring adults in schoolt 

High expectations-adults in schooJt 

Meaningful participation'I 

Facilities upkeept 

Pment involvement in schoolingt 

Social and emotional learning supports1 

Anti-bullying climate 1" 

School Safety 

Feel safe at school! 

Been hit or pushed 

Mca11 rumn,. spread about you 

Called bad names or tnrget of mean jokes 

Saw a weapon at school1 

School Disciplinary Environment 

Students well belrnvedl 
. -- . --· - - -· - . --

Swdents tre11ted fairly when break rules1 
·-

StudenL� treated with respect1 

Substance Use and Mental Health 

Alcohol or drug use 

Marijuana use 

Cigarelle use 

E-cigarette use

Experienced sadnc.�si 

Notes: Ce/1.1 arc <'I11/JIY ifthae arc less 1/w11 JO rl!spo11de11/s. 
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() A'].5 
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:;:i 1\6.1 

'J5 ,\6.1 
-

0 /\').I 

() 1\9.1 

0 A 10.1 

() AI0.1 

21 Al 1.4 
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1 l'a.vl 12 111011/hs. 

College Elc111c11lary 

2018-19 
Page 3 

Ucrncnlary M:iin Rcpnr1 Modnlc A: Core 
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2. Summary of Key Indicators

Table A2.l 
h"i:, lntlicators nf School Climate and Student 1Yel/-Bi:i11g 

School Engagement and Supporl5 

School connectedness t 

Ae:1de111ic motivationt 

Chronic truuncy (twice a month or more often)� 

Curing adull relationshipsi 

High expectations I 

Mcaningrul participutionl 

Fucilities upkeept 

Parent involvement in schoo(t 

School Safety 

School perceived :is very s1Jfe or safe 

l;�pc;r1c11ccd :my hurassment or bullying� 

Hud mean rumors or lies spread about you! 

Been afraid or being beaten up! 

Been in a physical fight§ 

Seen a weapon on campus• 

Substance Use and Mental Henlth 

Current ,1lcohol or drug usc1 

Current marijuana use 1 

Current binge drinking1 

Very drunk or "high" 7 or more times. ever 

Been drunk or "high" on drugs at school, ever 

Current cig:1rettc smoking1 

Current electronic cigarette use, 

Experienced chronic sadness/hopelessncss1 

Considered suicicle!i 

Noles: C<'i/.1· are e111pl\' //'llll're are less Iho11 /(} /"l'.\'J)O!Ule1//.\'. 

Grnde 7 Grnde 9 Grade 11 
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57 
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56 

56 
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31 
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6 
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0 

0 
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6 

19 

13 
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!-111,er11i:1' 1n•n:e111 of' re.1po1ule111s repor1inx "T're//y much 1m1," or "\ i•i l' 11111ch tme." 
'i Pos/ I 2 111011/hs. 
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School Improvement Plan- LCAP 

4 



II. 

Child Abuse Reporting Procedures 

For specific details, refer to College School District Board Policy and 

Administrative Regulation 5141.4. 

Board Policy 5141.4 

Administrative Regulation 5141.4 

5 



Ill. 

Suspension and Expulsion Procedures 

For specific details, refer to College School District Board Policies and Administrative 

Regulations 5144, 5144.1, and 5144.2. 

Board Policy 5144, and 5144.1 

Administrative Regulation 5144, 5144.1, and 5144.2 
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IV. 

Procedures for Notifying Teachers of Dangerous Pupils 

In order to fulfill the requirements made by Education Code 49079 and Welfare and 

Institutions Code 827 that state teachers must be notified of the reason(s) a student has 

been suspended. The administrator who suspended the student will notify that student's 

current teachers of the specific violation of California Education Code as provided by 

law. The information provided is for the student's current teachers only. All information 

regarding suspension and expulsion is CONFIDENTIAL, is not to be shared with any 

student(s) or parent(s). Teachers are asked to secure this information so students and 

others may not view it. 

Pursuant to Welfare and Institutions Code 827(b) and Educations Code 48267, the 

Court notifies the Superintendent of the College School District regarding who has 

engaged in certain criminal conduct. This information is forwarded to the site Principal. 

The site Principal is responsible for prompt notification of the student's teachers. Per 

Education Code 49079, this information must be kept confidential. This information is 

also forwarded to all administrators and the student's counselor. 
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V. 

Sexual Harassment Policy 

For specific details, refer to College School District Board Policy and Administrative 

Regulation 5145.7. 

Board Policy 5145.7 

Administrative Regulation 5145.7 
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VI. 

School-wide Dress Code Prohibiting Gang-Related 

Apparel 

For specific details, refer to College School District Board Policy and Administrative 

Regulation 5132. 

Board Policy 5132 

Administrative Regulation 5132 

Dress and Grooming Exhibit 5132 
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VII. 

Procedures for Safe Ingress and Egress from School 

For specific details, refer to College School District Board Policy and Administrative 

Regulation 1250. 

Board Policy 1250 

Administrative Regulation 1250 

For specific school hours, refer to College and Santa Ynez School student bell schedule 

Appendix t#f. 

10 



AM PM 

ROUTE 
COLLEGE/SY /ELEMENTARY SANTA YNEZ HIGH SCHOOL 
Call the School Office for updated schedules 805 686-7310

 

Arriving to and departing from Campus: 

ARRIVALS 

Students should arrive on campus between 8:05 a.m. and 8:25 a.m. NO 

STUDENTS should be on campus before 8:00 a.m. as there is NO SUPERVISION 

until that time. All students should go directly to the playground. The bell rings at 8:25 

a.m., at which time students line up to go to class.

DEPARTURES 

Unless students are enrolled in an after-school supervised program, parents need to 

make plans to have their student picked up promptly at the end of the school day. 

11 



Bus transportation: Bus transportation to and from school is provided by the Student 

Transportation of America. Bus schedules are available at 

www.collegeschooldistrict.org. Questions regarding schedules should be directed to the 

STA. 

Bicycles: Helmets must be worn by all students who ride bikes. Bicycles must be 

locked in the bike rack located in the student quad. Students should keep the model and 

serial number of their bicycle recorded at home for use in identification. The school is 

NOT responsible for thefts of bicycles; therefore, reports to the police should be initiated 

by parents. Students may not ride bicycles on campus during the day or take them from 

class to class. 

Prohibited: Skateboards, scooters, and inline/roller skates are not allowed on school 

grounds and are not to be ridden anywhere on perimeter sidewalks. AR 5142 

Early Release of Students: Photo ID is required for any adult picking up a student early 

from school. 

Students shall be released during the school day only to the custody of an adult, with a 

photo ID if: 

1. The adult is the student's custodial parent/guardian. (BP 5021)

2. The adult has been authorized on the student's emergency card as someone to

whom the student may be released when the custodial parent/guardian cannot

be reached, and the principal or designee verifies the adult's identity. (BP 3516)

3. The adult is an authorized law enforcement officer acting in accordance with law

(BP 5141.4)(BP 5145.11)

4. The adult is taking the student to emergency care at the request of the principal

or designee. (BP 5141)

Visitors: All visitors to campus must check in at the Main Office and show valid picture 

ID. and be placed into the school's Raptor system to receive a Visitor's Badge. 

12 



VIII. 

Procedures to Ensure a Safe and Orderly Environment 

Strategic Area #1 - Curriculum, Instruction, and Staff Development: Maintain a 

Quality, Articulated K-8 Education Program for All Students. 

Our Strategic Practices: 

The College District utilizes a K-8 curriculum aligned with Common Core State 

Standards (CCSS), including Next-Generation Science Standards (NGSS). 

Our school environment focuses on fitness and wellness programs for staff and 

students as well as boys and girls after-school athletic programs. 

Enhanced research facilities, including the library and computer lab, with additional 

books of appropriate genres and computer hardware and software, to complement the 

curriculum. One-to- one technology is provided for all students beginning with the 5th 

grade. 

We offer a staff development and professional growth program for all personnel based 

on student achievement and other school and/or district adopted programs 

An early childhood program, articulated between our state-funded preschool and our 

College School Transitional Kindergarten (TK) and Kindergarten programs, enhances 

early learning. 

After-school programs to include tutorial and enrichment activities, including access to 

the computer laboratory. 

Small class sizes optimize learning and are often below state-mandated limits. 

Instructional assistants support our learning programs. Combination classes are 

minimized and provided with additional instructional support as needed. 

Music and arts programs are an integral component of the curriculum. 

Character development programs promote unity, character development, and respect 

for diversity. 

Electives evolve at the middle school level to meet the ever-changing needs of 

students. 

AVID (Achievement Via Individual Determination) is implemented to prepare College 

and Career ReadinP.ss (CCR) students. 

13 



Our Strategic Goals: 

1. Initiate and Implement a STEAM (Science, Technology, Engineering, Arts, and Math)

Curriculum, emphasizing 21st century learning strategies and opportunities for all K-8

students.

2. Expand the student service-learning program to include classroom, grade level, and

school-wide projects.

3. Continue to investigate and implement current, developing, and innovative products

and practices to strengthen the curriculum through an ever- increasing emphasis on

technological resources throughout our District

4. Expand the Visual and Performing Arts Program, to include musical instrument or

voice instruction, art and cultural programs for every student, K-8.

5. Strengthen the District Wellness Program by establishing a daily nutritious breakfast

and lunch program, featuring freshly prepared locally grown organic, whole-food

ingredients, and regular fitness activities for students and staff.

6. Provide multilingual programs for all students.

7. Increase college and career readiness opportunities for all students.

Strategic Area #2 - Student Achievement: 

Promote Excellence in Student Achievement by Maintaining High Standards of 

Performance and Conduct. 

Our Strategic Practices: 

All students are provided instruction to meet targeted achievement goals in preparation 

for high school. Regular evaluation and required interventions occur. Programs are 

provided to challenge high achieving students as well as students needing 

improvement. Educators work cohesively together to support learning for all. 

Recognition events and activities occur to celebrate student and staff accomplishments. 

Our comprehensive student management program includes conflict resolution strategies 

with clearly defined behavior and attendance standards, rewards, and consequences. 

Our Strategic Goals: 

1. Meet and/or exceed all student achievement targets and annual improvement goals

set by Federal and/or State agencies, such as: Smarter Balance Assessment

Consortium (SBAC), Academic Performance Index (API), and Adequate Yearly

Progress (AYP).

14 



2. Provide programs to challenge high-achieving students, including GATE and

advanced mathematics, ensuring participation which mirrors district demographics.

3. Modify the District ExCEL (Excellence: A Commitment to Every Learner)/Rtl

(Response to Intervention/Instruction) Model to accommodate each grade level, as

needed.

4. Implement a digital student data management system.

5. Conduct an annual review of the schoolwide discipline plan to ensure consistency

and appropriate grade level strategies.

6. Enhance our comprehensive student management program including conflict

resolution and social justice strategies emphasizing positive, productive, and peaceful

relations within or diverse student population.

Strategic Area #3 - Parent, Community, and Business Partnerships: Promote 

Student Achievement through Engagement of Parents, Community, and Business 

Resources. 

Our Strategic Practices: 

The District provides regular newsletters and an effective website to communicate the 

needs of students, teachers, parents, staff, Board, community, and business partners. 

Counseling services are provided to support student and family needs. 

Our Strategic Goals: 

1. Expand the District's Career Ambassador Program within the local business

community.

2. Welcome and encourage parent and community volunteer participation to enhance

district programs.

3. Increase the level of parent engagement to enhance student achievement.

4. Expand the District Parent Education Program to strengthen families and student

learning, by enhancing parent understanding of classroom content and school

curriculum, school and child safety, and child development issues.

5. Strengthen school to home communication for regular and emergency purposes,

including digital technology strategies.

6. Conduct regular district orientation workshops for all new parents and students.

15 



7. Develop an effective public relations program and process to better communicate

District needs, challenges, and successes.

Strategic Area #4 - Governance, Management, and Staffing: Recruit, Train, and 

Retain High Quality Governance, Management, Faculty, and Staff. 

Our Strategic Practices: 

The District Strategic Plan is reviewed and revised as needed. High quality professional 

development and training occurs for Board members, faculty, staff and the 

administration. The strategic plan is shared with elected officials and the community as 

are elements of the District-wide Emergency/Disaster Preparedness Plan. Program and 

staff evaluations have the goal of on-going improvement. 

Our Strategic Goals: 

1. Update and revise the District logo and communications to align with the mission,

vision, and strategic plan, to enhance community relations.

2. Strengthen community relations and partnerships, including on-going communication

and collaboration with the Tribal Education Program, People Helping People, YMCA,

Arts Outreach, and other community service organizations.

3. Coordinate District-wide Emergency/Disaster Preparedness and Safety Programs

with Valley Schools and County Agencies.

Strategic Area #5 - Equipment, Facilities, and Grounds: Provide a Safe Productive 

Learning and Working Environment. 

Our Strategic Practices: 

Maintain up to date, clean and energy efficient classrooms and facilities. 

Maintain up to date technology consistent with student and district needs according to 

the District Technology Plan. 

Our Strategic Goals: 

1.Continue the District's Facilities Master Plan.featuring financial soundness and

solvency, and including progress towards scheduled facility renovation: STEAM

classrooms, offices, restrooms, and workrooms.

2.Seek funding necessary to upgrade all facilities for 21st century learning.

16 



3. Maintain landscaping, including playgrounds and parking areas, and initiate campus

beautification projects.

Strategic Area #6 - Go Green: Establish Eco- consciousness throughout the 

District. 

Our Strategic Goals: 

1. Re-establish a K-8 organic garden program involving all students and staff.

2. Establish a "Green Team" School Program to support school pride and the

involvement of students in keeping our campuses clean.

3. Promote eco-consciousness, including a district- wide recycling and energy

conservation program, and alternative energy sources (i.e. solar, compost, bio)

district-wide.

17 



IX. 

Rules and Procedures on School Discipline 

For specific details, refer to College School District Board Policy and Administrative 

Regulation 5144. 

Board Policy 5144 

Administrative Regulation 5144 

See PBIS Parent Handbook
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X. 

Procedures Adopted Under the Safe and Drug-Free 

Schools Act 

For specific details, refer to College School District Board Policy and Administrative 

Regulation 5137. 

Board Policy 5137 

Administrative Regulation 5137 
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XI. 

Hate Crimes Policy and Procedures 

For specific details, refer to College School District Board Policy 5145.9 

Board Policy 5145.9 

20 



XU. 

Bullying Prevention Policies and Procedures 

For specific details, refer to College School District Board Policy 5131.2. 

Board Policy 5131.2 
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COLLEGE SCHOOL DISTRICT 

EMERGENCY PLAN FOR 

STUDENT/STAFF/VISITORS WITH 

ACCESS AND FUNCTIONAL NEEDS 

FUNCTIONAL APPENDIX 

TO 

COLLEGE SCHOOL DISTRICT 

EMERGENCY OPERATIONS PLAN 



I. PURPOSE OF PLAN

TABLE OF CONTENTS 
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B. Planning Assumptions
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B. Individuals with Disabilities Education Act (IDEA)

C. Section 504 of the Rehabilitation Act

Ill. MITIGATION AND PREVENTION 
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B. Mitigation Strategies

IV. PREPAREDNESS

A. General Strategies

B. Buddy System

C. Medication Management
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E. Time Management
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H. Key Practices for Certain Impairments
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D .  Lockdown/Shelter-in-Place Strategies

E. Implement Evacuation
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VI. RECOVERY

A. Restoration
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B. Supportive Services

C. Reassurance
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College School District's Emergency Operations Plan for 

Students with Access and Functional Needs 

College School District Emergency Operations Plan 

The College School District's Comprehensive School Safety Plan consists of several 

components including the School Safety Plan, the Emergency Operations Plan, 

Functional Appendices, Checklists, and Forms. The Functional Appendix, Emergency 

Operations Plan for Students/StaffNisitors with Access and Functional Needs in an 

incident management strategy that serves to augment the College School District's 

Comprehensive Safety Plan and Emergency Operations Plan. In order to ensure 

efficient and effective emergency management, the Emergency Operations Plan for 

Students with Access and Functional Needs must be implemented in its entirety. 

I. PURPOSE OF THE PLAN

The information contained in this document assists school administrators, teachers, 

special education staff, parents, and students in planning for the support that may be 

required for students with special needs in the event of an emergency. For the purposes 

of this appendix, students with special needs are those who cannot comfortably or 

safely access or use standard resources offered in disaster preparedness, relief and 

recovery, whether their disability is chronic or temporary. 

This plan includes procedures ensuring the full participation of students and staff with 

special needs and disabilities through the planning and implementation of mitigation, 

preparedness, response and recovery strategies as part of the overall management of 

school emergencies and disasters. Current thought identifies this population as those 

with Access and Functional Needs (AFN). 

A. Presidential Mandate

On July 22, 2004, President George W. Bush signed Executive Order 13347, Individuals 

with Disabilities in Emergency Preparedness, which adds to existing legislation policy to 

ensure the safety and security of individuals with disabilities are appropriately supported 

and requires public entities to include the unique needs of individuals with disabilities in 

their emergency preparedness planning. 
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8. Planning Needs and Assumptions

For individuals with special needs, physical environments become a great deal more 

hostile and difficult to deal with during and after an emergency. The ability to get to 

accessible exits and personal items may be reduced. Communication may be impeded 

at a time when clear and rapid communication is crucial to safety and survival. 

To comply with statutes involving students with special needs, individuals responsible 

for evacuation and Emergency Operations Plans, notification protocols, shelter 

identification, emergency medical care and other emergency response and recovery 

programs must: 

• Have sound working knowledge of the accessibility and non-discrimination

requirements applicable under Federal disability rights laws;

• Know the special needs demographics of students attending classes on site;

• Involve students with different types of abilities and staff and teachers in

identifying the communication and transportation needs, accommodations,

support systems, equipment, services, and supplies they will need during an

emergency;

• Consider emergency accommodations for those with temporary disabilities;

• Identify existing resources within the school and local community that meet the

needs of these students;

• Develop new community partners and resources, as needed;

• Inform parents about the efforts to keep their child safe at school;

• Identify medical needs and make an appropriate plan;

• Determine transportation needs, special vans and buses for students;

• Identify any necessary tools such as personal response plans, evacuation

equipment or visual aids;

• Include local responders and establish a relationship with individual students with

disabilities and their teachers.

II. STATUTES FOR SERVICES IN SCHOOL

Federal law mandates that every child will receive a Free and Appropriate Public 

Education (FAPE) in the least restrictive environment. Children who experience 

difficulties in school, due to physical or psychiatric disorders, emotional or behavioral 

problems and/or learning disorders or disabilities are entitled to receive special services 

or accommodations through the public schools. To support their ability to learn in school 

and participate in the benefits of any district program or activity, including emergency 

4 



preparedness and school safety plans, three Federal laws apply to children with special 

needs: 

• Americans with Disabilities Act of 1990 (amended 2008)

• Individuals with Disabilities Education Act of 1975 (amended 1997)

• Section 504 of the Rehabilitation Act of 1973 (revised 1978)

A. Americans with Disabilities Act of 1990

The Americans with Disability Act (ADA) of 1990, including amendments which became 

effective in 2009, provides "a clear and comprehensive national mandate for the 

elimination of discrimination against individuals with disabilities." The ADA prohibits the 

exclusion of any qualified individual with a disability, by reason of such disability, from 

participation in or benefits of educational services, programs or activities. 

8. Individuals with Disabilities Education Act (IDEA)

The individuals with disabilities Education Act (IDEA) is a 1975 federal law, amended by 

the Office of Special Education Programs in 1997, which ensures services to children 

with special needs throughout the nation. 

IDEA specifies 13 primary categories under the lead definition of a "child with a 

disability." (See Table 1, categories of Disabilities Under IDEA law.) These Federal 

definitions guide how States Define who is eligible for a free, appropriate public 

education under special education law. The IDEA requires the school to provide an 

individualized education program (IEP) that is designed to meet the child's unique 

needs and provide the child with educational benefit. 

Individual Education Program (IEP) 

IDEA requires that planning for educational success of these students is done on an 

individual, case-by-case basis through the development of an Individual Education 

Program (IEP). The IEP is a written statement developed for each child with a disability 

that outlines measurable annual goals for each child's academic achievement and 

functional performance and specifies accommodations and modifications to be provided 

for the student. 

Students with special needs who are self-sufficient under normal circumstances may 

have to rely on others in an emergency. They may require additional assistance during 

,md After An incident in functional areas, including, but not limited to: communication, 
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transportation, supervision, medical care and reestablishing Independence. While not 

explicitly stated, a component of the IEP for related services must consider the 

particular needs of the child to ensure his or her safety during an emergency that 

includes evacuation from a classroom and building. 

C. Section 504 of The Rehabilitation Act of 1973

In 1978, the US Department of Education (DOE) issued regulations to implement 

Section 504 of The Rehabilitation Act of 1973. These regulations applied to institutions 

receiving federal funds. Section 504, as revised, states in part: "No otherwise qualified 

individuals with disabilities in the United States ... shall, solely by reason of the disability 

be excluded from participation in, be denied the benefits of, or be subject to 

discrimination under any program or activity receiving Federal financial assistance. 

Under Section 504, any student who has a physical or mental impairment that 

substantially limits one or more major life activities*, has a record of such an impairment 

and is regarding as having such an impairment is considered disabled. Typically, 

children covered under Section 504 either have impairments that do not fit within the 

eligibilities category of IDEA or that may not be as apparent as those covered under 

IDEA. 

The Individualized School Healthcare Plan (ISHP) articulates the healthcare 

accommodations required for each student qualified for services under the Section 504 

regulation. The ISHP assists in the safe and accurate delivery of healthcare services in 

school. It is specifically a nursing care plan, developed by the school nurse with parent 

input. A copy of this plan is included in the school disaster plan and attached to the IEP. 

*Major life activities are those basic activities that the average person in the general population

can perform with little or no difficulty, such as caring for one's self, performing manual tasks, walking, 

seeing, hearing, speaking, breathing, learning, working, sitting, standing, l ifting, reaching, thinking, 

concentrating, interacting with others and reading. 
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Table 1. Categories of Disability under IDEA Law 

Federal Alternate Term Brief Descriptions/ Factors Factors that 
Disability Term that Elevate Risk in ReduGe Risk in 

Emergen€ies l::r:nergencles 

Autism Autism Spectrum Characterized by extraordinary Structure, routine, 
Disorder difficulty in social responsiveness; normalcy and familiarity 

often resistant to environmental with activity 
change or change a daily routine 
and experience anxiety over 
Interruption. Maybe non-verbal or 
use argumentative communication. 

Deaf-blindness A simultaneous significant hearing Guidance from a 
and vision loss; limits the speed of sighted person 
movement 

Developmental A delay in one of the following Minimize disruption of 
delay areas; physical development; routine patterns of 

cognitive development; activity, modulate 
communication; social or emotional sensory input 
development; or adaptive 
(behavioral) development. 

Emotional Behavior Has limited ability to understand Regulated sensory 
disturbance disorder, environmental events, situations, or input 

emotional procedures. Needs are categorized 
disability as mild, moderate or severe. May 

disobey or resist direction, may 
panic. 

Hearing Deaf, hard of A complete or partial loss of Written instructions, 
impairment hearing hearing that adversely affects a sign language, 

child's educational performance. specialized 
May not respond to auditory cues. communication for 

direction in an 
emergency 

Mental retardation I ntellectua I Significant limitation in intellectual Regulated sensory 
disability, ability and adaptive behavior. This input 
cognitive disability occurs in a range of 

impairment severity. 

Multiple The simultaneous presence of two 

disabilities or more impairments, the 
combination of which causes such 
severe educational needs that they 
cannot be accommodated in a 
special education program solely 
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for one of the impairments. Does 
not include deaf-blindness 

Orthopedic Physical disability A significant limitation that impairs Adaptive physical 
impairment complete motor activities, strength, equipment: cane, 

vitality or an alertness to walker, wheelchair. May 
environmental stimuli 

Other health A disease or disorder so significant 
impairment that it negatively affects learning; 

examples include cancer, 
sickle-cell anemia, and diabetes 

Specific learning Learning A disorder related to processing 
disability disability information that leads to difficulties 

in reading, writing and computing 

Speech or Communication A disorder related to accurately 
language disorder, producing or articulating the 
impairment stuttering sounds of language to 

communicate 

Traumatic brain TBI An acquired injury to the brain 
injury caused by external physical force, 

resulting in total or partial functional 
disability or psychosocial 
impairment, or both that may affect 
cognition, behavior, social skills 
and speech 

Visual impairment Low vision, A partial or complete loss of vision 
blindness 

Source: National dissemination Center for children with disabilities at 

http:/ /n 1chcy. org/0 Isa b1lit1es/Categ ories/Pag es/Def au It. aspx 

require alternative, 
accessible evacuation 
route. 

Continuity of 
medication 
management regimen 

Sign language, hand 
signals, specialized 
communication for 
response ,n 
emergencies 

Guidance from a 
sighted person 

In addition to students with disabilities specified under IDEA law, the school site 

administrator or designee must identify individuals with a temporary impediment such as 

a broken leg or hidden impairments such as asthma, panic attacks, significant allergies 

or heart conditions. Students with such documented medical conditions may not have 

an IEP in place that would highlight the need for continuing a special medical regimen, 

particularly during a crisis or disaster. 
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Ill. MITIGATION AND PREVENTION 

Mitigation is the action districts and schools take to identify barriers students with 

special needs may face during an emergency and eliminate or reduce their adverse 

effects. A hazards and vulnerability assessment of the site will help in preparing the 

emergency plan and identifying improvements for safety. 

A. Teacher Survey - Students Needing Special Assistance

At the beginning of each school year, teachers should provide to the main office the 

name(s) of students and staff that will require special assistance in the event of an 

emergency. The type of assistance needed as a result of an injury is also required (i. e. 

broken leg during the year). 

• Review how an emergency may impact the daily routine of students with special

needs.

• Know who is on your school site: Identify students and staff on the site with

special needs and disabilities. The school principal must be aware of all students

with special needs using school facilities and services.

• Identify the students who are severely handicapped and who might need extra

support in emergency crises.

• Make a list of the students on the school site who are on medication and their

medication schedule.

• Maintain a list of all resources regularly relied upon and determine how a

disaster might affect the use of them. Examples include; use of mobility aids,

communications devices and electrically-dependent equipment.

• Identify all the state stakeholders who should be considered in the plan (family,

friends, service providers, personal attendants, physicians, school nurses, and

others).

• Determine what short-term accommodations to provide students with

temporary disabilities; as an example, broken leg or arm.

• Assess potential hazards. review evacuation equipment.

B. Mitigation Strategies

• Learn about the types of hazards that may impact the school (e. g.,

earthquakes, floods, wildfires, and active threats of violence, and assure that

emergency response procedures address each one.

• Identify a pre-evacuation site that is accessible to students with disabilities_
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• Plan a primary and secondary evacuation route for each location the student

is during the course of the day.

• Arrange sufficient transportation ahead of time to accommodate the entire

special needs student/staff population.

• Develop a schedule of daily activities and classes that identify where

special-needs students/staff may be located each period of the day.

• Consider classroom location in placement of students with disabilities.

Evaluate the handicap accessibility of nearby exits and proximity to the school

nurse.

• Conduct a test of the family notification system to assure that contact

information is up-to-date to help decrease parent anxiety during a disaster.
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IV. PREPAREDNESS

Preparedness focuses on what steps need to be taken to facilitate a rapid, 

coordinated, effective response when an emergency occurs to keep 

students safe. Collaboration with first responders and preparedness 

strategies and ongoing communication is essential and facilitates the safe 

integration of students with disabilities into emergency procedures. 

A. General Strategies

Use the forms in Annex A to collect information about individuals with special needs 

on-site, e. g., who has a disability, nature of disability, implications for the student 

concerning full participation in school emergency planning. Include teachers, schedules, 

classrooms, potential needs during an emergency, relevant strategies enabling students 

to participate successfully with peers in general school activities. 

• Build on current accommodations, modifications and services.

• Develop a policy and consent form with legal counsel for medical information.

The Americans with Disability Act (ADA) allows medical information to be given

to people responsible for assisting in evacuating disabled individuals.

• Consult parents or guardians concerning care considerations if the special

needs student is isolated at school for a short-term or long-term basis. Inform

parents about efforts to keep their child safe at school.

• Incorporate pre-negotiated contracts that may be needed in case of an

emergency (e. g., transportation, food etc.).

• Obtain necessary equipment and supplies, create evacuation maps and

facilities information.

• Inform and train staff about emergency response protocols. Encourage

teachers to discuss emergency procedures with parents as part of the IEP

meeting or other review.

B. Buddy System

Pairing students up with special needs students for emergency response, e. g., the 

"buddy system", can help with critical back up when a skilled assistant is unavailable or 

separated from the class. Buddies need to be willing and capable of assisting students 

in an evacuation to accompany tile individual tu a sc:1fer enclosure or wait for emergency 

responders. The buddy must be acceptable to the student with a special need. Alsu, 
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teachers in adjacent classrooms can be pre-assigned joint responsibility for both 

classes if one of the teachers is busy with an injured student. 

To have an effective buddy system: 

• Give the student the opportunity to select his or her own buddy.

• Identify a buddy who is appropriate e. G. Strong enough.

• Designate a backup buddy.

• Train for the specific need of a special needs student.

• Hold practice sessions to ensure the Buddies can handle their tasks.

• Train the buddy on how to communicate with students and how to safely

evacuate.

Buddies must be able to make contact quickly with special needs student when the 

need arises. The following situations may interfere with his critical communication. Use 

the suggested strategies as an alternative. 

• The buddy is in the building, but away from the customary work area.

o Have a trained back-up buddy in place.

• The buddy cannot locate the person with special needs because the person is

absent.

o Keep an updated roster of who is at school each day. Assign a temporary

buddy when the primary buddy is absent

• The buddy has left the class/program, and a new one has yet to be identified.

o Make an effort to find a replacement as soon as possible. Assign a

temporary buddy until there is a permanent buddy identified.

• The buddy forgets or is frightened and abandons the special needs person.

o Check on each special needs student to assure he/she is accounted for

during an evacuation. Practice drills will help diffuse real-time fright.

C. Medication Management

Most students with special needs have very individualized medications schedules that 

cannot be interrupted without serious consequences. Medicines or medical devices may 

not be available in emergency shelters. Make alternative arrangements to meet these 

neerls C:onsirler how medicines can be stored in an emergency. Heat waves and power 
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outages can affect the potency and integrity of some medications. Include an ice chest 

or cold packs among the school emergency supplies. If there is a power outage, the ice 

packs can extend the safe temperature range of medications requiring cold storage until 

the power is restored. 

• If the student is on medication, ask caregivers to provide a 72-hour supply in a

ziplock bag with instructions; a refrigerated kit is also advised for medication if

needed, with instructions.

• Gather all medications before evacuation.

• Transport special medications, supplies and equipment with the special needs

student.

• Carry contact and medical information for all students and provide individual

medication information on a laminated card with a lanyard to be worn around the

neck. See Annex C for an example of the Emergency Medical Card.

• Consider creating a medication rotation schedule to ensure medications do not

expire.

D. Access to Communication

Communication access enables effective interaction with people who are deaf or blind 

or have speech, vision or hearing limitations. Make written materials available in 

alternative formats (e. g., Braille, large print, discs, and audio cassette and provide 

hearing assistive technology as Amplified phones). Include auxiliary aids and services 

such as sign language interpreters. Alarm systems for fire, will benefit most people if 

they incorporate both audible and visual elements. The hearing impaired students must 

be alerted by flashing light alarms. An emergency is not the time to learn how to work a 

rarely-used assistive device. The most effective communication systems are those use 

daily. 

• Give clear, succinct verbal instructions.

• Communicate important information through gestures.

• Pictorial representations, where appropriate, can provide quick and easy

understood instructions to individuals with limited English proficiency, and some

individuals with cognitive disabilities.

• Guide students with low vision or blindness.

• Utilize electronic variable messaging boards, short message systems (SMS),

typewriters (TTY) or Telecommunication Display Devices (TTD), if you have

them.

• Identify staff with foreign language skills, if needed.
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1. High Priority- This is a notification that is likely to need immediate action at the

district level, not just for informational purposes.

a. Once the initial notification is made from the site administrator, the POC

will make an immediate phone call to appropriate district personnel. It will

then be their responsibility to make additional notifications as they deem

necessary and appropriate.

2. Mid-level Priority- Given the circumstances of the initial notification from the site

administrator, this level of notification to district personnel is likely not going to

necessitate an immediate action, but it is left up to the district administrator

contacted to elevate this notification to a higher priority or initiate additional

immediate actions to be taken.

3. 

a. Once the initial notification is made from the site administrator, the POC

will initiate a text message, as soon as possible, to the appropriate district

personnel. It will then be their responsibility to make additional

notifications as they deem necessary and appropriate.

Given the circumstances of the initial notification from the site 

administrator, this level of notification to district personnel is generally not going 

to necessitate an immediate action and is for informational purposes only. It is 

left up to the district administrator contacted to elevate this notification to a higher 

priority or initiate additional actions to be taken. 

a. Once the initial notification is made from the district, the POC will send an

email, as soon as possible, to appropriate district personnel. It will then be

their responsibility to make additional notifications as they deem

necessary and appropriate.



• Have aides, bubbies, volunteers and evacuation assistants practice basic

American Sign Language for emergency words and instructions such as:

• Important • Emergency • Keep calm

• Must leave now • Fire • Fire exit

• Elevator closed • Stairs here • Okay

E. Time Management

Children with special needs are likely to respond to any form of stress following a crisis 

with more extreme reactions. Allow more time for them than others to make necessary 

preparations in an emergency. 

Some students with special needs will need more time to comprehend the emergency. 

The earlier the notification, the better the chances are for a successful evacuation. 

Consider what are the triggers and cues for these students and anticipate rather than 

react. Prepare students for changes in their routine. Some students may need to be 

more protected or isolated to minimize distractions and sources of agitation during the 

height of a crisis. Adult supervision they need to be more intense for a while. 

Allowed time for discussion of the traumatic events in a safe in familiar setting; provide 

choices in activities to the extent feasible to give the students some sense of control 

over even a small part of their lives. 

F. Preparedness Supplies

Classroom supplies: A classroom that is used for teaching students with special 

needs should stored disability-related supplies, assistive equipment and tools that may 

be required in an emergency. Parents should provide for students with dietary 

restrictions. Among the basic supplies to have in the classroom are: 

0 Batteries in different sizes, for adaptive equipment 

0 Lockdown kit, including portable toilet, privacy screen, toilet paper, toilet bowl 

liners, disinfectant, and plastic bag for disposal 

0 Water pouches for drinking 
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0 Water for hygiene purposes 

0 Copies of all students' emergency information forms (secured) 

0 Backup copies of medical prescriptions (secured) 

0 Hand tools (e.g., screwdriver, wrench, pliers, hammer) 

0 Heavy work gloves 

0 Whisk broom 

0 Tarp 

0 Solar crank/battery radio 

0 Flashlight and extra batteries or crank flashlight 

0 First aid kit 

0 Small ice chest for refrigerated medications 

0 Canned fruit 

0 Carbohydrate-free foods for meals (e. g., canned, meats, nuts, jerky)* 

0 Feminine hygiene supplies 

0 Household chlorine bleach or antibacterial soap, sanitizing wipes 

0 Facial tissues 

0 Whistle/noise maker 

0 Diapers and diaper wipes 

*for diabetic students

Go Kits: Portable preparedness supplies individualized for each student needs, called 

go kits, are an integral part of preparedness planning. Ask parents and caretakers to 

provide Go kids at the beginning of the school year. Plan for a child with special dietary 

needs. Designate which staff members are responsible for reminding parents to 

replenish their child's kit and notify the school of changes. Each go kit should include, as 

a minimum: 

0 Lightweight uncomplicated backpack 

0 Emergency information form- see Annex B for example 

0 Medication for up to 36 hours 

0 Emergency medical card, laminated and attached to a lanyard to be worn during 

an emergency. See Annex C for example. Card should include: 

0 Contact information 

0 Medical requirements 

0 Allergies and sensitivities 

0 Adaptive equipment used 

0 Assistance needs and limitations 

D Primary physician contact information 

0 Consider including at least one complete change of clothing 
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G. Drills

Drill practice is very important; it increases skills and instills confidence in each 

individual's ability to cope during an emergency. Innovative educational techniques such 

as role-playing or the use of audio visual aids can also be helpful. 

• Hold regular drill so that students become familiar with procedures.

• Know how to get to all exits.

• Practice using evacuation and assistive devices.

• Give clear, concise instructions.

• Practice dealing with different circumstances and unforeseen situations, such as

blocked paths or exits, or buddies that cannot be located.

H. Key Practices for Certain Impairments

Emergency planning for students with special needs should be as individual as the 

students. Some students may be at increased risk during an emergency and will need 

extra assistance or special attention. If possible confer with students and parents 

regarding their preference for emergency situations. Assess capabilities, limitations and 

needs, to determine what type of evacuation assistance will be required in an 

emergency for each student. 

Children with disabilities generally have specific 'triggers" - words, images, sounds, 

Etc.-- that signal danger or disruption to their feelings of safety and security. If adults 

miss these cues, children may escalate their behavior to a point where they completely 

lose control. It is essential that parents/caregivers and teachers work together to share 

information about triggers and cues. This is best done on a regular basis, such as 

during the IEP meeting or a periodic review meeting, rather than in response to a crisis. 

There is no one-size-fits-all approach. However, there are key practices that 

should be considered for certain impairments. 

1. Cognitive developmental: Some students may not comprehend the nature of

the emergency and could become disoriented or confused about the proper way

to react. Students with hypertension, dyslexia or learning disabilities will have

difficulty reading complicated directions for evacuation or response plans. Simple

diagrams or pictures will give non-reading or overstress students sufficient

information to get to safety Train yom st;:iff how to ;:issist thosP. who become

16 



upset. Check that evacuation routes have directional signs that are easy to 

follow. Practice evacuation route(s) with students regularly. Use simple diagrams 

or pictures to give non-reading or overstressed students sufficient information to 

get to safety. Preparation kit should include: 

a. Comfort items

b. Pen and paper

c. Visual communication instructions

2. Hearing: Provide sign language training to some staff for students who may not

be able to hear emergency warnings. Have teachers practice basic hand signals

with hearing impaired students for emergency communications. Alerting devices,

such as strobe lights and vibrating pagers can be used to supplement audible

alarms and are useful for students with hearing impairments. install both audible

and visual smoke alarms in classrooms and buildings. Preparedness kits

should include:

a. Pen and paper

b. Flashlight to communicate in the dark

c. Extra hearing aid batteries

d. Batteries for TTY and light phone signaler

3. Mobility: Limited Mobility may impair egress and access to locations. Arrange

and secure furniture and other items to provide barrier-free paths of travel.

Disaster debris may obstruct evacuation. Store lightweight manual wheelchair, if

available. Train the staff the proper way to move an individual in a wheelchair.

Mobility impaired students should practice moving their wheelchairs or having

them moved into doorways, locking their wheels and covering their heads with a

book or with their arms or hands. Preparedness kits for those who use

wheelchairs should include:

a. Heavy gloves for making way over glass or debris

b. Extra battery for electric wheelchairs recommended but may not be

practical

c. Patch kit (pump for wheel) for punctured wheels

d. Flashlight (with extra batteries) and whistle or noise maker

4. Respiratory: Students with respiratory impairment may have difficulty breathing

when walking distances or ascending or descending stairs. Smoke, dust, fumes,

chemicals, and other odors often exacerbate such limitations. For these

students/staff, include emergency evacuation m.=:isks .=:ind respirators in the

classrooms. Have oxygen and respiratory equipment readily available. Students
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and staff should practice putting on and removing this equipment as part of an 

emergency drill. Preparedness kit should include: 

a. Medicine schedule and dosages

b. Medical masks, if student can wear one.

c. Any medical equipment needed for 72 hours

d. Note paper and pen

5. Medically Fragile: Many illnesses can be aggravated by stress. In the event of a

disaster that requires students to be at school for an extended period of time,

medication may needed to be administered to students with a healthcare plan.

Schools should consider who will administer these medications in the event a

nurse is not available during a disaster. Keep medications, authority to administer

the medication forms, and healthcare plans in the vicinity of the medically fragile

student.

It is the parents responsibility to maintain medical supplies, notify the school of 

changes and provide new doctor's orders. It is the nurses responsibility to remind 

the parent to provide medications and update orders when notified. 

6. Speech/Auditory: Determine in advance the best way for the student to

communicate with others during an emergency. Provide written emergency and

evacuation instructions on a card, carried at all times and placed in an easy to

see location. Preparedness kit should include:

a. Extra batteries for communications equipment

b. Note paper and pen

c. Comfort items

7. Visual: Those with visual impairments may have to depend on others to lead

them to safety during a disaster and may be reluctant to leave familiar

surroundings. Employ Braille signage or audible directions for students who are

blind or have low vision. Emergency back-up lighting systems, especially in

stairwells or other dark areas, will benefit those with limited visual acuity. Mark

emergency supplies with large print or Braille. Students should know where the

nearest telephones and alarm boxes are located and how to describe their

location. Preparedness kits should include:

a. Extra folding white cane

b. Heavy gloves for feeling the way over glass and debris

c. Colored poncho worn for visibility

rl Comfort items
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I. Developing s Special Needs Evacuation Plan

Creation of an evacuation plan should cover the evacuation, transportation and 

medical needs of students who will require extreme special handling in an 

emergency. In most cases, additional safeguards must be established regarding 

roles, responsibilities and procedures for students with physical, sensory, emotional 

and health disabilities. 

1. Review all paths of travel and potential obstacles.

• Know your school grounds, paths, exits and potential obstacles.

• Determine the primary and secondary paths of exit to be used during

emergencies. Individuals with mobility impairments will need a smooth, solid,

level walking surface, and exits that avoids barriers such as stairs, narrow doors,

elevators and will need guardrails that protect open sides of the path.

• Compile and distribute evacuation route information to be used during the

emergency operations.

• Include alternative evacuation route information, should the primary route be

inaccessible due to damage or danger. 

2. Install appropriate signage and visual alarms.

• Place evacuation information indicating primary and secondary exits in all offices,

classrooms, multi-purpose rooms, lunch rooms, hallways/corridors, lobbies,

bathrooms and cafeterias. For passages and doorways that might be mistaken

for an exit, place visible signs that proclaim, "NOT AN EXIT".

• Place emergency notification devices appropriate for each student.

• Post signage with the name and location of each areas so the students will know

exactly where they are. In order to comply with ADA Accessibility Guidelines for

Buildings and Facilities requirements, the signage should be:

o Approximately 60 inches above the floor;

o In a location that is not obscured in normal operation such as a swinging

door;

o In all primary function areas

3. Identify the students and staff with special needs and the type of assistance

they will require in an emergency.
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• All visitors shall self-identify on a sign-in log if they have special evacuation

needs.

• Discuss evacuation issues with staff members and caretakers of students with

special needs. Include individuals, who may be temporarily disabled (i. e., a

student with a broken leg).

4. Train staff in general evacuation procedures

• Review the areas of rescue, primary exits, evacuation techniques, and the

location and operations of emergency equipment.

• Provide in-depth training to those designated to evacuate students with special

needs.

• Train the staff for proper lifting techniques when lifting a person for evacuation.

Anyone can assist a student with a visual impairment.

• Check each special needs students to ensure he/she is accounted for during an

evacuation.

5. Review the plan with emergency response personnel, including local law

enforcement, fire and emergency medical personnel.

• Identify areas of rescue in your school for students to wait for a evacuation

assistance from emergency personnel.

• Before school begins in the fall, walk around the site with first responders so they

are familiar with the primary exits and all areas of rescue. These areas must

meet specifications for fire assistance and ventilation.

• Ask the responders to conduct a special drill explaining how they will support the

students and staff with special needs during an emergency.

6. Complete all contracts and Memorandums of Understanding with key

emergency support providers

• Ensure that sufficient transportation capacity exist with transportation providers,

partner agencies, and suppliers to effectively meet the demand in an emergency.

• Identify transportation contracts through the district in case of an emergency.

Emergency response for special needs require special vans and special

equipment. Specify who will do what to address these transportation needs.

• Developing list of school owned vehicles, staff vehicles and parent vehicles that

are available and make prior am=mgements for their use in the event of an

emergency.
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7. Review the evacuation plan with students and staff to be familiar with the

process and identify any problems

• Practice implementation of the special Duck and Cover actions by students with

able-bodied partners. (Refer to Appendix E)

• Student should be aware that evacuations by themselves may be difficult or

impossible because of obstacles in their path or because electric dependent

machines may not function (i.e., elevators).

• Special pre-planned assistance must be provided and reviewed regularly.

Classroom should have emergency activity kits with items familiar to the

students.

• Include students with special needs in the selection of emergency evacuation

devices.

• Mobility-impaired students should know how, through practice, to get in

doorways, lock wheelchairs wheels and cover head with book, arms or hands.

• Train all aides who are assigned to students with special needs in evacuation

procedures.

• Provide procedures for receiving students with special needs at the

pre-designated evacuation site.

• Remind parents and caregivers that they are responsible for updating their

emergency information with the schools.
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IV. RESPONSE

Response is the immediate reaction to an emergency to save lives and protect property. 

Proactive efforts in the mitigation, prevention and preparedness phases will impact the 

quality of response. Responses will vary depending upon the severity, complexity, and 

intensity of the event. 

A. Leadership by District of Service

In an emergency, the site administrator has responsibility for safety of all faculty, staff, 

children, and visitors on the site. The District of service, rather than the District of 

Residence, assumes the leadership role for all staff and students in an emergency. 

B. Assess the Situation

• Determine the immediacy of the emergency.

• Remove anyone with respiratory complications from smoke and vapors

immediately.

• If not in immediate danger, stay in place until staff personnel determine the

nature of the situation.

• If trapped, get the attention of others by calling out or striking objects together to

make noise.

C. Announce the Emergency

1. To Alert Deaf and Hearing-impaired - The primary goal is to effectively

communicate the nature of the situation and direct them to the appropriate route

of evacuation. Students with hearing impairments will most likely be able to follow

the same exit route as those who can hear. Communicate with a notepad and

pen, with simple, concise speech or with sign language. Regardless of the

method of communication used, convey two key messages:

• There is an emergency

• How to exit

2. To Alert Blind or Visually Impaired - Someone who is blind or visually impaired

will generally be able to evacuate the same route as sighted students, but may

need some assistance. Describe the nature of the emergency and offer to guide

the student to the nearest emergency exit and evacuation assembly area.
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• Touch the person on the elbow gently.

• Identify yourself and quickly explain the situation.

• Ask if the individual has any preference regarding how to be guided.

• Clearly describe where you are going and any approaching obstacles or

protruding objects which may require a change in your walking path or pattern.

• Be protective of your space as there may be many people using the same route

to evacuate.

3. To Alert Cognitively or Emotionally Impaired - It is likely that students with

cognitive or emotional impairment will be able to use the same evacuation routes

as the other students. The challenge is to keep them calm as you exit. If there is

a buddy or companion assistant, quickly describe the situation and how to

involve him or her in the evacuation. Let the student know what is happening.

Keep the student reassured. 

D. Lockdown/Shelter-in-Place Strategies

• Set up screens/curtains for those needing privacy for emotional issues and

personal hygiene.

• Use go kits for immediate necessities.

• Keep students away from windows and doors.

• Use the buddy system to provide comfort and reassurance.

E. Implement Evacuation

• Carry all medication, supplies, equipment and dietary needs with the student,

including the 72-hour disaster kit that has been prepared ahead of time for

individual student needs;

• Ask the student how they would like to be assisted;

• Use the buddy system;

• Inform emergency personnel of intended destination and type of assistance

needed. If unable to contact emergency personnel, ask others to make the

notification for assistance;

• Moved to designated evacuation area. The path should be unobstructed.

• Be careful of falling debris as you leave the building.

• Provide priority assistance to wheelchair users with electrical respirators.

Evacuate mobility devices with the person if possible (i.e., crutches, wheelchairs,

etc.)
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To Evacuate Persons Using WheelChairs: 

If the person wants to be moved in their chair, keep the following considerations 

in mine: 

• Turn off the wheelchair's power before lifting.

• Turn the wheelchair so it is lowered down the stairs backwards, person

facing up stairs, so the occupant cannot slip forward out of the chair and

down the stairs.

• Powered wheelchairs have very heavy batteries; an evacuation chair for

stairs may be needed with powered wheelchairs to be retrieved later.

• If a seatbelt is available, use it. If the person needs to be removed from

their wheelchair for an evacuation, ask the following:

o How they prefer to be moved from the chair;

o Whether pain or harm will result from moving extremities

o If any equipment is needed for immediate safety of life-support, (e.

g., backup generator for respirator.)

F. Transport Students

Transportation is a well-established component of emergency response plans, and 

requires planning and detailed focus for children with access and functional needs. 

Special transport is not provided for students with section 504 eligibility. 

• Maintain a transportation resources list by type and availability, including

vehicle accessibility and capacity information.

• Develop procedures for the acquisition of additional accessible

transportation equipment, securement devices, supplies, and resources before

a disaster.

• Provide staff training, including a review of procedures for transporting persons

with a variety of assistance needs, as well as the transport of service animals.

• Identify strategies for tracking individuals who are evacuated. Information

should include the passenger's name, point of origin, departure time, final

destination, and arrival time.

• Maintaining Master list of drivers by status and availability.

• Provide drivers with an operational roster to complete and maintain, at

minimum with the following information.

o Name of driver

o Driver's telephone number
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o Time in departed staging area

o Time arrived at sheltering location

o Vehicle number

o Sheltering location

o Trip mileage

o Number of students transported

• Determine the appropriate transportation response for persons unable to

reach a pick-up/drop-off location or staging area on their own;

o What entity will handle such needs; and what types of vehicle/equipment

will be required?

o Check with the school district regarding the transportation contracts and

agreements

• Account for all students before transportation occurs and after arrival at the

destination.

• Transport all passengers to the pre-designated evacuation destination by the

safest route. Use alternate routes only as necessary.

• Use buses. Consider other modes of transportation only if buses are unavailable

to get to the school quickly or are not available. Refer to the list of school-owned

vehicles, staff vehicles and parent vehicles that are available.

G. Reassess Needs

Request additional support, if needed. 

H. Other Considerations for Special Needs Populations

• Store extra battery for electric wheelchairs and hearing aids.

• Lead evacuees to a safe place with other teachers and staff.

• Remain with special needs students after the evacuation.

• Recognize that the fine details are unique for each student.

• Service Animals: It is becoming more common to use service and support

animals. If a student or staff member uses a service/support animal, take into

consideration the needs of the animal as well: food, water, leashes/harnesses,

dishes, toys etc.
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IV. RECOVERY

The recovery phase is designed to assist students, teachers, staff and visitors to restore 

educational operations in the school. Recovery is an ongoing process that includes not 

only the mental, emotional and physical healing process for students, teachers and 

staff, but also the restoration of the physical assets of the school (buildings and 

grounds) to a safe and habitable environment. 

A. Restoration

• Account for all the students, teachers, staff, and visitors.

• Meet the medical needs.

• Conduct daily debriefings for staff, responders, and others assisting in

recovery.

• Provide Stress Management support during class time.

• Discuss recovery, what to do with students if they must remain at the site for 2

to 3 days.

• Communicate with parents, guardians and the local community.

• Conduct after-action briefing to capture key lessons learned and

recommendations for improvements to the school plan.

B. Supportive Services

• Needs assessment- quickly identify needs and the support necessary to meet

them.

• Information- provide important information on community resources that

connects school families who need help with available services and assistance.

• Language- ensure that critical information is conveyed in a language appropriate

for non-English-speaking families that the standard media may not reach.

• Transportation- support the mobility needs with accessible transportation

resources to disaster areas.

• Replacement equipment- support students with special needs with the

guidance to acquire replacement of vital personal equipment (e.g., crutches,

hearing aids, wheelchairs, etc.).

C. Reassurance

Experiencing a disaster can be overwhelming. Stress often exacerbates existing 

medical conditions and mny niter thought and behavior. Reassurance is the key to 
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helping children through a traumatic time. Support individuals with access and 

functional needs by providing verbal reassurance and information to help orient them to 

new surroundings and new routines. 

• Make sure physical needs are addressed and medical assistance is provided,

as needed.

• Reconnect students with family and other support systems as early as possible.

• Address concerns about safety. Talk to each child at his or her developmental

age, not chronicle age. Use language the child understands.

• Provide information through pictures and allow children time to see, hear, talk

and draw.

• Expect some regression (increase in problem behaviors).

• Deal with inappropriate behaviors calmly and consistently--Keep emotional

equilibrium.

• Minimize the disruption. If the normal routine is unavoidably altered, create a

new one.

• Offer concrete/immediate solutions to abstract problems. Use clear examples.

Repeat responses patiently.

After the danger has passed, the school will be anxious to return to normal. Both people 

and resources are needed to speed recovery. The talents of individuals with disabilities 

should not be underestimated. Every member of a community can provide some 

support. 
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I. Introduction

Appendix A 

Emergency Operations Plan 

A. Purpose of the Plan

The purpose of College School District Emergency Operations Plan College and Santa 

Ynez Elementary is to identify and respond to incidents by outlining the responsibilities 

and duties of College and Santa Ynez Elementary and its employees. Developing, 

maintaining, and exercising the plan empowers employes in an incident to act quickly 

and knowledgeably. In addition, the plan educates staff, faculty, students, and other key 

stakeholders on their roles and responsibilities before, during and after an incident. 

This plan provides parents and other members of the community with assurances that 

College and Santa Ynez Elementary has established guidelines and procedures to 

respond to incidents/hazards in a effective manner. 

The developed guidelines and procedures for dealing with existing and potential student 

and school incidents are defined in the plan below. The basic plan and the functional 

and hazard/threat specific appendices outline an organized, systematic method to 

mitigate, prevent, prepare for and respond to, and recover from incidents should they 

occur. Faculty and staff have been trained to assess the seriousness of incidents and 

respond according to these established procedures and guidelines. College and Santa 

Ynez Elementary regularly schedules in-service training for faculty and staff. 

Lastly, developing, maintaining, and exercising the School EOP increases College and 

Santa Ynez Elementary legal protection. Schools without established incident 

management procedures have been found liable for their absences. While no set of 

policies rule out the potential for legal problems, establishing procedures and guidelines 

on the best professional practices provides a margin of protection against liability. 
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8. Scope of the Plan 

The College and Santa Ynez Elementary Emergency Operations Plan outlines the 

expectations of staff, faculty; roles and responsibilities; direction and control systems; 

internal and external communications plans; training and sustainability plans; authority 

and references as defined by District Board Policies and Administrative Regulations, 

and State and Federal mandates; common and specialized procedures; and specific 

hazard vulnerabilities and responses/recovery. 

1. Definitions

Incident: An incident is an occurrence - natural, technological, or human-caused - that 

requires a response to protect life or property. The principal/building administrator shall 

have the authority to determine when an incident has occurred and to implement the 

procedures within this Emergency Operations Plan. 

Hazards: Hazards shall include situations involving threats of harm to students, 

personnel, and/or facilities. Hazards include but are not limited to natural, technological, 

and human-caused incidents. Hazards may require an interagency response involving 

law enforcement, fire and/or other emergency services agencies depending on the size 

and scope of the incident. 

2 .  School Board Policy Statement 

The College and Santa Ynez Elementary Emergency Operations Plan operates within 

the framework of the College School District. (BP/AR 450 and BP/AR 3516) 

C. Situation Overview/Hazard Analysis Summary

1. School Population

a.  General Population 

The College and Santa Ynez Elementary's current enrollment is approximately 200 

TK-8th grade students located in two campuses separated by½ a mile. The lower 

campus houses the district office, TK and Kindergarten classrooms. There are 5 

buildings on the lower campus. The upper campus houses 1st through 8th grade with 

10 permanent buildings and 6 portable buildings and a gym. The students are 

supported by a committed staff and faculty consisting of: 

• 17 Teachers and specialists

• 1 Administrators

• 3 Office/support staff

• 11 Instructional Assistants

• 0 Campus Security 
Assistants
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• 2 Cafeteria staff

• 2 Maintenance and Custodial Staff

• 6 Yard-duty staff- same as IAs

A master schedule of where classes, grade levels, and staff are located during the day 

is provided to each classroom and is available in the main office. The master 

schedule is also located in Appendix ##  in the School Office

b. Access and Functional Needs Population (Refer to Appendix D)

College and Santa Ynez Elementary is committed to the safe evacuation and transport 

of students and staff, and visitors with access and functional needs. This population 

includes, but is not limited to, staff, visitors, and students with: 

• Limited English proficiency

• Blindness or visual disabilities

• Cognitive or emotional disabilities

• Deafness or hearing loss

• Mobility/physical disabilities (permanent or temporary), and

• Medically fragile health (including asthma and severe allergies)

The school's current enrollment of students with access and functional needs is 

approximately##; however, this number will fluctuate throughout the school term. 

Students and/or staff may request additional assistance if they are temporarily on 

crutches, wearing a cast, etc. 

Classrooms containing students and staff that require additional assistance during an 

incident will be noted by an asterisk next to the room number during the applicable 

period(s) on the master schedule. The list of students and staff names with their 

specific requirements along with their schedules can be found in Appendix## ( Staff 

binder in each classroom). Staff members that have been trained and assigned to 

assist the access and functional needs population during drills, exercises, and incidents 

are listed . 

2. Building Information

School Description: Santa Ynez School is located on a 22 acre lot and includes six 

buildings, six portables, and a YMCA afterschool program portable, four baseball fields, 

one soccer field, two tennis courts, and two staff parking lot. The College School is 

located on 4.5 acre lot and includes 4 buildings and MP room. 

A map of the buildings annotated with evacuation routes, shelter locations, fire alarm 

pull stations, fire hydrants, fire extinguishers, first aid kits, hazardous materials storage, 
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and utilities shut-offs are shown below. All staff members are required to know these 
locations, as well as how to operate the utility shutoffs. 
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3. Hazard Analysis Summary (Describe the specific hazards that exist on your campus.

below is an example.) (Use the hazard/threat assessment calculator)

College and Santa Ynez Elementary is exposed to many hazards, all of which have the 

potential for disrupting the school community, causing casualties, and damaging or 

destroying public or private property. 

In June 2018, school staff members,students, parents and community stakeholders 

completed a thorough hazard analysis to identify any circumstances in the school or 

near campus that may present unique problems or potential risk to people or property. 
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The interior and exterior porlions of all school buildings and school grounds have been 

assessed for potential hazards that may impact the site, the staff, the students, and 

anyone visiting the campus. Identified hazards have been assessed by risk and 

likelihood and ranked accordingly. 

The following table (Table 1) briefly discusses (School's Name) high priority hazards 

including, fire, flood/debris flows, severe weather events, chemical spills, intruders 

(active shooter or other active threats), civil disturbances, and acts of terrorism. 

Table 1. High-Priority Hazards 

Hazard Hazard description: list in the order of priority 

Fire 

Earthquake 

Floods/ 

Debris Flows 

Severe 

Weather 

Chemical 
Spills 

Intruders/ 
Active 
Threats 

Civil 
Disturbances 

Acts of 

Terrorism 

4. Preparedness, Prevention, and Mitigation Overview

Preparedness is achieved and maintained through a continuous cycle of planning, 

organizing, training, equipping, exercising, evaluating, and taking corrective action. 

Ongoing preparedness efforts require coordination among all those involved in 

emergency management and incident response activities. College and Santa Ynez 
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Elementary taster's preparedness at all levels including parents, students, teachers, and 

staff. Examples of preparedness actions include, maintaining this plan, conducting 

training, planning and implementing drills, and exercises, Etc. 

Prevention includes actions to avoid an incident or to intervene to stop an incident from 

occurring. College and Santa Ynez Elementary is committed to taking proactive 

prevention measures whenever possible to protect the safety and security of students 

and staff. Our policies include zero tolerance for bullying and other actions that 

undermine the Safe and Orderly Environment (School Safety Plan, section VIII) of our 

schools. College and Santa Ynez Elementary will continue to assess our physical 

security systems and prioritize and update as necessary. Recent upgrades and security 

systems offer a greater protection of our students and staff. In addition College and 

Santa Ynez Elementary requires all adults to register in the front office and display 

identification badges. 

Mitigation includes activities to reduce the loss of life and property from natural, and/or 

human caused disasters by avoiding or lessening the impact of a disaster and providing 

value to the public by creating safer communities. has taken action to reduce or 

eliminate the adverse effects of natural, technological, and human-caused hazards on 

people, and property. Additionally, College and Santa Ynez Elementary will continue to 

re-assess and evaluate areas where it can reduce the loss of life and property. 

For example, of the many hazards that can endanger a school facility and its setvice to 

the community, the most prevalent is fire. College and Santa Ynez Elementary has built 

in accordance with State building codes in the form of approved materials, fire-resistant 

assemblies, existing requirements, the width and design of stairs, the dimensions of 

quarters, fire suppression systems, and many other standards. 

D. Planning assumptions and limitations

1.Planning assumptions

Stating the planning assumptions allows College and Santa Ynez Elementary to deviate 

from the plan if certain assumptions prove not to be true during operations. The school 

EOP assumes: 

• The school community will continue to be exposed and subject to hazards and

incidents described in the Hazard Analysis Summary, as well as lesser hazards

and others that may develop in the future.

• A major disaster could occur at anytime, and at anyplace. In many cases,

dissemination of warning to the public and implementation of increased

readiness measures may be possible; however, some emergency situations

occur with little or no warning.
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• A single-site incident (e.g., fire, gas main breakage) could occur at any time

without warning and the employees of the school affected cannot, and should

not, wait for direction from local response agencies. Action is required

immediately to save lives and protect property.

• Following a major or catastrophic incident, the school may have to rely on its own

resources to be self-sustaining for up to 72 hours.

• There may be a number of injuries of varying degrees of seriousness to faculty,

staff, and or students. Rapid and appropriate response will reduce the number

and severity of injuries.

• Outside assistance from local fire, law-enforcement, and emergency managers

will be available in the most serious incidents. Because it takes time to request

and dispatch external assistance, it is essential for the school to be prepared to

carry out the initial response until emergency responders arrive at the incident

scene.

• Proper prevention and mitigation actions, such as creating a positive school

environment, will prevent or reduce incident-related losses.

• Maintaining the school EOP and providing frequent opportunities for stakeholders

(staff, students, parents, First Responders, Etc.) to exercise the plan can improve

the school's readiness to respond to incidents.

• A spirit of volunteerism among school employees, students, and families will

result in their providing assistance and support to incident management effort.

2. Limitations

It is the policy of the College School District, and all of its schools, that no guaranteed is 

implied in this plan of a perfect Incident Management System. As personnel and 

resources may be overwhelmed, College School District, and all of its schools, can only 

endeavor to make every reasonable effort to manage the situation, with the resources 

and information available at the time. 
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II. Concept of Operations

This plan is based upon the concept that the incident management functions that must 

be performed by the school generally parallel some of their routine day-to-day functions. 

To the extent possible, the same personnel and material resources used for day-to-day 

activities will be employed during incidents. Because personnel and equipment 

resources are limited, some routine functions that do not contribute directly to the 

incident may be suspended. The personnel, equipment, and supplies that would 

typically be required for those routine functions will be redirected to accomplish 

assigned incident management tasks. 

A. National Incident Management System (NIMS)

The National Incident Management System (NIMS) is a set of principles that provide a 

systematic, proactive approach guiding government agencies at all levels, 

non-governmental organizations, and the private sector to work seamlessly to prevent, 

protect against, respond to, recover from, and mitigate the effects of incidents, 

regardless of cause, size, location, or complexity, in order to reduce the loss of life or 

property and harm to the environment. This system ensures that those involved in 

incident response/recovery understand what their roles are and have the tools they 

need to be effective. 

According to Homeland Security Presidential Directive 5 and the US Department of 

Education, school districts are among local agencies that must adopt NIMS if they 

receive Federal grant funds. As part of its NIMS implementation, the College School 

District participates in the local government's NIMS preparedness program and believe 

it is essential to ensure that response/recovery services are delivered to schools in a 

timely and effective manner. 

College School District recognizes that staff and students will be first responders during 

an incident. Adopting NIMS enable staff and students to respond more effectively to an 

incident and enhances cooperation, coordination, and communication among school 

officials, emergency responders, and emergency managers. 

College School District works with local government agencies to remain NIMS

compliant. NIMS compliance for the College School District includes completing the 

following: 

• Adopt the use of the Incident Command System (ICS). All staff and students who

assume roles described in this pl;:rn will received ICS - 100 training. ICS - 100 is
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a web-based course available free from the Federal Emergency Management 

agency FEMA Emergency Management Institute. 

• Complete Nims awareness course IS-700 NIMS: an introduction. IS-700 is a

web-based course available free from the Emergency Management Institute. All

persons assuming roles described in the basic plan or appendices will take the

IS-700 course.

• Participate in local government's NIMS preparedness program and incorporate

the College School District School EOP into the community EOP.

• Training and exercise the plan . All staff and students are expected to participate

in training and exercising the plan's procedures and hazard-specific incident

plans. The school is charged with ensuring that the training and equipment

necessary for appropriate response/recovery operations are in place.

B. Implementation of the Incident Command System ICS

In a major emergency or disaster, College School District may be damaged or need to 

be evacuated, people may be injured, and/or other incident management activities may 

need to be initiated. These activities must be organized and coordinated to ensure 

efficient incident management. The Incident Command System (ICS) will be used to 

manage all incidents and major planned events. Note: the Incident Command 

System approach can be used in all phases of incident management, including 

pre-incident activities, response, and recover. 

The Incident Commander (IC) at each school site will be delegated the authority to 

direct all incident activities within the school's jurisdiction. The Incident Commander will 

establish an Incident Command Post (ICP) and provide an assessment of the situation 

to the site and district administrators or other officials, identify the incident management 

resources required, and direct the on-scene incident management activities from the 

ICP. If no Incident Commander is present at the onset of the incident, the most qualified 

individual will assume command until relieved by a qualified Incident Commander. 

C. Initial Response

School Personnel are usually first on scene of an incident in a school setting. Staff and 

faculty are expected to take charge and manage the incident until it is resolved or 

command is transferred to someone more qualified and/or to an emergency response 

agency with legal authority to assume responsibility. Staff shall seek guidance and 

direction from local officials and seek technical assistance from Local, State and Federal 

agencies and industry where appropriate. All College School District Employees have 

been designated as "Disaster Service Workers" (DSW) (Government Code 3100). 

The principal or his/her designee is responsible for activating the School's EOP, 

including, common and specialized procedures as well as hazard specific incident 
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plans. The principal or his/her designee will assign an Incident Commander based on 

who is most qualified for that type of incident. 
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Ill. Organization and Assignment of Responsibilities 

This section establishes the operational organization that will be relied upon to manage 

the incident and includes: 

• A list of the kinds of tasks to be performed by position and organization.

• An overview of who does what.

The principal and assistant principals are not able to manage all aspects associated 

with an incident without assistance. The school relies on other key school personnel to 

perform tasks that will ensure the safety of students and staff during a crisis or critical 

incident. The Incident Command System (ICS) uses a team approach to manage 

incidents. It is difficult to form a team while in crisis or critical incident is unfolding. Roles 

should be pre-assigned based on training and qualifications. Each staff member and 

volunteer must be familiar with their role and responsibilities before an incident occurs. 

School staff may be required to remain at school to assist in an incident. In the event 

that this school EOP is activated, staff will be assigned to serve within the Incident 

Command System based upon their expertise and training and the needs of the 

incident. All College School District Employees have been designated as "Disaster 

Service Workers" (DSW) (Government Code 3100). 

A. Principal/Building Administrator

The principal may serve as the Incident Commander or delegate that authority to a 

qualified individual. At all times the principal still retains the overall responsibility for the 

overall safety of students and staff. However, delegating the authority to manage the 

incident allows the principal to focus on policy-level activities and interfacing with other 

agencies and parents. The principal shall coordinate between the superintendent's 

office and the Incident Commander. 

B. Incident Commander

The Incident Commander responsibilities include: 

• Assumes overall direction of all Incident Management procedures based on

actions and procedures outlined in this EOP.

• Take steps deemed necessary to ensure the safety of students, staff, and other

individuals.

• Determine whether to implement Incident Management protocols (e.g.,

evacuation, reverse evacuation, shelter-in-place, lockdown, lockout.Etc.) as

described more fully in the functional appendices in this document.
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• Arrange for the transfer of students, staff, and other individuals when safety is

threatened by a disaster.

• Work with emergency services personnel. (Depending on the incident,

community agencies such as law enforcement and/or fire departments may have

jurisdiction for investigations, rescue procedures, Etc.) Should a public safety

agency assume responsibility for the management of an incident, the school 1/C

will move into a Unified Command role with the public agency, or will act in the

liaison/A-Rep (Agency (CSD) representative)position.

• Keep the principal and other officials informed of the situation.

C. Teachers

Teacher shall be responsible for the supervision of students and shall remain with 

students until directed otherwise, or if previously assigned other tasks within the ICS 

team. 

Responsibilities include: 

• Supervise students under their charge.

• Take steps to ensure the safety of students, staff, and other individuals in the

implementation of the incident management protocols.

• Direct students in their charge to inside or outside assembly areas, in

accordance with signals, warnings, written notification, or intercom orders

according to establish incident management procedures.

• Give appropriate action commands during an incident.

• Take attendance when class relocates to an outside or inside assembly area or

evacuates to another location; and every time the class relocates.

• Report missing or extra students to the Incident Commander or designee.

(Red/Green Cards/Flags)

• Execute assignments as directed by the Incident Commander or ICS supervisor.

• Obtain first aid services for injured students from the school nurse or persons

trained in first aid. Arrange for first aid for those unable to be moved.

• Render first aid if necessary. School staff will be trained and certified in first aid

and CPR.

• Critical Employee Emergency Preparedness (CEEP): In order for our staff and

faculty members to be able to provide emergency services to our students and

staff during and emergency incident, as Disaster Service Workers, they must

have confidence their families and loved ones are taken care of and prepared to

respond to their own situation without the assistance of school personnel. This

can only be accomplished by every staff member preparing their family members

before hand.
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D. Instructional Assistants

Responsibilities include assisting teachers as directed. 

E. Counselors, Social Workers, and Psychologists (Refer to Appendix H)

Counselors, social workers, and psychologists provide assistance with the overall 

direction of the incident management procedures at the site. 

Responsibilities may include: 

• Take steps to ensure the safety of students, staff, and other individuals in the

implementation of incident management protocols.

• Direct students in their charge according to establish incident management

protocols.

• Render first aid if necessary.

• Establish an emotional and mental health triage area.

• Provide emotional and mental health first aid.

• Monitor staff and faculty for signs of emotional stress and distress. Provide for

necessary intervention.

• Assist in the transfer of students, staff, and other individuals when their safety is

threatened by a disaster.

• Execute assignments as directed by the Incident Commander or ICS supervisor.

F. School Nurses/Health Assistants

Responsibilities include: 

• Establish triage site

• Implement triage protocols

• Identify Casualty Collection Point(s) (CCP) as necessary.

• Administer first aid or emergency treatment as needed.

• Establish Medical Group Liaison Officer to coordinate information and assistance

with public safety personnel.

• Supervised administration of first aid by those trained to provide it.

• Organize first aid and medical supplies.

G. Custodians and Maintenance Personnel

Responsibilities include: 

• Survey and Report building damage to Incident Commander or operations

section chief.

• Control main shut-off valves for gas, water, and electricity and ensure that no

hazards result from broken or downed lines.

• Provide damage control as needed.

14 



• Assist in the conservation, use, and disbursement of supplies and equipment.

• Keep the Incident Commander or designee informed of conditions of school.

• Complete initial Damage Assessment Reports.

H. School Secretary and Office Staff

Responsibilities include: 

• Answers phones and assist in receiving and providing consistent information to

callers.

• Provide for the safety of essential school records and documents.

• Execute assignments as directed by the Incident Commander or ICS supervisor.

• Provide assistance to the principal and Policy/Coordination Group.

• Monitor radio emergency broadcasts.

• Assist with health incidents as needed, acting as messengers, Etc.

I. Food Service and Cafeteria Workers

Responsibilities include: 

• Use, prepare, and serve food and water on a rationed basis whenever the

feeding of students and staff becomes necessary during an incident.

• Execute assignments as directed by The Incident Commander or ICS supervisor.

J. Bus Drivers; STUDENT TRANSPORTATION OF AMERICA

Responsibilities include: 

• Supervise the care of students in disaster occurs while students are in the bus.

• Transfer students to new locations when directed.

• Execute assignments as directed by the Incident Commander or ICS supervisor.

• Transport individuals in need of medical attention.

K. Other Staff (e.g., Itinerant Staff, Substitute Teachers)

Responsibilities include: 

• Reporting to The Incident Commander or ICS supervisor if requested or

activated.

• Substitute Teachers are responsible for those tasks enumerated in Ill.

Organization and Assignment Responsibilities, section C. Teachers

L. Students

Responsibilities include: 

• Cooperate during emergency drills and exercises, and during an incident
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• Learn to be responsible for themselves and others in an incident.
• Understand the importance of not being a bystander by reporting situations of

concern. (See something, say something)
• Develop an awareness of natural, technological, and human-caused hazards and

associated prevention, preparedness, and mitigation measures.
• Take an active part in school incident response/recovery activities, as age

appropriate.

M. Parents/Guardians

Responsibilities include: 

• Encourage and support school safety, violence prevention, and incident
preparedness programs within the school and at home.

• Participate in volunteer service projects for promoting school incident
preparedness.

• Provide the school with requested information concerning the incident, early and
late dismissals, and other related release information.

• Practice incident management preparedness in the home to reinforce school
training and ensure family safety.

• Understanding their roles during a school emergency.
• Become familiar with the School EOP for understanding of school actions and

expectations.
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IV. Direction, Control, and Coordination

A. School Incident Command System (ICS) (Refer to Appendix I for

additional details)

To provide for the effective direction, control, and coordination of an incident, either 

single-site or multi-site incidents, the School EOP will be activated including the 

implementation of the Incident Command System (ICS). 

The Incident Commander is delegated the authority to direct tactical on-scene 

operations until a coordinated incident management framework can be established with 

local authorities. The Policy Group is responsible for providing the Incident Commander 

with strategic guidance, information analysis, and needed resources. 

Figure 1. Incident Management Team 

Provides Strategic 

guidance and resource support 

Policy Group 
(Superintendent/ ,___ -- -

Principal) 

I 

Operations Planning 
Section Section 

Establishes incident objectives 

and directs all response actions. 

I 
Incident 
Commander 

\ I 
Logistics Finance 
Section Administration 

Section 

Implements all 

response/tactical 

Activated only as needed to support the incident response 

directed by the Operations Section. 

to achieve the incident 

objectives. 
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The ICS is organized into the following functional areas: 

1. Incident Command: Directs the incident management activities using strategic

guidance provided by the Policy Group.

School-related responsibilities and duties include: 

• Establish and manage the Incident Command Post (ICP), establish the incident

organization, and determine strategies to implement protocols and adapt as

needed.

• Monitor incident safety conditions and develop measures for ensuring the safety

of building occupants ( including students, staff, volunteers, and responders).

• Coordinate media relations and information dissemination with the principal.

• Develop working knowledge of local/regional agencies, serve as the primary

on-scene contact for outside agencies assigned to an incident (Agency

Representative (A-Rep)), and assist in assessing services when the need arises.

• Document all activities.

2. Operations Section: Directs all tactical operations of an incident including

implementation of response/ recovery activities according to establish incident

management procedures and protocols, care of students, first aid, crisis intervention,

search and rescue, site security, damage assessment, evacuation, and the release of

students to parents.

Specific responsibilities include: 

• Analyze school staffing to develop a Parent-student Reunification Plan, and

implementation of the Incident Action Plan (IAP).

• Monitor site utilities (i.e., electric, gas, water, heat/ ventilation/ air conditioning)

and shut off only if danger exists or directed by the Incident Commander, and

assist in securing facility.

• Establish medical triage with staff trained in first aid and CPR, provide and

oversee care given to injured persons, distribute supplies, and request additional

supplies/resources from the logistics section.

• Provide and assess psychological first aid services for those in need, and assess

local/regional providers for ongoing crisis counseling for students, staff, and

parents.

• Coordinate the rationed distribution of food and water, establish secondary toilet

facilities in the event of water or plumbing failures, and request needed supplies

from Logistics section.

• Document all activities.

As needed, the types of Functional Groups described in the following table may be established 

within the Operations Section: 
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Table 2. Operations Section Groups 

Functional Potential Responsibilities 
Group 

Search and Search and Rescue Teams search the entire school facility, entering 
Rescue only after they have checked the outside for signs of structural 
Group damage and determined that it is safe to enter. Search and Rescue 

Teams are responsible for ensuring that all students and staff 
evacuate the building ( or, if it is unsafe to move the person, that 
their locations are documented so that professional responders can 
locate them easily and extricate them). Search and Rescue Teams 
are also responsible for: 

• Identifying and marking unsafe areas .
• Conducting initial damage assessment.
• Obtaining injury and missing student reports from teachers .
• Communicating with the Operations Section Chief and other

team leaders.

First Aid First Aid Teams provide triage, treatment, and psychological first aid 
Group services. First Aid Teams are responsible for: 

• Setting up first aid/tirage area for students and staff .
• Assessing and treating injuries .
• Completing Master injury report .

Note: Logistics Section provides care to responders (if needed). The 

Operations Section First Aid team is dedicated to the students and 
other disaster victims. 

Evacuation/ Evacuation, shelter, and student care in an incident are among the 

Shelter/ Care most important tasks faced by schools. These tasks include student 
Group accounting, protection from weather, providing for sanitation needs, 

and providing for food and water. The Evacuation/ Shelter/ Care 
Team is responsible for: 

• Accounting for the whereabouts of all students, staff, and
volunteers.

• Setting up a secure assembly area .
• Managing sheltering and sanitation operations .
• Managing student feeding and hydration .
• Coordinating with the Student Reunification Team .
• Coordinating with the Logistics Set.:lion to secure the needed
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space and supplies. 

Facility and The Facility and Security Response Team is responsible for: 
Security • Locating all utilities and turning them off if necessary
Response • Securing and isolating fire and Hazmat.
Group • Assessing and notifying officials of fire/ Hazmat, or other

hazardous conditions.
• Conducting perimeter control.

Crisis The Crisis Intervention team is responsible for: 
Intervention • Assessing need for on-site mental health support.
Group • Determining need for outside agency assistance.

• Providing on-site intervention/ counseling .
• Monitoring well-being of School Incident Management team,

staff, students, and reporting all findings to the Operations
Section Chief.

Student Reunification refers to getting students reunited with their parents or 
Reunification Guardians in an efficient and orderly manner. Reunification can be 
Group an enormous challenge and take lots of planning. The student 

reunification team is responsible for: 
• Setting up a secure reunification area .
• Checking student emergency cards for authorized releases .
• Completing these logs .
• Coordinating with the Public Information Officer on external

messages.

3. Planning/Intelligence Section: Collects, evaluates, and disseminates information

needed to measure the size, scope, and seriousness of an incident and to plan

appropriate incident management activities.

Duties may include: 

• Assist Incident Commander in the collection and evaluation of information about

an incident as it develops ( including site map and area map of related events),

assist with ongoing planning efforts, and maintaining incident time log.

• Develops Incident Action Plan (IAP) and briefing documents.

• Document all activities.

4. Logistics Section: Support Incident Management operations by securing and

providing needed personnel, equipment, facilities, resource::;, and services required for
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incident resolution; coordinating personnel; assembling and deploying volunteer 

teams; and facilitating communication among incident responders. This function may 

involve a major role in an extended incident. 

Additional responsibilities include: 

• Establish and oversee Communication Center and activities during an incident

(two way radio, battery powered radio, written update, Etc.), and develop

telephone tree after-hours communications.

• Establish and maintain school and classroom preparedness kits, coordinate

access to and distribution of supplies during an incident, and monitor inventory of

supplies and equipment.

• Document all activities.

5. Finance/Administration Section: Oversees all financial activities including

purchasing necessary materials, tracking incident cost, arranging contracts for services,

timekeeping for emergency responders (CSD personnel and contractors), submitting

documentation for reimbursement, and recovering school records following an incident.

Additional duties may include: 

• Assume responsibility for all documentation and recordkeeping activities; when

possible, photograph and videotape damage to property.

• Develop a system to monitor and track expenses and financial losses, and

secure all records. (ICS-213 and ICS-214)

This section need not be established on site at the incident. Rather, the school and 

School District management offices may assume responsibility for these functions. 

8. Coordination with Policy/Coordination Group

In complex incidents, a Policy/Coordination Group will be convened at the College 

School District's Operation Center (DOC). The role of the Policy/Coordination Group is 

to: 

• Support the on-scene Incident Commander.

• Coordinate incident response activities and efforts, and resources when multiple

school sites are affected.

• Provide policy and strategic guidance.

• Help ensure that adequate resources are available.

• Identify and resolve issues common to all organizations.

• Keep elected officials and other executives informed of the situation and

decisions.

• Provide factual information, both internally and externally through the PIO, or if

c1ctivc1ted, the Joint Information Center (JIC).
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The College and Santa Ynez Elementary Principal and Incident Commander will keep 

the Policy/Coordination Group informed. 

C. Community Emergency Operations Plan (EOP)

The College School District maintains a District Emergency Operations plan (EOP) to 

address hazards and incidents. The College and Santa Ynez Elementary EOP has 

been developed to fit into the larger District EOP in the case of a large-scale incident. 

Staff members that maintain and exercise the plan are in frequent contact with the 

School Superintendent, and the CSD Safety Coordinator. 

D. Coordination with First Responders

An important component of the College and Santa Ynez Elementary EOP is a set of 

interagency agreements with various City/County agencies to aid timely 

communications. These agreement help coordinate services between the agencies and 

the College and Santa Ynez Elementary/CSD. 

Various agencies and services include City/County governmental agencies such as 

mental health, law enforcement, and fire departments. The agreements specify the type 

of communication and services provided by one agency to another. The agreement also 

make school personnel available beyond the school setting in an incident or traumatic 

event taking place in the community. 

If a school incident is within the authorities of the first responder community, command 

will be transferred upon arrival of a qualified first responder. A transfer of command 

briefing shall occur. The school Incident Commander may be integrated into the Incident 

Command structure or assume a role within the Unified Command structure, or be 

designated as an Agency Representative (A-REP). 

E. Source and Use of Resources

College and Santa Ynez Elementary will use its own resources and equipment to 

respond to incidents until incident response personnel can arrive. Parent volunteers and 

community members have been trained to assist if called upon and available after an 

incident occurs. The following organizations or agencies have agreed to be responsible 

for providing additional resources or assistance: 

• First aid kits and sanitation supplies will be provided by:

• Cots and bedding supplies will be divided by:

• Food Water Supplies will be provided by:

• Security will be provided by:

• Counseling services will be provided by:

• CERT (Community Emergency Response Team) will be contacted:
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V. Communications

Communications is a critical part of incident management. This section outlines the 

College and Santa Ynez Elementary Communication Plan and supports its mission to 

provide clear, effective internal and external communication between the school, staff, 

students, parents, emergency responders, and the media. 

A. Internal Communications

1. Communication Between Staff/Faculty Members

Faculty and staff will be notified when an incident occurs and kept informed as 

additional information becomes available and as plans for management of the situation 

evolve. The following practices will be utilized to disseminate information internally when 

appropriate: 

• Telephone tree: A telephone tree is a simple, widely used system for notifying

staff of an incident when they are are not at school. The tree originates with the

Principal, who contacts the members of The Incident Management team. Team

members then in turn will contact groups of staff ( teachers, administrators, and

support staff).

• Morning Faculty Meetings: As appropriate, updated information about an 

incident will be presented at the morning faculty meeting. Any new procedures

for the day will also be reviewed at this time.

• End-of-the Day Faculty Meeting: As appropriate, updated information and

review of the day's events will be presented at the end of the day meeting. Staff

will also have the opportunity to address any misinformation or rumors.

2. Communication with the School District Office

The Incident Commander will use the district-wide school emergency radio network to 

notify the Principal of the school's status/needs. The Principal will notify the District 

Office. The District Office will notify the County Office of Education of the status of all 

district schools. The Superintendent will designate staff members to monitor all 

communications and will designate a liaison as necessary. 

B. External Communications

Communicating with the larger School Community begins before an incident occurs. In 

the event of an incident, parents, media, and first responders will require clear and 

concise messages from the school about the incident, what is being done about the 

incident, and the safety ot the children and staff. 
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1. Communications with Parents

Before an incident occurs, the school will: 

• Develop a relationship with parents so that they trust and know how to access
alerts and incident information.

• Inform parents about the school's Emergency Operation Plan, its purpose, and its
objectives. Information will be included in the school's newsletter and a
presentation delivered at Back-to-School Night.

• Identify parents who are willing to volunteer in the case of an incident, include
them in preparation efforts, and include them in training.

• Be prepared with translation services for non-English speaking families and
students with limited English proficiency.

In the event of an incident, the school will: 

• Disseminate information via text message, radio announcements, and emails to
inform parents about exactly what is known to have happened.

• Implement the plan to manage phone calls and parent who arrive at school.
• Describe how the school and School District are handling the situation.
• Provide information regarding possible reactions of their children and ways to talk

with them.
• Provide a phone number, website address, or recorded hotline where parents

can receive updated information about the incident.
• Inform parents and students when and where school will resume.

After an incident, school administrators will schedule and attend an open 
question-and-answer meeting for parents as soon as possible. 

2. Communication with the Media

In the event of an incident, the Incident Commander will: (refer to district protocols) 

• Designate a Public Information Officer (PIO).
• Establish an off-campus briefing area for media representatives.
• Determine the need to establish or participate in a Joint Information Center (JIC).
• If the school incident is part of a larger regional large-scale incident, the School

District will designate a liaison who will interact with the JIC.
• Coordinate messages with the Principal and Policy Group.

All College and Santa Ynez Elementary employees are to refer all requests for 
information and questions to the designated PIO or District Joint Information Center. 
Templates for statements/press releases to the media, including standard procedures 
and protocols, have been developed and are included in Appendix 7. 
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Media contacts at the major television stations, Internet, and radio stations are 

maintained by the Principal's Office AssistanUDistrict PIO. In the case of an incident, the 

media contacts will broadcast the school's external Communications Plan, including 

Information Hotline for parents and Guardians, media, neighboring school districts, and 

other agencies as required/necessary. 

3. Handling Rumors

In addressing rumors, the most effective strategy is to provide facts as soon as possible. 

To combat rumors, College and Santa Ynez Elementary will: 

• Provide appropriate information to internal groups including administrators,

teachers, students, custodians, secretaries, instructional assistants, cafeteria

workers, and bus drivers. These people are primary sources of information and

are likely to be contacted in their neighborhoods, at grocery stores, etc.

• Hold a faculty/staff meeting before members are allowed to go home so that what

is, and is not, known can be clearly communicated.

• Designate and brief personnel answering calls to help control misinformation.

• Conduct briefings for community representatives directly associated with the

school.

• Enlist the help of the media to provide frequent updates to the public, particularly

providing accurate information where rumours need to be dispelled.

After the immediate incident response, (School named) will conduct public meetings as 

needed. These meetings are designed to provide the opportunity for people to ask 

questions and receive accurate information. 

4. Communications with First Responders

The Incident Commander will maintain communication with first responders during an 

incident. Transfer of command will occur when first responders arrived on scene to 

assume management of the incident under their jurisdiction. College and Santa Ynez 

Elementary frequently exercises the School EOP with first responders to practice 

effective coordination and transfer of command. 

5. Communications After an Incident (Recovery Process)

After the safety and status of staff and students has been assured, and emergency 

conditions have been abated following the incident, staff/faculty will assembled to 

support the restoration of the school's educational program. Defining mission-critical 

operations and staffing will be a starting point for the recovery process. Collecting and 

disseminating information will facilitate the recovery process. 

The staff/faculty teams will: 
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• Conduct a comprehensive assessment of the physical and operational recovery

needs.

• Assess physical security, data access, and other critical services (e.g., Plumbing,

electrical and other utilities).

• Examine critical informational technology assets and personnel resources, and

determine the impact on the school operations for each asset and resource that

is unavailable or damaged.

• Document damaged facilities, lost equipment and resources, and special

personnel expenses that will be required for insurance claims and request for

State and Federal assistance.

• Provide detailed facilities data to the School District Office so it can estimate

temporary space reallocation needs and strategies.

• Arrange for ongoing status report during the recovery activities to: a) estimate

when the educational program can be fully operational; and b) identify special

facility, equipment, and personnel issues or resources that will facilitate the

resumption of classes.

• Educate school personnel, students, and parents on available crisis counseling

services.

• Apprised the Santa Barbara County Office of Education of recovery status.

The school district will: 

• Identify record-keeping requirements and sources of financial aid for State and

Federal Disaster Assistance.

• Establish absentee policy for teachers/students after the incident.

• Establish an agreement with mental health organizations to provide counseling to

students and their families after an incident.

• Develop alternative teaching methods for students unable to return immediately

to classes: correspondence classes, video-conferencing, telegroup tutoring,

online classes, Etc.

• Get stakeholder input on prevention and mitigation measures they can be

incorporated into short-term and long-term recovery plans.

C. Communications Tools

Some common internal and external communication tools that (School Name) may use 

include the following: 

• Standard telephone: (School name) has designated a school telephone

number as a recorded hotline for parents to call for information during incidents.

The goal is to keep other telephone lines free for communications with First

Responders and others.
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• Cellular telephones: These phones may be the only tool working when electric

service is out: they are useful to faculty/staff enroute to and from a site.

• Intercom systems: The intercom system includes teacher initiated

communication with the office using a handset rather than a wall mounted

speaker.

• Bullhorns and Megaphones: A battery powered bullhorn is part of the school's

emergency to-go kit to address students and staff who are assembling outside

the school. Procedures governing storage and use will help ensure readiness for

use.

• Two-way radios: Two-way radios provide a reliable method of communication

between rooms and buildings at a single site. All staff will be trained to

understand how to operate the two-way radio.

• Computers: A wireless laptop computer may be used for both communication

within the school and to other sites. Email may be a useful tool for updating

information for staff, other schools in an affected area, and the District Office and

Superintendent. An assigned staff member(s) will post information such as

school evacuations, closures, or relocation on the homepage of the school and

District website. {Look for alternatives should these fail.)

• Fax machines: Possible uses include off campus accidents where list of

students in student members involved, their location, and needed telephone

numbers can be quickly and accurately communicated. Medical information,

release forms, and authorizations include the designated fax number.

• Alarm systems: Bells or buzzers are in place and sound different ways to signal

different types of it incidents - for example; evacuation, lockdown, lockout,

shelter-in-place, or special alert ( with instructions). All staff/faculty, support staff,

students, and volunteers will be trained on what the sounds mean and how to

respond to them.

• Whistles: Whistles should be included in crisis kits in order to signal a need for

immediate attention or assistance. Whistles can also be used as an alternative

signaling device in the event other methods are not functioning.
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VI. Administration, Finance, and Logistics

A. Agreements and Contracts

If school resources prove to be inadequate during an incident, (School name) will 

request assistance from local emergency services, other agencies, and industry in 

accordance with existing Mutual Aid agreements and contracts ( see section IV, 

Direction, Control, and Coordination, for specific details). Such assistance includes 

equipment, supplies, and/or personnel. All Agreements are entered into by authorized 

school officials and are in writing. Agreements and contracts identify the school district 

officials authorized to request assistance pursuant to those documents. 

All pre-negotiated agreements and contracts are included in Appendix ## of the District 

EOP. 

B. Recordkeeping

1. Administrative Controls

(School name) is responsible for establishing the administrative controls necessary to 

manage the expenditure of funds and to provide reasonable accountability and 

justification for expenditures made to support incident management operations. These 

administrative controls will be done in accordance with established District fiscal policies 

and standard cost accounting procedures. Additionally, administrative controls will 

conform to State and Federal guidelines. 

2. Activity Logs

The ICS Section Chiefs, or their designee,will maintain accurate logs recording key 

Incident Management activities, including: 

• Activation or deactivation of incident facilities.

• Significant changes in the incident situation.

• Major commitments of resources or request for additional resources from

external sources.

• Issuance of protective action recommendations to the staff and students.

• Evacuations.

• Casualties and injuries.

• Containment and/or termination of the incident

C. Incident Costs
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1. Annual Incident Management Costs

The ICS Finance and Administration Section is responsible for maintaining records 
summarizing the use of personnel, equipment, and supplies to obtain an estimate of 
annual incident response costs that can be used in preparing future school and District 
budgets. (ICS-213 and ICS-214) 

2. Incident Costs

The ICS Finance and Administration Section Chief will maintain detailed records of cost 
for incident management and operations to include: 

• Personnel costs, especially overtime costs.
• Equipment operation costs.
• Costs for leased or rented equipment. (District personnel should avoid

purchasing equipment during an emergency, and should instead opt for leasing

or renting.)
• Cost for contract services to support incident management operations, and
• Cost of specialized supplies expended for incident management operations.

These records may be used to recover costs from the responsible party or insurers or 
as a basis for requesting financial assistance for certain allowable response recovery 
costs from the State and/or Federal government. 

D. Preservation of Records

In order to continue normal school operations following an incident, vital records must 
be protected. These include legal documents and student files, as well as, property and 
tax records. The principle causes of damage to records are fire, water and electrical 
surges or interruptions; therefore, essential records should be protected accordingly. 
Details are outlined in the Continuity of Operations Plan (COOP) and procedures, a 
functional appendix of this plan; Appendix G. 
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VII. Plan Development, Maintenance, and Distribution

The Core School Emergency Operation Planning Team is a function of the District 

Safety Committee and is responsible for the overall maintenance and revision the 

School EOP. The Exercise Planning Team is responsible for coordinating training and 

exercising the School EOP. Both teams are expected to work closely together to make 

recommendations for revising and enhancing the plan. 

The School Board and the Superintendent are responsible for approving and 

promulgating this plan. The fire departments, law enforcement, and emergency 

managers' approval and suggestions will also be requested. 

A. Approval and dissemination of the Emergency Operations Plan

The school board together with the principal and superintendent will approve and 

disseminate the plan and its appendices following these steps: 

• Review and validate the plan.

• Present the plan for comment and suggestions to key stakeholders.

• Obtain plan approval from the School Board.

• Distribute the plan and ensure its communication with key stakeholders.

1. Record of Changes

Each update or change to the plan will be tracked. The record of changes will include: 

the change number, date of the change, and the name of the person who made the 

change. The record of changes will be in table format and maintained by the Core 

School Emergency Operations Planning Team. 

2. Record of Distribution

Copy of plans and appendices will be distributed to those tasked in this document. The 

record of distribution will be kept as proof that tasked individuals and organizations have 

acknowledged the receipt, review, and/or acceptance of the plan. The Core School 

Emergency Operations Planning Team will indicate the title and name of the person 

receiving the plan, the agency to which the receiver belongs, the date of delivery, and 

the number of copies delivered. Copies of the plan may be made available to the public 

and media without sensitive information at the discretion of the School Board. 

B. Plan Review and Updates

The basic plan and its dependencies will be updated at least annually and reviewed by 

the Core Emergency Operations Planning Team, Emergency Management agencies 
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and others deemed appropriate by the School Administration. The Core Emergency 

Operations Planning Team will establish a schedule for annual review of planning 

documents. 

The School EOP will be updated based upon deficiencies identified during incident 

management activities, or exercises; and when there are changes in threat hazards, 

resources, capabilities, school structure, and/or tasked personnel occur. 

C. Training and Exercising the Plan

(School Name) understands the importance of training, drills, and exercises in 

maintaining and planning for an incident. To ensure that district personnel and 

community first responders are aware of their duties and responsibilities under the 

School EOP and the most current procedures, the following training, drills and exercise 

actions will occur. The Exercise Planning Team will coordinate training and exercising 

efforts in accordance with the Homeland Security Exercise and Evaluation Program. 

Basic and refresher training sessions will be conducted during the first in-service day of 

the year for all school personnel in coordination with local fire, law enforcement, and 

emergency managers. 

Mandatory School EOP training will include: 

• Hazard and incident awareness training for all staff.

• Orientation to the School EOP.

• First aid and CPR for all staff.

• FirstCare Provider training and Refresher.

• Team training to address specific incident response or recovery activities, such

as Parent-Student Reunification, Access and Functional Needs individuals, and

Relocation.

• Two online FEMA courses: ICS-100 and IS-700. Both courses are available for

free at FEMA Emergency Management Institute website;

https://training.fema.gov. (Independent Studies)

Additional training will include drills, table-top and functional exercises. Drills will be 

conducted at least once per month. Exercises will occur at least once per school year. 

The details of the training are outlined in the Multi-year Training and Exercise plan (see 

Appendix## ). Records of the training provided including dates, type of training, and 

participant roster will be maintained by each school site administrator. 

Approved parent volunteers and community members will also be incorporated into 

larger training efforts. 

All (school name) staff members are expected to develop personal and family 

emergency plans (Critical Employee Emergency Planning). Each family should 
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anticipate that a staff member may be required to remain at school following a 

catastrophic event. Knowing that the family is prepared and can handle the situation will 

an enable school staff to do their jobs more effectively. 
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VI 11. Authorities and References 

The following regulations are the State and District authorizations and mandates upon 

which this School EOP is based. These authorities and references provide a legal basis 

for the incident management operations and activities. 

• The school site council at each district school shall develop a comprehensive

school safety plan relevant to the needs and resources of that particular school.

New school campuses shall develop a safety plan within one year of initiating

operations. (Education Code 32281, 32286) (BP/AR 450)

• The Superintendent or designee shall also develop and maintain emergency

plans for each school site. In developing the district and school emergency plans,

the Superintendent or designee shall collaborate with city and county emergency

responders, including local public health administrators. The Superintendent or

designee shall use state-approved Standardized Emergency Management

System guidelines and the National Incident Command System when updating

district and site-level emergency and disaster preparedness plans. The Board

shall grant the use of school buildings, grounds, and equipment to public

agencies, including the American Red Cross, for mass care and welfare shelters

during disasters or other emergencies affecting the public health and welfare.

The Board shall cooperate with such agencies in furnishing and maintaining

whatever services they deem necessary to meet the community's needs.

(Education Code 32282) (BP/AR 3516)

Disaster Service Workers 

GOVERNMENT CODE-GOV 

TITLE 1. GENERAL [100 - 7914] 

( Title 1 enacted by Stats. 1943, Ch. 134.) 

DIVISION 4. PUBLIC OFFICERS AND EMPLOYEES [1000 - 3599] 

( Division 4 enacted by Stats. 1943, Ch. 134. ) 

CHAPTER 8. Oath or Affirmation of Allegiance for Disaster Service Workers and Public Employees 

[3100 - 3109] 

( Heading of Chapter 8 amended by Stats. 1972, Ch. 590. ) 
3100. 

It is hereby declared that the protection of the health and safety and preservation 

of the lives and property of the people of the state from the effects of natural, 

manmade, or war-caused emergencies which result in conditions of disaster or in 
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extreme peril to life, property, and resources is of paramount state importance 

requiring the responsible efforts of public and private agencies and individual 

citizens. In furtherance of the exercise of the police power of the state in protection 

of its citizens and resources, all public employees are hereby declared to be disaster 
service workers subject to such disaster service activities as may be assigned to 

them by their superiors or by law. 

(Amended by Stats. 1971, Ch. 38.) 

All College School District employees are considered disaster service workers and as such, are 

subject to disaster service activities assigned to them. 

(cf. 4112.3/4212.3/4312.3 - Oath or Affirmation) 

(cf. 4119.3/4219.3/4319.3 - Duties of Personnel) 
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Appendix E 

Drop, Cover and Hold Procedure 

I. Purpose

In the case of an incident requiring drop, cover and hold, the following procedure should 

be adhered to by students, staff and visitors. 

II. Scope

Drop, cover, and hold procedure outline steps to be taken by staff /students to help 

prevent injury or death during an incident; e.g., earthquakes. Designated staff members 

and bus drivers are required to participate in the evaluation of the School EOP as it 

relates to this appendix. 

This plan outlines procedures for students/staffs located: 

• Indoors.

• Outdoors.

• In a moving vehicle.

Ill. Responsibilities 

To implement the drop, cover, and hold procedure: 

• All staff and students will undergo training and participate in incident

management training and drills.

• Staff and bus driver assigned to work with Access and Functional Needs

students will undergo in-depth training.

• Emergency management and response personnel will review and provide input

into the plan.

IV. Specialized Procedures

The following procedures will be implemented by staff and faculty when directed by the 

principal or when deemed appropriate by the situation. 

A. Indoor Procedure



When indoors, students and staff should: 

• Drop to the floor.

• Cover by getting under a sturdy table, desk or other piece of furniture. If there is

no suitable furniture nearby, cover their face and head with their arms.

• Hold on to the table or desk until directed to stop.

• When directed by the principal and/or when it is safe to do so, staff members will

evacuate students to pre-assigned of locations.

8. Outdoor Procedures

When Outdoors, students and staff should: 

• Move away from buildings, street lights, and utility wires.

• Drop to the ground.

• Cover their face and head with their arms

• When directed by the principal and/or when it is safe to do so, staff members will

evacuate students to pre-assigned locations.

C. Moving Vehicle Procedure

When in a moving vehicle, drivers and staff should: 

• Stop as quickly as safety permits.

• Instruct all students and staff to stay in the vehicle.

• When it is safe to do so, proceed cautiously and evacuate the vehicle. Move to a

safe location; a field, park, or similar clearing.

See additional information below: 

PROTECT YOURSELF. SPREAD THE WORD. 

Your past experience in earthquakes may give you a false sense of safety; you didn't do 

anything, or you ran outside, yet you survived with no injuries. Or perhaps you got under your 

desk and others thought you overreacted. However, you likely have never experienced the kind 

of strong earthquake shaking that is possible in much larger earthquakes: sudden and intense 

back and forth motions of several feet per second will cause the floor or the ground to jerk 

sideways out from under you, and every unsecured object around you could topple, fall, or 

become airborne, potentially causing serious injury. This is why you must learn to immediately 

protect yourself after the first jolt ... don't wait to see if the earthquake shaking will be strong! 

In MOST situations, you will reduce your chance of injury if you: 



DROP where you are, onto your hands and knees. This 

position protects you from being knocked down and 

also allows you to stay low and crawl to shelter if 

nearby. 

COVER your head and neck with one arm and hand 

• If a sturdy table or desk is nearby, crawl

underneath it for shelter

• If no shelter is nearby, crawl next to an interior

wall (away from windows)

• Stay on your knees; bend over to protect vital

organs

HOLD ON until shaking stops 

• Under shelter: hold on to it with one hand; be

ready to move with your shelter if it shifts

• No shelter: hold on to your head and neck with

both arms and hands.
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Bomb Threats/Suspicious Devices/Packages 

I. Purpose

The potential of the discovery of suspicious devices or packages, and bomb threats, is a 

product of the state of our society. The ability to recognize and to respond correctly to 

these circumstances will require vigilance and often time an immediate response. While 

these circumstances often produce a high degree of stress, understanding these 

procedures will assist in the reduction of stress and increase the safety of our staff and 

students. 

II. Scope

This appendix is to provides guidance to school administrators, other faculty and staff 

members on the procedures for responding to a bomb threat, a suspicious package, or 

device on or adjacent to campus. 

Ill. Definitions 

1. Introduction

Response to an explosive device threat is initiated upon discovery of a 

suspicious package or device on campus grounds, or adjacent to campus 

grounds, or a threatening message received by phone, email, social media, or 

other means that may present a risk of an explosion. Actions are taken to 

maximize the safety of our students, staff and others on campus. Copies of the 

explosive device threat form should be readily available near all phones that 

regularly receive calls from the outside lines, and the principal should review the 

below guidelines with staff members who answer phones. Detailed information 

can be found in this SBUSD Explosive Device Threat Report form. 

2. Guidelines



Explosive Device Threat - Telephone 

A. The call taker should attempt to keep the caller on the telephone as long

as possible and alert someone else to call 9-1-1. The call taker should

immediately inform the principal, and then use the explosive device threat

form (attached) to gather and record information about the call and

evaluate the caller's voice and background noise for distinguishing

characteristics.

B. The staff member calling 9-1-1 informs the operator of:

• Nature of the threat on phone line

• Name of school

• Phone number of line receiving threat

• Name and contact information of staff member

• Phone number displayed for caller

C. The principal or his/her designee will call the law enforcement agency of

jurisdiction who will direct the school to wait for officers to arrive. Law

enforcement will conduct the search and lead the investigation. The

principal, in consultation with law enforcement, will determine if buildings

should be evacuated at anytime during the incident

D. Law enforcement may ask to have a school-based employee a company

that law enforcement search team, as school officials can more easily

identify out-of-place items or packages. During a search for unusual or

suspicious packages, boxes or foreign objects, all cell phones and

handheld devices of searchers should be turned off, as many explosive

devices can be triggered by radio frequencies. The search should be

conducted thoroughly but rapidly. If a suspicious object is found, one team

member reports the discovery to the principal while the remaining team

member attempts to secure and monitor the immediate area without

touching or disturbing the object.

E. No attempt should be made by school staff to investigate or examine a

discovered suspicious object.

F. The principal will notify the District Office of the incident.

G. The principal will start a report to document the incident.



H. The principal will notify and update parents via Parent Square.

I. When a suspicious object or explosive devices found, or if advised by law

enforcement, the Incident Commander shall issue the Evacuate Building

Action. Staff and students will evacuate the building using safe routes to

the assembly area, using alternate exit routes to evacuate buildings as

necessary.

J. After the incident is over, the principal will complete the Explosive Device

Threat Report, submit a copy to law enforcement, submit a copy to the

District Office, keep a copy at the school site.

Explosive Device Threat - Other Means 

If an explosive device threat is received via letter, email, social media or other 

means, the principal will consult with law enforcement to determine a course 

of action. The principal will make the appropriate notifications and take other 

actions as described above if necessary. 

Suspicious object 

If a suspicious package or other object is found on or adjacent to campus, the 

principal should be immediately alerted. The principal will consult with law 

enforcement to determine a course of action. The principal will make the 

appropriate notifications and take other actions as described above if 

necessary. 
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Continuity of Operations (COOP) Procedures 

I. Purpose

The purpose of these continuity of operation procedures is to ensure that there are 

procedures in place to maintain or rapidly resume essential operations within the school 

after an incident that results in the disruption of normal activities or services to the 

school. Failure to maintain these critical services would significantly affect the education 

and/or service mission of the school in an adverse way. 

Continuity of operations planning (COOP) is required by Board Policy 3516 and 

Administrative Regulations 3516. 

II. Scope

It is the responsibility of College and Santa Ynez Elementary officials to protect students 

and staff from incidents and restore critical operations as soon as it is safe to do so. 

This responsibility involves identifying and mitigating hazards, preparing for and 

responding to incidents, and managing the recovery. These COOP procedures are 

written to address these responsibilities before, during, and after times of routine work 

schedules. They apply to (School name and address). 

The COOP procedures outline actions needed to maintain and/or rapidly resume 

essential academic, business, and physical services after an incident. College and 

Santa Ynez Elementary relies on strong internal and external communication systems 

and partnerships with contractors and organizations to quickly recover following an 

incident. 

Ill. Responsibilities 

The delegation of authority in management responsibilities in the event of an incident 

follows the hierarchy outlined in previous sections. 



Designated School staff/faculty COOP procedures personnel, in conjunction with the 

principal, will perform the essential functions listed in table 3. 

Table 3. Essential Functions Performed by COOP Procedures 

Personnel 

Personnel Functions/Responsibilities 

Principal • Determine when to close schools,
and/or send students and staff to
alternate locations.

• Disseminate information internally
to students and staff.

• Communicate with parents, media,
and the larger school community. 

• Identify a line of succession,
including who is responsible for
restoring which business functions
for schools and/or district.

Assistant principals/Business Services • Ensure systems are in place for
rapid contract execution after an
incident.

• Identify relocation areas for
classrooms and administrative
operations.

• Create a system for registering
students out-of-district or into
alternative schools.

• Brief and train staff regarding their
additional responsibilities.

• Secure and provide needed
personnel, equipment and
supplies, facilities, resources, and
services required for continued
operations.

• Identify strategies to continue
teaching (e. g., using the internet,
providing tutors for homebound
students, rearranging test).

• Reevaluate the curriculum .

Custodians/M�intemrnce Personnel • Work with local government



officials to determine when it is 
safe for students and staff to return 
to school buildings and grounds. 

• Manage the restoration of school
buildings and grounds (e.g.,
Debris removal, repairing,
repainting, and/or re-landscaping).

School Office Staff • Maintain inventory .
• Maintain essential records (and

copy of records) including schools
insurance policy.

• Ensure redundancy of records is
kept at a different physical location.

• Secure classroom equipment,
books, and materials in advance.

• Restore administrative and
record-keeping functions such as
payroll, accounting, and personal
records.

• Retrieve, collect, and maintain
personnel data.

• Provide accounts payable and
cash management services.

Counselors, Social Workers, and School • Establish academic and support
Nurse/Health Assistants services for students and

staff/faculty.
• Implement additional response and

recovery activities according to
established protocols.

Food Services/Cafeteria Workers • Determine how Food Services will
resume.

To implement the COOP procedures: 

• All COOP procedures personnel as well as senior staff will undergo annual

training on executing the COOP procedures . Training will be designed to inform

each participant of his/her responsibilities, (and those of others) during

implementation of COOP procedures.

• Identified COOP procedures personnel will participate in exercises to test

academic, physical, and business systems. Training will include testing the



information technology systems (ETS) and backup data including testing of 

offsite backup systems data and (ETS) operating systems in cooperation with the 

district office. 

IV. Procedures

The following procedures will be followed by staff/faculty to assist in the execution of the 

essential functions and the day-to-day operations. 

A. Activation and Relocation

The principal will determine when to activate and implement the COOP procedures and 

make the decisions to relocate to an alternate site. Authority for activation may be 

delegated. The activation may occur with or without warning. The principal or designee 

(with delegated authority) will activate the COOP procedures whenever it is determined 

the school is not suitable for safe occupancy or functional operation. The principal will 

also notify the District Office and provide contact information for the relocation. 

B. Alert, Notification, and Implementation Process

Each core School Emergency Operation Planning Team member will be part of the 

telephone tree used to notify employees of COOP procedures activation and provide 

situation information, as available. Parents/Guardians will be alerted and notified using 

the automated notification system as important information becomes available. 

C. Relocation Sites

Relocation sites have been identified as locations to establish management and to 

implement essential functions if warranted by an incident. Each school site will have 

more than one potential relocation site, in different wind directions from the incident site. 

One site can be access by walking and other site(s) by transportation services. 

D. Alternate Facilities and Strategy

For estimated short-term (2 to 14 days) payroll and personnel actions, the alternative 

facility will be the at the Santa Ynez School Office. For a longer-term arrangement, 

schools in the immediate vicinity of the affected school would be utilized if possible. 

Contingent alternative facilities are listed below: 



1 . School Site A 

2. Community Site B

3. Other Governmental Facility C

4. Other Non-Governmental Facility D

Alternate Facility Can Replace This 

Primary Facility 

Personnel and 
Administrative 
Offices 

School Buildings 

School Buildings 

Food Services 

Street Address Contact 

Information 

For each alternate facility, the essential resources, equipment, and software that will be 

necess-ary for resumption of operations at the site will be identified and plans developed 

for securing those resources. ETS systems available at the site will need to be tested 

for compatibility with the school's backup data. 

E. Interoperable Communications/Backup Sites

One telephone line in the Santa Ynez Office will work even during power failures. 

F. Vital Records and Retention Files

Vital records are archived and are retained on the Santa Ynez Site. 

G. Human Capital Management

Employees responsible for essential functions are cross-trained. Identified special 

needs employees are provided Americans with Disabilities Act (ADA) accommodations 

and guidance and their responsibilities as well as the assistance that may be provided 

by co-workers in the event of an incident. A cu-worker may assist the individual, in the 



appropriate capacity, to an area of safety. All Personnel are encouraged to plan for their 

families well-being before a disaster strikes; Critical Employee Emergency Planning 

(CEEP). 

H. Reconstitution

In most instances of COOP procedures implementation, reconstitution will be reversed 

execution of those duties and procedures listed above, including: 

• Inform staff that the threat of or incident no longer exist, and provide instructions

for the resumption of normal operations.

• Supervise an orderly return to the school building.

• Conduct an after-action review of COOP operations and effectiveness of plans

and procedures.
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Recovery: Psychological Healing Procedures 

I. Purpose

These procedures have been developed to provide an emotional catharsis to 

student/staff impacted by trauma at school or in the community. Following a traumatic 

event or incident, the following recovery procedures should be implemented to assist 

students, staff, and their families in the healing process. 

II.Scope

The following procedures outline steps to be taken by staff/students following a trauma, 

a serious injury or death, and/or a major incident impacting the community. Mental 

health professionals available in the school community such as nurses and social 

workers are required to participate in the development, implementation, and evaluation 

of the School EOP as it relates to this appendix. Additional advice will be sought from 

outside psychologist and mental health experts. 

Ill. Responsibilities 

To implement the Recovery: Psychological Healing Procedures: 

• All staff will undergo training to learn how to recognize signs of trauma.

• Members of the Crisis Response Team will undergo in-depth training to learn

how to assist in managing trauma.

• Parents and guardian will be offered tips on how to recognize signs of trauma.

• Mental health experts will review and provide input into the plan.

IV. Specialized Procedures

The following procedures will be implemented by staff/faculty when directed by the

principal or when deemed appropriate by the situation.

Immediately following a serious injury or death and/or major incident 



• Convene a staff meeting immediately to discuss how the situation is being

handled and to discuss what resources are available to staff, students, and

families. (refer to the communication procedures In the basic Emergency

Operations Plan.)

• Set up crisis centers and designate private rooms for private counseling/diffusing.

Staff should include outside mental health professional to assist with staff grief.

• Encouraged teachers to facilitate class discussions about the incident and allow

students to openly discuss feelings, fears, and concerns shortly after the incident.

Any students who are excessively distraught should be referred to the Crisis

Response Team.

• Accept donations. In the first hours and days after a major incident, offers of help

will probably be plentiful; however, offers will diminish considerably as time

passes. Donations given and not used can always be returned, or redirected to

other organizations in need of those donations.

• Designated place for staff, students, and community members to leave well

wishes, messages and items; a memorial site.

Hospital/Funeral Arrangements 

• Provide staff with information regarding visitation and/or funeral arrangements

(time, location, and customs) when available. If the funeral is scheduled during a

school day, all students and staff should be excused from school.

• Encourage staff and students to attend the funeral to provide support for the

family and bring closure to the incident.

• Designate staff persons to visit the hospital and/or attend a funeral to represent

the school and the district.

Post-Incident Procedures 

• Allow for changes in normal routines and schedules to address injury or death;

however, recommend students and staff returned to their normal routine as soon

as possible after the funeral.

• Follow up with students and staff who receive counseling and refer them to

outside mental health professionals as needed.

• Donate all remaining Memorial items to charity.

• Discuss if memorials are appropriate and if it is determined they are, they require

the approval of the school board.
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LOGISTICS SECTION 

All incident support needs (e.g., personnel, food, equipment, support supplies) are 

provided by the Logistics Section. An additional responsibility of the Logistics Section is 

to develop sources for obtaining material support from resources outside of the Santa 

Barbara Unified School District. The Logistics Section will anticipate the staffing needs 

for the duration of the incident, as well as the acquisition of equipment and supplies, to 

facilitate an immediate response to your request for logistical support. This section will 

maintain a liaison with other sites, facilities, Emergency Operation Centers, Counties 

and Cities that provide logistical and personnel support. The responsibility for 

maintaining a list of private vendors that can provide logistical support, which includes 

the DOC/EOC or command post operation, is held by the Logistics Section as well as 

the Security Staffing for the DOC or command post. 

In a major emergency situation, the Logistics Section will be required to address 

communications as a major group of this section. This often becomes a group within the 

section that stands alone, as it is required to support all sections of the operation. 
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Logistics Section Chief 

The Logistics Section Officer, also referred to as the Logistics OIC (Chief), is 

responsible for providing facilities, services, staffing and material in support of the 

incident. In smaller incidents the Logistics OIC may also be responsible for all financial 

and cost analysis aspects of the incident. The Logistics Chief will participate in the 

development and implementation of the Incident Action Plan as well as activating and 

supervising the Branches and Groups within the Logistics Section. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526

Duties and Responsibilities: (Logistics Section Chief) 

• Obtain a briefing from The Incident Commander.

• Plan and coordinate the activities of the Logistics Section and supervising

assigned personnel.

• Recommend a location for a staging area to the Incident Commander after

consulting with the Operations Chief.

• Assigned personnel to staff the Logistics Section as needed.

• Determine the extent of current and anticipated field operations and planning for

necessary logistical support.

• Establish contact with the County Office of Education and any other resource

agencies if applicable.

• Provide, maintain and control selected equipment, supplies, facilities, and

commercial services required by the Operations Section.

• Provide security for the Incident Command Post and Staging Area, and other

areas as required.

• Participate in the preparation of the Incident Action Plan.

• Coordinate and process request for additional resources.

• Provide and advise on current services, support and personnel capabilities.

• Estimate future services, support and personnel requirements.

• Ensure that incident communications equipment requirements are met.

• Recommend the release of resources in conformity with the Demobilization Plan.

• Maintain a unit log.



Personnel Branch 

When activated, the Personnel Branch OIC is under the direction of the Logistics 

Section Chief and is responsible for providing the staffing needed to respond to the 

incident (i. e., additional administrative support teams, search and rescue teams, and 

facilities support personnel). 

The Personnel Branch OIC supervises the staffing for the operation and coordinates 

with the Operations Section, Plans Section and Logistics Section to provide the required 

personnel. 

The Personnel Branch OIC oversees the functions of the following: 

• Personnel Unit

o responsible for providing the staffing needs for the incident

• Check in recorder

o Keeps track of all updated personnel resource list

• Volunteer Services Unit

o Responsible for coordinating all aid offered to the incident by volunteer

personnel

• Mutual Aid Unit

o Responsible for coordination and preparation of mutual aid requests

adhering to established mutual aid practices.

If any of these units are not activated, then the Personnel Branch OIC is responsible for 

directly implementing the duties and responsibilities of the appropriate unit(s). 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and Responsibilities: (Personnel Branch) 

• Obtain a briefing from a Logistics Chief.

• Attend planning meetings to gather information on all overall strategy and

personnel requirements.

• Identify Personnel Branch personnel.

• Prepare initial organization and assignment for personnel support operations.

• Assemble and brief the Personnel Branch staff.

• Determine if assigned branch resources are sufficient.

• Resolve any problems associated with request from the Operations Section.

• Maintain a unit log



Staging 

Staging is the geographical location all personnel and equipment report to upon their 

arrival to the incident. This prevents personnel from responding directly to the incident 

and not being accounted for. Personnel and equipment are checked in and then 

deployed as needed. This location is away from the command post so to prevent traffic 

and personnel congestion there. 

Staging Manager 

The Staging Manager, under the direction of the Logistics Chief is responsible for 

maintaining a location where personnel and equipment can be staged to support an 

incident. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and Responsibilities: (Staging Area Manager) 

• Obtain a briefing from the Logistics Section Chief.

• Establish a staging area layout (map).

• Determine any support needs for equipment, feeding, sanitation and security.

• Coordinate with the Personnel unit (Check in Recorder) and Supply Unit

(Receiving/Distribution Officer) so that arriving resources personnel, supplies,

and equipment can easily find the check-in and standby locations. If these

positions are not staffed, then the Staging Area Manager is responsible for the

check-in process at the staging area and making resource status reports to the

Resources Unit, Logistics Section Chief or Incident Commander.

• Keep track of all resources (personnel/equipment) coming into and out of the

staging area.

• Maintain a minimum level of resources, if directed. (Par-level)

• Request maintenance service for equipment at the staging area as appropriate.

• Supervise the parking and safeguarding of personnel private vehicles, which may

be parked at or near the staging area.

• Demobilize the staging area in accordance with the Incident Demobilization Plan:

ensure a clean up of the staging area. Assess any damage to the Staging Area

property/facilities. Remove all equipment and supplies from within the staging

area.

• Maintain a unit log.

• Ensures the rotation and destruction of perishable items is conducted in a timely

manner (every 8 hours is recommended).



Security Officer 

The Security Group Supervisor shall coordinate activities of the Security Group and 

supervise assigned personnel under the direction of the Logistics Section Chief. 

Additionally, they shall provide security for the Incident Command Post, Staging Areas, 

and any location being staffed for the incident. This would include the security at the 

District Operation Center (DOC)/Emergency Operations Center (EOC). 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4 711

(805)681-5526

Duties and Responsibilities: (Security Group Supervisor) 

• Preparing and submitting a security plan for the Incident Command Post, Staging

Area and other facilities to the Logistics Section Chief.

• Provide necessary security for the staging area to safeguard equipment and

Personnel.

• Provide escorts for dignitaries admitted to the Field Command post or staging

area.

• Ensure that security posts are staffed as required.

• Issue various passes to authorized personnel as needed.

• Deny entrance to unauthorized persons.

• Notify the Incident Command of City/County officials and dignitaries requesting to

visit the Command Post.

• Maintain a unit log.



Support Branch 

When activated, the Support Branch OIC is under the directions of the Logistics Section 

Chief and is responsible for the development and implementation of the Logistics Plan 

in support of the Incident Action Plan. This may vary from the ordering of expendable 

supplies to providing and maintaining vehicular support. 

The Support Branch OIC supervises the operations of the following: 

• Facilities

o Sanitation

o Food Services

o Sheltering

• Maintenance

o Facilities

o Equipment

• Ground support

o Transportation of personnel, supplies (food and water) and other ground

support equipment

• Supply

o Ordering supplies

o Receiving supplies

o Storing supplies

o Distributing supplies

o Maintaining inventory of supplies

Each of the above support can be a unit unto itself within the Support Branch. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and Responsibilities: (Support Branch) 

• Obtain a briefing from the Logistics Section Chief

• Identify Support Branch Personnel.

• Determine the initial support operations in coordination with the Logistics Section

Chief and the Service Branch.

• Prepare an initial organization and assignment for support operations.

• Assemble and brief the Support Branch Personnel.

• Determine if assigned branch resources are sufficient.

• Resolve any problems associated with request from the Operations Section.

• Maintain a unit log



Service Branch 

The Service Branch Officer-in-Charge, when activated, is under the supervision of the 

Logistics Section Chief and is responsible for the management of all service activities at 

the incident. 

The Service Branch provides for the following: 

• Provides and maintains Communications equipment.

• Medical support for the incident.

• Feeding of assigned Personnel.

Each of the above Services can be a unit unto itself within the service Branch. 

The Service Branch Officer-in-Charge must coordinate with the Finance Section when 

procurements become necessary. Tracking expenditures is required. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

Duties and Responsibilities: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526

• Obtain a briefing from the Logistics Section Chief.

• Obtain working materials (e. g., radio equipment, order forms, food ordering

procedures).

• Determine the level of service required to support the operations (e.g .. , the

number of portable radios needed, the amount of food required, Etc.).

• Participate in planning meetings of the Logistics Section personnel to assist in

developing information on service activities (e. g., the amount of food needed,

the location personnel can be fed, Etc.).

• Maintain a unit log



PLANNING/INTELLIGENCE 

SECTION 



Planning/Intelligence Section 

The Planning/Intelligence Section collects, evaluates, processes, and disseminates 

information for use at the incident. Additionally, the Planning/Intelligence Section 

reviews and develops incident intelligence information to assist in the development of 

contingency plans for The Incident Commander. This section also prepares briefings for 

The Incident Commander and the Emergency Operations Center staff related to new or 

updated intelligence information. 

Planning/Intelligence is a proactive function of emergency operations. It is necessary to 

have personnel who are, by nature good problem solvers and proactive within this 

section. 

The Planning/Intelligence Section also provides the following: 

• Resource status information (RESTAT)

o Preparation, processing and reporting of resource status change

information.

• Situation status information (SITSTAT)

o Collection and organization of incident situation and status information.

• Demobilization coordination.

o Responsible for preparation of the demobilization plan and assisting

incident sections/units to ensure an orderly, safe and cost-effective

movement of personnel and equipment is accomplished following the

incident.

• Technical SpecialisUAdvisors

o These people can be assigned to other sections as needed. Advisors with

special skills which may be needed to support incident operations (i.e.,

Legal Advisors, Build Engineers, Emergency Managers, etc.).

Each of the above services can be a unit unto itself within the Planning/Intelligence 

Section. 
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Planning/Intelligence Section Chief 

The Planning/Intelligence Section Chief, is a member of the General Staff and is 

responsible for the operation of the Planning/Intelligence Section. This position provides 

information needed to understand the current situation, predicts probable course of 

action of incident events, assist in preparing alternative strategies and control 

operations for the incident, and coordinates with other staff members 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and Responsibilities: 

• Collect and process situation information about the incident.

• Provide input output to The Incident Commander and Operations Section Chief in

preparing the Incident Action Plan.

• Supervise preparation of the Incident Action Plan.

• Establish information requirements and reporting schedules for planning section

units (e.g., resources, situation units).

• Determine need for any specialized resources in support of the incident and

serve as liaison to all technical specialist.

• If requested, assemble and disassemble task forces not assigned to the

operation.

• Establish special information collection activities as necessary. Examples:

weather, toxic hazards, suspect profiles.

• Assemble information on alternative strategies.

• Provide periodic predictions on incident potential.

• Report any significant changes in the incident status.

• Compile and display incident status information.

• Inform the IC of termination trends in the incident and oversee preparation of

incident demobilization plan.

• Incorporate the incident traffic plan (from Ground Support) and other supporting

plans into the incident Action Plan.

• Obtain briefing from The Incident Commander (IC) and the Operations Chief.

• Activate and supervise the needed Planning/Intelligent Branches/Groups.

• Schedule and conduct intelligence briefings and debriefings.

• Deploy intelligence group(s) as needed to gather information.

• Maintain a unit log



Demobilization Unit 

The Demobilization Unit OIC functions within the Planning/Intelligence Section and is 

responsible for the preparation of the demobilization plan and assisting incident 

sections/units to ensure that an orderly, safe and cost-effective movement of personnel 

and equipment is accomplished following the emergency incident. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and Responsibilities: 

• Review incident resources records to determine possible size of demobilization

effort.

• Assess and fill units demobilization needs for additional staff personnel.

• Confirm the Incident Command objectives, priorities, and constraints on

demobilization.

• Meet with agency representatives to determine: those agencies not requiring

formal demobilization; personnel rest and safety considerations; coordination

procedures with cooperating/assisting agencies.

• Be aware of ongoing Operations Section resource needs.

• Identify Surplus resources and probable release times.

• Determine finance, supply and other incident check-out procedures.

• Evaluate incident logistics and transportation capabilities/requirements to support

the demobilization effort.

• Establish communication links with appropriate off-incident facilities.

• Prepare mobilization plan- plan to include the following sections:

o General- discussion of demobilization procedures.

o Responsibilities- specific implementation responsibilities and activities.

o Release priority- according to agency, kind, and type of resources.

o Release procedures- detailed steps and processes to be followed.

o Directories- maps, telephone numbers, instructions Etc.

• Confirm approval of Demobilization Plan.

• Distribute plan to all processing points (on and off incident).

• Ensure that all sections/units understand their responsibilities within the

demobilization plan.

• Assist in the implementation and coordination of the Demobilization Plan.

• Brief Planning/Intelligence Section Chief on the progress of demobilization.

• Complete all records prior to departure

• Maintain unit log.



FINANCE/ADMINISTRATION 

SECTION 



FINANCE/ADMINISTRATION SECTION 

The Finance/Administration Section is responsible for the compilation of all information 

related to the cost of the emergency operation. This may include, but is not limited to, 

equipment and its usage, personnel hours, supplies, food, Etc. At the conclusion of the 

emergency operation, the Finance/Administration Section may have the responsibility 

for presenting the accumulated emergency response cost information to the appropriate 

Authority (e. g., Assistant Superintendent, Superintendent, Chief Financial Officer, 

School District Board, and reimbursement agencies). 

Accurate records and full documentation of all expenditures and receipts and personnel 

logs are absolutely necessary if the reimbursement process is to be initiated. 
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Finance/Chief Business Officer 

The Chief Business Officer, is responsible for all financial and cost requirements of the 

incident. This position coordinates with other section chiefs and supervises the 

members of the Finance/Chief Business Officer. The Finance/Chief Business Officer 

should be thoroughly familiar with all procedures and financial record-keeping 

requirements of the school district and those agencies responsible for reimbursements. 

Finance/Chief Business Officer supervises the operations of the following: 

• Procurement unit.

o Responsible for administering all financial matters pertaining to the

commercial vendors and purchases.

• Compensation/Claims unit.

o Responsible for tracking all financial matters related to serious injuries,

deaths, or claims related to the emergency incident.

• Time unit

o Responsible for tracking all equipment and personnel time recordings.

Each of the above units can be activated as a stand alone unit within the 

Finance/Administration section. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

(805)252-6191

(805)686-7300

(805)964-4 711

(805)681-5526



Duties and Responsibilities: 

• Obtain a briefing from The Incident Commander.

• Provide input in all planning sessions on financial and cost analysis matters.

• Maintain daily contact with agency administrative departments on response cost

matters.

• Ensure that supplies and other support needs for the Financial/Administration

Section are identified and ordered.

• Ensure that personnel time records are transmitted to home agencies according

to agreement or policy.

• Participate in all demobilization planning.

• Ensure all obligation documents initiated at the incident are properly prepared

and completed.

• Brief agency administration personnel on all incident-related business

management issues that require follow-up prior to departing the incident.

• Initiate corrective actions in financial documentation/processes as needed and at

the earliest possible opportunity.

• Maintain a section log.
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INCIDENT COMMAND SYSTEM 

Since the College School District receives State and Federal funds, we are mandated to 

utilize the Incident Command System (ICS) in the event of a-major emergency or 

disaster. ICS is an incident management system for the ordered management of 

emergencies and offers a unified command system that's designed to be used in 

response to emergencies caused by fires, floods, earthquakes, hazardous materials 

incidents, and all other natural or man-caused incidents. The system provides a 

structure for the operation, planning/intelligence, personnel, equipment, and finance 

functions critical to the management of these kinds of incidents. 

Structurally and operationally, the ICS is divided into five organizational functions areas, 

each with a section chief. 

ICS- Five Major Functions: 

Command 

Operations 

Planning/Intelligence 

Logistics 

Finance 

who is in charge? 

what is being done? 

what do we want to happen? 

what support is needed? 

what are the costs, liabilities? 

The Command function is composed of the following specific components: 

Incident Commander 

Deputy Incident Commander (where applicable) 

Public Information Officer (PIO) 

Incident Scribe 

Safety Officer 

Liaison Officer (LOFR) 

Agency Representative (A-REP) 
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INCIDENT COMMANDER (IC) 

The Incident Commander is responsible for all incident activities including the 

development of strategies and tactics and the ordering of and the release of resources. 

The Incident Commander has complete Authority and responsibility for the conduct of 

overall operations. 

It is operationally imperative that The Incident Commander delegate authority and 

assignments to qualified subordinates. This is best accomplished through mission 

tasking. Mission tasking allows the IC to give direction to subordinate section chiefs in 

broad parameters without suppressing initiative of those responsible for the detailed 

execution of action plans. The authority of The Incident Commander is exercised to 

direct and control the work effort of subordinates and influence the outcome of the 

coordinated actions. 

In multijurisdictional incidents, the duties of the Incident Commander may be carried out 

by a unified command established by the agencies that have jurisdictional or functional 

responsibility for the incident. In those single jurisdiction incidents where assisting 

agencies have significant resources committed, the responsible agency may establish a 

unified command at the incident command level, or place assisting agency personnel in 

key positions within the organizational structure. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Dispatch: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

9-1-1

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and Responsibilities: 

• Establish Incident Command Post. (ICP)

• Assess the evolving emergency situation.

• Establish the immediate priorities.

• Determine incident goals and strategic objectives.

• Assign necessary staff.

• Activate needed ICS elements and selected Section Chiefs.

• Conduct an initial briefing and begin planning and intelligence process.

• Approve all plans, Incident Action Plan (IAP), resources ordered, media releases,

and demobilization plan.

• Ensure coordination of staff actions and activities.

• Manage incident operations through the use of an Operations Section Chief.



PUBLIC INFORMATION OFFICER (PIO) 

The Public Information Officer (PIO), a member of the Command Staff, is the sole 

person responsible for the formulation and release of information to the media as 

directed by the IC. In the Unified Command, though many agencies represented may 

have a PIO, a single public information officer for the Unified Command is appointed. 

The Incident Commander or Unified Command Structure approves all media releases, 

prior to their release. 

After reviewing an incident briefing from the IC, the PIO establishes an area for the 

media away from the Command Post and a safe distance from the incident. There, the 

PIO will provide news releases, answer questions the media may have, arranged for 

tours or photo opportunities of the incident from safe areas, and arrange for the media 

to speak with the IC, if the incident conditions allow. 

VIP contacts and handling: 

• The PIO is responsible for VIP contacts and special handling. These people need

attention.

Press releases (briefings): 

• Prepare a press release that is no more than 20 seconds long. Most in-depth

news stories last approximately 2 to 3 minutes. Keep answers to anticipated

follow-up questions brief.

Schedule press releases (briefings): 

• If a lot of news organizations are monitoring the incident and have personnel on

scene, scheduled the briefings and give the media advance notice of the time

and location.

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Dispatch: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

(805)686-5000

(805)681-5500

9-1-1

(805)252-6191

(805)686-7300

(805)964-4711



Duties and responsibilities: 

• Establish an information center separate from all other activities, when possible.

• Arrange for work space, materials and staffing.

• Prepare an initial information summary and maintain file of all subsequent

summaries.

• Obtain IC approval for all press releases.

• Release approved news to the media and post such releases in the incident

command post promptly.

• Arrange meetings between incident personnel and the media.

• Provide media escort services for media and VIPs.

• Observe all constraints on news releases imposed by the IC.

• Maintain a unit log.

• If necessary, establish a Joint Information Center (JIC).

• If necessary, act as the liaison between the incident and the Emergency

Operations Center (EOC) Joint Information Center.

Remember: 

• Look good and dress properly.

• Be professional. The PIO represents the school district and all the personnel at

the incident.

• Tell the truth.

• Stick to what you know.

• You do not need to answer every question they ask.

• Non-verbal communication is important. Body language can send a bad

message.

• Keep statements short.

• Don't use jargon.

• Don't argue with the media or be suckered into one.

• Don't let the media put words into your mouth.

• The camera is always on and the microphone can always hear you.

• There is no "off the record".

• Never say, "no comment".

• Stick with the facts. Do not speculate or offer opinions.

• Don't play favorites with reporters.

• Not giving the media information upsets them. They will get their story from

anyone, and usually from someone you don't want them talking to.

Don't put them off! 



INCIDENT SCRIBE 

The activation of this position is at the discretion of The Incident Commander. The 

Plans/Intelligence Section, when activated generally conducts the function of this 

position. 

At the discretion of The Incident Commander, the Incident Scribe shall record 

information from all incident message forms with reference to time, message, and action 

taken. The scribe shall also log all decisions, problems encountered and solved, and all 

other pertinent information as deemed appropriate by The Incident Commander. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Dispatch: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

9-1-1

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and responsibilities: 

• Maintain and periodically distribute a situation report.

• Gather incident-related information from other sections for entry into the

Command Post log.

• Refer newsworthy information to the Public Information Officer. Prior to any

release of information, it must first be approved by the IC.

• Ensure that all messages are appropriately routed.



SAFETY OFFICER 

The Safety Officer reports directly to the IC. 

The Safety Officer should be appointed when the IC cannot adequately monitor 

hazardous or unsafe conditions due to the size, complexity, or number of resources 

involved in the incident. 

The Safety Officer is responsible for monitoring and assessing hazardous and unsafe 

situations and developing measures for assuring personnel safety. The Safety Officer 

has the authority to stop all unsafe activities on an incident that is deemed to be outside 

the scope of the Incident Action Plan (IAP). 

The Safety Officer can take immediate action to correct an unsafe act or practice or to 

remove personnel from the threat of eminent danger. Whenever this is done, the Safety 

Officer needs to advise the IC and affected supervisor of the action and why it was 

taken. If there is not a threat of eminent danger, the Safety Officer should follow the 

normal chain of command to get the corrective action accomplished. 

This position is mandated by OSHA for all hazardous materials incidents. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Dispatch: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

9-1-1

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and Responsibilities: 

• At major disasters or at particularly traumatic events, and the Safety Officer

typically coordinates the response and deployment of the Critical Incident Stress

Management (CISM) or Crisis Response Team (CRT) personnel.

o It should be noted that CISM is a professional psychological function and

should not be attempted at a lay person level without professional

guidance. Nevertheless, CISM is an important health issue for response

personnel and planning efforts should include provisions for its

implementation.

• Anyone serving as the Safety Officer must have the requisite knowledge of the

factors that could affect safety.

• Identify potentially unsafe situations and conditions.

• Exercise emergency authority to prevent or stop unsafe acts.

• Advised incident personnel in matters affecting personnel safety.

• Investigate, or coordinate the investigation of, accidents that occur within the

incident area.

• Maintain the unit log.



LIAISON OFFICER 

The Liaison Officer is a member of the command staff and is the point of contact for 

assisting agency representatives (A-REP). This may include representatives from other 

public agencies, such as law enforcement, fire services, emergency medical providers, 

Red Cross, Public Works, Coroner's office, Health Services, Etc. The Liaison Officer will 

be from the agency having jurisdictional responsibility for the emergency. 

The Liaison Officer aids in coordinating the efforts of the other agencies and reduces 

the risk of their operating independently. Thus, each agency can do what it does best 

and can have maximize the effectiveness of available resources. 

Each agency should have an agency representative with whom the Liaison Officer can 

work with. The Liaison Officer needs to make sure those representing the various 

agencies have decision-making authority. 

The Liaison Officer must make sure all agency representatives are available, either in 

person by the command post, or via cell phone. All contact information for the agency 

representatives must be available at the command post! 

Police Non-emergency: 

Fire Non-emergency: 

Dispatch: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

9-1-1

(805)252-6191

(805)686-7300

(805)964-4711

(805)681-5526



Duties and responsibilities: 

• Obtain a briefing from The Incident Commander.

• Provide a point of contact for assisting mutual-aid agency representatives.

• Identify agency representatives from each agency including the communications

link and their location.

• Respond to requests from incident personnel for their inter-organizational

contacts.

• Monitor the incident operations to identify what might be potential

inter-organizational problems.

• Provide information and maintain a liaison with other government and emergency

response agencies.

• Maintain a unit log



AGENCY REPRESENTATIVES 

An Agency Representative is an individual assigned from an assisting agency that has 

the delegated authority to make decisions affecting the agency's participation in 

emergency operations. Upon arriving at the designated staging area the Agency 

Representative reports to the Liaison Officer. 

Each responding agencies should assign only one representative to the incident. 

Phone numbers: 

Police Non-emergency: 

Fire Non-emergency: 

Dispatch: 

Safety Coordinator: Maurene Donner 

DOC: 

County Office of Education: 

County Office of Emergency Management: 

(805)686-5000

(805)681-5500

9-1-1

(805)252-6191

(805)686-7300

(805)964-4 711

(805)681-5526



Duties and responsibilities: 

• Ensure that all agency resources have checked in.

• Obtain situational briefing from the Liaison Officer.

• Establish a working location and advise your agency personnel that the Agency

Representative position has been filled.

• Attend planning meetings as required.

• Identify any potential problems and work towards a solution with the Liaison

Officer as they affect your agency.

• Provide input regarding the use of your agency resources.

• Maintain unit log



INCIDENT COMMAND POST CHECKLIST 

This checklist assist the first responder and assistive personnel in establishing an 

incident command post (ICP). The guidelines are flexible and can be modified to deal 

with specific field situations. 

The purpose of a command post is to: 

• Establishing a facility that is strategically located to command the overall

operation of the emergency.

• Maintained centralized and systematized communication

• Logistically monitor and regulate personnel and equipment needs.

• Acquire, analyze and properly distributed intelligence and other relevant

information

• Coordinate activities with associated agencies.

Incident Command Post selection factors: 

• Strategically, but safely, located

• Accessible to responding personnel

• Defensible against crowds, snipers, firebombs, Etc.

• Sufficient space for responding personnel and equipment.

• Accessible to restroom facilities, or room to place temporary facilities.

• Have communications capability or access to telephones, radios, television, and

other communications means, Etc.

• Accessible to electricity and water service.

• Contain structures for personnel briefing and protection against weather.

• Storage space and area for vehicles if available

Potential command post sites: 

• School office

• Multi-purpose room

• Athletic fields

• Large parking lots

• Computer labs

• Libraries

• Cafeterias

• Adjacent Parks or fields



Establish Command Post: 

• Notify the District Office, Superintendent, PIO, Assistant Superintendent of 

Student Services, and others responding personnel of the Command Post

location and staging area, if at another location.

• Requests sufficient personnel for the Command Post operations.

• Identify routes to the Command Post/Staging Area.

• Appoint Command Post Staff, as needed:

o Radio operator

o Command Post Scribe

o Personnel Officer to make assignments

o Logistics Officer to receive/issue equipment.

o Planning/Intelligence Officer to gather information

o Command Post Security Officer for perimeter security

o Public Information Officer

o Additional assistance if needed:

■ Facilities

■ Search and rescue

■ Crisis response team

• Identify radio frequency to be used

• Identify and isolate Command Post area with ropes or barrier tape

• Identify an area for Public Information Officer to coordinate news media activities

• Maintain open lines with communication center

• Keep all concerned personnel briefed as to the status of the problem

• Notify other concerned agencies;

o Emergency response agencies

o District office

o Psychological support agencies

o County Office of Education

o County Office of Emergency Management
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COLLEGE SCHOOL DISTRICT 
3525 Pine Street • Santa Ynez, CA 93460 

Phone (805) 686-7300 / FAX (805) 686-7305 

Maurene Donner 
Superintendent/ Principal 

School Incident Parent Notification Protocol 

The communication platform(s) used and timeline of notification will depend on the scope of the 
incident as well as the potential or actual impact to the physical and/or emotional safety of students. 
While it is difficult to anticipate all possible scenarios, the matrix below will provide a guide for families 
about College School District parent notification protocols relative to the severity of an incident. 

Impact Level Platform(s) Timeline 

Low Impact Incident: Poses no or minimal risk to the ParentSquare: Early evening 

safety of the school. There are no disruptions to regular • Email Alert

school activities, and the incident is an isolated one that 

--loes not impact more than two students. 

Example: A small disturbance or fight. 

NOTE: Not every incident of inappropriate student 

behavior will require a notification. 

A Moderate Impact Incident: Poses a moderate risk to the ParentSquare: Immediately after incident 

school. Results in a disruption to school activities or • Text Alert has stopped and students 

causes emotional distress to three or more students. • Email Alert immediate safety is 
• Phone Alert secured 

Example: Lockdown, a bullying social media post. 

A High Impact Incident: The incident poses a significant ParentSquare: Immediately after incident 

risk to the safety or emotional well being students • Text Alert has stopped and students 

resulting in a significant disruption to school activities and • Email Alert immediate safety is 

impacts many students 
• Phone Alert secured 

Example: A threat of physical violence against many 
Posted message on 
school and district 

students website 

Press release 
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Appendix 1 

SITE ADMINISTRATOR RESPONSIBILITIES 

CHECKLIST 

Site administrators have a responsibility to establish on-scene command, 

formulate and communicate a situational assessment, set up a command 

post, request necessary personnel, and provide a suitable staging area for 

emergency responders . To accomplish these tasks, the Site Administrator 

should assume command responsibilities, appoint others to control 

activities, establish missions and objectives, gather intelligence, and 

delegate other tasks as necessary to establish control until relieved by an 

appropriate emergency response agency (Law Enforcement, Fire, Public 

Health, etc.). The quicker you call 9-1-1, the sooner you will get help! 

Situational Assessment: 

A situational assessment is that information developed by 

staff/faculty/students at the scene of an emergency and is basic intelligence 

transmitted to the Emergency Response agencies via the Communications 

Center (Dispatch). This initial information is then relayed to the appropriate 

emergency response agencies to assist with the response to the 

emergency situation. Situational assessments should be updated regularly 

as the event changes and control measures are implemented to return the 

situation to normal, or relieved by an emergency response agency. 

The initial situational assessment should included: 

• Type of emergency

• Location of emergency

• Type of structure/vehicle involved

• Size of area involved

• Incident Command Post location



• Suggestions for a Staging Area

• Best Access Routes for emergency vehicles

• Assistance required (Law Enforcement, Fire, EMS (AMR), etc.)

• Number and type of casualties/injuries

• Identified potential hazardous information/conditions

Once the situational assessment has been completed, as the Incident 

Commander (1/C) you should direct attention to control measures related to 

the event. 

This would include: 

• Initiate the Incident Command System

• Initiate the appropriate action in accordance with the Standard

Response Protocol (SRP)

o Evacuate

o Lockdown

o Lockout

o Shelter-in-place

• Establish a log/journal for recording major decisions and activities

• Establish communications with the emergency responders through

the communications center (Dispatch)

• Make required notifications

• Request additional personnel and equipment as necessary

• Assign personnel to ICS functions:

o Operations

o Planning/Intelligence

o Logistics

o Finance/Administration

• Develop and implement an operations plan which may include:

o Evacuation

o Search and Rescue

o Student/StaffNisitor accountability

o Student/Parent Reunification



o Liaison with emergency response agencies

o Emotional support and counseling

o Implementation of the Continuity of Operations Plan (COOP)

Our role at an emergency, once the appropriate emergency agency has 

arrived, may be to support them in their efforts. T he Site Administrator can 

be of assistance by providing: 

• A Unified Commander, Liaison Officer, or Agency Representative

• Controlling access to the site

• Taking school site responsibilities and functions from the emergency

response agencies:

o Student accountability

o Grief Counseling

o Reunification

o Parent Notifications

o Sheltering options

o Cooperation and coordination with their requests

o Providing scribes and clerical support staff
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FIRE CHECKLIST 

This checklist is intended to assist school site staff in the initial stages of a 

fire. These guidelines are flexible and can be modified to address the 

specific situation (Threat and Risk) you are faced with. 

Scope: 

This checklist should be used in the following situations: 

1. Observed smoke and/or flames

2. Smell of smoke and/or fire

3. Activation of the site Fire Alarm system:

Note: It is not always appropriate to evacuate immediately upon 

activation of the fire alarm. It is also not appropriate to evacuate the 

entire campus for all fires. Assess your actual situation, your threat 

and your risk. Take the appropriate SRP action (Evacuate, Lockdown, 

Lockout, Shelter-in-place) base your unique situation as determined 

by your situational assessment. 

Situational Assessment: 

• Location of fire, smoke or smell

• Size of involved area, actual and potential

• Apparent direction and rate of spread

• Weather conditions at your site

• Type of building affected (what the facility is used for, what is it made

of)

• Ingress/egress routes for emergency responders

• Identify the best location for emergency responders to respond to



• Identify any potential hazards (e.g., electrical, chemical, structural,

etc.)

• Notify emergency responders of injuries to staff and/or students

• Notify emergency responders of the location of staff and/or students

who have been injured

INITIATE INCIDENT COMMAND SYSTEM: 

• Site administrator or their designee will assume control and command

of the incident

• Ensure 9-1-1 has been called and the situational assessment has be

relayed to the 9-1-1 operator

• Evaluate the need to Evacuate and if necessary, initiate the Standard

Response Protocol

• If the decision is to evacuate, designate the appropriate assembly

area

• Initiate Student Accountability procedures (See Functional Appendix)

• Initiate Emergency Notification Protocols; District, Parents and key

stakeholders)

• Depending on the severity of the event, consideration should be

given to initiating the Standard Reunification Method. (See Functional

Appendix C)

If the incident warrants, emergency services will likely assume the Incident 

Commander role. The site administrator or their designee will work in 

Unified Command and/or as an Agency Representative (A-REP). This 

person will likely work directly with the Incident Liaison Officer (LOFR). 

This School Site Incident Commander will be responsible for the following 

actions: 

• Ensure the safety of Staff/Faculty, students, parents, and other

visitors on campus.

• Working closely with emergency responders throughout the incident



• Addressing the needs and concerns of the emergency responders'

command

• Conducting and initiating the SRP

• Having a damage assessment report completed

• Maintaining a log of all decisions made

• Maintaining a log of and tracking all persons injured as a result of this

incident

• Initiating psychological first aid and crisis response team protocols

• Initiating the Continuity of Operations Plan for the affected school site

• Determining the demobilization point and initiating the demobilization

protocols

• With consultation of Facilities, determine the status of buildings

• If necessary, determine alternate facilities for use should the affected

school site not be functional, or is uninhabitable.
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FLOOD/DEBRIS FLOW EMERGENCY 

CHECKLIST 

This checklist in intended to assist School Site Administrators and staff with 

the initial response to Flood or Debris Flow emergencies. 

Scope: 

While our facilities and campuses have rarely been subjected to extensive 

flooding or debris flows, our area has a long history of widespread flooding 

and debris flows. This history requires us to remain vigilant to these 

dangers and potential hazards. Both floods and debris flows have the 

potential to destroy buildings and infrastructure. 

Furthermore, the National Weather Service has a history of accurately 

predicting weather in our area, the magnitude, the rate and consequences 

of a storm are very difficult to precisely forecast. Knowing the location and 

potential for flooding of your facility is crucial to appropriately responding to 

these emergencies. Additionally, even with the advancement of weather 

forecasting technologies, flooding and debris flows can present a significant 

hazard with little or no warning. 

Initial Situation Assessment: 

• Scope of the flooding or debris flow

• Movement of the water or debris

• Assess the potential for further flooding or debris flow

• Monitor weather, rain amounts (total) and rates (inches/hour)

• Consider hazardous materials stored in affected areas

• Assess risk by knowing topographical information and likely water

flow



Actions: 

• Initiate Standard Response Protocols (Evacuate, Lockdown, Lockout,

Shelter-in-Place) of affected or potentially affected areas. Consider

evacuating to higher ground which may be in an interior portion of the

building you are in.

• Call 9-1-1

• Initiate the Incident Command System

• Depending on the Extent of the flooding or debris flow, consider

activating the District Emergency Operations Center (District EOC)

• Since this event will likely be widespread, establish a Liaison person

with Emergency Response Agencies (Unified Command, Liaison,

A-REP)

• Make required notifications (District, PIO, Parents)

• If you can safely do so, move people to higher ground

• Establish location for Triage/Casualty Collection Point (CCP)

• Conduct Student/StaffNisitor accountability protocols

• Establish Student/Parent Reunification Procedures (SRM)

Other Considerations: 

These types of emergencies cause other circumstances which can 

exacerbate the flood emergency. 

• Fire

• Electrical shock and power outages

• Hazard Material leaks and contamination

• Gas line breakage and Pilot lights being extinguished

• Structural integrity impacts

• Continuity of Operations Plans should be initiated

• Staff and Students with Access and Functional Needs will need

additional consideration and assistance



Mitigation: 

• Sandbags

• Pumps
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EARTHQUAKE CHECKLIST 

This checklist is intended to assist the school site administrator, or their 

designee, at the initial indication of an earthquake. 

Scope: 

This checklist should be used in the event of a felt earthquake. As the 

magnitude of earthquakes can vary greatly, your response should be based 

on the information and specific situation in which you are faced. Your 

response should also be commensurate with magnitude of the earthquake. 

Initial Considerations: 

• Initiate DROP, COVER AND HOLD

• Call 9-1-1

• Initiate the Incident Command System and make required

notifications (District, PIO, Parents, etc.)

• Coordinate with Emergency Responders: What are your needs?

What is your status? (Damage Reports, Injuries, Casualty Collection

Point(s)- where are they, what is the best access? etc.)

• Once Emergency Responders arrive, integrate into their ICS

command structure (Unified Commander, Liaison, or A-REP)

• After shaking has stopped, consider the need to initiate the Standard

Response Protocol, and at what level (Evacuate, Shelter-in-place,

Etc.)

• Consider Access and Functional Needs Evacuation Protocols

(Appendix D)

• Conduct an initial facilities damage survey and report findings

o Utilities Disruptions

o Flooding



o Fires

o HazMat Spills or plumes

o Collapsed or severely damaged buildings

o Casualties (injured vs. fatalities)

o Roadway and other infrastructure damage that would limit the

ability for emergency responders from gaining access to your

site

• If Evacuations were initiated, adhere to the student/staff/visitor

accountability protocols

• If necessary, activate Search and Rescue Teams

• Establish Casualty Collection Point(s)

• Conduct Triage as necessary

• Notify Parents and key stakeholders

• Initiate Parent/Student Reunification Protocols
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ACTIVE THREAT OF VIOLENCE/ ACTIVE SHOOTER 

CHECKLIST 

This Checklist is intended to assist school site staff/faculty/students in the 

initial stages in response to an Active Threat of Violence or an Active 

Shooter situation. The guidelines contained within this checklist are flexible 

and dependent on the specific set of circumstances you are confronted 

with. 

Scope: 

The Active Threat of Violence or an Active Shooter on a school campus 

can take many forms. It is imperative that one recognize the threat as soon 

as possible and take decisive action. There is a substantial increase in the 

survivability of these events the sooner one takes decisive action. 

This Checklist should be used anytime there is a direct threat of violence or 

an active shooter on campus. 

Acts of Violence can manifest in many different ways: Active Shooter, 

where the perpetrator is actively using a firearm to kill or injure school staff, 

students or others on campus; knives or other stabbing/slashing tools. Like 

an active shooter, perpetrators are intent on causing as many deaths and 

injuries as possible, but use stabbing/slashing tools instead of firearms; 

Vehicles used as weapons; Domestic Violence and/or disgruntled 

employee situations can result in the use of any of the above mentions 

modalities. 

Actions: 



• Activate the Standard Response Protocol (Lockdown, Evacuate,

Lockout, Shelter-in-Place). While it is dependent on the

circumstances you are facing, generally to appropriate SRP response

is to Lockdown.

• Run (Avoid), Hide (Deny), Fight (Defend)*

• Call 9-1-1 as soon as possible

• Attend to injured staff, students and/or visitors

• Initiate the Incident Command System

• Establish a secure Incident Command Post

• Make Required notifications (District, PIO, Parents)

• Account for students, staff, visitors

• Establish Casualty Collection Point(s) (CCP)

• Coordinate with responding emergency responders

• Determine/suggest best ingress and egress routes

• Designate Media Staging area where they can respond

• Start the Standard Reunification Method (SRM)

• Determine Reunification site and manager(s)

• Activate the Crisis Response Team

Information Emergency Responders will need: 

• Who is the primary point of contact (POC)

• Number of suspects

• Identity of the suspect(s)

• Location of the suspect(s) if known

• Number of injured students/staff/visitors

• Location(s) of those injured

• Are there any hostages, if so who: Names, ages, and location

• Any additional information; actively shooting, movement and current

location of suspect(s), or if it known if the suspect has left campus or

committed suicide.

Other Considerations: 



• Law Enforcement will likely take command of this incident as soon as

they arrive

• Law Enforcement will integrate/coordinate their response with the

Fire Department and EMS (AMR)

• Law Enforcement will form "Contact Teams" to address any active

threat(s)

• Law Enforcement's first priority is to stop the killing, then the dying.

• Law Enforcement will need as much information as possible;

establish a POC who can stay on the phone with the Incident

Commander

• Law Enforcement will likely pass injured students and staff to address

an active threat

• Once the threat has been mitigated, law enforcement, fire and EMS

will coordinate the emergency response to the injured and

systematically evacuate the campus

• Law Enforcement will also coordinate the criminal investigation and

will likely need to interview any witnesses to the event

• Due to limited resources, law enforcement will ask the schools

oversee and administer the Parent/Student Reunification (SRM).

Law Enforcement will assist with the evacuation from the school

buildings, but will rely on the schools for everything else regarding

reunifications.

• Determine if an alternate school site will be needed in the immediate

future should it decided that school activities will continue at an

alternate site (COOP)

• Law Enforcement/Fire will assist in providing information regarding

injured students/staff/visitors and their locations. Law enforcement

will handle death notifications, but may need the assistance of

grievance counselors.

*Run (Avoid), Hide (Deny), Fight (Defend)

Run (Avoid)-

• Have an escape route and plan in mind



• Leave your belongings behind

• Keep your hands visible

• Your primary goal is to avoid where the attacker is or may go.

Hide (Deny)-

• Hide in an area out of the attacker's view

• Deny entry to your locations by blocking entry to your hiding place

and/or locking the doors

• Silence your cell phones and/or pagers

Fight (Defend)-

• In case the attacker is able to access your location, you will need to

have a plan in place to defend yourself and those with you. Having a

plan in place will decrease your reaction time and increase your

ability to survive.

• As a last resort and only when your life, or the lives of others, are in

imminent danger

• Attempt to incapacitate the attacker

• Act with physical aggression and throw items at the attacker

CALL 9-1-1 WHEN IT IS SAFE TO DO SO 
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1. RUN

• Have an escape route and plan in mind

• Leave your belongings behind

• Keep your hands visible

2. HIDE

• Hide in an area out of the shooter's view

• Block entry to your hiding place and lock
the doors

• Silence your cell phone and/or pager

3. FIGHT

� As a l�st resort and only when your life is 
1n 1mm1nent danger 

• Attempt to incapacitate the shooter

• Act ,vith physical aggression and throw
iten1s at the active shooter

CALL 911 WHEN IT 

IS SAFE TO DO SO 

• Remain calm and follow instructions

• Put down any items in your hands (i.e.,
bags, jackets)

• Raise hands and spread fingers

• Keep hands visible at all times

• Avoid quick movements toward officers
such as holding on to them for safety

• Avoid pointing, screaming or yelling

• Do not stop to ask officers for help or
direction when evacuating

• Location of the active shooter

• Number of shooters

• Physical description of shooters

• Nu1nber and type of weapons held by
shooters

• Number of potential victims at the location
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• Be aware of your environment and any
possible dangers

• Take note of the two nearest exits in any
facility you visit

• If you are in an office, stay there and
secure the door

• Attempt to take the active shooter down
as a last resort

Contact your building management or 
hun1an resources department for more 

information and training on active 
shooter response in your workplace. 

An active shooter is an 
individual actively engaged in killing or 

attempting to kill people in a confined and 
populated area, typically through the use 

of firearms. 

• Victims are selected at random

• The event is unpredictable and evolves
quickly

• Law enforcement is usually required to
end an active shooter situation



■ Sign up for active

shooter training

■ If you see something

suspicious, say

something

■ Know community

response plans

■ Identify the exits and

good places to hide

• Learn and practice

first aid skills and

use of tourniquets

■ Run

■ Hide

■ Fight

You may need to use 

more than one option. 

■ Help law enforcement

■ Seek out medical

help

• Help others survive

■ Seek help to cope

with psychological

trauma



NOW 
PREPARE 

■ Sign up for active shooter training.

• If you see suspicious activity, let an authority know

right away.

■ Many places like houses of worship, workplaces,

and schools have plans in place to help you respond

safely. Ask about these plans and get familiar with

them. If you participate in an active shooter drill, talk

to your family about what you learn and how to apply

it to other locations.

■ When you visit a building like a shopping mall or

health care facility, take time to identify two nearby

exits. Get in the habit of doing this.

■ Map out places to hide. Solid doors with locks, rooms

without windows, and heavy furniture like large filing

cabinets and desks make good hiding places.

■ Sign up for first aid and tourniquet training.

·�-
�, DURING 

SURVIVE 

■ RUN. Getting away from the shooter or shooters is

the top priority. Leave your things behind and run

away. If safe to do so, warn others nearby. Call 911

when you are safe. Describe each shooter, their

locations, and weapons.

• HIDE. If you can't get away safely, find a place to

hide. Get out of the shooter's view and stay very

quiet. Silence your electronic devices and make

sure they won't vibrate. Lock and block doors, close

blinds, and turn off the lights. Don't hide in groups

spread out along walls or hide separately to make

it more difficult for the shooter. Try to communicate

with police silently-like through text messages or

by putting a sign in an exterior window. Stay in place

until law enforcement gives you the all clear.

• FIGHT. Your last resort when you are in immediate

danger is to defend yourself. Commit to your actions

and act aggressively to stop the shooter. Ambushing

the shooter together with makeshift weapons such

as chairs, fire extinguishers, scissors, and books

can distract and rlisarm the shooter. 

AFTER 
BE SAFE 

■ Keep hands visible and empty.
■ Know that law enforcement's first task is to end the

incident, and they may have to pass injured along

the way. 
■ Follow law enforcement instructions and evacuate in

the direction they come from.

■ Consider seeking professional help for you and

your family to cope with the long-term effects of the

trauma.

HELPING THE WOUNDED 

Take care of yourself first, and then you may be able to 

help the wounded before first responders arrive: 

• If the injured are in immediate danger, help get them

to safety.

• While you wait for first responders to arrive, provide

first aid-apply direct pressure to wounds and

use tourniquets if you have been trained to do so.

Turn wounded people onto their sides if they are

unconscious and keep them warm.

Additional Resources 

VIDEO 

Run. Hide. Fight. Surviving an Active Shooter Event 

www.youtube.com/watch?v=5VcSwejU2DO 

ONLINE COURSE 

Active Shooter: What You Can Do https://training. 

fema.gov/is/courseoverview.aspx?code=IS-9O7 

GUIDE FOR HOUSES OF WORSHIP 

www.dhs.gov/sites/default/files/publications/ 

Developing_EOPs_for_Houses_of_Worship_FINAL.PDF 

GUIDE FOR K-12 SCHOOLS 

www.fema.gov/media-library

data/20130726-1922-25045-3850/rems_k_12_ 
guide.pdf 

WEBSITES 

www.dhs.gov/active-shooter-preparedness 

www.fbi.gov/ about/ partnerships/ office-of-partner
engagement/ active-shooter-incidents 

www.fema.gov/failt1-resources 

www.redcross.org/ux/take-a-class 
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EVACUATION OF A SCHOOL SITE WHEN ORDERED 

BY AN EMERGENCY RESPONSE AGENCY 

CHECKLIST 

This checklist is intended to assist the School Site Administrator when they 

are subject of an evacuation order or warning for an incident not directly 

associated with a school campus (e.g., wildland fire, flooding or debris flow, 

hazardous materials spills, construction mishaps, etc.) 

Scope: 

Our community has a long history of natural and man-made emergencies 

that have caused the need to evacuate our school sites due to the hazards 

that are associated with the emergency. It is therefore imperative we all 

understand what is being communicated to us during these widespread 

emergencies. 

Definitions: 

Evacuation Order: Movement of community members out of the defined 

area due to a immediate threat to life and property from an emergency 

incident. An Evacuation Order should be used when there is a potential 

or actual threat to human life within 1 to 2 hours or when the Incident 

Commander deems it necessary to protect human life. 

Evacuation Warning: Alerting the community members in a defined area 

of a potential threat to life and property from an emergency incident. An 

Evacuation Warning may be issued when the potential or actual threat to 

human life is more than 2 hours away, or the Incident Commanders deems 



it necessary to provide those with special needs to have sufficient time to 

evacuate. 

Levels of Closure: A closure prohibits the usage or occupancy of a 

defined area such as a park, or road due to a potential or actual threat to 

public health and/or safety. 

Level 1 Closure: Closed to all traffic except local residents; may require 

proof of residence and an escort. 

Level 2 Closure: Closed to all traffic except FD, LE, and critical incident 

resources (i.e., utility companies, Caltrans, County Roads, etc.) 

Level 3 Closure: Closed to all traffic except FD and LE. 

Level 4 Closure: Closed to all traffic including FD and LE. 

Shelter-in-Place: Directing community members to stay secured inside 

their current location. Used if evacuations will cause higher potential of loss 

of life. 

Safe Refuge Area: A temporary location to hold evacuees until safe 

evacuation is possible. 

Safe Points: Temporary area outside of affected area to stage evacuees 

until emergency is over or a shelter can be opened. 

Actions: 

Evacuation Order: 

While an Evacuation Order is typically given when there is 1 to 2 hours 

notice, often we find ourselves in a situation where very little or no notice. 

Therefore, plans must be place to account for either situation: 1. 

Evacuation of campus and transporting students and faculty to a secondary 

location; 2. Notifying parents of the immediate need to retrieve their 



child(ren); or, 3. A combination of the two (having parents retrieve their 

child(ren) and having to evacuate children whose parents were not 

immediately available to retrieve their child(ren)). In all cases of an 

Evacuation Order, the School Site Administrator will immediately 

notify the District Office and report the circumstances for the 

evacuation. 

1. When the circumstances are such, that time does not permit the

notification of parents to retrieve their students and it is required to

move the students and staff en mass, the School Site Administrator

will maintain situational awareness and:

a. Notify the District Office

b. Make notification to the District PIO and the affected parents

c. Initiate the Transportation Plan; Special considerations

should be given to those students with Access and

Functional Needs

d. Initiate an evacuation

e. Conduct a student accountability roll call.

f. Once the students from a particular class are accounted for,

proceed to the transportation boarding site

g. Transport students to the designated alternate site

h. Once at the alternate site, disembark from transportation and

move to the designated assembly area

1. Once at the designated assembly area, conduct an additional

accountability roll call and check all students in for reunification

following the Standard Reunification Method (SRM).

J. Once all students are accounted for, move students to the

designated student/parent reunification area for reunification.

k. Follow the Standard Reunification Method

2. When there is sufficient time to allow for the notification of the parents

of students to respond to the school and retrieve their child(ren),the

School Site Administrator will maintain situational awareness and:

a. Notify the District Office



b. Notify the District PIO and notify the affected parents

c. Conduct a student accountability roll call

d. Once the students have been accounted for, initiate the

Standard Reunification Method (SRM)

3. When there is sufficient time to allow for the notification of parent of

students to respond to the school and retrieve their child(ren),

however, some parents are unable to retrieve their child(ren), the

School Site Administrator will maintain situational awareness and:

a. Follow the instructions is section 2.

b. Since it is highly likely, there will be some students whose

parents are unable to respond within the allotted time frame, the

School Site Administrator should consider activating a modified

version of the transportation plan as described in section 1.

Special consideration should be given to those with Access and

Functional Needs; those who regularly attend after school

programs on campus and those who are transported to partner

organizations after school programs (e.g., ASES YMCA), and

those whose parents have no or limited means of

transportation.

Evacuation Warning: 

While Evacuation Warnings are generally issued when there is a threat to 

life and property that is more than 2 hours aways, we often find ourselves 

in circumstances where 2 hour warnings are insufficient and/or 

circumstances have changed so rapidly, we must decide to take action 

immediately. Therefore, once an Evacuation Warning has been issued, it 

is imperative, situational awareness is heightened and maintained. 

Generally, an Evacuation Warning should cause us to make preparations 

to evacuate at a moments notice should circumstances change. This is the 

time to get ready if you haven't done so already. However, in situations 

when there are special circumstances exist that would cause one to need 



more than two hours to evacuate, when an Evacuation Warning is given, 

you should consider whether you should evacuate now. Some of the 

special circumstances that could cause one to evacuate prior to being 

ordered are: (Not all inclusive) 

• The Evacuation Warning is associated with an ongoing emergency

and your school site is adjacent to an area under an Evacuation

Order.

• The need to make parent notification to respond to the school for

child pick-up

• Sporting events

• Utility service has been interrupted by the incident

• No power, water, food

• Access and Functional Needs students and/or staff

• After School events and functions

Evacuations when a school campus is under an Evacuation Warning 

should only be completed with consultation and approval of the District 

Cabinet. Should an evacuation be approved, follow the action steps for 

Evacuation Order. Notifications and continued communications during 

these events are crucial to a successful outcome. 
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College School District 

Memorandum 

To: College School District Staff 

From: Maurene Donner, Safety Coordinator 

 

Subject: Campus Emergencies/Significant Event; Notification to District Staff 

CC: Weekly Memorandum 

The purpose of this memorandum is to describe the new protocols and procedures. 

This memorandum will be effective immediately. 

A campus emergency can be defined as: 

1. Anytime emergency personnel (law enforcement, fire, or EMS (ambulance)) are

summoned to the campus

2. Anytime 9-1-1 is called

3. When any student and/or faculty member has received a threat of, or is a victim

of violence

4. When the school receives a general threat of violence towards students and/or

faculty on campus

5. There is a report of a suspicious package

6. There has been, or there is a report of large scale fight (anything that goes

beyond the normal school incident- Think something bigger than the typical

one-on-one school yard fight.)

7. There has been a significant injury to a student and/or a faculty member (typically

requiring a trip to the emergency room)

A significant event includes: 

1. Any event or incident on, or near campus this is likely to generate a large volume

of calls to the schools or the district



2. Any event or incident on, or near campus that has or is likely to cause media

inquiries

3. Any event of incident on, or near campus that has or is likely to generate

significant inquiries from parents

4. A threat of, or an attempted suicide by anyone on campus

5. Any information of a threat of violence received from one campus that has been

directed towards another campus

6. An arrest of a student, a faculty member, or any other person on campus.

7. Any other other event or incident where the campus administrator desires to

make notification for the good of the order.

8. IT IS ALWAYS BETTER TO NOTIFY DISTRICT PERSONNEL AND NOT NEED

TO; THAN IT IS TO NEED TO AND NOT MAKE THE NOTIFICATION!

Procedure: In the event that one of the above mentioned emergencies or significant 

events occur, the campus administrator on-site and responsible for the safe operations 

of any CSD campus or facility shall, as soon as possible, call and make contact with the 

Primary Point of Contact. If the Primary Point of Contact is unavailable, contact the 

Secondary Point of Contact, and other District Point of Contact. The campus 

administrator who is responsible for making the notification need only contact one of the 

Points of Contact. It will then become the responsibility of the Point of Contact, once 

contacted, to make further notifications as required. 

1. Primary Point of Contact: Safety Coordinator Maurene Donner (805) 252-6191

2. Point of Contact: Casey Cypert (805) 350-1983

3. Point of Contact: Victoria Pointer (805) 705-8077

4. Point of Contact: Gary Pickavet (805) 680-6694

5. Point of Contact: Annette Shimamura (805) 325-3531

6. Point of Contact: Mariana Diaz (805) 478-1242

**NOTE: THIS PROCEDURE IS IN ADDITION TO ANY NEED TO CALL 9-1-1

AND SHOULD NOT BE CONSTRUED AS A SUBSTITUTE FOR CALLING 9-1-1

WHEN THAT IS THE APPROPRIATE ACTION.

Once the POC has been contacted, it will be their responsibility to make notifications to 

the proper District Personnel. Depending on severity of the incident or event that 

generated the notification, it will be determined how the notification of the chain of 

command will be initiated: 
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Bell Schedule is located in the Safety Plan Binder in the School Office
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SCHOOL SITE 

SPECIFIC 

: APPENDICES 



ANNEX A 

YES NO 

Do you have a roster of your students with special needs? 

Have you identified students with special needs on site from other 
schools? 

Have you identified medical needs of your students with special needs 
and their medication schedule? 

Have you walked the evacuation paths and exits looking for potential 
obstacles? 

Has an evacuation site been identified that is accessible to students 
and staff with special needs? 

Is the primary evacuation path marked to clearly show the route? 

Is there sufficient oxygen for 72 hours? 

Have transportation needs been identified for the students with special 
needs, such as special vans and buses for students? 

Do you have contract(s) in place with your transportation service 
provider(s) in case of an emergency? 

Is there a master list of bus drivers? 

Have you identified any necessary tools such as personal response 
plans, evacuation equipment, or visual aids for students with special 
needs? 

Have you identified communication needs students who have limited 
English proficiency? 

Have you considered emergency accommodations for those with 
temporary disabilities? 

Have you encouraged a relationship with students and the local 
responders? 

28 



Have you reviewed your plan with emergency responders? 

Have you identified an evacuation site that is accessible to students 
and staff with special needs? 

Have you identified a secondary evacuation site? 

Has a "buddy system" been developed for each student? 

Have you identified all of your communication needs for students with 
special needs? 

Have you trained the staff on proper lifting techniques? 

Have staff, students and families been encouraged to provide 72-hour 
medications? 

Has evacuation route information been compiled and distributed to 
staff? 
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ANNEX B 
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ANNEXC 

Laminate this card and affix it to a lanyard for the special needs 

student to wear during an emergency. 

EMERGENCY MEDICAL INFORMATION CARD 
Student Name: Photo

School: Grade: 
School Phone: 
Medical Condition: 

Parent/Guardian: Home Phone: 

Home Address: Work Phone: 

Cell: 

Parent/Guardian: Home Phone: 

Parents are responsfble for updating the student's emergency information and medications. 

EMERGENCY MEDICAL INFORMATION CARD 
Student name: Birth Date: 

Blood type: I Allergies: 
Physical Limitations: 

Communications Difficulties: 

Adaptive Equipment: 

Primary Care Physician: Emergency Phone: 

Specialty Physician: Emergency Phone: 

Insurance Company: Policy Number: 
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Medications Dosaqe/Frequencv 

Once this card is completed, it should be cut out, folded, laminated, 

attached to a lanyard, then affixed to the student to ensure this critical 

information stays with the student. Until this card is needed, it should 

be kept with the student's Go-Kit. 
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ANNEX D 

(ATTACHED SBUSD 72 HOUR DISASTER MEDICATION 

AUTHORIZATION TO ADMINISTER MEDICATION FORM) 

THIS FORM SHOULD BE IN BOTH ENGLISH AND SPANISH 
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ANNEXE 

Online Resources 

American Red Cross, People with Disabilities 

http://www.redcross.org/museum/prepare org/disabilities/disabilities.htm 

Americans with Disabilities Act of 1990, as amended 

http://www.ada.gov/pubs/ada.htm 

An Investigation of Best Practices for Evacuating and Sheltering Individuals with 

Special Needs and Disabilities, National Clearinghouse for Educational Facilities, 

Washington, DC (Oct 2008) 

http://www.ncef.org/pubs/evacuating speclal needs.pdf 

California Governor's Office of Emergency Services, Access and Functional 

Needs 

http://wVoJW.caloes.ca.gov/For-Schools-Educators/Plan-Prepare/Access-Functional-Need 

§ 

Center for Disability Issues in Health Profession, Evacuation Preparedness Guide 

http://hfcdhp.org/?s:::Evacuation+Preparedness+Guide&submit=Search 

Office of Disability Integration and Coordination 

https://www.fema.gov/Qffi..ce-disability-integratjon-ancl-coordination 

Federal Emergency Management Agency, Preparing for Disaster for People with 

Disabilities and Special Needs 

https :/ /www. fem a. gov /resource-document-library 

Federal Register, Executive Order 13347, Individuals with Disabilities in 

Emergency Preparedness, Volume 69, No. 142 (July 26, 2004) 

https://www.fema.gov/media-library/resources-documents/collections/379 

National Association of School Psychologists, Coping with Crisis - Helping 

Children with Special Needs 

http://www.nasponline.org/resources/crisis safety/specpop general.aspx 
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Talking to Children with Special Needs About Tragedy 

http://specialchildren.about.com/od/inthecommunity/a/tragedy.htm 

U.S. Department of Education, Administration for Children and Families 

https://www.acf.hhs.gov/ 

U.S. Department of Education 

https://www.rems.ed.gov 

35 



ADA 

AFN 

ASC 

COE 

ED 

FAPE 

FERPA 

HI 

IDEA 

IEP 

ISHP 

ITP 

LRE 

NSH 

OSEP 

RSP 

soc 

SELPA 

SH 

SLD 

SLI 

TBI 

VI 

ANNEX F 

Acronyms 

American with Disabilities Act (1990) 

Access and Functional Needs 

Advisory Steering Committee 

California Department of Education 

Emotionally Disturbed 

Free and Appropriate Public Education 

Family Education Rights and Privacy Act 

Hearing Impairment 

Individuals with Disabilities Education Act 

Individual Education Plan 

Individualized School Healthcare Plan 

Individual Transition Plan 

Least Restrictive Environment 

Not Severely Handicapped 

Office of Special Education Programs 

Resource Specialist Program 

Special Day Class 

Special Education Local Plan Area 

Severely Handicapped 

Specific Learning Disability 

Speech/Learning Impairment 

Traumatic Brain Injury 

Visually Impaired 
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