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Background

The development of a comprehensive school safety plan is mandated by California Education Code 32281.  This mandate, which was 
established by Senate Bill 187, states that each school’s Site Council, or a Safety Planning Committee authorized by the Site Council, 
shall develop a “safety plan” relevant to the needs and resources of the school.  For schools built before 1998, the initial plans were 
to be adopted by September 1, 1998.  For schools built after 1998, the plans are to be developed and adopted prior to the school’s 
opening.

According to the education code, the School Site Council may delegate this responsibility to a School Safety Planning Committee. 
However, the committee must include the following members and must consult with a representative from a law enforcement 
agency in the writing and development of the plan:

 Principal or designee
 Teacher
 Parent Whose Child Attends the School
 Classified Employee

You are strongly encouraged to consult with staff, parents, students (where appropriate), and the broader community, in the 
development of the plan.

The plan is to be updated annually and kept on file at both the school site AND the district office, and readily available for inspection 
by the public.

The plan shall consist of two parts:

Part 1 – The “Comprehensive School Safety Plan” shall include all components required by Education Code 32281-32282 except for 
the emergency preparedness components.  The Comprehensive School Safety Plan shall be on file, and available for inspection by 
the public, with the Educational Services Division of the district.

Part 2 – The “Emergency Preparedness Plan” shall include disaster procedures (routine and emergency), including earthquakes and 
other manmade or natural disasters.

The Comprehensive School Safety Plan shall include an action plan that clearly identifies policies and procedures that will improve 
both the safety and climate on campus, and shall include an evaluation component.
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Section I

An Assessment of the current Status of School Crime, Safety and Climate

Describe trends
Bollinger Canyon is a very community oriented school.  Relatively speaking, discipline referrals to the office are minimal and basically 
limited to just a few students.  The staff, including teachers, administration and support staff, look at multiple ways to address 
discipline issues based on educating the child to make the right choices and decisions.  

Describe programs/efforts that have impacted these trends 
Emphasis is made towards students being empathetic to others and we have a decided advantage because of the strength of our 
buddy program with general education and Special Day Class students.  While some students are still concerned about the label of 
'snitching,' quite often students step forward to share behaviors that are not appropriate in order to address them as quickly as 
possible.  Our 'Caught in the Act of Being Significant' awards are a great motivation for students to be recognized doing something 
positive for others. Significant awards are logged in a Google Document consistently shared with staff. A trend was noted through 
the year that the majority of Significant Awards are issued by Special Ed teachers to the general education students for being good 
buddies to the SDC students. The other cluster of Significant Awards are given because of students picking up garbage around the 
school. While these are commendable actions on behalf or our students, not all students are getting recognition so a goal will be 
developed to support ALL students receiving this positive recognition at some point during the course of the school year.

Looking at the results of the most recent California Healthy Kids Survey (CHKS) and bullying survey, students generally feel safe at 
school and there are minimal incidents of bullying and harassment.  There is one additional trend that is indicated in the CHKS and 
that is related to students having the opportunity to be involved in meaningful participation at the school.  With that in mind, one of 
the strategies that was implemented during the 2011-2012 school year was the development of a Student Leadership Team that 
increased students’ involvement in decision making opportunities and activities that provided them with a sense of meaningful 
participation.  These activities will continue to be built upon with feedback from students on their involvement this year and how 
they can continue to play a part in decisions that will positively affect school climate.

Although major behavior issues are minimal resulting in limited behavior incidences recorded on Infinite Campus, it was noted 
throughout the year that student behavior in the MPR at lunch time resulted in negative interactions between noon duty staff and 
students. In collaborative conversations between a student group and administration, a positive discipline plan was developed 
resulting in an additional goal to recognize positive behavior during the lunch times beginning in 2014-2015. In addition, numerous 
benching slips are issued throughout the year without a method of tracking either the number of benching slips issues or their 
effectiveness in deterring negative behavior and improving student performance. Therefore, a tracking method will be established 
for both benching slips and referrals to the office.

Throughout the year, it was noted that there were multiple tardies and unexcused absences. The tardies themselves were 
determined to be a result of several factors, one being the traffic back up at drop off time at the beginning of the school day. The 
other pattern was that a majority of tardies were connected to the same students throughout the year. A large number of 
unexcused absences were families on extended trips that failed to obtain a Independent Study Contract or did not satisfy the 
requirements of a contract. Attendance goals have been developed to address these issues.

State your sites GOALS for the 2014-15 school year. Please remember to have at least one ATTENDANCE and one SCHOOL 
CONNECTEDNESS goal, as this links directly to the LCAP.
1) Decrease the total number of unexcused tardies by 15% (from benchmark of 1,890 from August 27, 2013 to May 16, 2014)
2) Decrease the total number of unexcused absences by 15% (from Benchmark of 892 days from August 27, 2013 to May 16, 2014)
3) Develop a positive discipline system to improve lunchroom behavior - data has been anecdotal with input from noon supervisors 
who indicate a desire to improve lunchroom behavior in a positive supportive method
4) Decrease benching slips by monitoring and developing a progressive discipline policy with appropriate consequences - Benchmark 
will be total number of benching slips issued during May, September and October of 2014.
5) School Connectedness - Children feel safe at school but want to have more say in what goes on - Increase leadership capacity and 
opportunities for leadership students to participate in activities, increase significant awards so that all students grades 1-5 receive at 
least one significant award during the school year
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Section II

Strategies and programs - Board Policies, Procedures and California Education Code that support student and staff safety, and 
positive school climate

These policies, procedures and education codes are to be reviewed at the beginning of every school year with all staff.  Bollinger 
Canyon Elementary School commits to:
sharing the comprehensive school safety plan, the emergency plan, and our action plan, with both site council and all staff members, 
within the first 4 weeks of school.

A. Positive School Climate (BP 5137)

The Governing Board desires to enhance student learning by providing an orderly, caring, nurturing, and nondiscriminatory 
educational and social environment in which all students can feel safe and take pride in their school and their 
achievements. The school environment should be characterized by positive interpersonal relationships among students, 
among staff and between students and staff. 

All staff is expected to serve as role models for students by demonstrating positive, professional attitudes and respect 
toward each student and other staff members. Teachers shall use effective classroom management techniques based on 
clear expectations for student behavior. 

Staff shall consistently enforce Board policies and regulations which establish rules for appropriate student conduct, 
including prohibitions against bullying, cyber bullying, harassment of students and staff, hazing, other violence or threats of 
violence against students and staff, and drug, alcohol, and tobacco use.

B. Nondiscrimination/Harassment/Anti-Bullying (BP 5145.3)

District programs and activities shall be free from discrimination, including harassment, intimidation or bullying with 
respect to a sex, gender, gender identity or gender expression, ethnic group identification, race, ancestry, national origin, 
religion, color, physical or mental disability, marital or parental status, age or sexual orientation; the perception of one or 
more of such characteristics, or association with a person or group with one or more of these actual or perceived 
characteristics.

The Governing Board desires to provide a safe school environment that allows all students equal opportunities in admission 
and access to the district’s academic and other educational support program, guidance and counseling programs, athletic 
programs, testing procedures, and other activities.

The Board prohibits discrimination, harassment, intimidation or bullying of any student by any employee, student or other 
person in the district. Staff shall be alert and immediately responsive to student conduct which may interfere with another 
student's ability to participate in or benefit from school services, activities or privileges. Prohibited discrimination, 
harassment, intimidation or bullying includes physical, verbal, nonverbal or written conduct based on one of the categories 
listed above that is so severe and pervasive that it affects a student’s ability to participate in or benefit from an education 
program or activity; creates an intimidating, threatening, hostile, or offensive education environment, has the effect of 
substantially or unreasonably interfering with a student’s academic performance, is foreseeably likely to cause a substantial 
disruption to the educational environment; or otherwise adversely affects a student’s educational opportunities.

The Board also prohibits any form of retaliation against any student who files a complaint or report regarding an incident of 
discrimination, harassment, intimidation, or bullying.

The Superintendent or designee shall provide age-appropriate training and information to the students, parents/guardians, 
and employees regarding discrimination, harassment, intimidation, and bullying, including but not limited to, the district’s 
nondiscrimination policy, what constitutes prohibited behavior, how to report incidents, and to whom such reports should 
be made. 
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The Principal or designee shall develop a plan to provide students with appropriate accommodations when necessary for 
their protection from threatened or potentially harassing or discriminatory behavior.

Students who engage in discrimination, harassment, intimidation, bullying, or retaliation in violation of the law, Board 
Policy, or Administrative Regulation shall be subject to appropriate discipline, up to and including counseling, suspension 
and/or expulsion. An employee who permits or engages in discrimination, harassment, intimidation, bullying, or retaliation 
shall be subject to disciplinary action, up to and including dismissal. 

The Board hereby designates the following position as Coordinator for Nondiscrimination to handle complaints regarding 
discrimination and inquiries regarding the district's nondiscrimination policies:

Director of Student Services 
San Ramon Valley Unified School District 
699 Old Orchard Drive 
Danville, CA 94526 
(925) 552-2923

Any student who feels that he/she is being subjected to discrimination, harassment, intimidation or bullying should 
immediately contact the Coordinator for Nondiscrimination, the principal or any other staff member. Any student who 
observes an incident of harassment should report the incident to the Coordinator, principal or other school employee, 
whether or not the victim files a complaint.

Employees who become aware of an act of discrimination, harassment, intimidation or bullying shall immediately report 
the incident to the Coordinator for Nondiscrimination or the site designee. The designee for each site will be identified with 
the Annual Notice of this policy to each employee. In addition, the employee shall immediately intervene when safe to do 
so.

Upon receiving a complaint of discrimination or harassment, the Coordinator and/or site designee shall immediately 
investigate the complaint in accordance with site/level grievance procedures specified in AR 5145.7 – Sexual Harassment.

The Coordinator and/or designee shall also advise the victim of any other remedies that may be available. The Coordinator 
and/or designee shall file a report with the Superintendent or designee and refer the matter to law enforcement where 
required.

Within 30 days of receiving the district’s report, the complainant may appeal to the Board if he/she disagrees with the 
resolution of the complaint. The Board shall make a decision at its next regular meeting and its decision shall be final.

The Superintendent or designee shall ensure that the student handbook clearly describes the district’s nondiscrimination 
policy, procedures for filing a complaint regarding discrimination, harassment, intimidation or bullying, and the resources 
that are available to students who feel that they have been the victim of any such behavior. The district’s policy shall also 
be posted on the district web site or any other location that is easily accessible to students.

The Coordinator and/or designee shall distribute this policy annually to all families and staff and provide training to all staff 
regarding Nondiscrimination/Harassment/Anti-Bullying.

Legal Reference: 

EDUCATION CODE 
200-262.4 Prohibition of discrimination on the basis of sex, especially: 
221.5 Prohibited sex discrimination 
221.7 School-sponsored athletic programs; prohibited sex discrimination 
48900.3 Suspension or expulsion for act of hate violence 
48900.4 Suspension or expulsion for threats or harassment 
48904 Liability of parent/guardian for willful student misconduct 
48907 Student exercise of free expression 
48950 Freedom of speech 
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49020-49023 Athletic programs
51006-51007 Equitable access to technological education programs
51500 Prohibited instruction or activity
51501 Prohibited means of instruction
60044 Prohibited instructional materials

CIVIL CODE
1714.1 Liability of parents/guardians for willful misconduct of minor

PENAL CODE
422.55 Interference with constitutional right or privilege

CODE OF REGULATIONS, TITLE 5
4621 District policies and procedures
4622 Notice requirements
4900-4965 Nondiscrimination in elementary and secondary education programs receiving state financial assistance

UNITED STATES CODE, TITLE 42
2000d-2000e-17 Title VI & VII Civil Rights Act of 1964 as amended
2000h-2-2000h-6 Title IX, 1972 Education Act Amendments

CODE OF FEDERAL REGULATIONS, TITLE 34
100.3 Prohibition of discrimination on basis of race, color or national origin
104.7 Designation of responsible employee for Section 504
106.8 Designation of responsible employee for Title IX
106.9 Notification of nondiscrimination on basis of sex

COURT DECISIONS
Flores v. Morgan Hill Unified School District, (2003) 324 F.3d 1130

Management Resources:
OFFICE OF CIVIL RIGHTS PUBLICATIONS
Notice of Non-Discrimination, January, 1999
Racial Incidents and Harassment Against Students at Educational Institutions; Investigative Guidance, 59 FR 47, March, 1994

C. Child Abuse Reporting Procedures (BP 5141.4)

Definitions 

Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6) 

1. A physical injury or death inflected by other than accidental means on a child by another person. 
2. Sexual abuse of a child, including sexual assault or sexual exploitation, as defined in Penal Code 11165.1. 
3. Neglect of a child as defined in Penal Code 11165.2. 
4. Willful harming or injuring of a child or the endangering of the person or health of a child as defined in Penal Code 

11165.3. 
5. Unlawful corporal punishment or injury as defined in Penal Code 11165.4.

Child abuse or neglect does not include: 
1. A mutual affray between minors (Penal Code 11165.6) 
2. An injury caused by reasonable and necessary force used by a peace officer acting within the course and scope of 

his/her employment (Penal Code 11165.6) 
3. An injury resulting from the exercise by a teacher, vice principal, principal, or other certificated employee of the 

same degree of physical control over a student that a parent/guardian would be privileged to exercise, not 
exceeding the amount of physical control reasonably necessary to maintain order, protect property, protect the 
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health and safety of students, or maintain proper and appropriate conditions conducive to learning. (Education 
Code 44807) 

4. An injury caused by a school employee’s use of force that is reasonable and necessary to quell a disturbance 
threatening physical injury to persons or damage to property, to protect himself/herself, or to obtain weapons or 
other dangerous objects within the control of the student. (Education Code 49001) 

5. Physical pain or discomfort caused by athletic competition or other such recreational activity voluntarily engaged 
in by the student. (Education Code 49001)

Mandated reporters include, but are not limited to, teachers; instructional aides; teacher’s aides or assistants; classified 
employees; certificated pupil personnel employees; administrative officers or supervisors of child attendance; 
administrators and employees of a licensed day care facility; Head Start teachers; district police or security officers; licensed 
nurses or health care providers; and administrators, presenters, and counselors of a child abuse prevention program. (Penal 
Code 11165.7) 
 
Reasonable suspicion means that it is objectively reasonable for a person to entertain a suspicion, based upon facts that 
could cause a reasonable person in a like position, drawing when appropriate on his/her training and experience, to suspect 
child abuse or neglect. However, reasonable suspicion does not require certainty that child abuse or neglect has occurred 
nor does it require a specific medical indication of child abuse or neglect. (Penal Code 11166)

Reportable Offenses 
A mandated reporter shall make a report using the procedures provided below whenever, in his/her professional capacity 
or within the scope of his/her employment, he/she has knowledge of or observes a child whom the mandated reporter 
knows or reasonably suspects has been the victim of child abuse or neglect. (Penal Code 11166) 

Any mandated reporter who has knowledge of or who reasonably suspects that a child is suffering serious emotional 
damage or is at a substantial risk of suffering serious emotional damage, based on evidence of severe anxiety, depression, 
withdrawal, or untoward aggressive behavior towards self or others, may make a report to the appropriate agency. (Penal 
Code 11166.05, 11167) 

Any district employee who reasonably believes that he/she has observed the commission of a murder, rape, or lewd or 
lascivious act by use of force, violence, duress, menace, or fear of immediate and unlawful bodily injury against a victim 
who is a child under age 14 shall notify a peace officer. (Penal Code 152.3, 288)

Responsibility for Reporting 
The reporting duties of mandated reporters are individual and cannot be delegated to another person. (Penal Code 11166) 
 
When two or more mandated reporters jointly have knowledge of a known or suspected instance of child abuse or neglect, 
the report may be made by a member of the team selected by mutual agreement and a single report may be made and 
signed by the selected member of the reporting team. Any member who has knowledge that the member designated to 
report has failed to do so shall thereafter make the report. (Penal Code 11166) 
 
No supervisor or administrator shall impede or inhibit a mandated reporter from making a report. (Penal Code 11166) 
 
Any person not identified as a mandated reporter who has knowledge of or observes a child whom he/she knows or 
reasonably suspects has been a victim of child abuse or neglect may report the known or suspected instance of child abuse 
or neglect to the appropriate agency. (Penal Code 11166)

Reporting Procedures 
1. Initial Telephone Report 

 
Immediately or as soon as practicable after knowing or observing suspected child abuse or neglect, a mandated reporter 
shall make an initial report by telephone to any police department (excluding a school district police/security department), 
sheriff’s department, county probation department if designated by the county to receive such reports, or county welfare 
department. (Penal Code 11165.9, 11166) 
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When the initial telephone report is made, the mandated reporter should note the name of the official contacted, the date 
and time contacted, and any instructions or advice received.

2. Written Report 
 
Within 36 hours of knowing or observing the information concerning the incident, the mandated reporter shall then 
prepare and either send, fax, or electronically submit to the appropriate agency a written follow-up report, which includes a 
completed Department of Justice form (SS 8572). (Penal Code 11166, 11168) 
 
Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167) 
 

a. The name, business address, and telephone number of the person making the report and the capacity that makes 
the person a mandated reporter. 

b. The child’s name and address, present location, and, where applicable, school, grade, and class. 
c. The names, addresses, and telephone numbers of the child’s parents/guardians. 
d. The name, address, telephone number, and other relevant personal information about the person who might have 

abused or neglected the child. 
e. The information that gave rise to the reasonable suspicion of child abuse or neglect and the source(s) of that 

information. 
 
The mandated reporter shall make a report even if some of this information is not known or is uncertain to him/her. (Penal 
Code 11167) 
 
The mandated reporter may give to an investigator from an agency investigating the case, including a licensing agency, any 
information relevant to an incident of child abuse or neglect or to a report made for serious emotional damage pursuant to 
Penal Code 11166.05. (Penal Code 11167) 

Release of Child to Peace Officer 
When a child is released to a peace officer and taken into custody as a victim of suspected child abuse or neglect, the 
Superintendent or designee and/or principal shall not notify the parent/guardian, but rather shall provide the peace officer 
with the address and telephone number of the child’s parent/guardian. It is the responsibility of the peace officer or agent 
to notify the parent/guardian of the situation. (Education Code 48906) 
 
Parent/Guardian Complaints 
Upon request, the Superintendent or designee shall provide parents/guardians with a copy of this administrative regulation 
which contains procedures for reporting suspected child abuse occurring at a school site to appropriate agencies. For 
parents/guardians whose primary language is not English, such procedures shall be in their primary language and, when 
communicating orally regarding those procedures, an interpreter shall be provided. 
 
To file a complaint against a district employee or other person suspected of child abuse or neglect at a school site, 
parents/guardians may file a report by telephone, in person, or in writing with any appropriate agency identified above 
under “Reporting Procedures.” If a parent/guardian makes a complaint about an employee to any other employee, the 
employee receiving the information shall notify the parent/guardian of procedures for filing a complaint with the 
appropriate agency. The employee also is obligated pursuant to Penal Code 11166 to file a report himself/herself using the 
procedures described for mandated reporters.

In addition, if the child is enrolled in special education, a separate complaint may be filed with the California Department of 
Education pursuant to 5 CCR 4650. 
 
Notifications 
The Superintendent or designee shall provide to all new employees who are mandated reporters a statement that informs 
them of their status as mandated reporters, their reporting obligations under Penal Code 11166, and their confidentiality 
rights under Penal Code 11167. The district also shall provide these new employees with a copy of Penal Code 11165.7, 
11166, and 11167. (Penal Code 11165.7, 11166.5) 
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Before beginning employment, any person who will be a mandated reporter by virtue of his/her position shall sign a 
statement indicating that he/she has knowledge of the reporting obligations under Penal Code 11166 and will comply with 
those provisions. The signed statement shall be retained by the Superintendent or designee. (Penal Code 11166.5) 
 
Employees who work with dependent adults shall be notified of legal responsibilities and reporting procedures pursuant to 
Welfare and Institutions Code 15630-15637. 

The Superintendent or designee also shall notify all employees that: 
 

1. A mandated reporter who reports a known or suspected instance of child abuse or neglect shall not be held civilly 
or criminally liable for making a report and this immunity shall apply even if the mandated reporter acquired the 
knowledge or reasonable suspicion of child abuse or neglect outside of his/her professional capacity or outside the 
scope of his/her employment. Any other person making a report shall not incur civil or criminal liability unless it 
can be proven that he/she knowingly made a false report with reckless disregard of the truth or falsity of the 
report. (Penal Code 11172) 

 
2. If a mandated reporter fails to report an incident of known or reasonably suspected child abuse or neglect, he/she 

may be guilty of a crime punishable by a fine and/or imprisonment. (Penal Code 11166) 
 
3. No employee shall be subject to any sanction by the district for making a report. (Penal Code 11166)

D. Policies Regarding Actions Leading to Suspension and/or Expulsion (BP 5144.1)

(All statutory references are to the Education Code unless otherwise noted.) 
 

Definitions (Education Code 48925) 
 

Suspension means removal of a student from ongoing instruction for adjustment purposes. However, "suspension" does 
not mean any of the following: (Education Code 48925) 

 
1. Reassignment to another education program or class at the same school where the student will receive continuing 

instruction for the length of day prescribed by the Governing Board for students of the same grade level. 
 
2. Referral to a certificated employee designated by the principal to advise students. 
 
3. Removal from a class, but without reassignment to another class or program, for the remainder of the class period 

without sending the student to the principal or principal’s designee as provided in Education Code 48910. Removal 
from a particular class shall not occur more than once every five school days. 

 
4. Behavior management techniques called for in the IEP of a previously identified student with exceptional need(s). 
 
5. Reassignment within the requirements of the IEP of a previously identified student with exceptional need(s).

Expulsion means removal of a student from (1) the immediate supervision and control, or (2) the general supervision, of 
school personnel, as those terms are used in Section 46300. 
 
Parent means a student's parent, legal guardian, or, for a student with previously identified exceptional need(s), a surrogate 
parent where one has been appointed. 
 
Day means a calendar day unless otherwise specifically provided. 
 
District means the San Ramon Valley Unified School District. 
 
School day means a day upon which the schools of the district are in session (including during summer school and extended 
school year for those students with such services in their IEPs) or weekdays during the summer recess. 
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Student may include a student's parent/guardian or legal counsel or, for a previously identified student with exceptional 
need(s), a surrogate parent if one has been appointed. 
 
Governing Board means the Governing Board (also known as the Board of Trustees) of the District. "Governing Board" and 
"Board" are synonymous throughout.

Student with Previously Identified Exceptional Need(s) means a student who meets the requirements of Section 56026 and 
who, at the time the alleged misconduct occurred, was enrolled in special education. 
 
Superintendent means the District Superintendent of Schools and/or his or her designee. 
 
Principal's Designee means any one or more administrators at the school site specifically designated by the principal, in 
writing, to assist with disciplinary procedures. If there is not an administrator in addition to the principal at the school site, a 
certificated person at the school site may be specifically designated by the principal, in writing, as a "principal's primary 
designee to assist with disciplinary procedures.” The principal may designate only one such person at a time as the 
principal's primary designee for the school year. An additional person meeting the requirements of this subdivision may be 
designated by the principal, in writing, to act for the purposes of this article when both the principal and the principal's 
primary designee are absent from the school site. The names of any person or persons designated as a principal’s designee 
and the written designation shall be on file in the principal's office.

Notice of Regulations 
At the beginning of each school year, the principal of each school shall ensure that all students and parents/guardians are 
notified in writing of all school rules related to discipline, suspension, and expulsion. Transfer students and their 
parents/guardians shall be notified at the time of enrollment. (Education Code 35291.5) 
 
Notification shall include information about the ongoing availability of individual school rules and all district policies and 
regulations pertaining to student discipline. 
 
Grounds for Suspension or Expulsion 
 
1. A student shall not be suspended from school or recommended for expulsion, unless the superintendent of the school 

district or the principal, or his/her designee, of the school in which the student is enrolled, determines that the student 
has: 

 
A. (1) Caused, attempted to cause, or threatened to cause physical injury to another person. 

(2) Willfully used force or violence upon the person of another, except in self-defense. 
 

B. Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other dangerous object, unless, in the 
case of possession of an object of this type, the student has obtained written permission to possess the item 
from a certificated school employee, which is concurred in by the principal or the designee of the principal. 
"Firearm means any device designed to be used as a weapon from which is expelled through a barrel a 
projectile by the force of any explosion or other form of combustion.” (Penal Code 16520(a). 

 
C. Unlawfully possessed, used, sold, or otherwise furnished, or been under the influence of, any controlled 

substance, listed in Chapter 2 (commencing with Section 11053) of Division 10 of the Health and Safety Code, 
an alcoholic beverage, or an intoxicant of any kind. Students who possess over the counter medications for 
use by the student for medical purposes or medications prescribed for the student by a doctor are not subject 
to expulsion. 

D. Unlawfully offered, arranged, or negotiated to sell any controlled substance, listed in Chapter 2 (commencing 
with Section 11053) of Division 10 of the Health and Safety Code, an alcoholic beverage, or an intoxicant of 
any kind, and either sold, delivered, or otherwise furnished to any person another liquid, substance, or 
material and represented the liquid, substance, or material as a controlled substance, alcoholic beverage, or 
intoxicant. 
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E. Committed or attempted to commit robbery or extortion. 
 
F. Caused or attempted to cause damage to school property or private property. 
 
G. Stole or attempted to steal school property or private property. 
 
H. Possessed or used tobacco, or any products containing tobacco or nicotine products, including but not limited 

to, cigarettes, electronic cigarettes, cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew 
packets, and betel. However, this section does not prohibit use or possession by a student of his or her own 
prescription products. 

 
I. Committed an obscene act or engaged in habitual profanity or vulgarity. 
 
J. Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug paraphernalia, defined in 

Section 11014.5 of the Health and Safety Code. 
 
K. Disrupted school activities or otherwise willfully defied the valid authority of supervisors, teachers, 

administrators, school officials, or other school personnel engaged in the performance of their duties. 
 
L. Knowingly received stolen school property or private property. 
 
M. Possessed an imitation firearm. As used here, "imitation firearm" means a replica of a firearm that is so 

substantially similar in physical properties to an existing firearm as to lead a reasonable person to conclude 
that the replica is a firearm.

N. Committed or attempted to commit a sexual assault, as defined in Sections 261, 266c, 286, 288, 288a, or 289 
of the Penal Code, or committed a sexual battery as defined in Section 243.4 of the Penal Code. 

 
O. Harassed, threatened, or intimidated a student witness in a disciplinary proceeding for purposes of either 

preventing that student from being a witness or retaliating against the student for being a witness, or both. 
 
P. Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma. 
 
Q. Engaged in, or attempted to engage in, hazing. For purposes of this subdivision, “hazing” means a method of 

initiation or pre-initiation into a student organization or body, whether or not the organization or body is 
officially recognized by an educational institution, which is likely to cause serious bodily injury or personal 
degradation or disgrace resulting in physical or mental harm to a former, current, or prospective student. 

 
R. Engaged in an act of bullying, including, but not limited to, bullying committed by means of an electronic act, 

directed specifically toward a pupil or school personnel. 

1. “Bullying” means any severe or pervasive physical or verbal act or conduct, including communications made in 
writing or by means of an electronic act, and including one or more acts committed by a student or group of 
students, directed toward one or more students that has or can be reasonably predicted to have the effect of one 
or more of the following: 

a. Placing a student or students in fear of harm to that student’s or those students’ person or property. 
b. Causing a student to experience a substantially detrimental effect on his or her physical or mental health. 
c. Causing a student to experience substantial interference with his or her academic performance. 
d. Causing a student to experience substantial interference with his or her ability to participate in or benefit 

from the services, activities, or privileges provided by a school. 

2. “Electronic Act” means the transmission by means of an electronic device, including, but not limited to, a telephone, 
wireless telephone, or other wireless communication device, computer, or pager, of a communication including but not 
limited to any of the following: 
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a. a message, text, sound, or image. 
b. a post on a social network Internet Web site including, but not limited to: 

i. Posting to or creating a burn page. “Burn page” means an Internet Web site created for the purpose 
of having one or more of the effects listed in paragraph 1 above. 

ii. Creating a credible impersonation of another actual student for the purpose of having one or more of 
the effects listed in paragraph 1 above. “Credible impersonation” means to knowingly and without 
consent impersonate a student for the purposes of bullying that student and such that another 
student would reasonably believe, or has reasonably believed, that the student was or is the student 
who was impersonated. 

iii. Creating a false profile for the purpose of having one or more of the effects listed in paragraph 1 
above. “False profile” means a profile of a fictitious student or a profile using the likeness or 
attributes of an actual student other than the student who created the false profile. 

 
3. A pupil who severely or pervasively engages in such electronic acts may be punished if such an act causes a student 

to fear harm to his or her person or property, causes substantial harm to a student’s physical or mental health, 
causes substantial interference with a student’s ability to participate in or benefit from school services, activities, 
or privileges. An electronic act does not constitute pervasive conduct solely on the basis that it has been 
transmitted on the Internet or is currently posted on the Internet. A pupil who aids or abets, as defined in Section 
31 of the Penal Code, the infliction or attempted infliction of physical injury to another person may be subject to 
suspension, but not expulsion, pursuant to this section, except that a pupil who has been adjudged by a juvenile 
court to have committed, as an aider and abettor, a crime of physical violence in which the victim suffered great 
bodily injury or serious bodily injury shall be subject to discipline pursuant to subdivision (a). 

Additional Grounds for Suspension or Expulsion
 
- Ed Code 48900.2 
Committed sexual harassment as defined in Section 212.5. The sexual harassment must be considered by a reasonable 
person of the same gender as the victim to be sufficiently severe or pervasive to have a negative impact upon the 
individual's academic performance or to create an intimidating, hostile, or offensive educational environment. This 
section shall not apply to students enrolled in kindergarten and grades 1-3, inclusive. 
 
- Ed Code 48900.3 
Caused, attempted to cause, threatened to cause, or participated in an act of hate violence, as defined in subdivision 
(e) of Section 233. This section shall not apply to students enrolled in kindergarten and grades 1-3, inclusive. 
 
- Ed Code 48900.4 
Intentionally engaged in harassment, threats, or intimidation, directed against school district personnel or students, 
that is sufficiently severe or pervasive to have the actual and reasonably expected effect of materially disrupting 
classwork, creating substantial disorder, and invading the rights of school district personnel or students by creating an 
intimidating or hostile educational environment. This section shall not apply to students enrolled in kindergarten and 
grades 1-3, inclusive. 

- Ed Code 48900.7 
Made terroristic threats against school officials or school property, or both. “Terroristic threat” shall include any 
statement, whether written or oral, by a person who willfully threatens to commit a crime which will result in death, 
great bodily injury to another person, or property damage in excess of $1,000, with the specific intent that the 
statement is to be taken as a threat, even if there is no intent of actually carrying it out, which, on its face, and under 
the circumstances in which it is made, is so unequivocal, unconditional, immediate and specific, as to convey to the 
person threatened, a gravity of purpose, and an immediate prospect of execution of the threat, and thereby causes 
that person reasonably to be in sustained fear for his or her own safety or for his or her immediate family’s safety, or 
for the protection of school district property, or the personal property of the person threatened, or his or her 
immediate family. 

3. Disruptive Acts 
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The following are examples of misconduct deemed to constitute a violation of Education Code 48900 (k) and Grounds 
for Suspension or Expulsion, K. Examples include, but are not limited to: 
 
A. Verbal abuse and/or defiance of a supervisor, teacher, administrator or other district employee engaged in the 

performance of his or her duties. 
 
B. Disruptive behavior on campus, in the classroom, at a student activity, on a school bus, or at a club or other school 

or district supervised activity. 
 
C. Gambling. 
 
D. Hazing. 
 
E. Immoral behavior, possession/possession for sale of pornographic materials. 
 
F. Leaving school or being in a restricted area without permission of school authority. 
 
G. Violation of a governmental statute, ordinance or regulation. 

H. Violation of the dress code, closed campus, or any other Governing Board policy or school regulation. 
 
I. Hate-motivated act. 
 
J. Engaging in any form of obscene, libelous, or slanderous communication. 
 
K. Challenging, provoking, or engaging in fighting. 
 
L. Sexual harassment. 
 
M. Creating or posting to a burn page. 
 
N. Creating a false electronic profile for ill intent.

4. Hate-motivated Acts 
 
A. “Hate-motivated act” is defined as any act causing or attempting to cause physical injury, emotional suffering, or 

property damage through intimidation, harassment, bigoted slurs or epithets, vandalism, force, or threat of force 
motivated in part or in whole by hostility toward the victim's real or perceived race, color, religion, ancestry, 
national origin, disability, gender, or sexual orientation. 

 
B. Hate-motivated acts include, but are not limited to, criminal acts that are statutory violations and (1) posting or 

circulating demeaning jokes, leaflets, or caricatures; (2) defacing, removing, or destroying posted materials, 
announcements, or memorials, and the like; (3) distributing or posting hate group literature and/or posters; or (4) 
using bigoted insults, taunts, or slurs..

5. Electronic Signaling Devices (Ed Code 48901.5) 
 
No student shall possess or use any electronic signaling device that operates through the transmission or receipt of 
radio waves, including, but not limited to, paging and signaling equipment, while on campus, while attending any 
school-sponsored activity, or while under the supervision and control of district employee(s). No student is prohibited 
from possessing or using an electronic signaling device that is determined by a licensed physician and surgeon to be 
essential for the health of a student and use of which is limited for purposes related to the health of the student. 
Unlawful possession of an electronic signaling device may be grounds for suspension if the student is notified in 
advance that possession is prohibited. 
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6. Alternatives to suspension or expulsion shall be imposed, wherever practicable, against any student who is truant, 
tardy, or otherwise absent from school activities. 
 

7. Students may be suspended or expelled only for acts which are related to school activity or attendance occurring in a 
school under the jurisdiction of the district or occurring within any other school district at any time, including but not 
limited to any of the following: 1) while on school grounds; 2) while going to or coming from school; 3) during the lunch 
period whether on or off campus; or 4) during, or while going to or coming from a school-sponsored activity.

8. Imposition of Suspension (Ed Code 48900.5) 
 

Suspension shall be imposed only when other means of correction fail to bring about proper conduct. However, a 
student, including an individual with previously identified exceptional need(s), may be suspended upon the first offense 
if the principal or superintendent determines that the student violated subdivision A, B, C, D, or E of Grounds for 
Suspension or Expulsion or upon a first offense for any of the reasons enumerated in Grounds for Suspension or 
Expulsion if the superintendent, principal or designee determines that the student's presence causes a danger to 
persons.

Suspension 
 
1. Suspension by a Teacher 
 

A. A teacher may suspend a student from his/her class for the day of the suspension and the day following for any act 
enumerated in Grounds for Suspension or Expulsion. 

 
B. The teacher shall immediately report the suspension to the principal of the school and send the student to the 

principal or designee for appropriate action. As soon as possible, the teacher shall meet with the principal or 
designee and the student to state the reason for the suspension and to give the student an opportunity to explain 
his/her version of the incident.

C. If the disciplinary action requires the student's presence at school, the student shall be under appropriate 
supervision of a certificated staff qualified to teach the student’s grade level. 

 
D. A student suspended from a class shall not be placed in another regular class during the period of suspension. If 

the student is assigned to more than one class per day, the suspension shall apply only to other regular classes 
scheduled at the same time as the class from which the student was suspended. 

 
E. As soon as possible, the teacher shall ask the parent/guardian of the student to attend a parent-teacher 

conference regarding the suspension. Whenever practicable, a school counselor or psychologist shall attend the 
conference. A school administrator shall attend the conference if the teacher or the parent/guardian so requests. 

 
F. The student shall not be returned to the class from which he/she was suspended during the period of the 

suspension without the concurrence of the teacher of the class and the principal. 
 
G. A teacher may also refer a student, for any of the acts enumerated in Grounds for Suspension or Expulsion, to the 

principal or designee for consideration of a suspension from school.

2. Suspensions by a Teacher and Parental Attendance 
 

A. A teacher who suspends a student for committing an obscene act, engaging in habitual profanity or vulgarity, 
disrupting school activities or otherwise willfully defying the valid authority of the teacher or other school 
personnel, may require the parent to attend a portion of a school day in his or her child's classroom. The 
attendance of the parent shall be limited to the class from which the student was suspended. (Ed Code 48900.1) 

 
B. If a teacher imposes the parental attendance requirement as stated in Education Code 48900.1, the principal shall 

send a written notice to the parent or guardian stating that their attendance is pursuant to law. The written notice 
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may specify that the parent's attendance be on the day on which the student is scheduled to return to class, or 
within a reasonable period of time thereafter. 

 
C. The teacher shall apply this policy uniformly to all students within the classroom. 
 
D. After completing the visit and before leaving school premises, the parent/guardian also shall meet with the 

principal or designee. 
 
E. The principal shall contact, by telephone, any parent/guardian who fails to respond to the request to attend school 

pursuant to this section. The purpose of this contact is to emphasize the need for parental cooperation and to 
ascertain any reason for not attending. 

 
F. Only a parent/guardian who actually lives with the student is affected by this law. 
 
G. Reinstatement of a suspended student shall not be contingent upon compliance with this provision by the 

student's parent or guardian.

3. Suspensions by a Principal/Designee or Superintendent (Ed Code 48911) 
 

A. Authority to Suspend (Ed Code 48900.5) 
 

To the extent possible, staff shall use disciplinary strategies that keep students in school and participating in the 
instructional programs. Disciplinary strategies may include but are not limited to, in school suspension, after school 
detention, counseling, community service, or parent conferences. A student, including an individual with 
previously identified exceptional need(s), may be suspended upon the first offense if the principal or 
superintendent determines that the student violated subdivision A, B, C, D, or E of Grounds for Suspension or 
Expulsion or upon a first offense for any of the reasons enumerated in Grounds for Suspension or Expulsion if the 
principal of superintendent determines that the student's presence causes a danger to persons. 

B. Immediate Suspension (Ed Code 48915 (c)) 
 

The principal or superintendent shall immediately suspend, and recommend for expulsion, a student that he or she 
determines has committed any of the following acts: 

 
1. Possessing, selling, or otherwise furnishing a firearm. This subdivision does not apply to an act of possessing a 

firearm if the student had obtained prior written permission to possess the firearm from a certificated school 
employee, and permission was concurred by the principal or the principal's designee. This subdivision applies 
to an act of possessing a firearm only if the possession is verified by an employee of the school district. The act 
of possessing an imitation firearm, as defined herein, is not an offense for which suspension or expulsion is 
mandatory pursuant to this subdivision, but is an offense for which suspension or expulsion may be imposed. 

 
2. Brandishing a knife at another person. "Knife" means any dirk, dagger, or other weapon with a fixed, 

sharpened blade fitted primarily for stabbing, a weapon with a blade fitted primarily for stabbing, a weapon 
with a blade longer than 31/2 inches, a folding knife with a blade that locks into place, or a razor with an 
unguarded blade. (Ed Code 48915(g).) 

 
3. Unlawfully selling a controlled substance listed in Chapter 2 (commencing with Section 11053) of Division 10 

of the Health and Safety Code.

4. Committing or attempting to commit a sexual assault or committing a sexual battery, as defined in Education 
Code Section 48900 (n). 

 
5. Possession of an explosive. As used in this section, the term “explosive” means “destructive device” as 

described in Section 921 of Title 18 of the United States Code. 

C. Pre-Suspension Conference 
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Suspension by the principal or designee shall be preceded by an informal conference conducted by the principal, 
designee or district superintendent between the student, and whenever practicable, the teacher or employee who 
referred the student to the principal, designee or superintendent. At the conference, the student shall be informed 
of the reason(s) for the disciplinary action and the evidence against him/her and shall be given the opportunity to 
present his/her version of the incident and evidence in his or her defense. 
 
Notification of Parent/Guardian 
 
At the time of suspension, a school employee shall make a reasonable effort to contact the student's 
parent/guardian in person or by telephone. If a student is suspended from school, the parent or guardian shall be 
notified in writing of the suspension

D. Report 
 

The principal or designee shall report the suspension of a student, including the cause thereof, to the Governing 
Board or district superintendent by sending a copy of the suspension notice to the Educational Services Division. 

 
E. Parent's Conference 
 

No penalties shall be imposed on a student for failure of the student’s parent/guardian to attend a conference 
with school officials. Reinstatement of the suspended student shall not be contingent upon attendance by the 
student's parent/guardian at a conference. 

 
F. Emergency Suspension 
 

A principal, the principal's designee, or the superintendent may suspend a student without affording the student 
an opportunity for a conference only if the principal, the principal's designee, or the superintendent determines 
that an emergency situation exists. "Emergency situation," as used in this section, means a situation determined by 
the principal, principal's designee or the superintendent to constitute a clear and present danger to the life, safety, 
or health of students or school personnel. If a student is suspended without a conference prior to suspension, both 
the parent and the student shall be notified of the student' s right to a conference, and the student's right to 
return to school for the purpose of a conference. The conference shall be held within two (2) school days, unless 
the student waives this right or is physically unable to attend for any reason, including, but not limited to 
incarceration or hospitalization. The conference shall then be held as soon as the student is physically able to 
return to school for the conference.

G. Length of Suspension

The principal of the school, the principal's designee, or the superintendent may suspend a student from the school 
for any of the reasons enumerated in Grounds for Suspension or Expulsion for no more than five (5) consecutive 
school days. 

H. Suspension Meeting (Ed Code 48914) 
 

Upon the parent's request, the superintendent or designee may meet with the parent of a suspended student to 
discuss the causes, the duration, the school policy involved, and other matters pertinent to the suspension. 

 
I. Notification of Law Enforcement Agencies (Ed Code 48902) 
 

1. The principal or the principal's designee shall, prior to the suspension of any student, notify the appropriate 
law enforcement authorities of any acts of the student which may violate Section 245 of the Penal Code 
(relating to assault with a deadly weapon or force likely to produce great bodily injury). 
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2. The principal or designee shall, within one school day after suspension of any student, notify by telephone or 
other appropriate method the appropriate law enforcement authorities of any act of the student which may 
violate subdivision 1 (C) or 1 (D) noted in Grounds for Suspension or Expulsion. 

 
3. The principal or designee shall notify appropriate law enforcement authorities of any acts of a student that 

may involve the possession or sale of narcotics or of a controlled substance or a violation of Penal Code 
Section 626.9 or 626.10 (relating to possession of weapons on campus), even if the student has not been 
suspended or expelled. 

 
4. A principal or designee reporting a known or suspected act described above is not civilly or criminally liable for 

the report unless it is proven that the report was false and that the person making the report knew it was false 
or made the report with reckless disregard for the truth.

J. Extension of Suspension (Ed Code 48911(g)) 
 

 In a case where expulsion from any school or suspension for the balance of the semester from continuation school 
is being processed by Governing Board, the superintendent or other person designated by the superintendent in 
writing may extend the suspension until such time as the Governing Board has rendered a decision in the action. 
 
If a student or the student's parent has requested a meeting to discuss the original suspension, the superintendent 
may determine at that meeting whether to extend the suspension. 
 
An extension may be imposed only if the superintendent or designee has determined, following a meeting in which 
the student and the student's parent are invited to participate, that the presence of the student at the school or in 
an alternative school placement would cause a danger to persons or property or a threat of disrupting the 
instructional process.

If student is a foster child, the district superintendent or designee shall invite the student’s attorney and an 
appropriate representative of the county child welfare agency to that meeting. 

 
a. Student with Previously Identified Exceptional Need(s) 

 
When a suspension is extended pending the processing of an expulsion recommendation for a student with 
previously identified exceptional need(s), the student must be provided with educational services allowing him 
or her to make progress on his or her individual IEP goals and in the general curriculum, beginning no later 
than the 11th day of consecutive removal from his or her regular program. 
 
An expulsion recommendation may only be processed for a student with previously identified exceptional 
need(s) after the determination by the IEP team that the behavior was not a manifestation of the student’s 
disability nor the direct result of the district’s failure to implement the student’s agreed upon individual 
education program, pursuant to the IDEA. 
 
If a student is a foster child, the district shall invite the pupil’s attorney and an appropriate representative of 
the county child welfare agency to participate in the IEP meeting where that manifestation determination is to 
be made. That invitation may be made by the most cost-effective method possible, including but not limited 
to electronic mail or telephone call. 

K. Maximum Number of Days of Suspension (Ed Code 48903) 
 

Except as expressly provided in Section 3 (K) 1 and 2, above, or 4, below, (Suspension by Governing Board), the 
total number of days for which a student may be suspended from school shall not exceed 20 school days in any 
school year, unless for purposes of adjustment, a student enrolls in or is transferred to another regular school, an 
opportunity school or class, or a continuation education school or class, in which case the total number of school 
days for which the student may be suspended shall not exceed 30 school days in any school year. 
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For purposes of this section, the district may count suspensions that occur while student is enrolled in another 
school district toward the maximum number of days for which a pupil may be suspended in any school year. 

4. Suspension by the Governing Board (Ed Code 48912) 
 

A. Length of Suspension 
The Governing Board may suspend a student from school for any of the acts enumerated in Grounds for 
Suspension or Expulsion for any number of school days within the limits prescribed in 3 (L), above. 

 
B. Suspension from Continuation School (Ed Code 48912.5) 

The Board may suspend a student enrolled in a continuation school or class for a period not longer than the 
remainder of the semester if any of the acts enumerated in Grounds for Suspension or Expulsion occurred. 

C. Closed Session 
The Governing Board of the district shall, unless a request has been made to the contrary, hold closed sessions 
when the Board is considering the suspension of, disciplinary action against, or any other action except expulsion 
in connection with, any student, if a public hearing upon that question would lead to the giving out of information 
concerning a student which would be in violation of Article 5 (commencing with Section 49073) of Chapter 6.5. 

 
D. Notice to Parents of Closed Session 

Before calling a closed session to consider these matters, the Governing Board shall, in writing, by registered or 
certified mail or by personal service, notify the student and the student's parent or guardian, or the student if the 
student is an adult, of the intent of the Governing Board to call and hold a closed session. Unless the student or the 
student's parent shall, in writing, within 48 hours after receipt of the written notice of the Governing Board's 
intention, request that the hearing be held as a public meeting, the hearing to consider these matters shall be 
conducted by the Governing Board in closed session. If a written request is served upon the Clerk or Secretary of 
the Governing Board, the meeting shall be public, except that any discussion at that meeting, which may be in 
conflict with the right to privacy of any student other than the student requesting the public meeting, shall be in 
closed session. 

5. Completion of Student Work Assignments (Ed Code 48913) 
 

The teacher of any class from which a student is suspended will require the suspended student to complete any 
assignments and tests missed during the suspension. 

 
6. Community Service Alternative (Ed Code 48900.6) 
 

As part of, or instead of other disciplinary action, except in instances where suspension is required by the Education 
Code, the Governing Board, the superintendent, the principal or the principal's designee may require the student to 
perform community service on school grounds, or with written permission of the parent or guardian of the student, off 
school grounds, during the student’s non-school hours. Community service may include, but is not limited to, work 
performed on school grounds in the areas of outdoor beautification, community or campus betterment, and teacher or 
youth assistance programs or such work performed in the community. This section may apply if a recommended 
expulsion is not implemented or is, itself, suspended by stipulation or administrative action. 

 
7. Involuntary Transfer to Continuation Schools (Ed Code 48432.5) 
 

A. A student who commits an action enumerated in Grounds for Suspension or Expulsion, or has been habitually 
truant or irregular in attendance from instruction upon which he or she is lawfully required to attend, may be 
involuntarily transferred to continuation school.

B. Involuntary transfer to a continuation school shall be imposed only when other means fail to bring about student 
improvement, provided that a student may be involuntarily transferred the first time he or she commits an act 
enumerated in Grounds for Suspension or Expulsion if the principal determines that the student's presence causes 
a danger to persons or property or threatens to disrupt the instructional process. 
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C. Before implementing the transfer, the district shall send the student and parent or guardian written notice of the 

opportunity to request a meeting with the superintendent’s designee prior to the transfer. 
 
D. At the meeting, the student or the student's parents or guardian shall be informed of the specific facts and reasons 

for the proposed transfer and will have the opportunity to inspect all documents relied upon, question any 
evidence and witnesses presented, and present evidence on the student's behalf. 

 
E. None of the persons involved in making the final decision to make an involuntary transfer to a continuation school 

may be on the staff of the school in which the student is currently enrolled at the time the decision is made. The 
district's decision to transfer shall be in writing, stating the facts and reasons for the decision, and sent to the 
student and the student's parents or guardian. It shall indicate the process for review pursuant to 7 (F) below. 

 
F. Involuntary transfers to a continuation school will be reviewed annually by the superintendent or designee upon 

student request. The review will take place in a meeting where the student and/or student’s parent or guardian 
may present information supporting the request to return to a regular program.

8. Exclusion from District Property/Activities 
During the period of a suspension, the student shall not enter, or come onto, any district property or grounds, and shall 
not attend any district or school sponsored activities or events. 

Expulsion 
 
1. Recommendation for Expulsion (Ed Code 48900, 48915) 
 

A. Mandatory Recommendation (Ed Code 48915 (c)) 
A principal or the superintendent shall immediately suspend, and shall recommend the expulsion of a student that 
he or she determines has committed any of the following acts: 

 
1. Possessing, selling, or otherwise furnishing a firearm. This subdivision does not apply to an act of possessing a 

firearm if the student had obtained prior written permission to possess the firearm from a certificated school 
employee, and permission was concurred in by the principal or the principal's designee. This subdivision 
applies to an act of possessing a firearm only if the possession is verified by an employee of a school district. 
The act of possessing an imitation firearm, as defined above, is not an offense for which expulsion is 
mandatory, but is an offense for which expulsion may be pursued, per Section 1(c) below.

2. Brandishing a knife at another person. (See definition of "knife" in Immediate Suspension, 3 (B)(3)). 
 
3. Unlawfully selling a controlled substance listed in Chapter 2 (commencing with Section 11053) of Division 10 

of the Health and Safety Code. 
 
4. Committing or attempting to commit a sexual assault or committing a sexual battery, as defined in Education 

Code Section 48900(n). 
 
5. Possession of an explosive. (See definition of “explosive” in immediate suspension, 3(B)(5)) 

B. Mandatory Recommendation Unless Inappropriate (Ed Code 48915 (a)) 
A principal or the superintendent shall recommend a student's expulsion for any of the following acts, unless the 
principal or superintendent finds that expulsion should not be recommended under the circumstances or that an 
alternative means of correction could address the conduct: 
 
1. Causing serious physical injury to another person, except in self-defense 
 
2. Possession of any knife, explosive, or other dangerous object of no reasonable use to the student (See 

definition of "knife" in Immediate Suspension, 3 (B)) 
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3. Unlawful possession of any controlled substance listed in Chapter 2 (commencing with Section 11053) of 

Division 10 of the Health and Safety Code, except for either of the following: (i) the first offense of the 
possession of not more than one avoirdupois ounce of marijuana, other than concentrated cannabis; (ii) the 
possession of over-the-counter medication for use by the student for medical purposes or medication 
prescribed for the student by a physician 

 
4. Robbery or extortion. 
 
5. Assault or battery upon any school employee, as defined in Penal Code Sections 240 and 242. 

C. Discretionary Recommendation (Ed Codes 48900, 48900.2, 48900.3, 48900.4) 
 

Except as provided in Recommendation for Expulsion, 1 (A) or (B), the principal or superintendent may recommend 
a student's expulsion for the student's commission of any of the acts set forth in Grounds for Suspension or 
Expulsion. 

 
2. Governing Board Action on Expulsion Recommendation 

 
A. Mandatory Expulsion (Ed Code 48915 (d)) 

The Governing Board shall order a student expelled upon finding that the student committed an act listed in 
Recommendation for Expulsion, 1 (A). 

B. Discretionary Expulsion (Ed Code 48915 (b), (e) ) 
The Governing Board may order a student expelled upon finding that the student committed an act listed in 
Recommendation for Expulsion, 1 (B) or Grounds for Suspension or Expulsion, but not also listed in 
Recommendation for Expulsion 1 (A), and a finding of either of the following: 
 
1. Other means of correction are not feasible or have repeatedly failed to bring about proper conduct. 
 
2. Due to the nature of the act, the presence of the student causes a continuing danger to the physical safety of 

the student or others.

3. Procedures for Student Expulsion 
 

A. The student and the student's parent or guardian shall be entitled to a hearing to determine whether the student 
should be expelled. 

 
B. Timing of expulsion hearing: 

 
1. An expulsion hearing should be held within 30 school days after the date the principal or superintendent 

determines that the student has committed any of the acts enumerated in Grounds for Suspension or 
Expulsion unless the student or the student's parent or guardian requests, in writing, that the hearing be 
postponed. 

 
2. The student shall be entitled to at least one postponement of the hearing for a period of not more than 30 

calendar days. Any additional postponement may be granted at the discretion of the Governing Board. 
 
3. If compliance by the Governing Board with the time requirements for conducting the expulsion hearing is 

impracticable during the regular school year, the superintendent or designee may, for good cause, extend the 
time period for holding the expulsion hearing for an additional five (5) school days. Reasons for the extension 
of time for the hearing shall be included as part of the record at the time the expulsion hearing is conducted. 

 
Upon commencement of the hearing, all matters shall be pursued and conducted with reasonable difference 
and shall be concluded without unnecessary delay. If compliance by the Governing Board with the time 
requirements for conducting the expulsion hearing is impracticable due to a summer recess of Governing 
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Board meetings of more than two weeks, the days of the recess period shall not be counted as school days. 
The days not counted for this purpose shall not exceed 20 school days, unless the student requests 
postponement. The hearing shall in any event be held within 20 school days of the commencement of the 
regular school year.

C. Written Notice to Parent/Guardian of Expulsion Hearing 
 

Written notice of the hearing shall be forwarded to the student and the student's parent/guardian at least 10 
calendar days prior to the date of the hearing. The notice shall include:

1. The date and place of the hearing. 
 
2. A statement of the specific facts and charges upon which the proposed expulsion is based. 
 
3. A copy of the disciplinary rules of the district that relate to the alleged violation. 
 
4. Notice that the student or the student's parent/guardian has the right to appear in person or to employ and 

be represented by counsel or by non attorney advisor, to inspect and obtain copies of all documents to be 
used at the hearing, to confront and question all witnesses who testify at the hearing, to question all other 
evidence presented, and to present oral and documentary evidence on the student's behalf, including 
witnesses. 

 
5. Notice of parent's and student's obligation to notify other school districts upon enrollment, of expulsion from 

the SRVUSD. 
 
6. If the decision to recommend the expulsion of a foster child is discretionary, the Governing Board shall provide 

notice of the expulsion hearing to the student’s attorney and an appropriate representative of the county 
child welfare agency at least 10 calendar days before the date of hearing. The notice may be made using the 
most cost-effective method possible, which may include, but is not limited to electronic mail or telephone call. 

7. If the decision to recommend the expulsion of a foster child is mandatory, the Governing Board may provide 
notice of the expulsion hearing to the student’s attorney and an appropriate representative of the county 
child welfare agency at least 10 calendar days before the date of hearing. The notice may be made using the 
most cost-effective method possible, which may include, but is not limited to electronic mail or telephone call.

D. Student's Right to Waive Hearing 
 

The student and the student's parent shall be afforded the opportunity, at their discretion, to waive any and all of 
their due process rights relative to an expulsion recommendation, including, but not limited to, the right to a 
hearing to determine whether the student committed the offense(s) with which he/she has been charged. If the 
student and/or the student's parent requests a waiver of any of their rights, the consequences of such a waiver 
shall be thoroughly explained to them by the district, along with notification of their right to consult counsel 
regarding such a waiver, prior to entering into a waiver agreement. 

 
E. Expulsion Hearing Before Governing Board of Education 

The Governing Board shall conduct a hearing to consider the expulsion of a student in a session closed to the 
public, unless the student or the student's parent/guardian requests in writing, at least five days prior to the date 
of the hearing, that the hearing be at a public meeting. Regardless of whether the expulsion hearing is conducted 
in a closed or public session, the Governing Board may meet in closed session for the purpose of deliberating and 
determining if the student should be expelled. If the Governing Board admits any other person to the closed 
deliberation session, the parent/guardian of the student, the student, and the counsel for the student shall also be 
allowed to attend the closed deliberations. 

F. Alternative to Governing Board Hearing 
1. In lieu of a hearing before the Governing Board, the Governing Board may appoint an impartial Administrative 

Hearing Panel of three or more certificated persons, none of whom shall be members of the Governing Board 
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or employed on the staff of the school in which the student is enrolled. The hearing shall be conducted in 
accordance with all of the procedures established in this section. 

 
2. If an alternative to a Governing Board hearing is used, within three school days following the hearing, the 

Administrative Hearing Panel shall determine whether to recommend the expulsion of a student to the 
Governing Board. If the decision is not to recommend expulsion, the expulsion proceedings shall be 
terminated and the student shall be immediately reinstated and permitted to return to a classroom 
instructional program, any other instructional program, a rehabilitation program, or any combination of these 
programs. Placement in one or more of these programs shall be made by the superintendent or designee after 
consultation with school district personnel, including the student's teacher(s), and the student's 
parent/guardian. The decision not to recommend expulsion shall be final. 

 
3. If the Administrative Hearing Panel recommends expulsion, findings of fact (which are to be based solely on 

the evidence adduced at the hearing and not based solely on hearsay evidence) in support of the 
recommendation shall be prepared and submitted to the Governing Board. The Governing Board shall make a 
determination to accept, accept with modifications, or reject the Administrative Hearing Panel's findings. Such 
action shall be based upon a review of the findings of fact and recommendations submitted by the panel 
and/or upon the result of any supplementary hearing that the Governing Board may order. 

G. Record of the Hearing 
A record of the hearing shall be made. The record may be maintained by any means, including electronic 
recording, so long as a reasonably accurate and complete written transcription of the proceedings can be made. 

 
H. Evidence at the Hearing 

1. Technical rules of evidence shall not apply to the hearing, but relevant evidence may be admitted and given 
probative effect only if it is the kind of evidence upon which reasonable persons are accustomed to rely in the 
conduct of serious affairs. 

 
2. No decision to expel shall be based solely upon hearsay evidence. Where the Governing Board or the hearing 

officer or Administrative Hearing Panel may, upon a finding that good cause exists, determines that the 
disclosure of the identity of a witness and the testimony of that witness at the hearing would subject the 
witness to an unreasonable risk of harm. Upon this determination, the testimony of the witness may be 
presented at the hearing in the form of sworn declarations which shall be examined only by the Governing 
Board or the hearing officer or Administrative Hearing Panel. Copies of these sworn declarations which are 
edited in such a manner as to delete the name and identity of the witness shall be made available to the 
student, student’s parent or guardian, and student’s counsel or non-attorney advisor. 

 
3. If the student, parent, or representative of the student fails to object at the hearing that these rules are not 

being properly followed, or that any other law or requirement of due process is not being followed, the 
objections shall be deemed waived.

I. Subpoena Power 
1. Before the hearing has commenced, the Governing Board may issue subpoenas at the request of either the 

superintendent or the student, for the personal appearance of percipient witnesses at the hearing. After the 
hearing has commenced, the Governing Board or the hearing officer or Administrative Hearing Panel may, 
upon request of either the County Superintendent of Schools or the superintendent's designee or the student, 
issue subpoenas. All subpoenas shall be issued in accordance with Sections 1985, 1985.1, and 1985.2 of the 
Code of Civil Procedure. Enforcement of subpoenas shall be done in accordance with Section 11455.20 of the 
Government Code. 

 
2. Any objection raised by the superintendent or the student to the issuance of subpoenas may be considered by 

the Governing Board in closed session, or in open session, if so requested by the student before the meeting. 
Any decision by the Governing Board in response to an objection to the issuance of subpoenas shall be final 
and binding. 
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3. If the Governing Board, hearing officer, or Administrative Hearing Panel determines, in accordance with the 
procedure set forth in 3 (H) of this subsection, that a percipient witness would be subject to an unreasonable 
risk of harm by testifying at the hearing, a subpoena shall not be issued to compel the personal attendance of 
that witness at the hearing. However, that witness may be compelled to testify by means of a sworn 
declaration as provided for in 3 (H) (2) of this subsection.

4. Service of process shall be extended to all parts of the state and shall be served in accordance with Section 
1987 of the Code of Civil Procedure. All witnesses appearing pursuant to subpoena, other than the parties or 
officers or employees of the state or any political subdivision thereof, shall receive fees, and all witnesses 
appearing pursuant to subpoena, except the parties, shall receive mileage in the same amount and under the 
same circumstances as prescribed for witnesses in civil actions in a superior court. Fees and mileage shall be 
paid by the party at whose request the witness is subpoenaed.

J. Special Procedures for Expulsion Hearings With Sexual Assault/Battery Allegations 
 

1. A complaining witness must be given five days' notice prior to being called to testify and is entitled to have up 
to two adult support persons, including, but not limited to, a parent guardian or legal counsel present during 
his/her testimony. Prior to a complaining witness testifying, support persons will be admonished that the 
hearing is confidential. These provisions do not preclude the hearing chairperson from removing a support 
person if the hearing chairperson finds that the person is disrupting the hearing. If one or both of the support 
persons is also a witness, the provisions of Penal Code Section 868.5 must be followed.

2. A complaining witness has the right to have his or her testimony heard in closed session when testifying at a 
public hearing would threaten serious psychological harm to the complaining witness and there are no 
alternative procedures to avoid the threat and harm, including but not limited to, videotaped deposition or 
contemporaneous examination in another place communicated to the hearing room by means of closed-
circuit television. 

 
3. Evidence of specific instances of a complaining witness prior sexual conduct is to be presumed inadmissible 

and shall not be heard absent a determination by the hearing chairperson that extraordinary circumstances 
exist requiring that specific instances of a complaining witness prior sexual conduct be heard. Before the 
hearing chairperson makes such a determination, the complaining witness must be provided notice and an 
opportunity to present opposition to the introduction of the evidence. In the hearing on the admissibility of 
the evidence, the complaining witness shall be entitled to be represented by a parent, guardian, legal 
counselor or other support person. Reputation or opinion evidence regarding the sexual behavior of the 
complaining witness is not admissible for any purpose. 

 
4. At the time the expulsion is recommended, the complaining witness shall be provided with a copy of the 

applicable disciplinary rules and advised of his or her right to (1) receive five days' notice of the complaining 
witness' scheduled testimony at the hearing; (2) have up to two adult support persons of his or her choosing 
present at the hearing at the time he/she testifies; and (3) to have the hearing closed during the time he/she 
testifies.

5. The expulsion hearing may be postponed for one school day in order to accommodate the special physical, 
mental, or emotional needs of a students who is a complaining witness. 

 
6. The district shall provide a non-threatening environment for a complaining witness during the expulsion 

hearing. The district is required to have a separate room available for the witness during breaks. 
 
7. Whenever any allegation is made of sexual battery/assault, complaining witnesses and accused students are 

to be advised immediately to refrain from personal or telephone contact with each other during the pendency 
of any expulsion process.

4. Board of Education 
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A. Final action to expel a student shall be taken only by the Board in a public session. 
 
B. The decision of the Board whether to expel the student shall be made within 10 school days following the 

conclusion of the hearing, unless the student or student's parent or guardian requests in writing that the decision 
be postponed. 

C. The decision of the Governing Board to expel a student shall be based upon substantial evidence, relevant to the 
charges and showing that the student committed any of the acts enumerated in Grounds for Suspension or 
Expulsion, adduced at the expulsion hearing(s).

 
5. The Governing Board shall maintain a non-privileged, discloseable, appropriately redacted, public record of each 

expulsion, including the cause therefore. 
 

6. Recordation in Student's Record 
The expulsion order and the causes therefore shall be recorded in the student's mandatory interim record and shall be 
forwarded, upon receipt of a request, to a school in which the student subsequently enrolls. 
 

7. Written Notice of Expulsion Decision 
Written notice of any decision to expel or to suspend the enforcement of an expulsion order during a period of 
probation shall be sent by the superintendent or designee to the student or parent or guardian and shall be 
accompanied by all of the following: 
 
A. Notice of the right to appeal the expulsion to the Contra Costa County Board of Education. 
 
B. Notice of the parent or student's obligation under subdivision (b) of Section 48915.1, upon the student's 

enrollment in a new school district, to inform that district of the expulsion. 
 
C. A description of the procedure for requesting readmission. 
 
D. Notice of the education alternative placement to be provided to the student during the period of expulsion.

8. Rehabilitation Plan 
 

According to Section 48916(b), the governing board shall recommend a plan of rehabilitation for the student at the 
time of the expulsion order which may include, but not limited to, periodic review and assessment at the time of 
review for readmission. The plan may also include recommendations for. 1) improved academic performance; 2) 
tutoring; 3) special education assessments; 4) job training; 5) counseling; 6) employment: 7) community service; or 8) 
other rehabilitative programs. 

 
9. Suspension of Expulsion During Period of Probation (Ed Code 48917) 
 

A. Order of Probation 
 

The Governing Board, upon voting to expel a student, may suspend the enforcement of the expulsion order for a 
period of not more than one calendar year and may, as a condition of the suspension of enforcement, assign the 
student to a school, class, or program that is deemed appropriate for the rehabilitation of the student. The 
rehabilitation program to which the student is assigned may provide for the involvement of the student's parent in 
his or her child's education in ways that are specified in the rehabilitation program. A parent's refusal to participate 
in the rehabilitation program shall not be considered in the Governing Board's determination as to whether the 
student has satisfactorily completed the rehabilitation program. During the period of the suspension of the 
expulsion order, the student shall be deemed to be on probationary status.

B. Revocation of Probation 
The Governing Board may revoke the suspension of an expulsion order under this section if the student commits 
any of the acts enumerated in Grounds for Suspension or Expulsion or violates any of the district's rules and 
regulations governing student conduct. When the Governing Board revokes the suspension of an expulsion order, 
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the student may be expelled under the terms of the original expulsion order without additional hearing before the 
Governing Board. 

 
C. Reinstatement After Successful Probation Period 

Upon satisfactory completion of the rehabilitation assignment, the Governing Board shall reinstate the student in a 
school of the district and the Governing Board may also order the expunging of any or all records of the expulsion 
proceedings. 

 
D. Appeal Timelines Not Affected 

A decision of the Governing Board to suspend an expulsion order does not affect the time period and requirements 
for the filing of an appeal of the expulsion order with the Contra Costa County Board of Education. Any appeal shall 
be filed within 30 days of the original vote of the Governing Board.

10. Educational Program Requirements for Expelled Students 
[Note: this section is operative only to the extent funds are appropriated by the State Legislature (48916.1(a)).] 

 
A. Referral to Alternate Program of Study 

After ordering the expulsion of a student, the Governing Board shall refer the student to a program of study that 
meets all of the following conditions: 

 
1. Appropriately prepared to accommodate students who exhibit discipline problems. 
 
2. Not provided at a comprehensive middle, or senior high school, or at any elementary school. 
 
3. Not housed at the school site attended by the student at the time of suspension. 
 
4. If the expelled student is from a kindergarten through 6th grade program, that student's educational program 

shall not be combined or merged with alternative educational programs offered to students in grade 7-12. 
 

Notwithstanding this subsection, with respect to a student expelled for a violation of any of the acts listed in 
Grounds for Suspension or Expulsion, 1. E through 1.0, pursuant to the procedure in Governing Board Action on 
Expulsion Recommendation, 2. B, if the County Superintendent of Schools certifies that an alternative program of 
study is not available at a site away from a comprehensive middle, or senior high school, or an elementary school, 
and that the only option for placement is at another comprehensive middle, or senior high school, or another 
elementary school, the student may be referred to a program of study that is provided at a comprehensive middle, 
, or senior high school, or at an elementary school.

B. Provision of Educational Program During Period of Expulsion 
 

1. At the time an expulsion is ordered, the Governing Board shall ensure that an educational program is provided 
to the expelled student for the period of the expulsion. 

 
2. Any educational program provided pursuant to this section shall not be situated within or on the grounds of 

the school from which the student was expelled. 
 
3. The district may offer the student who is subject to the expulsion order independent study in order to satisfy 

the requirement of 10, B. 1. The parent and the student shall provide the written consent for placement in 
independent study. The district or the County Superintendent of Schools shall notify the expelled student of 
the option of classroom instructional pursuant to paragraph (7) of subdivision (c) of Section 51747. 

 
4. The program provided pursuant to this section is the only program required to be provided to expelled 

students as determined by the Governing Board. 
 
5. Students expelled for the acts enumerated in Section 48915(a) or (c) cannot be permitted to enroll in any 

other school or school district during the period of expulsion except for: a) a county community school; b) a 
juvenile court school; or c) a community day school. (Ed Code 48915.2)



Comprehensive School Safety Plan 26 of 37 7/18/14

11. Readmission After Expulsion
A. Duration of Expulsion (Ed Code 48916) 

An expulsion order shall remain in effect until the Governing Board orders the readmission of a student. At the 
time an expulsion of a student is ordered for an act other than those described in Recommendation for Expulsion 1 
(A), the governing Board shall set a date, not later than the last day of the semester following the semester in 
which the expulsion occurred, when the student shall be reviewed for readmission to a school maintained by the 
District or to the school the student last attended. For a student who has been expelled pursuant to 
Recommendation for Expulsion 1 (A), the Governing Board shall set a date of one year from the date the expulsion 
occurred, when the student shall be reviewed for readmission to a school maintained by the District, except that 
the Governing Board may set an earlier date for review for readmission on a case-by-case basis.

The Board is required to expel from school, for at least one year, any student bringing a firearm to school. The 
Board or superintendent may modify any such expulsion on a case-by-case basis (Public Law 103-882 Gun-Free 
Schools Act, Part F, Section 14601. GUN-FREE REQUIREMENTS)

B. Procedure for Readmission 
1. On or after the date established by the Governing Board when the student may apply for readmission to the 

district, the student may submit a request for readmission to the superintendent or designee. The request 
must be in writing. If a rehabilitation plan was recommended, the student should describe his/her compliance 
with the plan. 

 
2. The superintendent or designee will review the request, and accompanying information, and may request 

additional information as needed. The superintendent or designee also may schedule a conference with the 
student and the student's parent to review the request for readmission. 

 
3. The superintendent or designee shall present the student's request for readmission to an Administrative 

Hearing Panel which shall be formed in the same manner as an Administrative Hearing Panel formed to 
preside over expulsion hearings. 

 
4. The Administrative Hearing Panel shall conduct a hearing within 10 days of District’s receipt of the request for 

readmission to decide to readmit or not to readmit. The hearing shall be conducted according to the 
provisions of Education Code 48918. The Administrative Hearing Panel shall decide to readmit the student 
unless they make a finding that the student has not met the conditions of the rehabilitation plan or continues 
to pose a danger to campus safety or to other students or employees of the district. 

 
5. If the Administrative Hearing Panel decides to readmit the student, the student shall be immediately 

reinstated to an instructional program, rehabilitation program, or combination thereof. 
 
6.  If the Administrative Hearing Panel denies the student's request for readmission, the superintendent or 

designee shall inform the student, in writing, of the decision, the reasons therefor, and of the student's right 
to appeal the panel's decision to the Governing Board. The superintendent or designee shall also inform the 
student that an appeal must be in writing and must be submitted to the district office within two weeks of the 
date of the Administrative Hearing Panel's decision

7. The appeal will be heard at the next Governing Board school meeting following receipt of the appeal, unless 
the next Governing Board meeting is within three (3) school days of receipt of the student's appeal. In such 
case, the appeal will be heard at the first subsequent Governing Board meeting.

8. On appeal, the Governing Board will meet with the student, parent, and the superintendent and/or designee 
in closed session. The Governing Board will review all written materials related to the request for readmission. 
The student or the parent may explain why the student should be readmitted, and the superintendent or 
designee may explain why readmission was denied by the Administrative Hearing Panel.

9. The Governing Board shall make a decision no later than the first Governing Board meeting following the 
Governing Board meeting at which the appeal was heard. The Governing Board shall notify the student of its 
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decision in writing with in two school days, providing all information outlined in Section B (11) below. The 
Governing Board’s decision regarding the appeal is final. The Governing Board shall readmit the student unless 
the Board makes a finding that the student has not met the conditions of the rehabilitation plan or continues 
to pose a danger to campus safety or to other students or employees of the district.

10. If the Governing Board denies the readmission of an expelled student pursuant to Procedure for Readmission 
B (9), the Governing Board shall make a determination either to continue the placement of the student in the 
alternative educational program initially selected for the student during the period of the expulsion order or 
to place the student in another program that may include, but need not be limited to, serving expelled 
students, including placement in a county community school. 

 
11. The Governing Board shall provide written notice to the expelled student and the student's parent describing 

the reasons for denying the student readmittance into the regular district program. The written notice shall 
also include the determination of the educational program for the expelled student pursuant to Procedure for 
Readmission B (10). The expelled student shall enroll in that educational program unless the parent of the 
student elects to enroll the student in another school district, in which case student or parent/guardian must 
notify the other school district of the expulsion pursuant to 48915.1 (b).

12. Appeal to the County Board of Education (Ed Code 48919) 

If a student is expelled from school, the student or the student's parent may, within 30 days following the decision of 
the Governing Board to expel, file an appeal to the Contra Costa County Board of Education which shall hold a hearing 
thereon and render its decision. The Contra Costa County Board of Education shall hold the hearing within 20 school 
days following the filing of a formal request under this section and shall render a decision within three (3) school days 
of the hearing, unless the student requests a postponement. 

The period within which an appeal is to be filed shall be determined from the date the Governing Board votes to expel 
even if enforcement of the expulsion is suspended and the student is placed on probation. A student who fails to 
appeal the original action of the Governing Board within the prescribed time may not subsequently appeal a decision of 
the Governing Board to revoke probation and impose the original order of expulsion. 

13. Community Service Alternative (Ed Code 48900.6) 

As an alternative to discipline, including expulsion, the Governing Board, the superintendent, the principal or designee 
may require the student to perform community service on school grounds or in the community during non-school 
hours. "Community service" may include, but is not limited to; work performed on school grounds or in the community 
in the areas of outdoor beautification, campus betterment, and teacher, peer or youth assistance programs. The 
section does not apply if expulsion is required by the law.

14. Graduating Students 

A student who has been recommended to the Governing Board for expulsion may not participate in his/her graduation 
ceremony or graduation-related activities scheduled prior to the completion of the expulsion process, without the prior 
approval of the superintendent. The superintendent may deny the student's participation only upon first determining 
that the presence of the student at the ceremony or related activities would cause a danger to person or property or 
be disruptive. 

15. Notification of Subsequent School District (Ed Code 48915.1 (b)) 

When a student is expelled from the district for an offense other than those listed in subdivision (a) of Section 48915, 
the student's parent, or the student if emancipated or legally of age, shall inform any subsequent school district, upon 
enrollment, of the student's status with the district. If this information is not provided to the subsequent school district 
and the subsequent district later determines the student was expelled from this district, the lack of compliance with 
this section shall be recorded and discussed in the hearing required for enrollment.



Comprehensive School Safety Plan 28 of 37 7/18/14

16. When a student has been expelled by another school district and seeks enrollment in the San Ramon Valley Unified 
School District, the student's parent, or the student if emancipated or legally of age, shall inform San Ramon Valley 
Unified School District, upon enrollment, of the student's status with the previous district. If this information is not 
provided to the San Ramon Valley Unified School District, and San Ramon Valley Unified School District later 
determines the student was expelled from his or her previous district, the lack of compliance with this section shall be 
recorded and discussed in a hearing required for enrollment.

Regulation Approved: January 17, 1995
Revised: August 19, 1997 
Revised: February 12, 2002 
Revised: September 24, 2013

E. Procedures to Notify Teachers of Students with Suspensions or Expulsions (EC 49079)

Each September, all teachers are provided with a list of their enrolled students who have one or more suspensions.  This list 
includes student suspensions for the current year plus the previous three years.  The following procedure is used in 
notifying teachers of the suspension history:

1.  Suspension lists are provided to each teacher.  All teachers sign a sheet indicating their review of the data.
2.  Teachers are advised about the confidential nature of the data.
3.  All sheets and suspension reports are kept and filed in the school office.

Teachers will be notified of enrolled students who have one or more suspensions, except tobacco related suspensions as 
enumerated in Ed Code 49079.  (a) A school district shall inform the teacher of each pupil who has engaged in, or is 
reasonably suspected to have engaged in, any of the acts described in any of the subdivisions, except subdivision (h), of 
Section 48900 or in Section 48900.2, 48900.3, 48900.4, or 48900.7 that the pupil engaged in, or is reasonably suspected to 
have engaged in, those acts.  The district shall provide the information to the teacher based upon any records that the 
district maintains in its ordinary course of business, or receives from a law enforcement agency, regarding a pupil described 
in this section.

In the fall all teachers are provided with a list of enrolled students who are considered at risk.  Every fall each classroom 
teacher meets with the principal, resource teacher and school psychologist to discuss students who are at risk 
academically and socially.  We go over accommodations and programs that worked in previous years and discuss an 
action plan for the current year. Teachers are advised about the confidential nature of the data. All teachers who have 
a student who was suspended or expelled within the last 3 years will be notified.

F. Sexual Harassment Policy (BP 5145.7)

It is the policy of the Governing Board of the San Ramon Valley Unified School District to provide an educational and work 
environment free of unwelcome sexual advances, requests for sexual favors, and other verbal visual or physical conduct or 
communications constituting sexual harassment, as defined by Education Code 212.5 and otherwise prohibited by state and 
federal statutes.

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for sexual favors, and 
other verbal, visual, or physical conduct of a sexual nature, made by someone from or in the work or educational setting, 
under any of the following conditions (Education Code 212.5):

a. Submission to the conduct is explicitly or implicitly made a term or a condition of an individual's employment, 
academic status, or progress.

b. Submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic 
decisions affecting the individual.
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c. The conduct has the purpose or effect of having a negative impact upon the individual's work or academic 
performance, or of creating an intimidating, hostile, or offensive work or educational environment.

d. Submission to, or rejection of the conduct by the individual is used as the basis for any decision affecting the 
individual regarding benefits and services, honors, programs, or activities available at or through the educational 
institution.

Other types of conduct which are prohibited in the district and which may constitute sexual harassment include:

Verbal or written conduct: making derogatory comments, including epithets, slurs, jokes, etc.; sexual propositions or 
flirtations, graphic commentary about an individual's body; sexually degrading words used to describe an individual; 
suggestive or obscene letters, notes or invitations; spreading sexual rumors.

Visual conduct: leering; making sexual gestures; displaying sexually suggestive objects, pictures, books, magazines, etc.

Physical conduct: inappropriate touching or impeding one's movement. 

Every student, employee or applicant has the right to be free from harassment from adults and/or from students in the 
work or educational setting. The district prohibits retaliatory behavior against any complainant or any participant in the 
complaint process. Each complaint of sexual harassment shall be promptly investigated in a way that respects the privacy of 
all parties concerned.

A copy of this policy on sexual harassment shall be l) displayed in a prominent location at school sites and work sites, 2) 
provided as part of the orientation for new students at the beginning of each term as applicable, 3) provided for employees 
annually at the beginning of the school year and for each new employee, and 4) included in publications that set forth the 
comprehensive rules, procedures and standards of conduct of the school or district.. In-service regarding this policy and 
administrative procedure will be provided to all staff periodically as appropriate and annual review will be encouraged as 
part of student and staff orientation activities.

Complaint Procedure:

Step I - Informal Resolution:
It is desirable that problems and complaints of alleged sexual harassment be resolved promptly and equitably. If possible, 
such problems and complaints should be resolved in an informal manner. Students and employees are encouraged, but not 
required, to inform the offender directly that his/her conduct is unwelcome or offensive and must stop.

Step II: Verbal or Written Complaint:
Students should follow complaint procedures designated in Administrative Regulation 5145.7, Sexual Harassment, Students. 
A student should initiate a complaint to a teacher or administrator verbally or in written form. The complaint should include 
information regarding the name(s) of the person(s) who engaged in offensive conduct, the description of the offensive 
conduct (i.e. when and where the conduct occurred, the number of times it occurred, any informal attempts at resolution), 
and the names of any witnesses. Administrative Regulation 5145.7 may be obtained from the school principal or the 
Superintendent.

Employees or applicants for employment who feel that they have been sexually harassed should contact their supervisor, 
principal, other district administrator or the Superintendent in order to obtain procedures for reporting a complaint. 
Complaints of sexual harassment against a district employee may be filed in accordance with AR 1312, Complaints Against 
School Personnel. Complaints alleging that a specific action, procedure or practice sexually discriminates, can be filed in 
accordance with AR 4031, Complaints Concerning Discrimination in Employment.

Any supervisor who receives a sexual harassment complaint shall notify the Superintendent or designee, who shall ensure 
uniform application of this policy and that the complaint is appropriately investigated.

G. Dress Code
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Students and parents need to be aware of the importance of good grooming and its effect upon the learning environment.  
It is the responsibility of the parents to see that grooming reflects modesty and good taste.

1. All students’ apparel should be clean, neat and not hazardous to anyone’s safety.
2. Halter tops, midriff shirts, midriff blouses, off shoulder tops, see-through tops, sleeveless undershirts and muscle shirts 

are inappropriate school attire.
3. Shorts and skirts should be no shorter than mid-thigh.  Cut-offs and torn clothing are not appropriate.
4. No accessory or clothing should cause disruption to teaching or learning, i.e., inappropriate wording, dyed hair, tattoos, 

and heavy chains.
5. Hats and caps may not be worn inside the building.
6. Appropriate footwear for all school activities should be worn at all times.  No flip-flops are allowed.

H Rules and Procedures – Discipline (BP 5144)

The Governing Board desires to prepare youth for responsible citizenship by fostering self-discipline and personal 
responsibility. The Board perceives that good planning, a good understanding of each child, and parent involvement can 
minimize the need for discipline. Teachers shall use positive conflict resolution techniques and avoid unnecessary 
confrontations. When misconduct occurs, staff shall make every effort to identify and correct the causes of the student’s 
behavior.

Board policies and regulations shall delineate acceptable student conduct and provide the basis for sound disciplinary 
practices. Each school shall develop disciplinary rules in accordance with law to meet the school's individual needs.

Staff shall enforce disciplinary rules fairly and consistently, without regard to race, creed, color or sex.

In order to maintain safe and orderly environments, the Board shall give employees all reasonable support with respect to 
student discipline. If a disciplinary strategy is ineffective, another strategy shall be employed. Continually disruptive 
students may be assigned to alternative programs or removed from school.

Bollinger Canyon Elementary School supports the philosophy set forth in the Discipline Code and Behavior Guidelines of the 
San Ramon Valley Unified School District. Our purpose is to maintain a safe and healthy campus environment and a 
classroom climate conducive to student learning. We believe that all students are good citizens and can demonstrate 
responsibility, respect and school pride at all times.

The purpose of the Bollinger Canyon School Code of Conduct is to provide a consistent, systematic approach to discipline 
which enables the school staff to set firm, fair and consistent limits while at the same time remaining aware of the students’ 
needs for a safe environment and positive support.  Knowing what to expect helps children evaluate situations, make 
responsible decisions, and behave properly.

All adult personnel at Bollinger Canyon will implement this Code of Conduct after all the children have been carefully taught 
which behaviors are acceptable and which behaviors are not acceptable.  The classroom teacher also discusses alternative 
choices that the child may make in resolving conflict.

FOUR BASIC RULES + ONE
Bollinger Canyon School’s Four Basic Rules are simple but important for maintaining an environment that promotes 
academic excellence and a safe school. Students should
1. Keep hands, feet and objects to themselves.
2. Use appropriate language and actions.
3. Respect people and property.
4. Do their best at all times.
During the 2009-2010 school year a 5th Basic Rule was added; “I Promise to be Significant to Others.”  The purpose of being 
significant is, “One who is significant to someone is one that is important and special to that person because they have been 
a positive influence in their life.”  Teachers will show a “Welcome to Bollinger” video and review these rules and the 
purposes for each and have students sign a Pledge to follow these rules.  “Caught in the Act of Being Significant” awards will 
be presented to students each week with a copy sent home and another copy posted in the Multi Purpose Room.
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PROGRESSIVE DISCIPLINE PRACTICES
When a student is involved in some form of inappropriate behavior, there will be a careful review of the incident and a 
consequence may be assigned. If a student continues to repeat the inappropriate behavior, the severity of the consequence 
will increase (as described below).
The following steps will be followed by Bollinger Canyon staff:

Step 1 Warning, reinforcement of school rules and regulations, conflict management.
Step 2 Benching slip – recess detention
Step 3    Notification to parents by the teacher, further reinforcement of school rules, counseling, conflict management, 
possible work detail or detention.
Step 4 Notification to parents; referral to principal, increase in consequences; possible conference with parents; possible in-
school suspension.
Step 5 Referral to principal; parent/student conference with teacher and principal; placed on behavior contract; possible 
suspension

The staff and administration encourages all students to utilize Conflict Resolution strategies to resolve conflicts.  Students 
receive instruction on these strategies in all classrooms.

To Talk Out Strategies
1. Stop. Cool off.
2. Talk and listen to each other.
3. Find out what you both need.
4. Brainstorm solutions.
5. Choose the ideas you both like best.
6. Make a plan.  Go for it!

If parents have any questions, concerns or feelings regarding discipline policies or procedures, we encourage them to make 
an appointment with their child’s teacher if it is a classroom issue or with the principal if it is a school wide issue.

The administrative team will investigate every reported incident thoroughly.  Please contact an assistant principal to report 
an incident or if you have discipline questions.
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Section III A

Action plan for 2014-2015: (Character Development Matrix)

Specific Character Trait(s)
(check all that apply)

Program, Curriculum, Other Efforts
(Please include an overview of how the program, 

curriculum, and/or other effort is specifically utilized at 
your site, by whom, the frequency, and if it is done with 

fidelity, how the site ensures that fidelity)

Target Population
(school-wide, specific grade level(s), 

parents, etc.)
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Person(s) Responsible
(for implementation and 

evaluation)

Evaluation Method
(For each program, curriculum, etc., 

please document what evidence 
will be gathered and analyzed by 

the site in order to determine if the 
desired outcomes have been 

achieved?)

Caught Being Significant Tickets - Students 
who are “caught” honoring the Bollinger 
Bulldog Pledge by displaying great 
citizenship as stated in the Four + One Basic 
Rules such as helping others or doing 
something kind. Staff, parents and students 
fill out an exemplary award and the 
principal hands them out at lunchtime.  The 
behaviors that are recognized are based on 
the following:  I PROMISE to keep my hands, 
feet, and objects to myself.  I PROMISE to be 
appropriate in my language and actions.  I 
PROMISE to respect others and their 
property.  I PROMISE to do my best at all 
times.  I PROMISE to be significant to others. 
Tickets will be passed out to students at 
lunch time with one copy for the student to 
take home and another posted on a bulletin 
board in the MPR. Students are given the 
awards in front of their  peers and a 
discussion about the type of character traits 
that has been recognized is discussed. This 
practice is ongoing throughout the year.

School-wide, all students 1st 
through 5th

[X] [X] [X] [X] [X] [X] All school community Data will be collected 
throughout the year to 
ensure all students are 
recognized at least once per 
year.

Disability Awareness Training - General 
Education students and staff receive training 
from the School Behaviorist and SDC 
teachers on empathy and awareness 

PreK-5th [X] [X] [X] [X] [X] [X] SDC staff, General Ed staff Through observation, 
scheduling of all students in 
training and in buddy 
classes,Data on all SDC 
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Program, Curriculum, Other Efforts
(Please include an overview of how the program, 

curriculum, and/or other effort is specifically utilized at 
your site, by whom, the frequency, and if it is done with 

fidelity, how the site ensures that fidelity)

Target Population
(school-wide, specific grade level(s), 

parents, etc.)

Specific Character Trait(s)
(check all that apply)

Person(s) Responsible
(for implementation and 

evaluation)

Evaluation Method
(For each program, curriculum, etc., 

please document what evidence 
will be gathered and analyzed by 

the site in order to determine if the 
desired outcomes have been 

achieved?)
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training for our Autistic students. General 
education students then buddy up with the 
SDC students in different settings to build 
social skills and cooperative play skills.

students is kept pertaining 
to IEP goals supporting 
social skill development with 
peers.

 Book of the Month – Each month a book is 
shared in each classroom that has been 
determined by a committee of teachers to 
support a character trait or other positive 
quality such as encouraging students to 
enjoy reading and writing. The theme of 
each book will be posted in the principal’s 
newsletter each month so that the focus of 
the book can be carried on at home as well.

Classroom teachers [X] [X] [X] [X] [X] [X] Committee of teachers to 
select and present books at 
staff meetings

Teachers will conduct a 
follow up activity on each 
book that is grade level 
appropriate

Second Step – The Second Step curriculum is 
utilized by all teachers at our site, grades K-
5, and in our Rainbow Room. A scope and 
sequence is established school-wide so that 
all classrooms and grade levels will be 
focused on empathy, conflict management 
and anger control.

K-5th grade students [X] [X] [X] [X] [X] [X] Classroom teachers, 
administration, Rainbow 
Paras

Each teacher will submit a 
scope and sequence to the 
Principal.  The Principal will 
visit each classroom at least 
once during the first 
trimester to observe a 
Second Step lesson being 
taught and confirm that the 
Second Step materials are 
displayed in the classrooms

Student Leadership Activities - 4th and 5th 
grade students are given opportunities 
throughout the year to have input towards 
school climate activities and decision 
making. A team of teachers, parents, and 
students will plan activities that will provide 
students with a sense of meaningful 
participation in school wide decisions.

4th and 5th grade students [X] [  ] [  ] [  ] [X] [X] Leadership Teacher Results of student input 
through the Healthy Kids 
Survey will be monitored for 
improvement in the area of 
student involvement in 
school-wide decisions
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Program, Curriculum, Other Efforts
(Please include an overview of how the program, 

curriculum, and/or other effort is specifically utilized at 
your site, by whom, the frequency, and if it is done with 

fidelity, how the site ensures that fidelity)

Target Population
(school-wide, specific grade level(s), 

parents, etc.)

Specific Character Trait(s)
(check all that apply)

Person(s) Responsible
(for implementation and 

evaluation)

Evaluation Method
(For each program, curriculum, etc., 

please document what evidence 
will be gathered and analyzed by 

the site in order to determine if the 
desired outcomes have been 

achieved?)
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Welcome to Bollinger Video and Pledge 
During the first week of school, teachers will 
show the Welcome to Bollinger Video and 
discuss the rules and review the Bollinger 
Bulldog Pledge with the Four + One Basic 
Rules. Students will sign the pledge and 
review it with parents and obtain their 
signature. 

K-th grade students [X] [  ] [  ] [X] [  ] [  ] Classroom teachers Data will be collected on 
types of infractions and 
office referrals, and review 
of CHKS results.The video is 
outdated and will be revised 
the 2014-2015 school year.

Monthly Community Flag Salute - The first 
Wednesday of each month is dedicated to a 
school spirit day and Community Flag salute. 
All students gather around the flag in the 
center quad at the beginning of school. A 
scout troop is designated to raising the flag 
and leading the community in the Pledge 
and a Patriotic song. Leadership students 
present a skit or essay about the Character 
trait of the month.

All school community [X] [X] [X] [X] [X] [X] Leadership teacher, 
leadership students and 
administration

Ensure fidelity of Leadership 
student presentations each 
month

Attendance Improvement - Decrease the 
number of unexcused absences by 
educating parents and staff about the 
Independent Study Contract and 
requirements for completion

All School Community [  ] [  ] [  ] [  ] [X] [  ] Administration Data will be taken and 
reviewed periodically to 
ensure compliance and 
overall improvement

Unexcused Tardies - Research the feasibility 
of allowing students to be dropped off 
earlier at the school site to eliminate delay 
at drop off time. Contact families of 
students with excessive tardies to develop a 
support plan to have students brought to 
school on time 

K-5 [  ] [  ] [  ] [  ] [X] [  ] Administration Data will be taken and 
reviewed periodically to 
evaluate improvement over 
time with less unexcused 
tardies

Noon Time Rewards - A grade level positive 1st through 5th [X] [  ] [  ] [X] [X] [  ] Noon duty & Administration Consistency with rewards 
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Program, Curriculum, Other Efforts
(Please include an overview of how the program, 

curriculum, and/or other effort is specifically utilized at 
your site, by whom, the frequency, and if it is done with 

fidelity, how the site ensures that fidelity)

Target Population
(school-wide, specific grade level(s), 

parents, etc.)

Specific Character Trait(s)
(check all that apply)

Person(s) Responsible
(for implementation and 

evaluation)

Evaluation Method
(For each program, curriculum, etc., 

please document what evidence 
will be gathered and analyzed by 

the site in order to determine if the 
desired outcomes have been 

achieved?)
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reward chart will be monitored for lunch 
time behavior in the MPR. At the end of the 
week all classes in Outstanding will be given 
a reward such as stickers or lunch outside, 
or music in the MPR, a few extra minutes of 
recess, etc.

will be the challenge of this 
activity. The outcome will be 
measured by the impact of 
this positive discipline 
system on overall behavior 
and demeanor in the MPR.

Culturally and Linguistically Responsive 
Teaching and Learning Classroom Practices 
for Student Success - A cohort of teachers 
and administration are involved in learning 
Dr. Sharroky Hollie's strategies for student 
success, the initial staff training has taken 
place with additional PD scheduled in the 
fall 

Cohort classes [X] [X] [X] [X] [X] [X] Cohort teachers and 
administration

Data will be taken with 
respect to discipline 
referrals and benching slips 
with comparison made 
between cohort classes and 
non-cohort classes. 
Anecdotal data will also be 
taken from cohort teachers 
with respect to level of 
student engagement from 
past practices

Below are the internal working definitions of the 6 character traits.  Sites may post and discuss definitions that are age/developmentally appropriate.

Citizenship – Citizenship is taking responsibility for yourself and your community, in order to make it a better place. 
Empathy – Empathy is putting yourself in someone else’s place and trying to understand how he/she may be feeling (through caring, understanding, kindness and respect). 
Fairness – Fairness is treating others equitably, consistently, and without bias. 
Respect – Respect is being considerate of property, people, and yourself.
Responsibility – Responsibility is being accountable for your words, actions, and attitudes and being an advocated for yourself. 
Trustworthiness – Trustworthiness is acting in a dependable and loyal way, including telling the truth, being honest, being reliable, and keeping your word.
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Section III B
Action plan for 2014-2015: (Climate)

Secondary Sites Only

Area of Focus Action Steps Key People Involved Evaluation Process Timeline Resources Needed

 CTA offers many trainings for free and/or at a low cost and SRVEA is interested in providing support for sites - http://www.cta.org/Professional-
Development/Events/index.aspx

 Anti-Defamation League – San Francisco Chapter – has provided trainings free of charge in the past - http://regions.adl.org/central-pacific/programs/

http://regions.adl.org/central-pacific/programs/
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Reporting

Bollinger Canyon Elementary School

Date Adopted by School Site Council: May 28, 2014

State your sites GOALS for the 2014-15 school year. Please remember to have at least one ATTENDANCE and one SCHOOL 
CONNECTEDNESS goal, as this links directly to the LCAP.
1) Decrease the total number of unexcused tardies by 15% (from benchmark of 1,890 from August 27, 2013 to May 16, 2014)
2) Decrease the total number of unexcused absences by 15% (from Benchmark of 892 days from August 27, 2013 to May 16, 2014)
3) Develop a positive discipline system to improve lunchroom behavior - data has been anecdotal with input from noon supervisors 
who indicate a desire to improve lunchroom behavior in a positive supportive method
4) Decrease benching slips by monitoring and developing a progressive discipline policy with appropriate consequences - Benchmark 
will be total number of benching slips issued during May, September and October of 2014.
5) School Connectedness - Children feel safe at school but want to have more say in what goes on - Increase leadership capacity and 
opportunities for leadership students to participate in activities, increase significant awards so that all students grades 1-5 receive at 
least one significant award during the school year
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EMERGENCY PREPAREDNESS

Emergencies come at unexpected times and generate a diverse range of outcomes. To try to 
second-guess each possible situation would produce a Disaster Plan that is cumbersome and 
unwieldy. With this in mind, the Bollinger Canyon Disaster Plan attempts to lay a foundational 
structure that can be manipulated by the Bollinger Staff as they deal with a particular emergency.

STAFF TRAINING
The safety of students and staff depend on the responsibility of the staff to follow the safety 
procedures established in the Bollinger Disaster Preparedness Plan, work together in teams, and 
follow specific emergency communication during a disaster. 

Each staff member is required to:
1. Read the school disaster procedures and be aware of his/her responsibilities before, 

during, and after a disaster.
2. Keep student emergency information updated.
3. Keep their classrooms in order according to the “Classroom Safety Inspection Checklist.” 

(Page 38)
4. Know and practice all Emergency Preparedness Drills, the earthquake “Drop/Hold” 

procedures, and evacuation routes.
5. Know their disaster team assignments and procedures.
6. Know their staff “back up” and that person’s responsibilities in case he/she is injured.
7. Be familiar with “Coping with Emotional Needs in a Disaster Situation.” (Page 37)
8. Take precautions to insure that his/her own family and home will be cared for in the 

event of a disaster.

STUDENT TRAINING
Each student should be aware of the emergency procedures related to disasters. They must know 
and practice the following:

1. All Emergency Preparedness Drills (Fire, Earthquake, Shelter in Place, and Secure 
Campus)

2. “Drop” and “Hold” procedures for an earthquake.
3. Evacuation routes and procedures.
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BOLLINGER CANYON EMERGENCY PREPAREDNESS PROCEDURES

Fire Drill Procedure
You will hear the loud fire alarm bell indicating immediate evacuation of the buildings.  Close 
all doors as you exit the room.
 Teachers take emergency back packs and BINDERS to evacuation area.
 Take roll immediately upon reaching evacuation spot.

o Hold up colored “visual status report” card
 Green: all present and account for; no injuries
 Yellow: all present; injuries that need attention
 Red: student(s) are missing or serious injuries

Peripheral Staff Directions (P.E., Music teacher, Librarian, Science teacher, Intervention 
Specialist, Resource, Speech, Psychologist, Para Professionals, Campus Supervisors.)

If a peripheral staff member is working with a group of students or an entire class at the time of a 
Fire Drill or actual emergency situation, that staff member will immediately direct the students to 
go with them to the Evacuation Area.

Reunite the students with their classroom teacher at the Evacuation Area.

The alarm will be silenced when all buildings have been checked and evacuated completely.

Remain silent until the announcement is made that, “This is the end of the Drill, please return to 
your classroom.”

Earthquake Drill Procedure
You will hear the following announcement: “We are conducting an Earthquake Preparedness 
Drill.”  Immediately you are to take the following actions:
 If Staff and Students are Indoors

o Students and staff will DROP onto their knees and crawl to COVER under a table, 
desk, or chair and HOLD ON to a leg of the desk, chair or table for approximately 20 
seconds and further instructions are given.  (Teacher should count to 20 out loud while 
students are in position) 

o You will then hear the following announcement, “Please evacuate the buildings as 
quickly and quietly as possible.”  Or, the fire alarm bell will be triggered indicating an 
immediate evacuation of the buildings

o Teachers take emergency back packs and BINDERS to evacuation area.  Take roll 
immediately upon reaching evacuation spot

o Hold up colored “visual status report” card
 Green: all present and account for; no injuries
 Yellow: all present; injuries that need attention
 Red: student(s) are missing or serious injuries
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 Peripheral Staff Directions (P.E., Music teacher, Librarian, Science teacher, Intervention 
Specialist, Resource, Speech, Psychologist, Para Professionals, Campus Supervisors)
o If a peripheral staff member is working with a group of students or an entire class at 

the time of a Disaster Drill or actual emergency situation, that staff member will do the 
following:

 Lead the students in DROP – HOLD ON – COVER
 Once the shaking has stopped, evacuate the students from the building via the 

safest route
 If you are in the MPR: Get to the center of the gym floor, away from any 

windows, get down on your knees and cover your head and neck (possible 
danger of falling light fixtures). Evacuate only after the shaking has stopped 

 Outdoors: move away from the buildings, away from trees where branches 
may fall and away from overhead power lines. Drop and Cover

 Reunite the students with their classroom teacher at the Evacuation Area

Secure Campus Drill Procedure
You will hear the following announcement: “We are going to a Secure Campus.”  Immediately 
you are to take the following actions:
 If Staff and Students are Indoors: 

o Immediately look outside your classroom door and bring in any students outside of 
your classroom

o All doors are to be locked
o Windows, drapes and blinds are to be closed
o Teachers take attendance
o Keep everyone away from windows
o Log on to email – If a student is missing (not previously marked absent) from your 

class, email that name(s) to Ms. Wells, if you have additional students in your room, 
email those names to Ms. Wells and student’s teacher

o Do not allow anyone to leave building until the all clear announcement is made, “This 
is the end of Secure Campus” 

 If Staff and Students are outdoors and or in transition: 
o Enter into the nearest classroom or administrative building
o PE – enter the nearest classroom

 Once inside a secure classroom or building: 
o There should be no talking 
o Turn off any equipment such as TVs, videos, etc. 

Remain silent and do not leave the classroom until the announcement, “This is the end of Secure 
Campus” is made. 

Shelter in Place Drill Procedure
Please follow the steps below.  The key point is that you remain in an area safe from “toxic 
fumes” for the duration of the drill (approximately 10 minutes).  Your instruction for your class 
may continue as usual, just refrain from opening any doors or windows until you get the all clear.  
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You do not have access to turn off the AC – in case of a real emergency it would take the district 
1 – 2 minutes to shut down our HVAC system.  

You will hear the following announcement: “We are now going to a Shelter in Place drill 
procedure”.  Immediately you are to take the following actions:
 If Staff and Students are Indoors:

o Immediately look outside your classroom door and bring in any students outside of 
your classroom. Those near bathrooms, check for students.

o All doors are to be locked 
o Windows are to be closed (no need to pull drapes – this is not a “stranger danger.”)
o Post the “Shelter-in-Place in Effect – Controlled Access” to the window on the outside 

of your door. 
o Teachers take attendance.  Log on to email – If a student is missing (not previously 

marked absent) from your class, email that name(s) to Ms. Wells. If you have 
additional students in your room, email those names to Ms. Wells and student’s 
teacher.

o Email support staff when a student is not in your class, i.e. at speech, leap, resource, 
etc., please cc that person.  They will send out a similar email indicating that child is in 
her room.  This is a nice cross-check of who is where.

o Do not allow anyone to open the door until the all clear announcement is made, “This 
is the end of the Shelter in Place Drill.” 

 If Staff and Students are Outdoors and or in Transition:
o Enter into the nearest classroom or administrative building.
o PE – enter the nearest classroom or MPR and make sure all exterior doors are locked.

 Once inside a secure classroom or building: 
o You may continue with your instruction keeping doors and windows closed until you 

receive the all clear announcement.
Please do not leave the classroom or allow anyone to enter the classroom until the 
announcement, “This is the end of Shelter in Place drill” is made. 
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EVACUATION MAP
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 PLAN OVERVIEW FLOW CHART
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BOLLINGER CANYON DISASTER PLAN

In the event of any real emergency requiring evacuation of buildings, the following plan will be 
in place:

The Bollinger Principal, will be in charge of executing the Disaster Preparedness Plan. He or she 
will lead the Emergency Operations Team (EOT) and coordinate formation and actions of all 
teams. In this document, she or her designee will be referred to as the EOT Captain.

In the event that the current Bollinger Principal, Shawn Wells, is unavailable, the following staff 
members will take the responsibility of leading the Emergency Operations Team (EOT) and 
coordinate formation and actions of all teams in the following order.  

All teams will be notified any time there is a change in leadership.

The chain of command is:
1.  Shawn Wells
2.  Holly Meyer
3.  Denise Kretzinger

STAFF EMERGENCY TEAM ASSIGNMENTS

EMERGENCY OPERATIONS TEAM (EOT)
1. Cheryl Reeves Co-Team Captain (coordinate all internal communications)
2. Denise Kretzinger 
3. Karen Bean Information Officer (coordinates external communication w/district & City of San Ramon) 
4. Holly Meyer Staff Emergency Team Coordinator 
5. Barbara Young (Documents)

FIRST AID TEAM
1. Michele Ludwig, Team Captain
2. Meredith Bullock, Co-Captain
3. Doris Barbour, Co-Captain
4. Barbara Kennison
5. Monica Manuel
6. Carolyn Costamagna

SEARCH AND RESCUE – Help other teams when your area is completed.
BLUE TEAM:   301-303 & 405 - 410 wing: Rob DeMichiel and Brittany Mazur
GREEN TEAM:   400-405 & 500 wing: Laura Twitchell and Bridget Lindberg  
RED TEAM:   600 wing/Library/Kid’s Country:  Linsay Del Rosa Captain and Linda Venturino
YELLOW TEAM:  MPR /Admin: Susan Dhillon and Barbara Jelin/Loranne Weir 

SECURITY TEAM
1. Janet Collins Co-Captain
2. Ricardo Alcala Co-Captain
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3. Barbara Skelton 
4. Linda Brown
5. Mary Agerter

STUDENT RELEASE TEAM (STR)
1. Jan Crow, Team Captain (Helps set-up staff walkie-talkie communication, then student release)
2. Deana Utley, Co-Captain
3. Maria Smith
4. Eileen Healey

STUDENT SUPERVISION TEAM (SST)
1. Barbara Kehoe, Team Captain (5th)
2. Karen Walton (4th) Co-Captain (Collects all materials from teachers)
4. Christy Schaad/ Karen Hoskins (1st)
5. Betty-Ann Craven (2nd)
6. Joyce Carr (3rd)
7. Barbara Jelin (After Search & Rescue)
8. Kim Rossler (After Search & Rescue)
9. Loranne Weir (After Search & Rescue)

EXTENDED EMERGENCY TEAM
All support staff and classroom aides
Kids Country staff
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EMERGENCY PROCEDURES

In the event of a real emergency and you are directed to evacuate the building, please follow 
the below steps.

REPORT TO TEAM ASSIGNMENT
 Student Supervisors will take control of students.
 All other staff members will commence assigned disaster team duties from predetermined start 

points.

PERIPHERAL STAFF DIRECTIONS (P.E., Music teacher, Librarian, Science teacher, 
 Resource, Speech, Psychologist, Instructional Assistants and Aides)

 If a peripheral staff member is working with a group of students or an entire class at the time of a 
Disaster Drill or actual emergency situation, that staff member will do the following:

 Evacuate the students from the building via the safest route.
 Reunite the students with their classroom teacher at the Student Supervision Area.
 Proceed to assigned Disaster Team duties.

If a peripheral staff member is injured in the emergency and is unable to carry out the above 
responsibilities, the teacher whose class is with that staff member will become that staff member’s 
back up. When it becomes obvious that the teacher’s students are not being brought to the Student 
Supervision Area, the teacher will alert EOT, go in search of the class, and assist the peripheral 
staff member as needed.

OFFICE STAFF AND SUPPORT STAFF EMERGENCY PROCEDURES

EVACUATE THE BUILDING
 Office Staff take emergency forms, emergency backpacks found under student couches in 

nurse’s office, and the White Emergency Bin key found in the emergency equipment wall 
storage, bottom left corner.

 Follow evacuation route or take safest route to designated class site located behind room 
number on blacktop.

 Set-up Emergency Operation Team Location
 Evacuate all students or walking wounded. Take students to their classes at the blacktop for 

attendance.
 Serious injuries are not moved; if someone is trapped or too seriously injured to move, have a 

staff personal stay with that person (in a safe location) until Search and Rescue Team arrives.
 Those who are back-up teachers for other classes, find your assigned classes, and stay with 

them until students are taken to the Student Supervision Team or until you need to report to 
your Emergency Team Assignment.
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BOLLINGER CANYON EMERGENCY STAFF BACK UP ASSIGNMENTS

The purpose of the Staff Back Up system is to ensure that each teacher has someone to back 
them up in the event of an injury. Your back up can also take your class to the Student 
Supervision area if you need to stay with an injured student.

Room Back Up Assignment Teacher Name Teacher Name

Room 301 - Room 302 Costamagna/ Montero Kretzinger 

Room 303 Wheeler Schipano

Room 401 - Room 402 Hoskins/Schaad Skelton

Room 403 - Room 404 Utley Brown/Hoffmann

 Room 408 Passalacqua
Thomas-Mirr and 
Del Rosa on Friday

 Room 409 Kris Marcus 

 Room 410 Atkinson Wiederecht

Room 501 - Room 502 Agerter Hatheway

Room 503 -  Room 504   Walton Ludwig

Room 505 - 606 Smith Venturino

Room 506 - Room 507 Carr Barbour

Room 508 - 509 - 510 Craven/Healey Kennison

Room 602 - Room 603 Bullock Kehoe
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DISASTER TEAM DESCRIPTIONS

The key element of the school site disaster plan is to establish and maintain the following seven 
disaster teams. Assignments to, and the specific duties of the teams are described in the following 
sections. Support staff will be designated as alternates on the teams.

The most important part of the school plan is to account for all students and to release them as 
soon as possible to the appropriate adults.  Documentation is a key element to all team activities.

Emergency Operations Team (EOT)
The command or administrative group that coordinates information and actions of the other teams, and 
communicates with the district office and community emergency operations team, EOT, is led by the 
principal or the next in command if the principal is not available.

DUTIES
1. Act as the central command station by coordinating all personnel and operations (EOT 

Captain).
2. Assign all Extended Emergency team members, and reassign personnel as injuries or 

absences dictate, making sure that all emergency teams are fully staffed. Check on teams and 
work with them. (Holly Meyer)

3. Receive all reports from other teams and communicate information to teams as needed.
4. Maintain a log of action during emergency. (Barbara Young)
5. One member of team should be designated as an “information officer” (Karen Bean) to 

liaison with district office, City of San Ramon police and fire departments, the Red Cross, 
and the press.

ASSIGNMENT
This team shall consist of the Principal and other staff listed on the Chain of Command.

TRAINING
 Staff will review emergency procedures in the fall each year & attend in-service training 

when available.
 Radio transmissions should follow standard procedure.  When calling someone, say his or 

her call sign, followed by your own.  When you’re called in this way, answer with “Go ahead 
to your call sign.”  Each piece of critical information should be repeated back so that both 
parties know the other understands.  Also, during a critical incident, it’s important for the 
party who initiated the call to use their call sign at the beginning of each transmission.  
Here’s a sample of this protocol:

SAR Team: “EOT, Search One.”

EOT Dispatch: “Go ahead, Search One”
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SAR Team: “Search One, we have one injured in Room 21, cuts from glass, 
request medical”

EOT Dispatch “Okay, Search One has one injured in Room 21”
EOT Dispatch: “Medical, EOT Dispatch”
Medical: “Medical, we heard that and are responding to Room 21”

EQUIPMENT
1. Communication devices: Two-way radios, portable radio with independent power supply, private 

equipment owned by staff and/or neighbors, and cellular phones
2. Bollinger Canyon Disaster Plan
3. Current master list of students 
4. Completed report(s) from emergency teams and classroom teachers
5. Small portable computer(s) or iPad for documentation purposes

EMERGENCY OPERATIONS TEAM (EOT) PROCEDURES
1. Follow Evacuation Directions. Bring Emergency Items from the office: the key to the white 

Emergency Storage container, office emergency backpacks (under the nurses couch), 
Emergency vest (on the back of the nurse’s office door), and extra walkie-talkies.

2. Assess type and scope of emergency. 
3. Determine threat to personnel and structures. 
4. Establish location of Emergency Operations Center. 
5. Distribute two-way radios to EOT, 1st Aid, S & R pairs, Student Release at your discretion. 

Search and Rescue and first aid should be on channel 2, all others on channel 1.
6. As radios are handed out, the EOT person in charge of internal communications, Cheryl 

Reeves along with Jan Crow need to review the communication procedures. All walkie-talkie 
recipients need to report according to EOT Training.  

7. When each person collects a radio, they need to do a radio check with EOT to confirm they 
are working; “Confirm Channel One, etc.”

8. Document all action taken, including time of day. Designate one EOT member for this task. 
(Barbara Young)

9. Determine which emergency actions need to be activated (i.e., close campus, dispatch search 
team). 

10. Notify District Office of emergency and keep them updated on a regular basis including: 
Number of students injured and extent of injuries. (Information officer – Karen Bean).

 Type and extent of damage to buildings, grounds, and utilities
 Actions being taken by emergency teams
 Actions being performed by outside agencies
 Assistance requested from District
 Establish time of next update

11. Search and Rescue should call when done with injury checks and again when done with 
damage assessment.  They should also call EOT every 15 minutes to check in.  Search and 
Rescue needs to prop doors open once they enter a room and then tape shut when they leave 
the room. Search and Rescue should identify themselves by the color of the Team: Blue, 
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Green, Red, or Yellow. These colors are coordinated to the S & R school map to show their 
assigned rooms/buildings.

12. Monitor two-way radio reports from S & R Team. Dispatch people (Extended Emergency 
Team, parents, and neighbors who arrive to help) to take injured and trapped to First Aid 
Station.

13. Team captains need to call in when job is completed.
14. Make periodic reports of confirmed information to students and staff.
15. When student release calls for a student, they should give first and last name, followed by 

spelling of last name.
16. Refer requests for assistance to appropriate emergency team, including list of and last known 

location of missing personnel to S & R teams.
17. Authorize Student Release Team to begin releasing students.
18. Monitor location of all students (injured, missing, absent, released, etc.) with emergency card 

files from the office.  Update Information Gate on names of injured/missing persons.
19. Act as liaison between Student Supervision Area and Release Area in case a requested 

student cannot be located.
 Check Accountability Reports and reports from S & R to determine if student 

was present when roll was taken and/or has been located by S & R.
 Check with First Aid if student is there.
 Have Student Supervision runners recheck area, including emergency 

bathrooms.
 Check status with Release Area.
 Apprise parent/adult of student’s status and take appropriate action to assist 

parent/adult.
20. Coordinate outgoing communication, including outside emergency services (i.e. fire 

department, Sheriff’s department, ambulance, Red Cross, etc.)
21. When someone has completed their assignment they should report to EOT for reassignment.  

Areas of needed reassignment are Student Release Team and Student Supervision Team. 
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Student & Facilities Assessment Report
Staff member’s name _______________________________________________

Room #  __________ Names of known absentees for today
___________________________________________

Number of students in line  _________ ___________________________________________
 __________________________________________

Problems as follows: ___________________________________________

1. Are there walking wounded at this assembly area?   Yes____  No____.   If yes, how many ______?

2. Are there injured students/personnel who had to be left in the classroom/elsewhere? Yes____ No ____ 

If yes, who and where?

Names of Victims Location

3. Are there other students/personnel missing from this assembly area? Yes___ No____. (Specify names):

_________________________________________ ___________________________________________

_________________________________________ ___________________________________________

Damage Assessment Form
Class Room Number:   _________ Building:   _________ Date:   _______

Generally damage is (Circle One): SEVERE MODERATE  LIGHT

CIRCLE APPROPRIATE DESCRIPTION BELOW

Structural Damage: Severe Moderate Light
Walls Falling Cracks Standing
Doors Jammed/still operate Some damage Easy to open
Windows Much broken glass Cracks in glass Mostly unbroken
Utilities Gas smell Water leaks No visible problems
Foundation Tilted/moved Cracked Intact

Non-Structural Damage
Teacher’s desk Overturned Intact
Students’ desks Damaged Intact
Tables Damaged Intact
Lights Don’t work Work
Chairs Damaged Intact
File cabinets Overturned In place
CIRCLE ONE: The building IS IS NOT re-inhabitable
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General Comments:

Search and Rescue Team (S & R)
Four pairs of staff designated to “sweep” through building quickly and locate trapped or injured 
students and staff. Report to First Aid to assist with rescue after sweep is completed.  Finally, assess 
damage to the buildings and ascertain if the buildings can be reoccupied. Report all findings to EOT.

DUTIES
1. Search all facilities for injured or trapped people to ensure complete evacuation
2. Perform fire suppression
3. Assist with rescue efforts and perform CPR. 
4. Document the nature and extent of damage to facilities on the Damage Assessment Report
5. Mark doors as search of each area is completed
6. Determine if buildings can be re-inhabited

ASSIGNMENT
Staff members trained and physically capable of performing light rescue and CPR

TRAINING
1. In-service training on S & R procedures and damage assessment techniques.
2. Standard first aid/CPR.
3. Fire extinguisher usage.

EQUIPMENT
1. S & R backpacks containing flashlights, hardhats, safety goggles, leather gloves, clipboards 

and pencils, permanent markers, blue masking tape and 8x11 paper, fire extinguisher, crowbar
2. Two-way radio provided by EOT if available.
3. S & R team clipboards with their assigned area marked on a school map, extra Facilities 

Assessment Report forms
4. Copy of  Search and Rescue procedures for each group

PROCEDURES
First Priority:

1. Report to Disaster Shed and take assigned S & R backpack and/or clipboard and crowbar. (2 
packs and 1 crowbar per team of two) 

2. Pick up your copies of the Student/Facilities Assessment Report from the EOT. This will tell 
you the location of students who are in need of rescue or help. It also provides a Facilities 
Damage Check List to fill out for each classroom. Forms for non-classrooms will be on your 
clipboards.

3. Report to EOT (channel # 2) that you are beginning your search mission. Always travel in 
pairs. 

4. Each pair of searchers will take responsibility for assigned classrooms/building as highlighted 
on map in each pack.

5. Inspect all classrooms, bathrooms, closets, etc. for missing and/or injured.
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6. Use two-way radio if available to communicate located injured to EOT and First Aid 
simultaneously. 

If two-way radio is unavailable, perform rescue if quickly feasible; if not, notify EOT 
of the situation and they will assign personnel to rescue. 

7. Perform fire suppression and CPR as needed.
8. Upon completion of search, check with other S&R teams to see if they need assistance, and 

then begin second priority. Report team location to EOT.

Second Priority:
Report to EOT/First Aid to be dispatched as needed to help injured/trapped.

Third Priority:
1. Assess damage to Multi-Purpose Room, Library and Rooms 14, 15, and 18 first (rooms to be 

used for Student Supervision and First Aid if being outside is unadvisable) 
Notify EOT of status

2. Record all damage to buildings on “Damage Assessment Form”
3. Mark all doors as search of each area is completed.
4. Determine if buildings can be reoccupied
5. Report findings to EOT
6. As teams complete their second (damage assessment) sweep of a room, run a 2’-3’ piece of 

heavy-duty bright-colored duct tape from the door across the jamb.  This would effectively seal 
the room, so subsequent rescuers could tell at a glance if the room had been reentered 
(evidenced by the torn or hanging tape) and thus need to be searched again.

Recommended Search and Rescue Procedures

SAN RAMON VALLEY FIRE DEPARTMENT GUIDELINES

Keep in mind that only about 5% of people who become entrapped need assistance to escape. 
Therefore, it is important that you not become part of the problem by endangering yourselves!

A BUILDING SHOULD NOT BE ENTERED IF:
 There is a 10% or greater lean off the vertical
 There are any gaps in the structure walls greater than 2-3 inches across
 Visible damage is so substantial that entry is obviously unsafe

When conducting the search:
1. Always travel in pairs.
2. Make a quick sweep of the facility to determine extent of damage. Go completely around each 

building to view it from all sides. Proceed in a clockwise pattern around the building.
3. If a building is unsafe to enter: call into the room from doorway and visually scan the interior 

as well as possible to determine if anyone is trapped.
4. If the building is safe to enter: The S&R teams need to secure the doors in an open position 

before entering a room together.  This accomplishes two things.  First, it prevents the door 
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from jamming in a closed position in the event of a shift in the building.  Second, it allows for 
a faster exit in case of a fire or other undetected dangerous condition.

5. If someone is trapped and you are unable to move the object that is on them, try to wedge 
something under the object so that it cannot fall down on them any further. Use pry bars 
(employing leverage) to attempt to move the object again. Seek additional help if needed.

6. As the search of each area is completed, the door needs to be marked to inform other rescue 
parties of your findings. Mark doors with a large 3 foot, blue taped “X,” attach an 8x11 sheet 
of paper at the cross section where you note the following: RR Plan - Only use thick black 
markers (permanent) to mark doors after search is completed. No other colors show up making 
it hard to determine if area has already been searched.

C
or
D

Date and Details of
Time of any Dangers
Search or Entrapments

BC
S&R

The “D” indicates the presence of danger, while the “C” means clear. “BC S&R” stands for 
Bollinger Canyon Search & Rescue, and is intended to inform future teams on the site who 
made the notation.

7. As each building is checked, it should be marked off a map so when search pairs reconvene as 
a team, they can be sure no area was missed.

8. The teams also need to make sure they are checking in on a regular basis, even after 
completing their sweeps.  If they move on to assist other teams, they should advise the EOT.  
That way, if both team members are somehow incapacitated, someone will have at least a 
better chance of finding them based on their last known position.

9. It the event of inclement weather, areas deemed stable could be re-inhabited.

Security Team
This team shuts off utilities, secures the campus to prevent unauthorized entrance or exit, and helps 
maintain crowd control at the Information Gate.  They must also unlock the gate on the Fire Lane for 
access to district and/or city emergency vehicles. A staff person will be stationed here to keep the gate 
closed and help direct parents, district and emergency personal. Another team member will be 
stationed at the exit gate from the Student Release Area. They also assist other teams in posting signs 
to identify various areas. 

DUTIES
1. Shut off utilities (water/gas) until the District Maintenance is able to check out school
2. Secure campus to prevent unauthorized entry into or exit from school
3. Assist as needed with posting of signs to identify various areas
4. Maintain the Information Gate
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5. Augment Student Release Team to assist with crowd control as soon as available to do so

ASSIGNMENT
Custodian and staff trained in duties listed above

TRAINING
1. Location of utility shut-off valves and how to use them
2. Must know all access points to campus and know how to secure them

EQUIPMENT
1. Set of keys
2. Tools required to shut off utilities
3. “Caution” tape/scissors
4. Pre-made signs giving directions to Information Gate for student pick-up

PROCEDURES
1. Unlock Disaster Shed
2. Shut off utilities if appropriate – gas first, then water
3. Secure the parking lot and campus
4. Assist, if needed, with the mounting of signs to direct parents/adults to the Information Gate 

and Student Release Area, passing out Student Release forms to parents to speed the release 
process, and aiding in crowd control

5. Assist, if needed, with securing of Student Supervision Area.
6. Shut off sprinkler system (Shutting off main water to school should take care of this)
7. Check perimeter of school for damage

UTILITY SHUT-OFF INFORMATION
Staff members, particularly Security Team members, must know the location of gas, electric, and 
water valves and be able to shut them off. The following locations are shown on the school map.

 Water shut-off: Wrench is kept in glass case in office, and will be brought to the EOT by 
office staff. The main valve is located on the grass strip between the office building (staff 
workroom) and the circular driveway. It has a square shaped valve head that must be turned off 
using a special device that is stored in the PG &E electrical shed.  There is also a MPR water 
value that needs to be turned off

 Gas shut-off: Wrench is kept in the glass case in the office and will be brought to the EOT by 
office staff. The gas meter is located inside the small structure on the red bark hill. A master 
key is needed to open the door.  The wrench will be moved to a container in this room. There is 
also a gas shut off for the MPR

 Electricity shut-off:  If directed by district personnel, main electricity will be shut down
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First Aid Team
Trained in first aid and CPR, this team establishes the First Aid Treatment Area and uses triage 
techniques to categorize patient injuries. Casualty reports coming from S&R Team are monitored by 
First Aid and EOT.

DUTIES
1. Establish first aid treatment area.
2. Triage – evaluate, sort and prioritize all victims.
3. Provide emergency first aid
4. Document all first aid treatment administered on triage tag and on Emergency First Aid Record 

form

ASSIGNMENT
1. School Health Educator if available
2. Trained school personnel, including one person designated for record keeping

TRAINING
1. Current first aid certification
2. CPR certification
3. Triage knowledge
4. Organization of a first aid center

EQUIPMENT
1. First aid kit supplemented with major trauma items
2. Stretchers
3. Blankets, pillow and cot
4. Neck/spinal injury transport board
5. Triage tags
6. Emergency First Aid Record forms
7. First aid handbook
8. List of students with special medical problems (obtain from EOT)
9. Supplies for special needs students (i.e. medication that must also be obtained from EOT)
10. Two-way radio
11. Water

FIRST AID PROCEDURES
1. Go to Disaster Shed for supplies and begin setting up first aid treatment area.
2. Establish team leadership:

 Two-way radio communication
 Recorder
 Director of rescue and first aid

3. Monitor two-way radio reports from Search & Rescue in order to be able to anticipate needs of 
trapped/injured (EOT will dispatch people to bring victims to First Aid)

4. In conjunction with EOT, determine availability of outside emergency medical services
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5. Using Triage Plan of Action, sort patients as to immediate, delayed, ambulatory, or deceased
6. Record keeper fills out Emergency First Aid Record
7. Treat immediate category patients and prepare for transport and/or appropriate care
8. When outside emergency responders arrive, they must be fully briefed as to injury status 

according to information on triage tags and first aid record
9. Establish a morgue area, if needed

 Major concerns are identification and preservation of the body and documentation as to 
the cause of death

 Bodies should be covered, undisturbed, and located in an area away from surviving 
victims

Triage Plan of Action
STEPS OF VICTIM ASSESSMENT:

Step 1 Respiration
1. None – tag black (dead)
2. More than 30/minute – tag red (immediate)
3. Less than 30/minute – further evaluation

Go to Step 2
Step 2 Circulation

1. Capillary blanch test – pressure placed on lips or nail beds and then released
 DOES NOT regain color within 2 seconds – tag red (immediate)
 DOES regain color within 2 seconds – further evaluation

2. Radial pulse
 Not palpable – tag red (immediate)
 Palpable – further evaluation
Go to Step 3

Step 3 Mental Status
Ability to follow simple directions (i.e. “squeeze my hand”)
1. Altered mental status (unable to follow simple directions) – tag red
2. Normal mental status (able to follow simple directions) – tag yellow (delayed)

Triage Tag Color Code:

Black = Dead/not salvageable
Red = Immediate care
Yellow = Needs care but not urgent
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Triage Status Chart

Name Sex Teacher Room Location of

Of Injured

Type of 

Injury

Triage

Priority

Rescuer Time

In

Transport

Time Out

Evacuation

Destination
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Student Supervision Team
This team will secure the area to prevent students from leaving without going through the release 
procedure. They will administer minor first aid, handle emotional needs, and maintain crowd control.

DUTIES
1. Take over supervision of students so teachers can go to other assignments
2. Keep students calm, quiet, and together until released
3. Tend to minor cuts/abrasions, etc.
4. Account for all students in Student Supervision Area
5. Oversee locating of students by runners
6. Allow adults who circumvent Information/Release Area to claim students at Supervision Area

ASSIGNMENT
1. Assigned Supervision Team members
2. All staff not assigned or finished with other emergency duties, parent volunteers and neighbors

TRAINING
Familiarity with Emergency Preparedness Plan and “Coping with Emotional Needs in a Disaster 
Situation”

EQUIPMENT
1. Clipboard with master list of students
2. Bullhorn
3. Class/teacher signs, posts, and Arrangement of Classes list
4. 3x5 index cards, pens, squares of colored paper
5. Student Release Forms
6. Food and drinks from Disaster Shed
7. Games and books from Disaster Shed
8. Tarps, blankets, sanitation supplies from Shed

PROCEDURES
1. Collect Accountability Reports from other staff members as you take over supervision of 

students
2. Separate copies of Accountability Reports – keep one copy and send one copy to EOT. If there 

is only one copy, send it to EOT 
3. Establish leader and recorder
4. Leader receives student name, teacher name and room number from the Student Release Team. 

Recorder checks names against Master Student List and dispatches runner. Runner locates 
student and escorts him/her to the Student Supervision Leader. Leader crosses student’s name 
off master student list, keeps 3/5 cards, and gives student a slip of colored paper to identify 
student to release gate. Runners directs student to Release Area.

5. If student cannot be located, runner reports to the Supervision Leader, who then reports 
missing student to EOT for check against Accountability Reports and S & R findings.

6. Keep students in class groups in Supervision Area



Disaster Preparedness Plan Page 23

7. Begin activities or games to keep students occupied. Employ student runners to help if they are 
free.

8. For long-term care, pass out nametags to remaining students.

IF AN ADULT CIRCUMVENTS THE INFORMATION/RELEASE AREA, HE MAY BE 
ALLOWED TO CLAIM A STUDENT IF THE FOLLOWING PROCEDURE IS FOLLOWED:

1. Adult writes student’s name and teacher and his/her name on 3x5 card.
2. Student’s status is checked just as it would be if the adult were requesting from the Release 

Area.
3. Adult’s eligibility to take student MUST be verified by checking identification (if person is not 

known to the Supervision Team) against authorized adults listed on the Release Authorization 
Form.

4. Child MUST be asked (away from adult) if he is comfortable going with this adult. IF CHILD 
RESISTS, DO NOT RELEASE HIM TO THIS ADULT. 

5. Have adult complete Student Release Form.
6. Keep 3x5 card, check student off of master list and give student a square of colored paper to 

identify him as someone who has been properly requested and the completed Student Release 
form to present to the Student Release Gate.

7. Send adult and student to Student Release for official release.

Student Release and Public Information Team
Operates two check points: 1) An Information Gate to control adults as they arrive to pick up students 
and receive requests for students from those adults; 2) A Release Area where precautions are taken to 
insure students are only released to properly authorized adults and to accurately document the releases.

DUTIES
1. Maintain order while awaiting authorization from EOT to begin release process.
2. Distribute Student Release Forms to adults/parents picking up students.
3. Prevent parents/adults from circumventing release procedure.
4. Dispatch runners to locate requested students.

ASSIGNMENT
1. Staff members of Student Release Team who have been trained in release procedures.
2. Security Team, as soon as available.

EQUIPMENT 
Karen Bean or Jan Crow need to bring from the office; master keys for Search and Rescue Team 
Captains, insulin, Staff Emergency Cards, alphabetical (by grade) list of teachers and room numbers.

1. Signs: Information Gate, Missing/Injured Student List, whiteboard to write names of 
missing/injured persons on, Release Instructions

2. 3x5 index cards
3. Student Release Forms and pencils
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4. Clipboard with Master Student List
5. Laminated copy of Release Procedures
6. Radio, two-way radio
7. Flashlight with batteries
8. Tarp, if needed
9. Files of Student Emergency Cards
10. Wagon to transport all of the above

TRAINING
Familiarity with Disaster Preparedness Plan, especially student release procedures.

PROCEDURES
1. One member of the team should go to the shed to bring the wagon with supplies to the Release 

Area 
2.  Put up signs
3.  Establish areas for crowd control and communication
4. Team member(s) distribute Student Release Forms and sends small groups to the Information 

Gate table
 One form may be used for all students with same last name
 Forms are filed by last name after students are released, so only one last name per form

5. Add names of injured/missing to the whiteboard sign as EOT relays those names via student 
runners

6. Communicator gives names of students to be relayed by runners to Student Supervision Leader
7. Communicator directs parents/adults to Release Area to wait for students to be released
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****************************************************************************

Bollinger Canyon Emergency Student Release Form

Please print all information:

Student’s Name_______________________________________________________________
(Last, First)

Requesting Adult’s Name_______________________________________________________

Adult’s Relationship to Student___________________________________________________

Date__________________________________Time__________________________________

Planned Destination____________________________________________________________

Mode of Transportation (circle one): Walking Bikes Car Other_________________

Planned Route________________________________________________________________



Disaster Preparedness Plan Page 26

Student Release Step by Step Procedures
At the Information Gate

1. Parent/adult gives Student Release team the student’s name and teacher written on 3x5 
card. Adult should also write their name on the card so the student can be informed who is 
picking them up.

2. Leader checks the requested name against missing, absent and injured list.
3. Leader checks the adult’s name on the Emergency Authorization form signed by the parent 

to authorize student’s release to that adult.
4. Runner takes 3x5card to Student Supervision Leader.
5. Info Gate team forwards Disaster Release Authorization to the Release Area, and directs 

parent/adult to Release Area.

At the Student Supervision Area
1. Leader receives student’s name and teacher from the Information Gate via runner.
2. Leader helps runner locate student in Student Supervision Area.
3. Runner escorts student to Student Supervision Leader. Leader or another team member will 

ascertain that the student is comfortable leaving with the adult specified on the 3x5 card.
Ask the student the following questions:
 Do you know this person?
 Do you trust this person?
 Do you feel comfortable going with this person?
 Do you think your parents would want you to go with this person?
If the student is unwilling to go, he/she should not be released.

4. Leader keeps 3x5 cards, arranging them alphabetically as students are located.
5. Student’s name is crossed off master student list.
6. Student is given a small square of colored paper to identify him as a requested student 

when he arrives at the Release Area.
7. Runner escorts student to Release Area. The runner will then return to the Information Gate 

to begin cycle with new student request.
8. If student cannot be located, runner reports to the Student Supervision Leader.
9. Student Supervision Leader reports missing student to EOT for check against 

Accountability Forms and S & R Team findings.
10. EOT relays any confirmed missing or injured status to Release Area. Parent/adult is 

escorted to area between EOT and Release Area where a staff member will be assigned to 
stay with, calm and assist the adult until the student’s status is confirmed.

11. In the event that an adult presents himself directly to the Student Supervision Area to claim 
a student, the adult will complete the Student Release Form and a 3x5 card with the 
student’s name and teacher and the adult’s name. The student should be asked out of 
earshot of the adult picking up if he/she feels comfortable leaving with this adult.

12. Student Supervision Leader then files the 3x5 card and gives the colored slip of paper to 
the student and gives the Student Release Form to the adult.

13. The runner escorts the student and adult to the Release Area for final release.
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At the Release Area

1. Student Release team member checks the Student Release Form and the Emergency 
Authorization Form, again verifying the identification and approval of adult picking up 
student.

2. Team member marks Student Release Form and Disaster Release Authorization form with 
a large “R,” carefully noting that adult picking up the student and their final destination so 
the student’s parent can find them.

3. These two forms are then filed alphabetically.
4. Student is released.

Extended Emergency Team
All Support staff and Classroom aides - Provides support to the other disaster teams. 
Members initially go to the shed to help distribute supplies. They will help escort students 
from the Student Supervision Area to the Student Release Area. They then report to the EOT 
for reassignment as needed. Provide supplies, food, and sanitation services as directed by the 
EOT. Also, provides personnel for support to other emergency teams as deemed necessary by 
the EOT during the emergency.

ASSIGNMENT
Teaching, administrative, classroom paraprofessionals, and custodial staff not assigned to a 
specific emergency team.

TRAINING
Familiarity with supplies and their location in the Disaster Shed.  Familiarity with Bollinger 
Canyon’s Disaster Plan.

EQUIPMENT
1. Supplies from Disaster Shed.
2. Emergency bathroom facilities

PROCEDURES
1. Go to Disaster Shed to help distribute supplies to Search & Rescue, Student Supervision, 

Security, Student Release, and Emergency Operations Teams.
2. Construct emergency bathroom facilities, shade for First Aid TREATMENT area.
3. Report to EOT for further assignments as needed.
4. Upon request of EOT, begin distribution of food and water to Student Supervision Area.

 

DESIGNATED EMERGENCY LOCATIONS
There are eight areas that must be designated in advance to assure smoother operations during a 
disaster. All teams will initially set up outside, but after buildings are cleared could move inside as 
the situation dictates (inclement weather, security, etc.). Refer to school map.
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1) EMERGENCY OPERATIONS CENTER
Emergency Operations Team (EOT) works here
Outside – Location will be at picnic tables off the playground/blacktop area.
Inside – Bollinger Office – One or two EOT staff will be in the office at all times to answer phones and 
communicate with the district office, police, SR fire department, emergency medical providers, etc. These 
locations are near, but not too close to the Student Release and Student Supervision Areas in order 
to coordinate activities, maintain visual contact, and communicate effectively.

2) STUDENT EVACUATION AREA
Outside – The blacktop areas between the swings and the ball-wall is where each class gathers on their 
assigned classroom location. This is the same location for our fire, and earthquake drills.

3) STUDENT SUPERVISION AREA 
Student Supervisory Team (SST) works here
Outside – The Student Evacuation Areas will be our location for the Student Supervision Area.  Students 
will sit in their class rows after the evacuation process, while they wait for the “All Clear” or release to their 
parents. The Student Supervision Area may change depending on the situation, weather, etc., the new 
location is decided by the EOT Leader. 
Inside - The multipurpose room will only be used after a thorough facility check by staff and/or by district 
maintenance personnel.

4) FIRST AID TREATMENT AREA
 Medical/First Aid Team works here
Outside – Located on the blacktop to the right of the ball-wall. It is a protected location close to the first aid 
supplies in the white container, yet separate and not visible to students in the Student Supervision Area, on 
the other side of the blue wall. Shade may be manufactured with supplies in the white container.
Inside – Room 405 with overflow going into connecting room 404.

5) INFORMATION GATE 
Security Team and Student Release Team (SRT) works here
The Information Gates are the two gates between the office and kindergarten playground that leads into the 
flagpole enclosure. The gate closest to the playground will be for families with the last name starting with 
A- N, the other gate for families with last name starting with O – Z.

 Parents who request students at this gate are admitted to the Release Area after filling out a 
release form. 

 The Student Supervision Team is notified which students are needed to be sent to the release 
area by using handsets or runners. 

 Students from the blacktop will enter the Courtyard by flagpole by the 400 wing gate near the 
kindergarten playground or come from their classrooms. 

 Students will meet their parents and they will exit at the gate near the 600 wing and corner of 
the Library. This station provides information to the arriving parents and is well marked with 
signs.

6) STUDENT RELEASE AREA
Student Release Team, Security Team, and Support Staff
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This location is where students are actually released to parents or other adults. It is near, but not too close to 
the Information Gate, with access carefully controlled. Parents/adults will complete release forms while 
they wait for their students to be brought to this area. 
Outside – Inside the Courtyard near the flagpole
Inside – The cover entrance of the Multi-purpose room will be used if the weather does not permit classes 
outside

7) STUDENT RELEASE GATE
A Security Team member monitors gate 
This is the gate near the 600 wing and north corner of the Library where parent and students will exit the 
Student Release Area. A Team Security Member will watch the gate.

8) EMERGENCY GATE A
Security Team member monitors gate
Main driveway entrance for emergency vehicle access will be on our Fire Lane, which runs behind the 
multipurpose room. This gate must be unlocked, but kept closed. A Security Team Member will be 
stationed here to give access to district and/or city emergency vehicles only. This entrance will be well 
marked.

ALTERNATE STAGING AREA
The district will establish an alternative location in the event students and staff must relocate off campus.

COPING WITH EMOTIONAL NEEDS IN A DISASTER SITUATION

During a disaster, there may be people who are overwhelmed by the event and have difficulty in 
coping with the situation and their emotions.

Fear is a normal reaction to any danger which threatens life or well-being. After a disaster, 
children may be afraid of recurrence, of injury, of death, of being separated from their family, and 
/or being left alone. After the child is relieved that nothing “serious” has physically happened to 
him/her, the emotional needs must be addressed.

1. Attempt to calm the child and maintain calmness.

2. Communicate confidence in yourself, as well as concern for the child. Show you care by your 
attitude.

3. Listen to what the child tells you about his fears. Confirm that these fears are real and shared 
by many rather than trying to minimize them. At the same time, offer encouragement and 
support by telling the child he/she can come to you for help.

4. Reassure the child that there will be people here to care for him/her until someone comes to 
pick him up.

5. Listen when he tells you about how he feels and what he thinks about what has happened.
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6. Explain to the child, as well as you can, about the disaster, about the known facts, and again, 
listen to him.

Accept your own limitations in a relief role. Do not attempt to be all things to all people. Do 
what you can and obtain additional help as needed. 

BOLLINGER CANYON DISASTER PLAN OVERVIEW FOR SUBSTITUTE 
TEACHERS

If a major disaster (earthquake, gas leak, explosion, chemical spill, etc.) were to occur during the 
school day, Bollinger Canyon has a Disaster Plan which would be activated. As a substitute 
teacher at Bollinger, you need to know the following information:

1.  The Disaster Plan assigns most adults on campus to one of seven teams.  Each team has specific 
duties.  You will be expected to join the team to which the teacher you are substituting for is 
assigned.

2.  There is an Emergency Backpack hanging inside each classroom and an Emergency Binder.  In 
most rooms the bag is next to the door.  If it is necessary to evacuate the building, be sure to take 
the bag and binder with you.
      
 It contains:

 A brief description of your teacher’s team assignment and responsibilities
 The name of your teaching “buddy”
 A class list
 Copies of each student’s emergency card.
 An Accountability Report form which shows the administration if any students are 

absent, injured, trapped, etc.
 A diagram showing evacuation route to the playground blacktop area is on the back, 

outside cover of your Emergency Binder.
 Miscellaneous items to be used in caring for the students

3.  If is necessary to evacuate the building; the class initially goes to its fire drill location.   Follow 
the evacuation route to the playground blacktop area as diagramed on the back outside cover of the 
Emergency Binder.

As soon as the class is assembled at the fire drill location:

 Check to be sure your teaching “buddy” has been able to successfully evacuate his/her 
class

 Use the class list in the pack to take role
 Complete the Accountability Report
 Lead the class to the Student Supervision Area on the blacktop.
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 Deliver your Accountability Report form to the Student Supervision Team
 Report to your team assignment if, teams have been activated by the Emergency 

Operations Team

PICK-UP PROCEDURES AFTER A DISASTER

 Parents should be prepared to walk to the school to pick up their children in the event of 
an emergency (earthquake, flood, fire, power failure, freeway disaster, etc.). 

 The Sheriff and Highway Patrol may block access to Bollinger Road/Freeway for 
Emergency Vehicle only. Bollinger Overpass may be damaged and closed also.

 Parents are to proceed to the Information Gates (Front gates that access the courtyard) 
where they will fill out release forms. Students will be united with their parents in the 
Student Release Area, inside the flagpole courtyard. Signs will be posted to direct 
parent to the exact location. Staff members will assist parents in signing out/releasing 
children. A signature will be required before any child is released to a parent or 
authorized adult. No exceptions will be made.

 Every effort will be made to disseminate information regarding the nature of the 
emergency to parents via the school website, and Messenger Phone and Email service. 
Parents should not call the office or directly into the classrooms. Phone lines and/or cell 
phone signals may not be operable during an actual emergency.

 It may become necessary to relocate the students to a safer location due to an 
emergency. In such an event, the school district will dispatch buses for this purpose and 
parents will be notified of their location.

 The PTA has supplies of emergency food, water, and first aid on campus.

 Parents are asked to assist the staff in maintaining a safe environment for their children 
by remaining calm and helping them in any way necessary.
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CLASSROOM SAFETY INSPECTION

Room No. ___________

PLEASE INSPECT YOUR ROOM FOR THE FOLLOWING CONDITIONS. NOTIFY THE 
PRINCIPAL OF ANY UNSAFE CONDITIONS.

All objects stored above shoulder level should either be secured in such a manner as to not easily 
tip or fall or be secured to wall surfaces. Classroom emergency bag should be hung on wall next to 
door.  Backpacks should be checked yearly to ensure they contain necessary and updated supplies.

_____ All heavy objects are stored on the lowest shelves.

_____ All glass objects are separated in such a manner that they will not be jolted against each 
other, and will not be subjected to items falling on them from above.

_____ All overhead storage is properly secured.

_____ All areas have been inspected for loose items that might tip or fall during an earthquake 
(including statues, display items, TV sets, etc.) and secured to wall surfaces or located away from 
student seating.

_____ Access to doors or other exits is not blocked or partially blocked at any time by anything.

_____ Doors to storage cabinets are kept closed/latched when not in actual use.

_____ Glass containers are not allowed to accumulate on counter tops or other work spaces.

_____ Electrical cords do not extend across walkways or exit ways.

_____ Flammable materials or other objects are not suspended from ceilings or from light 
fixtures.

_____ Main door opens easily.

On the other side of this sheet, please note any problems that you have not been able to take care 
of, or any concerns you have about the safety of your room. Please sign your name below to verify 
that your room inspections have been completed.

Date __________________ Name _________________________________________________
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CUSTODIAL SCHOOL SAFETY CHECK

Yes No
____ ____ 1. Objects stored above shoulder level are secured to walls or are stored in such a 
manner that they will not easily fall, or they are away from student seating.

____ ____ 2. All storage shelving, large cabinets and book shelves are secured to wall 
surfaces.

____    ____ 3. All heavy objects are stored on the lower shelves.

____    ____ 4. Flammable materials are not stacked or stored near exit doors, near electrical 
panels or water heaters.

____  ____ 5. Access to doors or other exits are not blocked or partially blocked at any time.

____   ____ 6. Suspended T-bar ceilings are cross-wired to roof (evident X-crossed wires above 
ceiling).

____  ____ 7. Electrical cords are not extended across hallways or exits except when actually in 
use.

____   ____ 8. Keys to Emergency Shed and Utility Shut-Off areas are readily accessible.

____   ____ 9. Tools for Utility Shut-Off are readily accessible.

____   ____ 10. All cabinets above shoulder level are secured with locks or latches when not in 
use.

____  ____ 11.Any chemicals used are stored in such a manner that if the containers are broken 
the contents will not mix. (Particularly important when potential mixtures will produce toxic gases 
or fire.)

____ ____ 12. Special concerns have been noted on the back of this form.

Date _________________ Name ________________________________________________


