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SEQUOIA MIDDLE SCHOOL
CRISIS RESPONSE PLAN


A crisis is a traumatic event that is typically unpredicted and overwhelming for those who 
experience it. Moreover, a crisis state may result upon exposure to drastic and tragic 
changes in an individual’s environment. Examples of crises that can potentially have a 
large scale effect on the students, faculty  and administrators in a school include: an 
accident involving a student or faculty member, the death of a student or faculty member, 
severe violence, hostage taking, fire at school, or a natural disaster.  Crisis response, in 
the school environment, is a proactive, organized and well thought out plan that responds 
to a potential or real crisis situation.
A proactive approach to crisis response planning ensures that plans are in place before an 
incident occurs, thus eliminating many of the layers of time-consuming “reactive” 
planning that occurs in organizations that are unprepared for crisis management.  A 
reactive approach is spontaneous, and not fully  thought  out, planned, or practiced, and 
can result in the response that is less effective in meeting the immediate, and possibly the 
long-term needs of the students, faculty  and administrators. In summary, a proactive 
approach to a crisis is one that is organized, planned and practiced and more likely  results 
in a response that can have a dramatic effect on reducing the short and long-term 
consequences of the crisis on the individuals in a school district.


EMERGENCY PROCEDURES
If School Is In Session….
In the event of an earthquake or similar emergency, please consult the directions for 
specific events and the related procedures.  However, the following general guidelines 
will apply in most serious emergencies: 
1. Students will be detained until it is determined that the area is safe. Students will 


remain on the field or another safe place until they are picked up.
2. Students will be released using their Emergency Authorization Form. 
3. Cars will not  be allowed on campus and those wishing to pick up students should 


park on Lupe Street and proceed to the Command Center set-up  at the side 
parking lot by Building E.  All other gates will be locked.


4. Students who need to be picked up from school by  a parent/guardian or a pre-
approved adult will remain on campus until that person arrives. 


5. Students who walk home, ride bicycles, or take public transportation will be 
released when the school deems it safe. 


6. If students have to remain on campus, the staff will make every  effort to care for 
them in a safe manner until students are able to return home safely. Sufficient 
numbers of faculty  members will remain on campus to supervise and care for the 
students.


7. Depending on the occurrence, all activities, athletic events, rehearsals or club 
meetings may be postponed, and school suspended.







If School Is Not In Session…
1. If a disaster (i.e. earthquake, flood, fire) or civil emergency (i.e. terrorist activity, 


civil unrest or other disturbances) occurs while school is not in session, school 
will not resume until such time as the city is deemed reasonably safe for 
commuting to school. 


2. A decision whether or not to open school will be made at  the earliest possible time 
in order to notify our students and faculty. We will always try  to post  information 
on our website and/or make an all-call home. 


3. In the event that school officials are able to call parents, they  will use the phone 
number that appears on the student’s Emergency Authorization Form. If school is 
canceled for a day or a number of days, the same system will be used to contact 
parents with any news of school resuming.


Important Parent Information
1. If an earthquake occurs, DO NOT CALL THE SCHOOL. If phone lines are still 


operational, they will be needed for calls to emergency agencies.
2. Students will not be picked up or released to anyone whose name does not appear 


on their Emergency Authorization Form. 
3. Sequoia, in conjunction with the Conejo Valley Unified School District Nutrition 


Services, has enough water and food stored to supply  all of the faculty, staff, and 
students for the recommended period of 72 hours.


4. Students will be detained in the safest place on campus until they can be released 
to the authorized person on their Emergency Authorization Form. 


5. The school’s emergency plan(s) will be modified as situations dictate.  


EMERGENCY EVACUATION PLAN
1. The Sequoia evacuation site is the field, unless there are other specific directions.
2. The Administration/Counseling team begins and monitors until the evacuation is 


complete. 
3. Teachers who evacuate their students from classrooms to the field should also 


take the classroom Emergency Class Supplies bucket to the field.
4. After the evacuation is complete, all school building areas will be closed and 


monitored by a member of the Administration/Counseling team. 
5. Students and staff convene on the field according to the prearranged class plan.
6. Teachers are to take roll of their classroom and complete the “Emergency 


Attendance” Form.  The form will be delivered to the Deputy Incident 
Commander.


7. Teachers stay with the students until they are requested to begin their assigned 
duties. 


8. All other staff not in a classroom report to the field.
9. The Incident Commander deploys each team where it is needed.
10. Attendance Office personnel delivers a list  of the day’s absentees to the Deputy 


Incident Commander.







Dismissal of Students:
1. When people arrive to pick up students, they will not be allowed on campus. They 


will report to the Crisis Command Center where they will identify  themselves to 
the Parent Control team. 


2. Parent Control team member matches the Emergency Authorization Form to the 
authorized person.


3. The campus supervision/security team delivers copies of the Emergency 
Authorization Forms between the field and to the Crisis Command Center for the 
release of students. 


4. Crisis Command Center directs the authorized person who is picking up a student 
to complete the Student Release Log, obtaining name, date/time signed out, and 
signature.


5. Crisis Command Center member verifies release of student.


SPECIFIC CRISIS SITUATIONS


Lockdown
Upon first indication of a serious security threat on or adjacent to the campus, a verbal 
report and/or bell should be made immediately to a school employee.  If circumstances 
permit, the employee will make immediate contact with a school administrator; at which 
time the administrator will determine if a lockdown is warranted. 


When a school lockdown is ordered, every person on the campus must adhere to the 
following procedures in their entirety.


1. Immediately  go to the nearest unlocked room (including the gym, activity  room or 
locker room but not a bathroom).  


2. Ensure that the door handle is in a locked position.
3. Allow as many people into the room as is feasible. 
4. Secure the room by closing the doors and windows and lowering the blinds.  
5. Stay away from the windows.
6. Once your room is secured, do not open the door to anyone until such time as 


there is an “all-clear” indication from a school official.   
7. School personnel will maintain communication as much as possible.  


Fire
1. The person who first observes the fire will pull the fire alarm, call 911, and 


contact the front office to report the fire.
2. The front office will contact emergency services as needed. 
3. The regular evacuation plan will be followed.  







Earthquake
Regardless of location, everyone (faculty, staff, parents, students) should adhere to the 
following procedure in its entirety.


1. Drop down to knees with back to windows.
2. Duck and Cover under desk, chair, or table if available.  Hold furniture securely 


with both hands. 
3. If furniture is not available, drop in-place and assume classic "Earthquake 


Position" with arms covering back of head to minimize the effect of falling 
objects. 


4. Upon receiving the all clear signal, over the intercom or by messenger, the regular 
evacuation plan will be followed. 


Brush Fire
This event could occur if a fire offsite, such as a woodland fire, threatens or is near the 
school building. Should any such event endanger the students or staff, the following steps 
will be taken:


1. The Principal or designee will contact the fire department or call 911 to determine 
local conditions and whether an evacuation is advisable. 


2. The Principal, in consultation with the District Office, will determine if 
evacuation of the school is necessary. 


Chemical Accident off Campus
Chemical accidents of a disaster magnitude could result from a transportation accident or 
an industrial accident. Should any  such accidents endanger the students or staff, the 
following steps will be taken:


1. The Principal or designee will contact the fire department or call 911 to determine 
local conditions and to seek advice. 


2. Over the school PA system, all students will be told to report to the nearest safe 
place (e.g., classrooms, the gymnasium).


3. Teachers and staff will close all doors and windows, shut off ventilation, and 
listen to the PA for further instructions.


4. Teachers will take roll and notify the attendance office of any missing student. 
5. If necessary, teachers and staff should use tape, rags, clothing or any other 


available material to seal for air leaks.
6. Teacher will continue “Lock Down” until the “all clear” is given.
7. If a teacher believes that gas is entering the building, the teacher will direct the 


students to cover their mouth and nose with a wet cloth, towel, or paper towel. 
Short, quick shallow breaths are recommended.


8. If evacuation is necessary, the regular evacuation plan will be followed. 







Chemical Accident on Campus
This incident could be the result of:  spilled cleaning chemicals within the school building 
or in the school lab, a material a student brings to school, or a broken gas main. Should 
any such accidents endanger the students or staff, the following steps will be taken:


1. If the incident occurs in a classroom, the person-in-charge will evacuate the 
students to a safe place and inform teachers in adjoining rooms as well as an 
administrator of the situation.


2. The Principal or designee will contact the 911 to inform emergency services of 
the condition. 


3. Custodial personnel will be informed ASAP, and they will take necessary steps 
(e.g. shutting down gas lines). In cases of serious chemical spills, they should wait 
for emergency response personnel. 


4. Persons who have come into direct contact with hazardous substances should 
have affected areas washed with soap and water and immediately  remove 
contaminated clothes.  Contaminated clothing should be cut off the body  rather 
than pulled over the head. Bleach or other disinfectants should not be used on 
potentially exposed skin.  Individuals that have been contaminated “topically” by 
a liquid should be segregated from unaffected individuals (isolation does not 
apply to widespread airborne releases).  


5. If deemed necessary by the Principal, the school will proceed with the usual 
evacuation procedure using primary  or alternate routes, avoiding exposure to the 
chemical fumes.  


6. Students, teachers and staff will not return to the building until emergency 
response personnel have determined it is safe.


7. If necessary, teachers and staff should use tape, rags, clothing or any other 
available material to seal for air leaks.


Explosion on Campus
If an explosion occurs in a school building, the following steps will be taken:


1. Teachers will instruct students to DUCK and COVER in anticipation of a second 
explosion.


2. The front office will call 911.
3. Immediately  after the passage of the blast wave, when it is deemed safe, the usual 


evacuation plan will be followed.


Gun/Weapon on Campus
If someone on campus becomes aware of a gun or dangerous weapon on campus, the   
administrators should be notified immediately  without confronting the suspect.  The 
administration will determine next steps.  If necessary, 911 will be called and a lockdown 
of the school will be ordered.


If a student threatens a teacher with a weapon, the teacher should follow the suspect’s 
directions.







National Event/Catastrophe 
1. The Principal, in consultation with the district, will decide if the school is to be 


dismissed early.  If school remains in session, administration will notify  the 
school.


2. Administration will convene to determine how the activities schedule will be 
adjusted and to consider alternative scheduling.


3. School personnel will be updated on events and circumstances.


Nuclear/Hazardous Incident
In the event of a nuclear incident, the following steps will be taken:


1. The Principal will initiate a lockdown to provide shelter for students.
2. When sheltering, teachers and staff should try to establish adequate barriers or 


shielding (e.g. concrete walls, metal doors) between themselves and the source of 
the blast or explosion, and should avoid sheltering near exterior windows.


3. The Hazard Control Branch Directors will turn off the school’s main gas supply 
valve.


4. If evacuation is not possible, teachers will: close doors and windows, shut down 
the room’s air HVAC, seal gaps under doors and windows with wet towels, 
clothing, or duct tape, and seal vents with plastic wrap.


1. The Principal and front office will monitor radio or television announcements and 
initiate further actions as appropriate.


2. At the Principal’s discretion, and only if safe to do so, designated personnel will 
attempt to distribute emergency supplies including food and water.


3. The school will remain in lockdown mode until the appropriate agency  provides 
clearance and the Principal issues further instructions.


Plane Crash
This procedure addresses situations involving an airplane crash on or in proximity  to 
school property.  


1. The front office will call 911 and will provide the exact location (e.g., building or 
area) and nature of emergency. 


2. The Principal will initiate the appropriate response actions, which may include 
duck and cover, lockdown, or evacuation of a building or the entire school.  


3. If on school property, the Utilities Team will secure the crash area to prevent 
unauthorized access.  If the crash results in a fuel or chemical spill on school 
property, the Principal will order the procedures for a “Chemical Spill Onsite” to 
go into effect.


4. The Medical/First Aid Team will check injuries to provide appropriate first aid.
5. Any affected areas will not be reopened until the appropriate agency  provides 


clearance and the Principal issues authorization to do so.
6. The Counselors will convene onsite to offer counseling as necessary. 
7. If it is unsafe to remain on campus, the Principal will initiate a school evacuation.







Traffic Accident On/Near Campus
This procedure addresses situations involving a Motor Vehicle Crash on or immediately 
adjacent to school property.  


1. The Front Office will call 911.
2. Students will be kept away from the site of the crash.
3. Campus supervision/security will cordon off area.
4. Adult and student witnesses will be taken to a room to await the arrival of the 


police. 
5. If an injury  to a Sequoia student occurs, the parents will be notified by the Front 


Office and asked to come to school.








Sequoia Middle School
 2011-2012


“Model the Way”


STANDARDS OF STUDENT BEHAVIOR
High standards for academic and social performance are expected and maintained by administrators, 
counselors, teachers, staff, parents and students at Sequoia Middle School.  Students are responsible for 
complying with the standards of behavior described in this section.  These policies are in effect while on 
school property, to and from school, and during all school functions. 


1.Students are expected to behave in the classroom, on the school grounds, on the school buses, and on 
the way to and from school. 


2.Students are expected to attend all classes.  Students who are truant (absent without an excuse) are 
breaking the law (Education Code, Section 48267). (See office procedures for more detailed 
information.)  All students who are truant receive a Saturday School and their parents are 
contacted. Repeated truancy will result in referral to the School Attendance Review Board 
(S.A.R.B.).  


3.Students are to report to class on time.  Students who are repeatedly tardy will be disciplined.
4.Students are expected to refrain from defacing, damaging, destroying, or littering school/district 


property or the property of others.  Individuals will be financially responsible for any costs that 
result from their failure to comply with this guideline. 


DISCIPLINE INFRACTIONS
 Students are expected to know that the following infractions may result in suspension or expulsion 


from school.  (It is stressed that these rules apply to and from school as well as during school.) 
Depending on the severity of the infraction, the police may be called and arrests made. 


 a. Fighting - caused, attempted to cause, or threatened to cause physical injury to another person.  
Most fights are mutual and usually result in the suspension of both students involved.  (“Play” 
fighting is not tolerated as it often leads to a real fight.)


 b. Dangerous Object - possessed, sold, or otherwise furnished any firearm, knife, explosive, or other 
dangerous object. The school may consider items such as look-alike weapons or facsimile bombs 
as examples of dangerous objects.


 c. Alcohol and/or Drugs - unlawfully possessed, used, sold, or otherwise furnished, or been under the 
influence of any controlled substance, an alcoholic beverage, or an intoxicant of any kind.


 d. Alcohol and/or Drugs - unlawfully offered, arranged, or negotiated to sell any controlled 
substance, an alcoholic beverage, or an intoxicant of any kind, and then 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. 


 e. Robbing/Extorting - committed or attempted to commit robbery or extortion.
 f. Damaging - caused or attempted to cause damage to school property or private property (including 


tagging and graffiti).  Students/Parents will be charged for clean-up and/or repainting.
 g. Theft- stolen or attempted to steal school property or private property. 
 h. Smoking - possession of or using tobacco.
 i. Profanity - committed an obscene act or engaged in habitual profanity or vulgarity. 
 j. Drug Paraphernalia - had unlawful possession of, or unlawfully offered, arranged, or negotiated to 


sell any drug paraphernalia.
 k. Defiance - 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. Stolen Property - knowingly received stolen school property or private property. 
m. Replication / Imitation firearm- possessed an imitation firearm that is as substantially similar in 


physical properties to an existing firearm as to lead a reasonable person to conclude it is a firearm.
n. Sexual assault/ battery- committed or attempted to commit sexual assault or battery. 
o. Intimidation of a witness- harassing, threatening, or intimidating a pupil who is a witness or victim 


for the purpose of either preventing or retaliating against that student.







p. Sexual Harassment- committed harassment sufficiently severe or pervasive to have a negative 
impact on the victim’s academic performance or to create an intimidating, hostile, or offensive 
educational environment.


q. Hate Violence - caused, attempted to cause, threatened to cause, or participated in an act of hate 
violence as defined in subdivision (e) of Section 33032.5.


r. Harassment - Intentionally engaged in harassment, threats, or intimidation, directed against a pupil 
or group of pupils, that is sufficiently severe or pervasive to have the actual and reasonably 
expected affect of materially disrupting classwork, creating substantial disorder, and invading the 
rights of that pupil or group of pupils by creating an intimidating or hostile educational 
environment. 


s. Terrorist threats- made terrorist threats against school officials or school property, or both.
t. Electronic Signaling Devices – possession or use of an electronic signaling device (pagers, cell 


phones, two-way radios).


In all cases of suspension, the student's parents are notified and a parent/student conference 
is usually requested.


CONSEQUENCES
Consequences, as described in the Conejo Valley Unified School District's Discipline Policy and 
Procedures handbook, will apply and guide the actions of the school administration.


• TRASH PICK-UP-Trash Pick-up may be assigned during lunch beginning at 12:30 for minor 
infractions. Not served pick-ups will result in increased pick-ups, detentions, Saturday Work Study 
assignments, and/or suspensions.


• LUNCH DETENTIONS- Lunch detentions require students to remain in classrooms for part of 
lunch period.  Not served detentions will result in increased detentions, Saturday Work Study 
assignments, and/or suspensions. 


•SATURDAY WORK STUDY PROGRAM-Saturday Work Study Program (SWSP) provides a 
positive alternative to the suspension of students who habitually violate school rules.  SWSP is a 
discipline option in which students participate in a work/study program on Saturday mornings 
under the supervision of certificated staff member.  Students will combine a study period with 
campus beautification.  Not served Saturday Schools will result in suspensions.
** For each student assigned Saturday School, the operational procedures and policies will 
be 
provided.**


•IN-HOUSE / ON-CAMPUS SUSPENSION-
Students are to report to school and are placed in a designated location with their school work.


•OFF-CAMPUS SUSPENSION-
Students are to remain in the care of their guardians/parents and refrain from attending school.


DRESS CODE 
• No clothes or jewelry that creates a disturbance are permitted
• No body piercing, with the exception of ears. No hoop earrings larger than 50 cent coin will be 


allowed due to safety concerns.
• No bare midriffs. Fronts, backs and sides must be covered.
• No strapless or off-the-shoulder tops unless covered by high cut tank tops. No spaghetti strap 


shirts. Any exposed straps must be at least 1 inch wide.
• No deep cut tank tops are allowed for boys or girls.
• No clothes may be worn that look like underwear. Under garments may not be showing. No 


swimwear. No pajamas.
• No clothing that depicts; foul language, inappropriate pictures, advertisements for alcohol, 


cigarettes, or other illegal substances, breaking the law, or violence.
• ONLY Sequoia Middle School issued baseball caps may be worn for sun protection only with the 


bill facing forward.  Hats may not be worn in class.  Solid navy blue or black hats are permissible. 
•  Pants must fit appropriately and are to be pulled up to the waist and fastened so they remain in 


that position. The pant leg width may not exceed 11 inches.
• No gang related apparel may be worn as identified by the Ventura County Sheriff’s Department.







• No wallet chains or pocket chains 
• No bare feet. No bedroom slippers. Shoes must be worn at all times.
• No unnatural hair coloring.
• No coats, jackets, or sweatshirts may be worn during the school day for the purpose of covering up 


inappropriate clothing.
• Skirt and/or dress length that is SHORTER than 5’ above the knee (as measured at the back of the 


knee/leg) must be worn with shorts underneath. Skorts are acceptable.
• Headbands, stocking caps, beanies and hairnets are not allowed.
• Short lengths that are SHORTER than 5-inches in-seam are not permissible.


Students violating the dress code will be asked to change their clothing for the remainder of the day.  
Additionally, the following action(s) will be taken: 


 1st violation: Conference/Review of Policy 
 2nd violation: Detention
 3rd violation: Saturday School/Parent Contact  
 4th violation: Suspension   


S.U.R.E.  Rules
1.  Enter quietly, take a seat, and begin reading.
2.  There will be NO interruptions during S.U.R.E.
3.  Bring a suitable book to last the entire period.
4.  No textbooks, magazines, comic books, or newspapers are allowed.
5.  Read until your teacher dismisses you.


 


Approved  by School Site Council 5-21-2008








 
 


Emergency Response Team Staff Assignments 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 
 


 


 


 


 
 


All Staff members who do not have a lead position or assignment are to report to the Assembly area to supervise students.  Any personnel 


who are informed they are NOT needed at their unit assignment should report to the Assembly area to supervise students.   


Lead Position Assigned Staff Member(s) 


Incident Commander  


Deputy Incident Commander  


Public Information Officer  


Safety Officer  


    Assembly/Shelter Leader  


    Student Release Leader  


    Care & Shelter/Student Release Staff  


Operations Section Chief  


Search and Rescue Branch Director  


    Search and Rescue Branch Staff  


    Search and Rescue Branch Staff  


    Search and Rescue Branch Staff  


    Search and Rescue Branch Staff  


    Search and Rescue Branch Staff  


Hazard Control Branch Director  


    Hazard Control Branch Staff  


    Hazard Control Branch Staff  


    Hazard Control Branch Staff  


Medical/First Aid Branch Director  


    Medical Branch Staff  


    Medical Branch Staff  


    Medical Branch Staff  


Planning Section Chief  


    Student/Staff Situation Status Leader  


Logistics Section Chief  


    Food Unit Leader  


    Food Unit Staff  


    Food Unit Staff  


    Food Unit Staff  


Facilities Unit Leader  


Transportation Unit Leader  


  


  


  


 


School/Site Name, Address and Phone #(s): 


 


 


 





		school name: Sequoia Middle School - 2855 Borchard Road, Newbury Park, CA 91320 805-498-3617 

		Incident commander: Vivian Vina / Juan Santos / Hallie Chambers

		Deputy Incident Commander: Juan Santos / Hallie Chambers

		Public Information Officer: Vivian Vina / Juan Santos / Hallie Chambers

		Safety Officer: Liz McGugan

		Assembly Shelter Leader: Shannon Martens / Kelly Meador / Carol Magorien

		Student Release Leader: Jaime Taylor / Nancy Gerdes / Randy Smith

		Care & Shelter/Student Release: Available Teachers (Care & Shelter) & Campus Supervision (Release) 

		Operations Section Chief: Juan Santos

		Search & Rescue Director: Julie Wastell

		Branch Staff 1: Keith Jones

		Branch Staff 2: Mike Bernstein

		Branch Staff 3: Lyndee Leavitt

		Branch Staff 4: Graig Sakuma

		Branch Staff 5: Mark Grider

		Hazard Control Director: Tony Rini

		Hazard Branch Staff1: Mike Tufto

		Hazard Branch Staff2: Jeff Bostic

		Hazard Branch Staff3: Allen Saute

		Medical/First Aid Branch Director: Liz McGugan

		Medical Staff 1: Dawn Abrams

		Medical Staff 2: Rick Fowler

		Medical Staff 3: Dawn Thomas

		Planning Section Chief: Hallie Chambers

		Student/Staff Situation Status: Lisa Amenta

		Logistics Section Chief: Juan Santos & Hallie Chambers

		Food Unit Leader: Cindy Andersen

		Foot Unit Staff 1: Mikal Musselman & Meher Rustomji

		Food Unit Staff 2: Nada Wall & Lori Nava

		Food Unit Staff 3: Carrie Donohue & Crista Tennant

		Facilities Unit Leader: Juan Santos & Hallie Chambers

		Transportation Unit Leader: Karla Stevenson

		Other 1: 

		Other 2: 

		Other 3: 








Form 3.1 A
3.1 Site Specific Strategies and Programs


2011 - 2012
Sequoia Middle School


Personnel  
      Campus supervision/security patrols the campus during school hours
   Campus supervision/security supervises bus unloading and loading
  Staff members are assigned a staff buddy and SEMS teams are organized.


Before school and afterschool supervision is assigned. –Please refer to “Campus Supervision 
Schedule” Sheet 


Equipment  
  SEMS preparedness storage container. –Please refer to “First Aid Supplies” Sheet


Emergency supplies are in each classroom. –Please refer to “Emergency Class Supplies” 
Sheet
Walkie-Talkies and megaphones for each administrator, counselor, custodian and campus 
supervisor/security.


Facilities  
     
  Doorway markings
  Night lighting for Boy and Girls Club and Gym use
  Exit & enter signs
  Caution and other parking lot signage
  Gate locking procedures


Policies
     
  Periodic Tardy sweeps
  Discipline rules posted in Assignment Notebooks
  Regularly scheduled drills –Please refer to “Drill Schedule” Sheet 
  Location of emergency exit and drill diagrams


Programs
     
  Traffic Safety
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3.4  Procedures to Notify Teachers of Dangerous Pupils (E.C. 49079)
Outline of Ed Code Sections referred to in E.C. 49079


E.C. 48900      General
A pupil shall not be suspended from school or recommended for expulsion unless the superintendent or the principal 
of the school in which the pupil is enrolled determines that the pupil has committed an act as defined pursuant to any 
of subdivisions (a) to (q), inclusive.


E.C. 48900      (h)  excluded  from notification to teachers
Possessed or used tobacco, or any products containing tobacco or nicotine products, including, but not limited to, 
cigarettes, cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets, and betel.  However, 
this section does not prohibit use or possession by a pupil of his or her own prescription products.  


E.C. 48900.2    Suspension Sexual Harassment
In addition to the reasons specified in Section 48900, a pupil may be suspended from school or recommended for 
expulsion if the superintendent or the principal of the school in which the pupil is enrolled determines that the pupil 
has committed sexual harassment as defined in Section 212.5
For the purpose of this chapter, the conduct described in Section 212.5 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 education environment.  This section shall 
not apply to pupils enrolled in kindergarten and grades 1 to 3, inclusive.  (Add. Stats. 1992, Ch. 909) 


E.C. 48900.3   Suspension – Act of Hate Violence
In addition to the reasons specified in Section 48900 and 48900.2, a pupil in any of grades 4 to 12, inclusive, may be 
suspended from school or recommended for expulsion if the superintendent or the principal of the school in which 
the pupil is enrolled determines that the pupil has caused, attempted to cause, threatened to cause, or participated in 
an act of, hate violence, as defined in subdivision (e) of Section 233. (Amend. Stats. 1999, Ch. 646)


E.C. 48900.4   Additional Grounds for Suspension
In addition to the reasons specified in Section 48900 and 48900.2, a pupil in any of grades 4 to 12, inclusive, may be 
suspended from school or recommended for expulsion if the superintendent or the principal of the school in which 
the pupil is enrolled determines that the pupil has intentionally engaged in harassment, threats, or intimidation, 
directed against school district personnel or pupils, that is sufficiently severe or pervasive to have the actual and 
reasonable expected effect of materially disrupting class work, creating substantial disorder, and invading the rights 
of either school personnel or pupils by creating an intimidating or hostile educational environment.  (Add. Stats. 
2002, Ch. 643)


E.C. 48900.7   Suspension for Terroristic Threats
(a) In addition to the reasons specified in Section 48900 and 48900.2, 48900.3, and 48900.4,  a pupil may be 
suspended from school or recommended for expulsion if the superintendent or the principal of the school in which 
the pupil is enrolled determines that the pupil has made terroristic threats against school officials or school property 
or both.  
 (b) For the purposed of this section, “terroristic threats” 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 one thousand dollars ($1,000), with the specific intent that the statement is to be taken 
as a threat, even if there is not 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.  (Add. 
Stats. 1997, Ch 405)  


Section 3.4-1







Form 3.4 B


Sequoia Middle School


- A copy of the suspension form is sent to the teacher.
- Administrator and/or Counselor alert the teacher through the use of a confidential 


memo.


Section 3.4-2








Form 3.7 C
Safe and Orderly Environment Conducive to Learning


Supervision


Access   (Insert Site map showing access/egress paths)


Attendance


Classrooms


Campus supervision/security is supplied between 8:15 a.m. - 3:30 p.m. –Please refer to “Campus 
Supervision Schedule” Sheet


Administrative and counselor supervision are provided before school, during nutrition, lunch and after 
school.


Each classroom is supervised by a certificated teacher.


Special Education classrooms are staffed at a smaller teacher to student ratio.  


Teachers are encouraged to post classroom rules.


Please refer to attached maps.


Daily period attendance is taken in each classroom.


The All Call system is utilized to alert parents when a student is absent.


Attendance is rectified daily.


Student with no note is called to the office after 48 hours and given an additional 24 hours to clear the 
absence.


Uncleared absences become a truancy and Saturday Work Study is assigned.


Section 3.7-1








 


 


INCIDENT COMMAND SYSTEM 


 
 


 


 


 


            


 


 
 


 


 


 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 
 
 


 
 


 


Assembly/Shelter Leader 


_______________________ 
 


Student Release Leader 


_______________________ 
 
 
 
 
 
 
 


Assembly/Shelter/Student Release Staff 


    __________________ 


    __________________ 


 INCIDENT COMMANDER 


 


OPERATIONS COOR. 
 


 


________________________ 


PLANNING 
 


 


_____________________ 


LOGISTICS  
 


 


_____________________


FINANCE 


 
 


_______________________ 


-Search and Rescue 


- Hazard Control 


-Medical/Health 


 


- Student/Staff 


Situation Status Unit 


 


  


-Facilities 


-Food 


-Transportation 


-Track hours worked      


by employees 
 


 


 


 


-Maintain records of   


monies spent 


PUBLIC INFORMATION OFFICER 
 


 


 


SAFETY COORDINATOR 
 


 


 


DEPUTY INCIDENT COMMANDER 


Indicate Year 


 





		AssemblyShelter Leader: S. Martens / K. Meador / C. Magorien

		Student Release Leader: J. Taylor / N. Gerdes / R. Smith

		AssemblyShelterStudent Release Staff 1: Available Teachers(Care & Shelter)

		AssemblyShelterStudent Release Staff 2: Campus Supervision(Release)

		Indicate Year: 2011-2012

		Indicent Commander: Vivian Vina

		Deputy Incident Commander: Juan Santos & Hallie Chambers

		Public Information Officer: Vina Vina / Juan Santos / Hallie Chambers

		Safety Coordinator: Juan Santos / Hallie Chambers

		Finance: Jaime Taylor

		Logistics: Vivian Vina

		Planning: Hallie Chambers

		Operations Coor: Juan Santos








 
 
 


      Complete the bottom half of this form.  Place completed copy here and in Section 2.5 Maps & Procedures. 


LOCKDOWN INFORMATION 


 


1 
If you are already in your classroom, lock the doors, shut the windows, close the blinds.  Instruct 


everyone to get on the floor.   


1  Do a roll call.  Make all necessary notifications. 


1  Do not respond to knocks or requests to open the door unless it is the Principal or other proper 


authority with proper identification. 


1  Do not respond to a fire alarm unless directed by recognized authorities. 


1  Turn on radio or provided communication equipment for updated information. 


1  Do not let persons leave the room until the all clear is given. 


1  Put designated message in window and under door if necessary.  


 


Other Information: 


Enter any additional Site Specific instructions for LOCKDOWN. 
 


If you are going to insert more information than can be contained in this 


 textbox, insert additional page. 


  
  Consider: Cafeteria, gym, library, theatre, athletic fields, pool, PE areas, 2


nd
 or 3


rd
 stories, 


                   elevators, portable buildings, open areas, and any area that will be difficult to secure.   





		Enter any additional Site Specific instructions for LOCKDOWN If you are going to insert more information than can be contained in this textbox insert additional page Consider Cafeteria gym library theatre athletic fields pool PE areas 2 nd or 3 rd stories elevators portable buildings open areas and any area that will be difficult to secure: 








 
Securing Equipment, Furnishings, Materials 


SEMS Basic Requirements 
Review each item at your site and initial completion. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


AREA TO REVIEW 


DANGER ESPECIALLY DURING 


EARTHQUAKE INCLUDING INJURY 


AND DEATH 


EXAMPLES OF  


HOW TO SECURE 


INITIAL 


 


 


1. UTILITIES 


Water heaters, cylinders for 


gas, water bottles, water 


containers, etc. 


 


 


Easily jarred, may fall or topple, could 


be thrown across open space, could fall 


and explode causing damage or fire. 


 


 


Tying into walls with metal 


strapping if in open area, 


placement in enclosed area. 


 


    


2.   EQUIPMENT 


      Laboratory and shop 


equipment, chemicals, 


utensils, microscopes, other 


equipment on open shelves. 


 


May be thrown from shelves, could 


explode when hits floor or walls, could 


result in chemical fire, explosion or 


serious injury.   


 


Use elastic cords or wood strips  


2-3” above a shelf to hold items in 


place.  Place items in cabinets with 


secure latches.  Cover glass doors 


with protective liner.  Bolt down or 


latch equipment when not in use. 


 


    


3.  TALL CABINETS 
     Cabinets or storage areas with 


boxes, furniture or equipment 


stored loosely on top.  


Classrooms with open storage 


use above built-in cabinets.  


 


Can easily be jarred and fall or be 


thrown across populated area. 


 


Remove all items from the tops of 


cabinets in open areas or securely 


bolt and/or tie items down to top of 


cabinet or adjoining wall.   


 


    
4.  BOOKCASES AND    


MOVEABLE CABINETS          


over 42 inches high. 


 


Can easily topple, be moved, or be 


emptied with items being thrown across 


populated space.   


 


Tie into wall with “L” brackets or 


bolt to wall or floor.  Use metal 


strips across the tops of a series of 


bookcases in parallel (e.g., library). 


 


    


5.  CABINET DOORS  


Will pop open and can displace 


contents across populated space. 


 


Use latches that hold doors 


securely closed. 


 


    


6.  WALL HUNG 


ADJUSTABLE SHELVING       


All loose shelves. 


 


Will fall with contents, could be thrown 


with contents across populated space. 


 


Screw, nail or wire loose shelves to 


brackets /supports. 


 


    


7.  HANGING PLANTS                 


All hanging items. 


 


Will swing, may come off open hooks, 


could drop if not secured into ceiling. 


 


Use enclosed hooks or close the 


hook.  Make sure hanger is secure 


to ceiling.   


 


    


8.  FILE CABINETS                       


Over 42 inches high. 


 


Drawers can open and contents 


displaced. 


 


Place in areas least likely to be in 


direct line with personnel work 


area or use bars through drawer 


handles to prevent them from 


opening. 


 


    


9.  ROOM DIVIDERS                   


Over 42 inches high. 


May fall down or be displaced across 


the room 


Bolt to floor or wall.  


    
10.  PROJECTOR SCREENS   


WALL MAPS 


 


Could fall or be displaced across the 


room. 


 


Make certain they are 


appropriately bolted to wall. 


 


    
    


School/Site Name: 







 
 


STRUCTURAL CONSIDERATIONS 
SEMS Basic Requirements 


 


Review each item at your site and initial completion. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


AREA TO REVIEW 


DANGER ESPECIALLY DURING 


EARTHQUAKE INCLUDING INJURY 


AND DEATH 


EXAMPLES OF  


HOW TO SECURE 


INITIAL 


 


 


1.  DOORS AND OPENINGS 


 


Flooring may change in height on 


either side of a door or opening 


preventing passage due to not being 


able to open door. 


 


Identify a second exit from each 


room and make certain that all 


doors are in excellent operating 


condition. 


 


 


 


    


2.  WINDOWS Can burst and shatter. Replace any broken windows with 


tempered glass, use some other 


type of replacement material, or 


use a special glass coating to 


reduce shatter possibility.  


 


 


 


    


3.  TRAILERS ON STANDS  


     OR BLOCKS   


Can collapse, fall off stands, result in 


fire or other hazard. 


 


Replace blocks or stands with 


permanent foundations. 


 


 


 


 


    
4.  OTHER 


      Areas you may have thought 


of, or are specific to your site. 


 


 


 


 


 


 


 


 


 


 
 


 


 


 


 


 


 


 
    


  


 


 


 
 


 


 


 


 


 


 


 
    


 


School/Site Name: 





		SchoolSite Name: Sequoia Middle School

		SchoolSite Name_2: Sequoia Middle School

		Utilities: VV

		Equipment: VV

		Tall Cabinets: VV

		Bookcases: VV

		Cabinet Doors: VV

		Wall Hung Shelving: VV

		File Cabinets: VV

		Room Dividers: VV

		Projector Screens: VV

		Doors & Openings: VV

		Windows: VV

		Trailers on Stands: VV

		Hanging Plants: VV

		Other: VV

		Other2: 

		Other4: 

		Other3: 

		Other5: 

		Other1: 

		Danger2: 

		Danger3: 

		Danger4: 

		Danger5: 

		Danger1: 

		Secure1: 

		Secure2: 

		Secure3: 

		Secure4: 

		Secure5: 








Section 1
Standardized Emergency Management System:  


Site Specific Disaster Preparedness Plan 
Annual Update


2011-2012








2011-2012


 INSTRUCTIONS FOR COMPLETION OF SITE PLAN


A.  Complete each section as thoroughly as possible.  Use computer generated pages as often  
as possible.  


B.  Utilize the services of the Fire Department as appropriate to assist you in planning.


C.   Complete the site plan(s) of your physical plant by:


 1.  Locating each item found in the KEY:  EQUIPMENT   on Map A.
 2.  Locating each item found in the KEY:  STUDENT MOVEMENT on Map B.


3.  Verifying that the already designated locations for gas, water and electricity     
cutoffs are accurate.  If they are not, please make the appropriate corrections.


D.  Attach additional sheets as needed to explain:


a. Evacuation routes and assembly areas more thoroughly.
b. Unusual plans necessary to accommodate special needs students who  
      require additional assistance, if different from plans for other students. 
c. Evacuation routes and assembly areas for students and personnel during 
      lunch time and at the opening or close of school.  
d. Any other unusual circumstance or arrangement which requires exceptions 
      to your site plan or which may require additional planning.


E. When your plan is complete, send a copy to:  
          Assistant Director of Pupil Services and retain a copy in part 1 of your 
          Comprehensive School Safety Plan at your site.


Sequoia Middle School


2855 Borchard Road
Newbury Park, California 91320


SEMS
STANDARDIZED EMERGENCY 


MANAGEMENT SYSTEM   


Principal’s Signature_______________________________Date Submitted___________________





