
City Heights Prep has developed a Comprehensive School Safety Plan (CSSP), which is updated annually with input from the CH 

Prep staff, School Site Council, and other community members. The current Comprehensive School Safety plan addresses 11 

Criterions:  

Criterion 1: Assessment of current status of school crime data and site response to crime data Criterion  

Criterion 2: Child abuse reporting procedures  

Criterion 3: Disaster procedures, routine, and emergency  

Criterion 4: Policies and acts related to suspension, expulsion, or mandatory expulsion Criterion 5: Notification to 

teachers of dangerous students  

Criterion 6:  Sexual harassment policy  

Criterion 7: The provisions of any school-wide dress code  

Criterion 8: Ensuring safety of students, staff, and parents/guardians while going to and from school  

Criterion 9: Safe and orderly school environment  

Criterion 10: Assisted Rescue Protocols Criterion 11: School Safety committee formation  

Also attached:  

Site Emergency Plan    



Criterion 1: Assessment of current status of school crime data and site response to crime data 

To obtain crime data for the vicinity surrounding your school site go to http://www.crimemapping.com and customize the dates 

for a period of six (6) months and adjust the Search Radius to a radius that gives sufficient information to answer the criteria. 

Click Trend Report icon. Record date range and search radius below. Based on the criminal data, develop a response below as to 

how your school community will improve on the current year’s trend. Identify appropriate strategies and programs to provide or 

maintain a high level of school safety, to include on site as well as to and from school 

Assessment of current status of school crime and site response to crime data range was used: July 31, 2019 – February 6, 2020 

Search Radius was used: .5 Miles, .2 Miles, & 500 feet 

August 10, 2019 – February 6, 2020 August 10, 2019 – February 6, 20 August 10, 2019 – February 6, 2020 

.5 mile radius .25 mile radius 500 feet radius 

344 crimes 81 crimes 7 crimes 

98% drug/alcohol, theft/larceny, 

assault, car theft 

71.6% drug/alcohol, theft/larceny, 

assault, car theft 

71% drug/alcohol, theft/ larceny, 

assault, car theft 

0.1% sex crimes No  sex crimes No sex crimes 

Identify appropriate strategies and programs to provide or maintain a high level of school safety, to include on site as well as to 

and from school. 

City Heights Prep is located in an urban neighborhood with medium-volume traffic. City Heights Prep works with the city of San 

Diego and neighboring organizations to promote safety and awareness if issues are to arise. Strict procedures are in place to 

report suspicious behavior.

City Heights Prep monitors students before and after school to ensure safety. Students are to remain within school gates before 

the start of school where they can be seen by staff. After school, students may participate in Study Hall and/ or after school 

activities. Students must be signed in and out of after school activities and release times are adjusted to accommodate safe 

departure from school and parent requests. 

City Heights Prep has also instituted a board approved Volunteer and Visitor Policy to maintain student’s safety. This    Policy is 

included in the following pages. 



 

 
 

 
 
 

Volunteer & Visitor Policy1 
City Heights Prep starts with you! Parent and volunteer involvement in any school can make the difference between a good 

school and a great school. At City Heights Prep, there are many ways that family and community members can participate and 

contribute, regardless of availability, skills or interests. The Governing Board (“Board”) of City Heights Prep is committed to 

providing a safe and secure learning environment for its learners. We encourage parents/guardians and interested members of 

the community to visit and view the educational program. However, to ensure the safety of students and staff, to minimize 

interruption of the instructional program, and for the purpose of efficient classroom management, City Heights Prep has 

established the following procedures, pursuant to California Penal Code Sections 627, et seq., to facilitate visits during regular 

school days. 

 

Visitors and Guests 

 

All visitors, volunteers, and contracted workers at the school during the school day are required to check in at the front office 

and wear a name badge for the entire duration of their visit. For our students’ safety, even regular and frequent volunteers and 

visitors to the school are expected to abide by this policy. 

 

Observations during school hours should first be arranged with the Executive Director or designee, at least 24 hours in advance. 

If a conference is desired, an appointment should be set with the Executive Director or designee during non-instructional time, 

at least three days in advance unless otherwise agreed upon by both parties. Except in unusual circumstances previously 

approved by the Executive Director or designee, classroom visits should not exceed approximately 45 minutes in length or 

occur more than twice per month and visitors should expect to be accompanied by a non-teaching staff member. 

The Executive Director or designee may refuse to register an outsider if he or she has a reasonable basis for concluding that the 

visitor’s presence or acts would disrupt the school, its students, its teachers, or its other employees; would result in damage to 

property; or would result in the distribution or use of unlawful or controlled substances. 

 

The Executive Director or designee may withdraw consent to be on campus even if the visitor has a right to be on campus 

whenever there is reasonable basis for concluding that the visitor presence on school grounds would interfere or is interfering 

with the peaceful conduct of the activities of the school, or would disrupt or is disrupting the school, its students, its teachers, 

or its other employees. 
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The Executive Director or designee may request that a visitor who has failed to register, or whose registration privileges have 

been denied or revoked, promptly leave school grounds. When a visitor is directed to leave, the Executive Director or designee 

shall inform the visitor that if he/she reenters the school without following the posted requirements he/she may be guilty of a 

misdemeanor. 

Any visitor that is denied registration or has his/her registration revoked may request a hearing before the Executive Director or 

designee. The request shall be in writing, shall state why the denial or revocation was improper, shall give the address to which 

notice of hearing is to be sent, and shall be delivered to the Executive Director or designee. The Executive Director or designee 

shall promptly mail a written notice of the date, time, and place of the hearing to the person who requested the hearing. A 

hearing before the Executive Director or designee shall be held within seven days after the Executive Director or designee 

receives the request. The decision of the Executive Director or designee is final.2 

 

The Executive Director or designee shall seek the assistance of the police in dealing with or reporting any visitor in violation of 

this policy. 

 

No electronic listening or recording device may be used by students or visitors in a classroom without the teacher’s and 

Executive Director or designee's written permission 

 

Volunteer Opportunities 

Questions about volunteering should be directed to the School office. 

 

Volunteer Requirements 

A volunteer is an individual working under the direction of a paid Charter School employee to provide a service without 

compensation on campus while working with or around children. Volunteer services are available to the learners as a whole 

and are based upon the assessment of the learners’ needs. These may include, but are not limited to, teaching, facilitating or 

mentoring (with appropriate credentials or supervision), supervision of enrichment activities, or transportation. Volunteer 

services are offered in accordance with the needs of the Charter School, under the authority of the Governing Board. 

 

TB Test – For the health of our students, every individual who volunteers on a regular basis or more than 5 times per school 

year and will be in contact with students must present proof of a negative TB (tuberculosis) skin test dated within the last year 

to the Volunteer Coordinator. You can get this test done by your general practitioner or go to the City Heights location of the 

San Diego County Health Clinic (www.sdcounty.ca.gov/hhsa/facilities/central/public_health_center_central_region.html). 

 

TB testing is not required for individuals who volunteer on a limited basis, including those who volunteer less than 5 times per 

school year, or for volunteers who will not be coming into contact with students. 
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Volunteer Training – Every volunteer must attend a one hour orientation at the school, which will be offered during the first few 

weeks of school, and periodically during the school year as needed. 

 

For volunteers in the classroom, the teacher has full discretion as to the use of volunteers and the time and duration of in-class 

volunteer participation. Overall direction and monitoring of volunteer activities will be under the supervision of the teacher or 

other staff, as appropriate. However, volunteers must be able to work independently on volunteer tasks. Volunteers shall not 

meet privately with one learner at a time. 

Volunteers in classrooms shall follow all other guidelines indicated elsewhere in this Policy. Classroom volunteers are there to 

benefit the entire class and are not in class solely for the benefit of their own child. Classroom volunteers must follow the 

instructions provided by the classroom teacher. Classroom rules also apply to parent volunteers to ensure minimal 

distraction to the teacher. If a volunteer is uncomfortable following the direction of the teacher, the volunteer may leave their 

volunteer position for that day. Any questions or concerns about management should be made to the Executive Director. 

Volunteers shall not use obscene or discriminatory language at any School event.3 

 

When working with learners and families it is inevitable that volunteers will encounter confidential information protected by 

federal law. Such information gained by volunteers regarding individual students (e.g., academic performance or behavior) is to 

be maintained in strict confidentiality. Volunteers may be required to sign a confidentiality agreement. Questions or comments 

concerning a child’s academic performance or behavior must be done in a separate meeting between parent and teacher, as 

arranged with the teacher, consistent with this Policy. Student discipline is to be left to the teacher, even for a parent 

volunteer’s own child. 

 

Volunteers may transport learners only with permission of the School. If volunteers transport learners to and from official 

events they must have a valid California driver’s license and provide proof of automobile liability insurance and have a seat belt 

for every child. Volunteers will be required to provide appropriate documentation and sign any required acknowledgements 

prior to transporting learners. 

 

Volunteers shall not be in possession of or under the influence of, alcoholic beverages and/or illegal drugs or in possession of 

firearms while serving in a volunteer capacity. 

 

When serving as a chaperone at an official School event, volunteers will not leave the grounds unless approved by the staff in 

charge of the event. 

 

Volunteers shall not sign any agreements on behalf of the School. If they are asked to sign such an agreement they should 

contact the Executive Director for assistance. 

 

Background Checks 
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Contractors and volunteers who may be outside of the direct supervision of a credentialed employee (e.g. 1:1 tutors) are 

required by law to be fingerprinted for a criminal background check. The School Director and Operations Manager shall monitor 

compliance with this policy. If the Executive Director or designee reasonably suspects that additional information is required in 

subsequent school years to ensure the health and safety of students, he or she may require a volunteer to resubmit 

fingerprinting and criminal background check information. 

 

Penalties4 

Pursuant to the California Penal Code, if a visitor or volunteer does not leave after being asked or if the visitor or volunteer 

returns without following the posted requirements after being directed to leave, he/she will be guilty of a crime as specified 

which is punishable by a fine of up to $500.00 or imprisonment in the County jail for a period of up to six (6) months or both. 

Further conduct of this nature by the visitor or volunteer may lead to the School’s pursuit of a restraining order against such 

visitor which would prohibit him/her from coming onto school grounds or attending School activities for any purpose for a 

period of three (3) years. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

                                                

 



 

 
 

Criterion 2: Child abuse reporting procedures 
 
City Heights Prep has instituted the attached Child Abuse and Neglect Reporting Agreement that all employees sign on their 
first day of employment. All employees also complete State Mandated Reporter training prior to start of hire, which is renewed 
each   year 
 

Child Abuse and Neglect Reporting Agreement 
 
Since our employees work directly with children, they are in a position to detect instances of child abuse and neglect. It is City 
Heights Prep’s policy that all employees shall comply with the California State law regarding child abuse reporting procedures. 
Section 11166 of the California Penal Code mandates the reporting to designated authorities of cases of suspected child abuse 
as follows: 
 
“Any child care custodian, health practitioner, or employee of a child protective agency who has knowledge of or observes a 
child in his or her professional capacity or within the scope of his or her employment whom he or she knows or reasonably 
suspects has been the victim of child abuse shall report the known or suspected instance of child abuse to a child protective 
agency immediately or as soon as practically possible by telephone and shall prepare and send a written report thereof within 
36 hours of receiving the information concerning the incident.” 
 
While each employee has the responsibility to ensure the reporting of any child he/she suspects is a victim of abuse, the employee 
is not to verify the suspicion or prove that abuse has occurred. Classroom teachers who become aware of suspected child abuse 
should make a report as required by law. 
 
It is extremely important that City Heights Prep employees comply with the requirements of the Child Abuse and Neglect 
Reporting Act (CANRA). No mandated reporter can be held civilly or criminally liable for any report required or authorized by 
CANRA. In addition, any other person who voluntarily reports a known or suspected incident of child abuse or neglect will not 
incur civil or criminal liability unless it is proven that the report was false and the person knew the report was false or made the 
report with reckless disregard of its truth or falsity. 
 
The Founding Director is available to answer any questions employees may have about their responsibilities under CANRA, or to 
assist an employee in making a report under CANRA. If an employee makes a report pursuant to CANRA without City Heights 
Prep’s assistance, he or she is required to notify City Heights Prep of the report if it is based on incidents he or she observed or 
became aware of during the course and scope of his or her employment with City Heights Prep Charter School. 
 
I understand that I am a mandated reporter and agree to abide by the Child Abuse and Neglect Reporting Act as required by 
law. 
 
 
 
         
Employee Signature Employee Name Print  Date 
 
 
 
 
         
Director Signature      Date 
 
 
 
 
 
 



 

 
 
Criterion 3: Disaster procedures, routine, and emergency 
 
The school has instituted a Site Emergency Response Plan for disasters see Appendix A. An Emergency Plan outlines steps to 
take in case of emergencies and emergency numbers are posted in the school office and each classroom. City Heights Prep has 
also instituted a board approved Emergency Plan Policy to outline the measures taken to ensure the safety of the students 
during an emergency. This policy is included in the following pages 
 

 
EMERGENCY PLAN 

 
Disaster Plan 
 
The intent of this plan is to clarify school procedures in the case of an emergency. The objectives of our plan are the following: 
 

1. To provide for action which will minimize injuries and loss of life of students and school and emergency personnel if 
an emergency occurs during school hours; 

 
2. To provide for maximum use of school personnel and school facilities; 

 
3. To ensure the safety and protection of our students and school personnel immediately after a disaster; 

 
4. To arrange for a calm and efficient plan for parents to retrieve their children from school, should it be necessary, 

following a disaster. 
 
To meet these objectives, in the event a disaster should occur when children are at school, the following action plan would be 
implemented. 
 
Teacher Will: 

1. Give “duck, cover and hold” instructions in event of earthquake. 
 

2. Evacuate building in case of fire or after an earthquake 
 

• Take emergency folder and duffel bag and evacuate students to assigned area. 
• Take first aid kit and duffel bag only when evacuating after an earthquake. 
• Hold students in assigned yard area, take role, and wait for further instructions from authorized school or emergency 

personnel. 
• Remain with class and report anyone who is missing. 
• Take appropriate first aid action. 
• Refrain from re-entering buildings until deemed safe. 
•  

 
3. Dismiss students to go home only to parent or responsible adult designated on child’s emergency release form. Child 

must be signed out by parent or a responsible adult. If not reachable, student may be transported by staff if a signed 
Transportation Permission and Waiver Agreement is on file. 

 
 
Assigned Emergency Director Will: 

1. In the event of a fire, call 911 and notify landlord to shut off gas, electricity and water (in that order). 
2. In the event of an earthquake, call 911 and notify landlord if gas is smelled, turn off gas; if there is an electrical 

problem, turn off electricity; if there are water leaks, turn off water. 
3. Inspect buildings for damage. 
4. Report to School Director for further instructions. 
5. Set up and coordinate a first aid center.  



 

 
Assigned Emergency Director Will: 

1. Assign available adults to tasks as needed. 
2. Decide if evacuation to a designated shelter is necessary.  

 
 
School Office Staff Will: 

1. If telephones are operable and if premises is not evacuated: 
• Notify the police department and/or fire department. 
• Monitor incoming phone calls. 
2. Maintain communication with staff and outside agencies. 

 
 Special Information for Parents 
 
Telephones/Communications 
In the event of an earthquake, flood or other natural disaster, keep your radios tuned to your local radio station for advisory 
information. Please do not call the school as we must have the lines open for emergency calls. 
 
Dismissal 
Should there be a major earthquake, children will remain under the supervision of school authorities until parents or 
responsible adults can pick them up. 
 
Student Release Procedure 

1. Go directly to the entrance of the school or evacuation area. 
2. Inform teacher, aide or adult responsible for that classroom that you are taking the child from the class line. 
3. Sign a Student Release form for each child you are taking. Do not remove your child or any other child from school 

without signing the emergency release form. This provides us a record of where each child is when someone else 
arrives later looking for the child. 

4. Unless you are staying to volunteer, please leave as quickly as possible after signing out your child. 
5. Adults will be needed to help with first aid, dismissing students, helping with classes, monitoring traffic, etc. If you are 

able to volunteer to help, go directly to the Command Center where the Volunteer coordinator will give you an 
assignment. Volunteers should leave children with their classes and not sign student release form until they are ready 
to leave. 

 
If You Can’t Get to the School 
Should a major disaster occur, it is likely that many parents will not be able to reach the school right away. If conditions make it 
necessary, we will release your child to the adult indicated on your child’s Emergency Release form. We will keep a written record 
of the child and the adult to whom the child has been released. 
 
The school principal or teacher in charge will determine the need to leave the building. In the event the building cannot be 
reoccupied or if a fire requires evacuation of the school, the students will be transferred to the nearest available safe shelter. 
Alternatively, student may be transported home by staff if a signed Transportation Permission and Waiver Agreement is on file. 
If the children are caught in a disaster between home and school, it is recommended that they go immediately to school. 
 
Food and Water 
In the event that children would need to remain on campus for several hours after any sort of a disaster, there will be a supply 
of fresh water and limited food, in the school earthquake kit. 
 
Fire Drills and Evacuation 
In the case of fire at the school, the school will be immediately evacuated according to the floor plan set forth at the beginning 
of each school year. Teachers are required to keep a student roster with them at all times, checking attendance immediately after 
evacuation. Fire drills will be conducted at least quarterly. 
 
Bomb Threats 
In the case of a bomb threat at the school, the school will be immediately evacuated according to the fire evacuation plan, 
appropriate emergency personnel will be summoned. Students and teachers will not re-enter the building until it has been 
deemed safe by emergency personnel. 
 



 

 
 

 
CALIFORNIA MANDATED REPORTING EASY STEPS: 
WHAT MUST BE REPORTED and HOW TO REPORT! 

 
 
What Must be Reported: 
Any of the below acts involving anyone under the age of 18: 

• Physical Abuse 
• Sexual Abuse 
• Emotional Abuse 
• Neglect 

The mandated reporter must only have reasonable suspicion that a child has been mistreated; no evidence or proof is required 
prior to making a report. 
 
The case will be further investigated by law enforcement and/or child welfare services. 
 
How to Report: 
By phone: Immediately, or as soon as possible, make a telephone report to child welfare services and/or to a Police or Sheriff 's 
department. 
 

1. Child Welfare Services phone # 858-560-2191 
2. Police Department phone # 619-516-3000 
3. Sheriff 's Department phone # 858-974-2222 

 
In Writing: Within 36 hours, a written report must be sent, faxed or submitted electronically. The written report should be 
completed on a state form called the 8572, which can be downloaded at: 
 

http:/lag.ca.gov/childabuse/pdf/ss_8572.pdf 
 
Other information: 

• Safeguards for Mandated Reporters: 
o The Child Abuse and Neglect Reporting Act (CANRA) states that the name of the mandated reporter is 

strictly confidential, although it is provided to investigative parties working on the case. 
o Under state law, mandated reporters cannot be held liable in civil or criminal court when reporting as 

required; however, under federal law mandated reporters only have immunity for reports made in good 
faith. 

• Failure to report: 
o Failure to report concerns of child abuse or neglect is considered a misdemeanor and is punishable in 

California by six months in jail and/or up to a $1,000 fine. 
• For the complete law and a list of mandated reporters refer to California Penal Codes 11164-11174.3. 

 
This document and Mandated Reporting information can be found at www.mandatedreporterca.com 
 
 
 
 
 
 
 
 
 
 



 

 
 
Criterion 4: Policies and acts related to suspension, expulsion, or mandatory expulsion 
 
City Heights Prep has instituted a board approved Suspension and Expulsion Policy that outlines the grounds on which a student 
may be suspended or expelled, along with an outline of the steps to take. This Policy is included in the following pages. 

Suspension and Expulsion Policy 

Introduction 
This Pupil Suspension and Expulsion Policy (the “Policy”) for City Heights Prep Charter School (“School”) has been 
established in order to promote learning and protect the safety and well-being of all students. When the Policy is 
violated, it may be necessary to suspend or expel a student from regular classroom instruction.  

Staff shall enforce disciplinary rules and procedures fairly and consistently amongst all students. The Policy will be 
printed and distributed as part of the Student Handbook and will clearly describe discipline expectations. The 
Director shall ensure that students and their parents/guardians are notified in writing upon enrollment of all 
discipline policies and procedures. The notice shall state that this Policy is available on request at the school’s 
office.  

Discipline includes, but is not limited to, advising and counseling students, conferring with parents/guardians, 
detention during and after school hours, community service on or off campus, the use of alternative educational 
environments, suspension and expulsion. Corporal punishment shall not be used as a disciplinary measure against 
any student. Corporal punishment includes the willful infliction of, or willfully causing the infliction of, physical pain 
on a student. For purposes of the Policy, corporal punishment does not include an employee’s use of reasonable 
force necessary to protect the employee, students, staff or other persons or to prevent damage to school 
property.  

A student identified as an individual with disabilities or for whom the School has a basis of knowledge of a 
suspected disability pursuant to the Individuals with Disabilities in Education Act (“IDEA”) or who is qualified for 
services under Section 504 of the Rehabilitation Act of 1973 (“Section 504”) is subject to the same grounds for 
suspension and expulsion and is accorded the same due process procedures applicable to regular education 
students except when federal and state law mandates additional or different procedures. The School will follow 
Section 504, the IDEA, the Americans with Disabilities Act of 1990 (“ADA”) and all applicable federal and state laws 
when imposing any form of discipline on a student identified as an individual with disabilities or for whom the 
School has a basis of knowledge of a suspected disability or who is otherwise qualified for such services or 
protections in according due process to such students.  

A Suspension Definition  

Suspension is the temporary removal of a pupil from class instruction for adjustment or disciplinary reasons. 
Suspension does not mean any of the following:  

• Reassignment to another education program or class at the School where the pupil will receive continuing 
instruction  

for the length of day prescribed by the Board for pupils of the same grade level;  

• Referral to a certificated employee designated by the Director to advise pupils;  



 

• Removal from the class, but without reassignment to another class for the remainder of the class period 
without  

sending the pupil to the Director or designee.  

While suspended, the pupil may not loiter on or be within 100 yards of City Heights Prep Charter School 
grounds at any time, nor attend or participate in any School activity at any time, no matter where such 
activity is taking place. Violation may result in further disciplinary action.  

City Heights Prep Charter School shall consider suspension from School only when other means of 
correction fail to bring about proper conduct or where the student’s presence would constitute a danger 
to persons or property or seriously disrupt the educational process.  

Authority  

The Director or his/her designee may suspend a student from class, classes or the school for a period not 
to exceed five (5) days. The Director or his/her designee may extend a student’s suspension pending final 
decision by the Board of Directors of City Heights Prep Charter School on a recommendation for 
expulsion. On a recommendation for expulsion, the Board of Directors may suspend a special education 
student being considered for expulsion in accordance with the laws relating to expulsion of special 
education students.  

A pupil may not be suspended or expelled for any of the acts enumerated in this Policy unless the act is related to 
school activity or school attendance of City Heights Prep Charter School. A pupil may be suspended or expelled for 
acts that are enumerated in this Policy and related to school activity or attendance that occur at any time, 
including, but not limited to any of the following:  

• While on school grounds  
• While going to or coming from school  
• During the lunch period, whether on or off the school campus  
• During, going to or coming from a school sponsored activity  

Grounds 
Students may be suspended or expelled for any of the following acts (whether completed, attempted or 
threatened) when it is determined the pupil:  

1.  Academic Dishonesty  
2.  Assaults/Battery/Mutual Combat  

• Attempt/threatened to cause physical injury; mutual combat  
• Willfully caused minor injury upon the person of another, except in self-defense (NOT 

mutual combat)  
• Willfully caused serious injury upon the person of another, except in self-defense (can 

include mutual combat) (mandatory recommendation for expulsion)  
• Assault or battery on school employee (mandatory recommendation for expulsion)  
• Sexual assault or sexual battery (mandatory recommendation for expulsion)  
• Aids or abets the infliction or attempted infliction of physical injury  

3. Bullying/Cyberbullying  
• Placing a reasonable pupil or pupils in fear of harm to that pupil’s or those pupils’ 

person or property.  
• Causing a reasonable pupil to experience a substantially detrimental effect on his or her 

physical or mental health.  



 

• Causing a reasonable pupil to experience a substantial interference with his or her 
academic performance.  

• Causing a reasonable pupil to experience a substantial interference with his or her 
ability to participate in or benefit from the services, activities, or privileges provided by 
the Charter School.  

4. Controlled/Prohibited Substances  
• Possessed/Used   

• 1st offense  
• 2nd offense (mandatory recommendation for expulsion)  

• Furnished or sold (mandatory recommendation for expulsion)  
• Possession of amount for more than personal use (mandatory recommendation for 

expulsion)  
• Soma- offered, arranged to sell or sold (mandatory recommendation for expulsion)  

5. Disruption/Defiance 

• Minor disruption/ defiance  
o Minor disruption of classroom or school-sponsored event  
o Failure to follow teacher/supervisor directions 
o Verbal abuse or defiance of teacher/supervisor  

• Major disruption/defiance 
o Major disruption of one or more classrooms and/or school sponsored event 
o Verbal abuse or defiance of teacher/supervisor requiring assistance  

6. Drug Paraphernalia  

• Unlawful possession  
• Unlawfully offered, arranged, or negotiated to sell  

7. Harassment 

• Harassed, intimidated, or threatened pupil(s) or district personnel with intended effect 
of disrupting class work, creating substantial disorder, or creating an intimidating or 
hostile educational environment.  

8. Hate Incidents 

• Mutual combat 
o Fight motivated by racial differences, real or perceived sexual orientation, or 

other hate-related matters  
• Offensive comment, intent to harm  
• Use of physical force, minor injury  
• Use of physical force, serious injury (mandatory recommendation for expulsion)  
• Threat of violence  
• Vandalism or graffiti  

9. Obscenity (Includes use of network or other electronic media)  

• Obscene act  



 

• Habitual profanity/vulgarity  

10.  Property Damage  

• Attempted to cause damage  
• Caused minor damage  
• Caused major damage  

11. Property Theft  

• Attempted to steal  
• Stole  
• Receipt of stolen property  

12.  Robbery/Extortion (includes attempts)  

• Robbery or Extortion (mandatory recommendation for expulsion) 
o Robbery is the felonious taking of personal property in the possession of 

another against his/her will as accomplished by force or fear 
o Extortion is obtaining of property of another with his/her consent induced by 

wrongful use of force or fear  

13. Sexual Harassment (includes use of network or other electronic media) 

• Verbal/Visual 
o Making signs and gestures and/or verbal statement that causes a negative 

impact  
• Physical contact including minor and non-intimate physical contact  
• Continued verbal, visual, or physical sexual harassment  

14. Substance in Lieu of Controlled Substance  

• Delivered, furnished, or sold (substances misrepresented as controlled substances)  

15. Threats and Intimidation  

• Witness intimidation using harassment and/or threats  
• Threat (death or grave bodily injury) to staff, or against school property (damage > 

$1000)  

16. Tobacco/Nicotine Product  

§ Possessed/Used 
• 1st – 2nd offense  
• 3rd Offense (mandatory recommendation for expulsion)  



 

17. Weapons, Explosives, Dangerous Objects, Imitation Firearms 

• Possessed, sold, or furnished a firearm, knife, explosive, or dangerous object 
(mandatory recommendation for expulsion) 

• Brandished a knife (mandatory recommendation for expulsion)  
• Possessed, sold, or furnished devices such as snappers or poppers, firecrackers and 

fireworks other than M80’s or cherry bombs.  
• Possessed an imitation firearm 

 
The preceding list is not exhaustive and depending upon the offense, a pupil may be suspended or expelled for 
misconduct not specified above.  

Procedures Required to Suspend 
Step One 

The Director or designee shall investigate the incident and determine whether or not it merits suspension. 

Searches: In order to investigate an incident, a student’s attire,*personal property, vehicle or school property, 
including books, desks and school lockers, may be searched by a Principal or designee who has reasonable 
suspicion that a student has violated or is violating the law or the rules of the school. Illegally possessed items shall 
be confiscated and turned over to the police.  

Step Two  

Unless a student poses a continuing danger to persons or property or an ongoing threat of disrupting the academic 
process, a suspension will be preceded by an informal conference between the Director or designee and the 
student in which the student shall be orally informed of the reason for the suspension, the evidence against him, 
and be given the opportunity to present informal proof of his/her side of the story. If the student poses a 
continuing danger to persons or property or an ongoing threat of disrupting the academic process, the informal 
conference will be held within two school days, unless the pupil waives this right or is physically unable to attend 
for any reason, including, but not limited to, hospitalization or detention in a correctional facility.  

At the time of the suspension, a City Heights Prep Charter School employee shall make a reasonable effort to 
contact the parent/guardian by telephone or in person to inform him/her of the suspension and the reasons 
therefor.  

If a student is suspended without the informal conference, both the student and the parent/guardian will be 
notified of a student’s right to return to school for the purpose of a conference. 
 

Step Three 
The Director or designee determines the appropriate length of the suspension (up to 5 days). When suspensions 
do not include a recommendation for expulsion, they shall not exceed 5 consecutive school days per suspension.  

 

*This does not include removing clothing to permit visual inspection of the under clothing, breasts, buttocks or genitalia of the 
pupil. 



 

 

Step Four  

The Director or designee fills out a Notice of Suspension Form, a copy of which will be sent to the student’s 
parent/guardian and to the student. A copy of this form is also placed in the student’s cumulative file at City 
Heights Prep Charter School. The Notice of Suspension Form shall state the fact of suspension, its duration and the 
specific offense committed by the student. In addition, the notice may state the date and time when the student 
may return to school. The notice shall also state that if desired by the parent/guardian, a prompt meeting or 
hearing will be held at which the suspension may be discussed and at which the student may be present and 
afforded an opportunity to present informal proof of his/her side of the case. Additionally, if the School officials 
wish to ask the parent/guardian to confer regarding matters pertinent to the suspension, the notice may request 
the parent/guardian to respond to such requests without delay.  

Step Five  

The Director or designee determines whether the offense warrants a police report. Director or designee will report 
certain offenses to law enforcement authorities in accordance with Education Code section 48902.  

When the Director or designee releases a minor pupil to a peace officer for the purpose of removing the minor 
from the school premises, the Director or designee shall take immediate steps to notify the parent, guardian or 
responsible relative of the minor regarding the release of the minor to the officer and regarding the place to which 
the minor is reportedly being taken, unless the minor has been taken into custody as a victim of suspected child 
abuse.  

Step Six  

The Director or designee may require the student and his/her parent/guardian to sign a contract that states the 
conditions that the student is expected to meet while at the School. Copies of the signed contract are kept by the 
school and given to the parent/guardian.  

Special Education Student Suspensions  

When suspensions involve special education students, a manifestation determination meeting shall be held no 
later than the 10th suspension day (whether consecutive or cumulative for the school year). The Director or 
designee shall notify the student’s special education teacher when the student’s cumulative days of suspension for 
that school year reaches five. The manifestation determination meeting shall include the LEA, the parent, and 
relevant members of the student’s IEP Team.  

The student shall be treated as a general education student for disciplinary purposes, except to the extent that 
educational services must continue, if at the manifestation determination meeting the following are both 
determined in the negative, after reviewing all relevant information in the student’s file, including the student’s 
IEP, any teacher observations and any relevant information provided by the parents: 1) the conduct in question 
was caused by, or had a direct and substantial relationship to, the student’s disability; or 2) the conduct in question 
was the direct result of the LEA’s failure to implement the IEP. If it is determined at the manifestation 
determination meeting that 1) or 2) is answered in the affirmative, the conduct is deemed a manifestation of the 
disability.  

If the conduct is deemed a manifestation of the disability, the IEP Team must conduct a functional behavioral 
assessment, create a plan and implement it, or if the plan is preexisting, review it and modify it as necessary to 
address the behavior.  



 

In the case of a manifestation of a disability, the student will be returned to the placement from which he/she was 
removed, unless the LEA and parent agree to a change of placement as part of the modification of the behavioral 
intervention plan. For special education students, a new manifestation determination meeting is required for all 
proposed suspensions exceeding ten cumulative days in one school year.  

The special education student may be removed from school to an interim alternative educational setting for not 
more than 45 school days without regard to whether the behavior is determined to be a manifestation of the 
student’s disability if the student: 1) carries a weapon to or possesses a weapon at school, on school premises or to 
or at a school function under the jurisdiction of the School; 2) knowingly possesses or uses illegal drugs or sells or 
solicits the sale of a controlled substance, while at school, on school premises, or at a school function under the 
jurisdiction of the School; or 3) has inflicted serious bodily injury upon another person while at school, on school 
premises, or at a school function under the jurisdiction of the School.  

If a student qualified for special education is also a foster child and the decision to recommend expulsion is a 
discretionary act, the educational liaison shall notify a foster child’s attorney and the appropriate representative of 
the county child welfare agency of pending expulsion proceedings if the decision to recommend expulsion is a 
discretionary act, before manifestation determinations pursuant to Section 1415(k) of Title 20 of the United States 
Code and/or if the local educational agency has proposed a change in placement due to an act for which the 
decision to recommend expulsion is at the discretion of Director.  

Expulsion Definition 

Expulsion means involuntary disenrollment from the City Heights Prep Charter School.  

Authority  

A student may be expelled either by the City Heights Prep Charter School Board (from hereafter referred to as 
Board) following a hearing before it or by the Board upon a recommendation of an Administrative Panel to be 
assigned by the Board as needed. The Panel may recommend expulsion of any student found to have committed 
an expellable offense.  

The Board, upon voting to expel a pupil, 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 pupil to a 
school, program that is deemed appropriate for the rehabilitation of the pupil [or other conditions such as good 
behavior, attendance, etc.]. The rehabilitation program to which the pupil is assigned may provide for the 
involvement of the pupil’s parent or guardian in his or her child’s education in ways that are specified in the 
rehabilitation program. A parent or guardian’s refusal to participate in the rehabilitation program shall not be 
considered in the Board’s determination as to whether the pupil has satisfactorily completed the rehabilitation 
program.  

Grounds for Expulsion 

 
Category I Expulsions – Mandatory Recommendation for Expulsion 
A student who has committed one or more of the following acts must be immediately suspended and 
recommended for expulsion.  

• Possessing, selling or otherwise furnishing a firearm when a school employee verifies firearm possession, 
unless the  



 

student obtained prior written permission to possess the firearm from a certificated school employee, 
which is concurred in by the principal or his/her designee  

• Brandishing a knife at another person  
• Unlawfully selling a controlled substance  
• Committing or attempting to commit a sexual assault or committing a sexual battery  
• Possession of an explosive  

Category II Expulsions – Recommendation for Expulsion Required, Unless Inappropriate Under the 
Circumstances  

A student who has committed one of the following acts of misconduct must be recommended for 
expulsion, unless particular circumstances render it inappropriate.  

• Causing physical injury to another person, except in self-defense  
• Possession of any knife, explosive or other dangerous object of no reasonable use to the student  
• Unlawful possession of any controlled substance, except for the first offense for the possession of not 

more than one ounce of marijuana, other than concentrated cannabis  
• Robbery or extortion  
• Assault or battery on a school employee  

Category III Expulsions – Discretionary Expulsion Recommendation  

In the discretion of the Director or his/her designee, any act that warrants suspension may warrant 
expulsion. Additionally, a student may be expelled for misconduct that is not listed above if the acts 
disrupt and/or present ongoing health and/or safety concerns, or the student has repeatedly engaged in 
the misconduct.  

Procedures to Expel a Student 

Step One 
The Director or designee investigates the incident and determines whether the offense results in a suspension. If 
so, the Director or designee follows the procedures to suspend the student as outlined above.  

For students in foster care if the decision to recommend expulsion is a discretionary act, the educational liaison 
shall notify a foster child’s attorney and the appropriate representative of the county child welfare agency of 
pending expulsion proceedings if the decision to recommend expulsion is a discretionary act, before the meeting 
held with the Director to extend a suspension pending the expulsion hearing.  

Step Two  

In the discretion of the Director, a student’s suspension may be extended pending expulsion. In this case, a 
meeting is held within five school days of the student’s suspension to extend the suspension. The student and 
his/her parent/guardian are invited to attend this meeting with the Director or his/her designee.  

At this meeting, the offense and the repercussions are discussed. An extension of the suspension may be granted 
only if the Director or his/her designee has determined, after the meeting, that the presence of the student at the 
School would cause a danger to persons or property or a threat of disrupting the instructional process. If the 
student has committed an offense that requires a mandatory expulsion recommendation, this is discussed so that 



 

it is understood by all parties. The purpose of the meeting is to decide upon the extension of the suspension order 
and may be held in conjunction with the initial meeting with the parents after the suspension. 

Step Three 
Complete Recommendation for Expulsion/Zero Tolerance  

Step Four  

If the student is a special education student or has a 504, schedule a Manifestation Hearing within five school days. 
The manifestation determination meeting shall include the parent/guardian, and relevant member of the IEP 
team. 

 
Step Five 
The School shall send a letter to the student and parent/guardian regarding the expulsion hearing. The expulsion 
hearing shall be held no later than 30 school days of the date that expulsion is recommended, unless a brief 
extension is requested by the student or his/her parent/guardian.  

The letter shall be either hand-delivered or sent via certified mail to the student and his/her parent/guardian to 
the address reflected in the pupil’s student file at least 10 calendar days before the date of the hearing. The letter 
shall notify the student and parent/guardian when and where the expulsion hearing will take place and the rights 
of the student with respect to the hearing, including:  

• The date and place of the expulsion hearing;  
• A statement of the facts, charges and offenses upon which the proposed expulsion is based;  
• A copy of the School’s disciplinary rules relating to the alleged violation;  
• Notification of the student’s or parent/guardian’s obligation to provide information about the student’s 

status at the School to any other school district or school to which the student seeks enrollment;  
• The opportunity for the student or the student’s parent/guardian to appear in person and/or to employ 

and be represented by counsel or an advocate;  
• The right to inspect and obtain copies of all documents to be used at the hearing;  
• The opportunity to confront and question witnesses who testify at the hearing;  

[NOTE: If the revelation of the name of a student witness or requiring that student testify could subject 
the student to risk, statements and reports of such students may be relied on in lieu of live testimony 
and student’s names does not have to be revealed.]  

• The opportunity to question all evidence presented and to present oral and documentary evidence on the 
student’s behalf, including witness testimony.  

Step Six  

The Director or designee shall maintain documents that may be used at the hearing and make them available for 
review by the student and/or his/her parent/guardian. These papers may include, but are not limited to, the 
following: A record of the student’s attendance and grades, a record of previous infractions, a statement of the 
facts surrounding the case made by a Director or designee; a statement of the facts surrounding the case made by 
a witness, a law enforcement agency’s report and any other relevant matter.  

Step Seven  



 

An expulsion hearing shall be held before the board. A record of the hearing shall be made and may be maintained 
by any means, including electronic recording, as long as a reasonably accurate and a complete written 
transcription of the proceedings can be made.  

While the technical rules of evidence do not apply to expulsion hearings, evidence may be admitted and used as 
proof only if it is the kind of evidence on which reasonable persons can rely in the conduct of serious affairs. A 
recommendation by the board to expel must be supported by substantial evidence that the student committed an 
expellable offense.  

Findings of fact shall be based solely on evidence produced at the hearing. While hearsay evidence is admissible, 
no decision to expel shall be based solely on hearsay evidence, although sworn declarations may be admitted as 
testimony from witnesses who are determined by the Board that disclosure of their identity or live testimony at 
the hearing may subject them to an unreasonable risk of physical or psychological harm.  

If, due to a written request by the expelled pupil, the hearing is held at a public meeting, and the charge is 
committing or attempting to commit a sexual assault or committing a sexual battery as defined in Education Code 
section 48900, a complaining witness shall have the right to have his or her testimony heard in a session closed to 
the public. 

 
Step Eight  

The decision of the board shall be in the form of a written recommendation, with findings of fact, to the Board of 
Directors who will make a final determination regarding the expulsion. The final decision by the Board shall be 
made within 10 days following the conclusion of the hearing, or within 40 school days after the date of the pupil's 
removal from City Heights Prep Charter School for the incident for which the recommendation for expulsion is 
made. If the Board decides not to recommend expulsion, the pupil shall be reinstated and permitted to return to 
classroom programs. The decision not to recommend expulsion shall be final.  

Step Nine  

The Director or designee, following a decision of the Board of Directors to expel a student, shall send written 
notice of the decision to expel, including the Board’s findings of fact, to the student or parent/guardian. The notice 
shall include the following:  

• Notice of the specific offense committed by the student;  
• The student may submit a written objection and request for reconsideration to the school’s Board of 

Directors within 10 days. Decisions of the Board of Directors shall be final.  
• Notice of the student’s or parent/guardian’s obligation to inform any new district in which the student 

seeks to enroll of the student’s status within the charter school  

Within 30 days of the decision to expel, the Director shall send written notice of the decision to expel to the 
student’s district of residence, the County Office of Education and the charter granting district (if different than the 
student’s district of residence). This notice shall include the student’s name and the specific expellable offense 
committed by the student.  

Step Ten  

Expelled students are responsible for seeking alternative education programs, including but not limited to, 
programs within the County or their school district of residence.  



 

Step Eleven  

The school shall maintain records of all student suspensions and expulsions at the school site. 
Students who are expelled from City Heights Prep shall be given a rehabilitation plan upon expulsion as developed 
by the Board of Directors, or its designee, at the time of the expulsion order, which may include, but is not limited 
to, a periodic review as well as assessment at the time of review for readmission. The rehabilitation plan should 
include a date not later than one year from the date of expulsion when the pupil may reapply to the school for 
readmission. 
The decision to readmit a pupil or to admit a previously expelled pupil from another school district or charter 
school shall be in the sole discretion of the Board following a meeting with the Director and the pupil and 
parent/guardian to determine whether the pupil has successfully completed the rehabilitation plan and to 
determine whether the pupil poses a threat to others or will be disruptive to the school environment. The Director 
shall make a recommendation to the Board of Directors following the meeting regarding his/her determination. 
The pupil’s readmission is also contingent upon the school’s capacity and any other admission requirements in 
effect at the time the student seeks admission or readmission.  

Zero Tolerance Policy.  

City Heights Prep Charter School has approved the following Zero Tolerance Policy:  

• Use, possession or brandishing of a weapon will result in a recommendation for expulsion. A weapon is a 
defined as, but not limited to, a firearm, pistol replica, starter pistol, stun gun, BB gun or pellet gun, a knife of 
any size or type, a dirk, dagger, razor, slingshot, any explosives or fireworks. Any object used in a dangerous 
manner will also be considered a weapon.  

• Repeated incidents of fighting, violent acts, or causing serious injury to another person will result in a 
recommendation for expulsion  

• Attemptingtocommitorcommittingasexualassaultandcommittingasexualbatterywillresultinarecommendation 
for expulsion.  

• Our school has a NO ALCOHOL, TOBACCO, or other DRUG USE POLICY. If you are found to be selling, 
furnishing, or possessing an amount determined to be for more than personal use of controlled/prohibited 
substances, you will be recommended for expulsion on your first offense. For possession or use, expulsion 
must be recommended on your 2nd offense, except for tobacco offenses; if you are found in possession of 
tobacco you must be recommended for expulsion on your 3rd offense. While not mandatory, you may be 
recommended for expulsion for a 1st offense.  

• In addition to discipline, if you are found to have violated the law you may be arrested and taken to a juvenile 
detention facility.  

• Expulsion from City Heights Preparatory Charter School will result in the loss of privileges to attend school or 
extracurricular activities. You may be placed in an alternative school or program.  

• TheZeroTolerancePolicyrequiresarecommendationforexpulsioniftheoffenseoccursonschoolcampusorata 
school activity, whether on or off campus.  

• Expulsion may be recommended for an offense that occurs during lunch period - off campus, and during, or 
while going to or from a school-sponsored activity.  

• The Zero Tolerance Policy is designed to make your school a safe environment and to provide an appropriate 
learning environment for you and other students. There can be no acceptable reason for violating these rules.  

Board Policy: Pupil Suspension & Expulsion Adopted/Ratified: October 27, 2012 Revision Date: December 7, 2012 
Revision Date: June 18, 2015  
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Criterion 5: Notification to teachers of dangerous students 
 
Site administrators are obligated to tell staff about students considered dangerous or troublesome, this includes students 
released from Juvenile Court. It is important that the students’ rights be respected as well. 
 

Administrative Procedure 
 
Category: Instruction, Guidance 
 
Subject: Students Released from Juvenile Court Placements 
 

A. If the director becomes aware of information received from the court and the Probation Department: The 
School Director shall expeditiously disseminate the information to those teachers, counselors and 
administrators directly supervising or reporting on the behavior or progress of the student for the 
purpose of working with the student in an appropriate manner, to avoid being needlessly vulnerable or to 
protect other persons from needless vulnerability. 

B. Any information received by a teacher, counselor or administrator shall be confidential for the limited 
purpose of rehabilitating the student and protecting students and staff, and shall not be disseminated 
further by the teacher, counselor or administrator, except insofar as communication with the student, 
his/her parents/guardians, law enforcement personnel and the student's probation office is necessary to 
effectuate the student's rehabilitation or to protect students and staff. Unlawful dissemination of such 
information is a misdemeanor. 

C. Any information received from the court shall be kept in a separate, confidential file at the school of 
attendance and shall be transferred to the student's subsequent schools of attendance  an\i  maintained 
until the student graduates from high school, is released from juvenile court jurisdiction or reaches the 
age of 18, whoever occurs first. 

D. After the student graduates from high school, is released from juvenile court jurisdiction or reaches the age 
of 18, the confidential file record shall be destroyed. 

E. At any time after the date by which a record required to be destroyed should have been destroyed, the 
student or his/her parent/guardian shall have the  right to make  a written  request to have the director  of 
the school where the student's records are on file conduct a review to ensure that the record has been 
destroyed. Upon completion of any review and no later than 30 days after the request for review was 
received, the principal or his/her designee shall respond in writing to the written request and either shall 
confirm that the record has been destroyed or if the record has not been destroyed, shall explain why 
destruction has not yet occurred. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
Criterion 6: A sexual harassment policy 
 
City Heights Prep has instituted a board approved Harassment and Bullying Policy that outlines the different categories of 
bullying as well as how to report it, and what the consequences should be. This policy is included in the following pages. 
 
 

HARASSMENT, INTIMIDATION, DISCRIMINATION & BULLYING POLICY5 
 
City Heights Prep Charter School (“CH Prep” or the “Charter School”) believes all students have the right to a safe and civil learning 
environment. Discrimination, harassment, intimidation, and bullying are all disruptive behaviors which interfere with students’ 
ability to learn, negatively affect student engagement, diminish school safety, and contribute to a hostile school environment. As 
such, the Charter School prohibits any acts of discrimination, harassment, intimidation, and bullying related to school activity or 
school attendance. This policy is inclusive of instances that occur on any area of the school campus, at school-sponsored events 
and activities, regardless of location, through school-owned technology, and through other electronic means, consistent with this 
policy. 
 
As used in this policy, “discrimination, harassment, intimidation, and bullying” describe the intentional conduct, including verbal, 
physical, written communication, or cyberbullying, that is based on the actual or perceived characteristics of disability, gender, 
gender identity, gender expression, nationality, race or ethnicity, religion, sexual orientation, or association with a person or 
group with one or more of these actual or perceived characteristics. In addition, bullying encompasses any conduct described in 
the definitions set forth in this policy. 
 
To the extent possible, the Charter School will make reasonable efforts to prevent students from being discriminated against, 
harassed, intimidated and/or bullied, and will take action to investigate, respond, and address any reports of such behaviors in a 
timely manner. Charter School staff who witness acts of discrimination, harassment, intimidation, and bullying will take 
immediate steps to intervene, so long as it is safe to do so. 
 
Definitions 
 
Bullying is defined as 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 that constitutes sexual 
harassment, hate violence or creates an intimidating or hostile educational environment, 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 reasonable pupil or pupils in fear of harm to that pupil’s or those pupils’ person or property. 
B. Causing a reasonable pupil to experience a substantially detrimental effect on his or her physical or mental health. 
C. Causing a reasonable pupil to experience a substantial interference with his or her academic performance. 
D. Causing a reasonable pupil to experience a substantial interference with his or her ability to participate in or benefit 

from the services, activities, or privileges provided by the Charter School. 
 
 
Cyberbullying is an electronic act that includes the transmission of harassing communication, direct threats, or other harmful 
texts, sounds, or images on the Internet, social media, or other technologies using a telephone, computer, or any wireless 
communication device. Cyberbullying also includes breaking into another person’s electronic account and assuming that person’s 
identity in order to damage that person’s reputation. 
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Electronic act is the transmission of a communication, including, but not limited to, a message, text, sound, or image, or a post 
on a social network Internet Web site, by means of an electronic device, including, but not limited to, a telephone, wireless 
telephone or other wireless communication device, computer or pager. 
 
Reasonable pupil is defined as a pupil, including, but not limited to, an exceptional needs pupil, who exercises care, skill, and 
judgment in conduct for a person of his or her age, or for a person of his or her age with his or her exceptional needs. 
 
Reporting6 
 
All staff are expected to provide appropriate supervision to enforce standards of conduct and, if they observe or become aware 
of discrimination, intimidation, harassment, or bullying, to intervene as soon as it is safe to do so, call for assistance, and report 
such incidents. The Board requires staff to follow the procedures in this policy for reporting alleged acts of bullying. 
 
All other members of the school community, including students, parents/guardians, volunteers, and visitors, are encouraged to 
report any act that may be a violation of this policy to the Executive Director or designee. While submission of a written report is 
not required, the reporting party is encouraged to use the report form available in the Main Office. However, oral reports shall 
also be considered. Reports may be made anonymously, but formal disciplinary action cannot be based solely on anonymous 
information. 
 
Students are expected to report all incidents of discrimination, intimidation, harassment, bullying, teasing, or other verbal or 
physical abuse. Any student who feels she/he is a target of such behavior should immediately contact a teacher, counselor, 
principal, or staff person so that she/he can get assistance in resolving the issue consistent with this policy. 
 
The Charter School acknowledges and respects every individual’s rights to privacy. To that end, consistent with legal 
requirements, all reports shall be investigated in a manner that protects the confidentiality of the parties and the integrity of the 
process to the greatest extent possible. 
 
The Charter School prohibits any form of retaliation against any reporter in the reporting process, including but not limited to a 
reporter’s filing of a complaint or the reporting of violations of this policy. Such participation shall not in any way affect the status, 
grades or work assignments of the reporter. 
 
 
Investigation 
 
 
Upon receipt of a report of harassment, intimidation, or bullying from a student, staff member, parent, volunteer, visitor or 
affiliate of the Charter School, the Executive Director or designee will promptly initiate an investigation. At the conclusion of the 
investigation, the Executive Director or designee will notify the complainant of the outcome of the investigation. However, in no 
case may the Executive Director or designee reveal confidential student information related to other students, including the type 
and extent of discipline issued against such students. 
 
Complaints shall be investigated and resolved within thirty (30) school days, unless circumstances reasonably require additional 
time. 
 
All records related to any investigation of discrimination, harassment, intimidation or bullying will remain in a secure location in 
the Main Office of the Charter School. 
 
In those instances when the complaint filed under this policy also requires investigation under the Uniform Complaint Procedures, 
such investigation will be undertaken concurrently. 
 
Appeal 
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Should the Complainant find the Executive Director or designee resolution unsatisfactory, he/she may within five (5) school days 
of the date of resolution, file an appeal with the Designated Appeals Committee. In such cases, at least three (3) certificated 
School employees who are unfamiliar with the case and who have been previously designated and trained for this purpose shall 
be assembled to conduct a confidential review of the Complainant’s appeal and render a final disposition. 
 
Consequences 
 
Students who engage in discrimination, harassment, intimidation or bullying may be subject to disciplinary action, up to and 
including suspension and/or expulsion, as outlined in the Student Discipline Policy of the Charter School.7 
 
 
HARASSMENT, INTIMIDATION, DISCRIMINATION & BULLYING COMPLAINT FORM 
 
Your Name:                                                                                                                 Date:      
 
Date of Alleged Incident(s):       
 
Name of Person(s) you have a complaint against:         
List any witnesses that were present:           
Where did the incident(s) occur?           
  
Please describe the events or conduct that are the basis of your complaint by providing as much factual detail as possible (i.e. 
specific statements; what, if any, physical contact was involved; any verbal statements; what did you do to avoid the situation, 
etc.) (Attach additional pages, if needed): 
             
             
             
             
              
 
I hereby authorize the Charter School to disclose the information I have provided as it finds necessary in pursuing its 
investigation. I hereby certify that the information I have provided in this complaint is true and correct and complete to the 
best of my knowledge and belief. I further understand providing false information in this regard could result in disciplinary 
action up to and including termination. 
 
        Date:       
Signature of Complaint 
 
        
Print Name 
 
To be completed by the Charter School: 
 
Received by:     Date:      
  
Follow up Meeting with Complainant held on:       
 
 
Criterion 7: The provisions of any schoolwide dress code 
 
City Heights Prep had instituted a board approved (Student) Dress code that explains in detail what the uniform requirements 
consist of, as well as what the consequences will be if they are not followed. 
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(STUDENT) DRESS CODE 
 
 
In order to meet the goals of the City Height Prep Charter School (“CH Prep”) to provide a safe, secure, and orderly learning 
environment for all students, foster school unity and pride, and allow students to focus on learning, CH Prep has adopted this 
dress code to ensure that student clothing, jewelry and other accessories remain appropriate to the educational environment.  
 
City Heights Prep recognizes that the basic responsibility for the grooming and dress of the students rests with the parents. It is 
desirable that students have a meaningful degree of personal freedom, while accepting reasonable limits and regulations.  
However, City Heights Prep adheres to the federal and state mandates that students be provided with a quality education in a 
safe, secure, peaceful, and wholesome learning environment. Therefore, school personnel cannot avoid making decisions 
regarding the appropriateness of dress and grooming in the school setting, especially when health and safety factors are 
involved.  
 
CH Prep also recognizes the importance of providing a school environment that will strongly discourage student gang-related 
dress and behavior. It is, therefore, a goal for the school to create a caring atmosphere for each student which will deter such 
involvement. The Board finds the wearing of gang-related signs, insignia, distinctive modes of dress denoting gang affiliation, and 
gang-related behaviors by students constitute a substantial disruption of school and school-related activities, and regulation of 
student dress is necessary for the health and safety of the school environment.  This dress code is aimed, in part, at eliminating 
gang-related behavior. Parents of students who wear gang-related dress will be advised that the wearing of such apparel by their 
children place them at risk of unintended harm. 
 
No pupil shall be penalized academically or otherwise discriminated against nor denied attendance to school if the pupil’s parents 
choose not to have the pupil comply with the school uniform policy. City Heights Prep does not prohibit the wearing of religious 
attire when such attire is a part of the student’s religious practice, such as yarmulkes or hijabs.   Questions regarding the dress 
code should be directed to the Executive Director. 
 
The following dress code was established with administration, staff, student, and parent input while adhering to state law, 
regulations, and mandates.   Dress code may be subject to change and final decisions will be made at the direction of the School 
Director. 
 
GUIDELINES FOR SCHOOL ATTIRE:  
1. Articles of clothing related to a group or gang who provoke others to act violently or to be intimidated by fear of violence 

shall not be worn on campus. This includes, but is not limited to:  
• ALL “Non-City Heights Prep” caps, hats, beanies, etc.  Only headgear displaying the City Heights Prep logo is allowed, 

except when otherwise specified 
• Excessive wide, baggy and long pants/shorts. All pants/shorts must be worn correctly (e.g. on waist)  
• Any gang related attire is not permitted - to be determined by the school administration.  
• Any tagging related attire is not permitted (e.g. spray can or sharpie print shirts)  

2. Clothing, jewelry and articles must be considered safe and free of sexually related obscene or dangerous symbols. These 
items shall include, but not limited to:  
• Spiked accessories or clothing 
• Jewelry that hangs more than 1 inch. 
• Backpacks with gang tagged related graffiti. 
• Chains of any size, including wallet chains. 
• Belt buckle with dye-cut initial. 

3. Shoes must be worn at all times  
• No steel-toed shoes or open toed sandals. 

4. No student is permitted to attend school if his/her appearance is disruptive to the educational process. Specifically 
considered inappropriate school attire is:  
• Sweatshirt hoods may not be worn over the head while in class and should only be used when weather is cold and/or 

raining.  
• Shorts or skirts which are shorter than mid-thigh. Shorts or pants with holes above mid-thigh.  



 

• Crop tops or bare midriff tops. Strapless or one strap halter tops.  
• Sheer or revealing clothing.  
• Visible undergarments Tops must be long enough to cover the tops of pants, or skirts completely around the waist. 

Shorts, skirts and dresses must maintain an appropriate length when standing, walking or sitting.  
5. Printing on clothing, jewelry or articles such as backpacks should not depict or promote drugs, alcohol, tobacco, or any 

controlled substance. Clothing that expresses racial, ethnic or religious prejudice is not allowed. 
 
Restorative Actions:  

• 1st Incident: Chains, hats, or other offending articles shall be confiscated. Student must change into school issued 
attire, and parents may be notified.  

• School Issued Attire not returned can result in a fine.  
• 2nd Incident: Student must change into appropriate attire. Parents will be notified.  Student must attend after school 

restorative conferencing.  
• 3rd Incident: Student may be sent home to change. Parent conference will be required.  
• 4th Incident: Student may be banned from school activities and/or suspended. 

 
 
 
 
 
 
  



 

 
 
Criterion 8: Ensuring safety of students, staff, and parents/guardians while going to and from school 
 
Walk to School: Pedestrian injured are the second leading cause of unintentional injury related deaths among Children ages 5-
14. 
 
To avoid injury: 

• Never let children under 10 cross the street alone. 
• Teach children to recognize and obey traffic signals and pavements markings. 
• Choose the safeties route home and school. Practice walking it with children until they can demonstrate traffic 

awareness. 
 
Remind kids to: 

• Cross streets only in crosswalks; never enter streets from between parked cars or behind shrubbery. 
• Always look both ways before crossing the street. 
• Walk-don’t-run-across intersections. 
• Use same route every day and avoid shortcuts 
• Don’t speak to strangers; if a stranger approach, tell a trusted adult such as a parent or teacher. 

 
Riding the Bus: More than 22,000 district students take the bus each day. Although bus travel is one of the safest ways to get to 
and from school, injuries can still occur. Most injuries take place when children ae getting in or off the bus. 
Safety tips for riding the bus: 

• Arrive at the bus stop at least 10 minutes before the scheduled arrival of the bus. 
• Stay out of the streets and don’t horseplay while waiting. 
• Remain seated and keep head and arms inside the bus at all times. 
• Do not walk in the driver’s “blind spot”- the area from the front of the bus to about 12 feet in the front of the bus. 

 
Riding Bicycles: Bicycles are associated with more children injuries than an y other consumer product expects the car. 
To ensure safety when riding bicycles to school: 

• Check with the school director to make sure bicycles are allowed 
• Wear helmet! State law requires it and failure to wear one could result in a traffic citation. 
• Obey rules of the road: the rules are the same for all vehicles, including bicyclist. 
• Know and use appropriate hand signals 
• Choose the safety route between home and school and practice it with children until they can demonstrate traffic 

safety awareness. 
Driving: Motor vehicle accidents are the leading cause of unintentional injury-related deaths among children age 14 and under. 
To reduce the risk of injury: 

• Always use children safety seats and safety belts correctly when driving or riding in a car. 
• Arrive early—especially in the first few weeks of the school and use the school’s designated student drop off a pick up 

zones. 
• Do not double park or make U-turns in front of the school. 
• Children should enter and leave the car on its curb side. 

 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 
Criterion 9: Safe and orderly school environment 
 
The Parent and Student Handbook outline the manner in which City Heights Prep creates a safe school environment, but also 
an effective discipline policy. See Appendix B Parent and Student Handbook. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

Criterion 10: Assisted Rescue Protocols 
 
During natural disasters, fires, or black-outs, equipment used to assist individuals between elevate floors, stages, or multi-level 
walkways may become inoperable. Blind, mental disability, etc. Please describe the site’s plans to assist individuals with limited 
mobility. Include the equipment used, the training conducted with staff on the use of such equipment and where the equipment 
is stored in preparation of an emergency. 
 
Attached is the Security, sweep and Rescue team procedures to assist independently with mobility. This is included in the Site 
Emergency Response Plan (see Appendix A p. 9) 
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Senate Bill 187: Comprehensive School Safety Plan Purpose 
 

The California Education Code (sections 32280-32288) outlines the requirements of all schools operating any kindergarten and any 
grades 1 to 12, inclusive, to write and develop a school safety plan relevant to the needs and resources of that particular school. 

 
In 2004, the Legislature and Governor recast and renumbered the Comprehensive School Safety Plan provisions in SB 719 and AB 115. 
It is the intent ofthe Legislature in enacting the provisions to support California public schools as they develop their mandated 
comprehensive safety plans that are the result of a systematic planning process, that include strategies aimed at the prevention of, 
and education about, potential incidents involving crime and violence on school campuses. 

 
The historical requirement of the Comprehensive School Safety Plan was presented in Senate Bill 187, which was approved by the 
Governor and chaptered in 1997. This legislation contained a sunset clause that stated that this legislation would remain in effect only 
until January I, 2000. Senate Bill 334 was approved and chaptered in 1999 and perpetuated this legislation under the requirement of 
the initial legislation. 

Comprehensive School Safety Plans are required under SB 719 & AB 115 and contains the following elements: 

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

 
The Comprehensive School Safety Plan will be reviewed and updated by March 1st every year. In July of every year, the school will 
report on the status of its school safety plan including a description of its key elements in the annual school accountability report card. 

 
A copy of the Comprehensive School Safety Plan is available for review at . 

 
Safety Plan Vision 
SECTION ONE 

 
Executive Summary 

 
The purpose of this plan is to outline the basic organization and procedures utilizing the Standardized Emergency Management System 
(SEMS) for responding to an emergency at City Heights Prep. 

 
A “Site Incident Commander” (and alternate) is assigned to be the point of contact for this plan. During emergencies, the Site Incident 
Commander is the point of coordination for all operations. A Site Incident Command Team is in place to address key issues during 
emergency operations. The team works as directed by the Site Incident Commander. Each team member assignment can be found in 
Section Four of this plan, which identifies roles, responsibilities and duties. 

 
The Site Incident Commander and their Site Incident Command Team are assigned as the developers of the Site Emergency Plan. Police 
Services will assist with emergency preparedness and disaster planning. As a component of the Comprehensive Safe Schools 
document, Police Services will review this emergency plan on an annual basis to determine the plan is compliant with Federal, State, 
and local laws, as well as with school policy and procedure. 
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The Site Incident Commander will coordinate training for all new staff (paid and volunteer) assigned to this site. The Site Incident 
Commander, coordinating with Police Services will conduct scheduled exercises to provide staff with an opportunity to practice the 
emergency procedures outlined in this plan. 

 
This plan is formatted to provide the user with a school-wide standardized document for the operation and management of any 
emergency, which may occur at any school site. This format allows staff to understand basic roles and responsibilities regardless of 
where in the school they may be working. 

 
It is imperative all staff review this plan at least twice a year to ensure a basic understanding of their role and responsibility in an 
emergency. It is unlikely that anyone will have the time when an emergency occurs to review this entire plan, thus understanding and 
practice is necessary to be prepared. The proactive actions of individuals during an emergency may very well save another’s life. 

 
In the event of an emergency, a Site Command Post will be established by the Site Incident Commander. Site Incident Command Team 
members will be informed of the location upon activation. 

 
SITE EMERGENCY NOTIFICATION INFORMATION 

 
Often, the first action to occur as an emergency incident is unfolding is the need to alert or warn others. Police Services (911) will serve 
as the primary notification point for emergencies at this site. The primary or alternate Site Incident Commander will notify Police 
Services. Once notified, Police Services will begin dispatching public safety services to assist the Site Incident Commander, pursuant 
to their policies and procedures. 

 
The very next action to occur is the need to alert or warn onsite staff. Methods for notifying staff include: Telephone – Landline and/or 
cellular, Radio – 800 MHz and/or site radio, Runners – staff and/or students, Siren System – Siren and/or bell depending upon site, 
Public Announcement System (PA), Handheld Air Horns or Bull Horns. 

 
The method utilized will depend upon the circumstances of the emergency and the resources available at this site. 

 
Police Services will conduct an initial assessment based on available information. Police Services will advise the Site Incident 
Commander and Office of the Superintendent of the recommended actions to be taken. However, if the emergency requires 
immediate action, Police Services will initiate the appropriate warnings and notifications to public safety responders without delay. 

 
As services are being dispatched to assist, the Site Incident Commander will begin to gather and direct site resources as necessary to 
address the emergency or disaster at hand. The following external and internal contacts may be of assistance: 
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Components of the Comprehensive School Safety Plan (EC 32281) 
 

City Heights Preparatory Charter School Safety Committee 
 
 

Assessment of School Safety 
Criterion 1: Assessment of current status of school crime data and site response to crime data 

 
To obtain crime data for the vicinity surrounding your school site go to http://www.crimemapping.com and customize the dates for a 
period of six (6) months and adjust the Search Radius to a radius that gives sufficient information to answer the criteria. Click Trend 
Report icon. Record date range and search radius below. Based on the criminal data, develop a response below as to how your school 
community will improve on the current year’s trend. Identify appropriate strategies and programs to provide or maintain a high level 
of school safety, to include on site as well as to and from school. 

 
 

Strategies and Programs to Provide and Maintain a High Level of Safety (EC 32281(a)1, items A-J) 
Assessment of the current status of school crime and site response to crime data Data range was used: July 31, 2019 – February 6, 
2020 

 
Search Radius was used: .5 Miles, .2 Miles, & 500 feet 

 
Identify appropriate strategies and programs to provide or maintain a high level of school safety, to include on-site as well as to and 
from school. 

 
City Heights Prep is located in an urban area with medium-volume traffic. City Heights Prep works with the city of San Diego and 
neighboring organizations to promote safety and awareness if issues are to arise. Strict procedures are in place to report suspicious 
behavior and City Heights Prep actively communicates with City Heights Police to ensure a safe campus. 

 
City Heights Prep monitors students before and after school to ensure safety. Students are to remain within school gates before the 
start of school where they can be seen by staff. After school, students may participate in Study Hall and/ or after-school activities. 
Students must be signed in and out of after school activities and release times are adjusted to accommodate safe departure from 
school and parent requests. 

 
City Heights Prep has also instituted a board approved Volunteer and Visitor Policy to maintain student’s safety. This Policy is included 
in the following pages. 

 
Volunteer & Visitor Policy 

 
City Heights Prep starts with you! Parent and volunteer involvement in any school can make the difference between a good school 
and a great school. At City Heights Prep, there are many ways that family and community members can participate and contribute, 
regardless of availability, skills or interests. The Governing Board (“Board”) of City Heights Prep is committed to providing a safe and 
secure learning environment for its learners. We encourage parents/guardians and interested members of the community to visit and 
view the educational program. However, to ensure the safety of students and staff, to minimize interruption of the instructional 
program, and for the purpose of effective classroom management, City Heights Prep has established the following procedures, 
pursuant to California Penal Code Sections 627, et seq., to facilitate visits during regular school days. 

 
Visitors and Guests 

 
All visitors, volunteers, and contracted workers at the school during the school day are required to check in at the front office and 
wear a name badge for the entire duration of their visit. For our students’ safety, even regular and frequent volunteers and visitors to 
the school are expected to abide by this policy. 



Comprehensive School Safety Plan 7 of 80 2/13/20  

Observations during school hours should first be arranged with the Executive Director or designee, at least 24 hours in advance. If a 
conference is desired, an appointment should be set with the Executive Director or designee during non-instructional time, at least 
three days in advance unless otherwise agreed upon by both parties. Except in unusual circumstances previously approved by the 
Executive Director or designee, classroom visits should not exceed approximately 45 minutes in length or occur more than twice per 
month and visitors should expect to be accompanied by a non-teaching staff member. 

 
The Executive Director or designee may refuse to register an outsider if he or she has a reasonable basis for concluding that the visitor’s 
presence or acts would disrupt the school, its students, its teachers, or its other employees; would result in damage to property; or 
would result in the distribution or use of unlawful or controlled substances. 

 
The Executive Director or designee may withdraw consent to be on campus even if the visitor has a right to be on campus whenever 
there is reasonable basis for concluding that the visitor presence on school grounds would interfere or is interfering with the peaceful 
conduct of the activities of the school, or would disrupt or is disrupting the school, its students, its teachers, or its other employees. 

 
The Executive Director or designee may request that a visitor who has failed to register, or whose registration privileges have been 
denied or revoked, promptly leave school grounds. When a visitor is directed to leave, the Executive Director or designee shall inform 
the visitor that if he/she reenters the school without following the posted requirements he/she may be guilty of a misdemeanor. 

 
Any visitor that is denied registration or has his/her registration revoked may request a hearing before the Executive Director or 
designee. The request shall be in writing, shall state why the denial or revocation was improper, shall give the address to which notice 
of hearing is to be sent, and shall be delivered to the Executive Director or designee. The Executive Director or designee shall promptly 
mail a written notice of the date, time, and place of the hearing to the person who requested the hearing. A hearing before the 
Executive Director or designee shall be held within seven days after the Executive Director or designee receives the request. The 
decision of the Executive Director or designee is final. 

 
The Executive Director or designee shall seek the assistance of the police in dealing with or reporting any visitor in violation of this 
policy. 

 
No electronic listening or recording device may be used by students or visitors in a classroom without the teacher’s and Executive 
Director or designee's written permission 

 
Volunteer Opportunities 

 
Questions about volunteering should be directed to the School office and can also be found online at www.cityheightsprep.org. 

Volunteer Requirements 

A volunteer is an individual working under the direction of a paid Charter School employee to provide a service without compensation 
on campus while working with or around children. Volunteer services are available to the learners as a whole and are based on the 
assessment of the learners’ needs. These may include but are not limited to, teaching, facilitating or mentoring (with appropriate 
credentials or supervision), supervision of enrichment activities, or transportation. Volunteer services are offered in accordance with 
the needs of the Charter School, under the authority of the Governing Board. 

 
TB Test – For the health of our students, every individual who volunteers on a regular basis or more than 5 times per school year and 
will be in contact with students must present proof of a negative TB (tuberculosis) skin test dated within the last year to the Volunteer 
Coordinator. You can get this test done by your general practitioner or go to the City Heights location of the San Diego County Health 
Clinic (www.sdcounty.ca.gov/hhsa/facilities/central/public_health_center_central_region.html).TB testing is not required for 
individuals who volunteer on a limited basis, including those who volunteer less than 5 times per school year, or for volunteers who 
will not be coming into contact with students. 

 
Volunteer Training – Every volunteer must attend a one-hour orientation at the school, which will be offered during the first few weeks 
of school, and periodically during the school year as needed. 
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For volunteers in the classroom, the teacher has full discretion as to the use of volunteers and the time and duration of in-class 
volunteer participation. Overall direction and monitoring of volunteer activities will be under the supervision of the teacher or other 
staff, as appropriate. However, volunteers must be able to work independently on volunteer tasks. Volunteers shall not meet privately 
with one learner at a time. 

 
Volunteers in classrooms shall follow all other guidelines indicated elsewhere in this Policy. Classroom volunteers are there to benefit 
the entire class and are not in class solely for the benefit of their own child. Classroom volunteers must follow the instructions provided 
by the classroom teacher. Classroom rules also apply to parent volunteers to ensure minimal distraction to the teacher. If a volunteer 
is uncomfortable following the direction of the teacher, the volunteer may leave their volunteer position for that day. Any questions 
or concerns about management should be made to the Executive Director. 

 
Volunteers shall not use obscene or discriminatory language at any School event. 

 
When working with learners and families it is inevitable that volunteers will encounter confidential information protected by federal 
law. Such information gained by volunteers regarding individual students (e.g., academic performance or behavior) is to be maintained 
in strict confidentiality. Volunteers may be required to sign a confidentiality agreement. Questions or comments concerning a child’s 
academic performance or behavior must be done in a 

 
separate meeting between parent and teacher, as arranged with the teacher, consistent with this Policy. Student discipline is to be 
left to the teacher, even for a parent volunteer’s own child. 

 
Volunteers may transport learners only with permission of the School. If volunteers transport learners to and from official events they 
must have a valid California driver’s license, and provide proof of automobile liability insurance and have a seat belt for every child. 
Volunteers will be required to provide appropriate documentation and sign any required acknowledgments prior to transporting 
learners. 

 
Volunteers shall not be in possession of or under the influence of, alcoholic beverages and/or illegal drugs or in possession of firearms 
while serving in a volunteer capacity. 

 
When serving as a chaperone at an official School event, volunteers will not leave the grounds unless approved by the staff in charge 
of the event. 

 
Volunteers shall not sign any agreements on behalf of the School. If they are asked to sign such an agreement they should contact the 
Executive Director for assistance. 

 
Background Checks 

 
Contractors and volunteers who may be outside of the direct supervision of a credentialed employee (e.g. 1:1 tutor) are required by 
law to be fingerprinted for a criminal background check. The School Director and Operations Manager shall monitor compliance with 
this policy. If the Executive Director or designee reasonably suspects that additional information is required in subsequent school years 
to ensure the health and safety of students, he or she may require a volunteer to resubmit fingerprinting and criminal background 
check information. 

 
Penalties 

 
Pursuant to the California Penal Code, if a visitor or volunteer does not leave after being asked or if the visitor or volunteer returns 
without following the posted requirements after being directed to leave, he/she will be guilty of a crime as specified which is 
punishable by a fine of up to $500.00 or imprisonment in the County jail for a period of up to six (6) months or both. 

 
Further conduct of this nature by the visitor or volunteer may lead to the School’s pursuit of a restraining order against such visitor 
which would prohibit him/her from coming onto school grounds or attending School activities for any purpose for a period of three 
(3) years. 
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SITE EMERGENCY RESOURCE INFORMATION 
 

Emergency Disaster Kit 
 

This site maintains 1 kit. The kit(s) are located in the School Office 
 

The Emergency Disaster Kit stores necessary resources for a site incident command. This kit should not be confused with the Crisis 
Response Box, which is carried out of the site to a public safety incident command post. School personnel should use the items 
contained within the kit to manage their incident command. The following equipment and supplies are stored inside the Emergency 
Disaster Kit: 

 
Handheld Air Horn(s) Bull Horn 

Batteries Flashlights Duct Tape 

Student Rosters Steno Pads Pencils & Pens 
 

Copies of Forms – (See Section Five for all Forms) 3x5 Cards 

Department or Classroom Placards 

Medical Team Supplies – see Section Five - Form #4 
 

Search and Rescue Team Supplies – see Section Five - Form #11 Vests for Key Personnel 
 

All Emergency Disaster Kits and their contents are the responsibility of the Site Incident Commander. The Site Incident Commander 
will conduct annual inspections in October of each year. The responsibility to inspect and replace non-operating equipment and 
supplies belongs to the site. 

 
The responsibility to delegate the transport the Emergency Disaster Kit to an activated Site Command Post belongs to the following 
individuals: 

 
Primary: Site Incident Commander Alternate: Operations Chief 

Crisis Response Box 

This site maintains a Crisis Response Box. 
 

The Crisis Response Box is located in the Main Office. 
 

The Crisis Response Box is a file folder type boxes. The boxes are clearly labeled and contain vital information needed by the Site 
Incident Command Team and Public Safety Incident Commander (in the event a public safety incident command post is established). 
The following information is stored inside each box: 

• A current copy of the Site Emergency Plan which should include site evacuation procedures, including staging locations. 
Also included should be an aerial photo including all new structures, electric, gas, water cable, telephone, intrusion and 
fire alarm shutoffs, classroom numbers, gate openings for vehicles/pedestrians and all fire hydrants that have been added 
to accommodate these new structures. 

• Current map of the site or school layout. The map must show all buildings, classroom numbers, and evacuation routes. 
• Most current blueprint (architectural drawings). 
• A current roster of students and staff assigned to the site, as well as issues pertaining to special needs students. These 

rosters will be in alphabetical order for staff and students. Student roster must be in alphabetical order, divided by grade 
level and have emergency contact/release information. 

• A list of the site’s staff skills including language translation, specialized training, and emergency equipment carried in 
vehicles. 

• If available, current student photos on CD-ROM or most recent yearbook 
• Telephone numbers listed in numerical order for each classroom/building 



Comprehensive School Safety Plan 10 of 80 2/13/20  

Maintenance of the Crisis Response Boxes and their contents is the responsibility of the Site Incident Commander. The Site Incident 
Commander will work with School Police Services on conducting an inspection during October of each year. The responsibility to 
inspect and replace information belongs to the site. 

 
The responsibility to carry the box to an activated Public Safety Incident Command Post belongs to the following individuals: 

Primary: Site Incident Commander Alternate: Operations Chief 

Emergency Quick Reference Guide 
 

This document often referred to as the “Emergency Quick Reference Guide” is a red, white and blue quick flip-type reference chart 
that provides basic guidelines for emergencies. The information in this guide is drawn directly from the School’s Emergency 
Procedures. Each classroom and office has been equipped with a copy of the guide. The guide provides a basic direction for teachers 
and staff in the event of an emergency. All staff should familiarize themselves with the content annually. 

 
 

(A) Child Abuse Reporting Procedures (EC 35294.2 [a] [2]; PC 11166) 
Criterion 2: Child abuse reporting procedures 

 
City Heights Prep has instituted the attached Child Abuse and Neglect Reporting Agreement that all employees sign on their first day 
of employment. All employees also complete State Mandated Reporter training prior to start of hire, which is renewed each year. 

 
Child Abuse and Neglect Reporting Agreement 

 
Since our employees work directly with children, they are in a position to detect instances of child abuse and neglect. It is City Heights 
Prep’s policy that all employees shall comply with the California State law regarding child abuse reporting procedures. Section 11166 
of the California Penal Code mandates the reporting to designated authorities of cases of suspected child abuse as follows: 

 
“Any child care custodian, health practitioner, or employee of a child protective agency who has knowledge of or observes a child in 
his or her professional capacity or within the scope of his or her employment whom he or she knows or reasonably suspects has been 
the victim of child abuse shall report the known or suspected instance of child abuse to a child protective agency immediately or as 
soon as practically possible by telephone and shall prepare and send a written report thereof within 36 hours of receiving the 
information concerning the incident.” 

 
While each employee has the responsibility to ensure the reporting of any child he/she suspects is a victim of abuse, the employee is 
not to verify the suspicion or prove that abuse has occurred. Classroom teachers who become aware of suspected child abuse should 
make a report as required by law. 

 
It is extremely important that City Heights Prep employees comply with the requirements of the Child Abuse and Neglect Reporting 
Act (CANRA). No mandated reporter can be held civilly or criminally liable for any report required or authorized by CANRA. In addition, 
any other person who voluntarily reports a known or suspected incident of child abuse or neglect will not incur civil or criminal liability 
unless it is proven that the report was false and the person knew the report was false or made the report with reckless disregard of 
its truth or falsity. 

 
The Founding Director is available to answer any questions employees may have about their responsibilities under CANRA, or to assist 
an employee in making a report under CANRA. If an employee makes a report pursuant to CANRA without City Heights Prep’s 
assistance, he or she is required to notify City Heights Prep of the report if it is based on incidents he or she observed or became aware 
of during the course and scope of his or her employment with City Heights Prep Charter School. 

 
I understand that I am a mandated reporter and agree to abide by the Child Abuse and Neglect Reporting Act as required by law. 

 
 

Employee Signature Employee Name Print Date 
 
 

Director Signature Date 
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(B) Disaster Procedures (EC 35295-35297; GC 8607 and 3100) 
 

Disaster Plan (See Appendix C-F) 
Criterion 3: Disaster procedures, routine, and emergency 

 
The school has instituted a Site Emergency Response Plan for disasters see Appendix A. An Emergency Plan outlines steps to take in 
case of emergencies and emergency numbers are posted in the school office and each classroom. City Heights Prep has also instituted 
a board approved Emergency Plan Policy to outline the measures taken to ensure the safety of the students during an emergency. 
This policy is included in the following pages 

 
 

Public Agency Use ofSchool Buildings for Emergency Shelters 
Disaster Plan 

EMERGENCY PLAN 

The intent of this plan is to clarify school procedures in the case of an emergency. The objectives of our plan are the following: 
 

1. To provide for action which will minimize injuries and loss of life of students and school and emergency personnel if an emergency 
occurs during school hours; 

 
2. To provide for maximum use of school personnel and school facilities; 

 
3. To ensure the safety and protection of our students and school personnel immediately after a disaster; 

 
4. To arrange for a calm and efficient plan for parents to retrieve their children from school, should it be necessary, following a 

disaster. 
 

To meet these objectives, in the event a disaster should occur when children are at school, the following action plan would be 
implemented. 

 
Teacher Will: 

 
1. Give “duck, cover and hold” instructions in event of an earthquake. 

 
2. Evacuate building in case of fire or after an earthquake 

 
• Take emergency folder and duffel bag and evacuate students to the assigned area. 
• Take first aid kit and duffel bag only when evacuating after an earthquake. 
• Hold students in assigned yard area, take role, and wait for further instructions from authorized school or emergency 

personnel. 
• Remain with class and report anyone who is missing. 
• Take appropriate first aid action. 
• Refrain from re-entering buildings until deemed safe. 

 
3. Lock all doors, close all windows and blinds, turn off all lights, and direct students to a safe area in event of a lockdown. 

 
4. Dismiss students to go home only to a parent or responsible adult designated on child’s emergency release form. A child must be 

signed out by parent or a responsible adult. If not reachable, a student may be transported by staff if a signed Transportation 
Permission and Waiver Agreement is on file. 
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Assigned Emergency Director Will: 
 

1. In the event of a fire, call 911 and notify the landlord to shut off gas, electricity, and water (in that order). 
 

2. In the event of an earthquake, call 911 and notify landlord if gas is smelled, turn off gas; if there is an electrical problem, turn off 
electricity; if there are water leaks, turn off the water. 

 
3. Inspect buildings for damage. 

 
4. Report to School Director for further instructions. 

 
5. Set up and coordinate a first aid center. 

 
Assigned Emergency Director Will: 

 
1. Assign available adults to tasks as needed. 

 
2. Decide if evacuation to a designated shelter is necessary. School Office Staff Will: 

 
1. If telephones are operable and if premises are not evacuated: 

• Notify the police department and/or fire department. 
• Monitor incoming phone calls. 

 
2. Maintain communication with staff and outside agencies. Special Information for Parents 

Telephones/Communications 

In the event of an earthquake, flood or other natural disasters, keep your radios tuned to your local radio station for advisory 
information. Please do not call the school as we must have the lines open for emergency calls. 

 
Dismissal 

 
Should there be a major earthquake, children will remain under the supervision of school authorities until parents or responsible 
adults can pick them up. 

 
Student Release Procedure 

 
1. Go directly to the entrance of the school or evacuation area. 

 
2. Inform teacher, aide or adult responsible for that classroom that you are taking the child from the class line. 

 
3. Sign a Student Release form for each child you are taking. Do not remove your child or any other child from school without signing 

the emergency release form. This provides us with a record of where each child is when someone else arrives later looking for the 
child. 

 
4. Unless you are staying to volunteer, please leave as quickly as possible after signing out your child. 

 
5. Adults will be needed to help with first aid, dismissing students, helping with classes, monitoring traffic, etc. If you are able to 

volunteer to help, go directly to the Command Center where the Volunteer coordinator will give you an assignment. Volunteers 
should leave children with their classes and not sign a student release form until they are ready to leave. 
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If You Can’t Get to the School 
 

Should a major disaster occur, it is likely that many parents will not be able to reach the school right away. If conditions make it 
necessary, we will release your child to the adult indicated on your child’s Emergency Release form. We will keep a written record of 
the child and the adult to whom the child has been released. 

 
The school principal or teacher in charge will determine the need to leave the building. In the event, the building cannot be reoccupied 
or if a fire requires evacuation of the school, the students will be transferred to the nearest available safe shelter. Alternatively, a 
student may be transported home by staff if a signed Transportation Permission and Waiver Agreement is on file. 

 
If the children are caught in a disaster between home and school, it is recommended that they go immediately to school. 

Food and Water 

In the event that children would need to remain on campus for several hours after any sort of a disaster, there will be a supply of fresh 
water and limited food, in the school earthquake kit. 

 
 

(C) School Suspension, Expulsion and Mandatory Expulsion Guidelines 
Criterion 4: Policies and acts related to suspension, expulsion, or mandatory expulsion 

 
City Heights Prep has instituted a board approved Suspension and Expulsion Policy that outlines the grounds on which a student may 
be suspended or expelled, along with an outline of the steps to take. This Policy is included in the following pages. 

 
Suspension and Expulsion Policy 

Introduction 

This Pupil Suspension and Expulsion Policy (the “Policy”) for City Heights Prep Charter School (“School”) has been established in order 
to promote learning and protect the safety and well-being of all students. When the Policy is violated, it may be necessary to suspend 
or expel a student from regular classroom instruction. 

 
Staff shall enforce disciplinary rules and procedures fairly and consistently amongst all students. The Policy will be printed and 
distributed as part of the Student Handbook and will clearly describe discipline expectations. The Director shall ensure that students 
and their parents/guardians are notified in writing upon enrollment of all discipline policies and procedures. The notice shall state that 
this Policy is available on request at the school’s office. 

 
Discipline includes, but is not limited to, advising and counseling students, conferring with parents/guardians, detention during and 
after school hours, community service on or off campus, the use of alternative educational environments, suspension and expulsion. 
Corporal punishment shall not be used as a disciplinary measure against any student. Corporal punishment includes the willful 
infliction of, or willfully causing the infliction of, physical pain on a student. For purposes of the Policy, corporal punishment does not 
include an employee’s use of reasonable force necessary to protect the employee, students, staff or other persons or to prevent 
damage to school property. 

 
A student identified as an individual with disabilities or for whom the School has a basis of knowledge of a suspected disability pursuant 
to the Individuals with Disabilities in Education Act (“IDEA”) or who is qualified for services under Section 504 of the Rehabilitation Act 
of 1973 (“Section 504”) is subject to the same grounds for suspension and expulsion and is accorded the same due process procedures 
applicable to regular education students except when federal and state law mandates additional or different procedures. The School 
will follow Section 504, the IDEA, the Americans with Disabilities Act of 1990 (“ADA”) and all applicable federal and state laws when 
imposing any form of discipline on a student identified as an individual with disabilities or for whom the School has a basis of knowledge 
of a suspected disability or who is otherwise qualified for such services or protections in according due process to such students. 
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A Suspension Definition 
 

Suspension is the temporary removal of a pupil from class instruction for adjustment or disciplinary reasons. Suspension does not 
mean any of the following: 

• Reassignment to another education program or class at the School where the pupil will receive continuing instruction for 
the length of day prescribed by the Board for pupils of the same grade level; 

• Referral to a certificated employee designated by the Director to advise pupils; 
• Removal from the class, but without reassignment to another class for the remainder of the class period without sending 

the pupil to the Director or designee. 
 

While suspended, the pupil may not loiter on or be within 100 yards of City Heights Prep Charter School grounds at any time, nor 
attend or participate in any School activity at any time, no matter where such activity is taking place. Violation may result in further 
disciplinary action. 

 
City Heights Prep Charter School shall consider suspension from School only when other means of correction fail to bring about proper 
conduct or where the student’s presence would constitute a danger to persons or property or seriously disrupt the educational 
process. 

 
Authority 

 
The Director or his/her designee may suspend a student from class, classes or the school for a period not to exceed five 

 
(5) days. The Director or his/her designee may extend a student’s suspension pending final decision by the Board of Directors of City 
Heights Prep Charter School on a recommendation for expulsion. On a recommendation for expulsion, the Board of Directors may 
suspend a special education student being considered for expulsion in accordance with the laws relating to expulsion of special 
education students. 

 
Board Policy: Pupil Suspension & Expulsion Page 1 of 9 

 
Adopted/Ratified: October 27, 2012 Revision Date: December 7, 2012 Revision Date: June 18, 2015 Revision Date: December 11, 2015 
Revision Date: March 11, 2016 Revision Date: June 22, 2018 

 
A pupil may not be suspended or expelled for any of the acts enumerated in this Policy unless the act is related to school activity or 
school attendance of City Heights Prep Charter School. A pupil may be suspended or expelled for acts that are enumerated in this 
Policy and related to school activity or attendance that occur at any time, including, but not limited to any of the following: 

• While on school grounds 
• While going to or coming from school 
• During the lunch period, whether on or off the school campus 
• During, going to or coming from a school sponsored activity 

Grounds 

Students may be suspended or expelled for any of the following acts (whether completed, attempted or threatened) when it is 
determined the pupil: 

 
1 Academic Dishonesty 

 
2 Assaults/Battery/Mutual Combat 

• Attempt/threatened to cause physical injury; mutual combat 
• Willfully caused minor injury upon the person of another, except in self-defense (NOT mutual combat) 
• Willfully caused serious injury upon the person of another, except in self-defense (can include mutual combat) (mandatory 

recommendation for expulsion) 
• Assault or battery on school employee (mandatory recommendation for expulsion) 
• Sexual assault or sexual battery (mandatory recommendation for expulsion) 
• Aids or abets the infliction or attempted infliction of physical injury 
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3 Bullying/Cyberbullying 
• Placing a reasonable pupil or pupils in fear of harm to that pupil’s or those pupils’ person or property. 
• Causing a reasonable pupil to experience a substantially detrimental effect on his or her physical or mental health. 
• Causing a reasonable pupil to experience a substantial interference with his or her academic performance. 
• Causing a reasonable pupil to experience a substantial interference with his or her ability to participate in or benefit from 

the services, activities, or privileges provided by the Charter School. 
 

4 Controlled/Prohibited Substances 
 

• Possessed/Used 
 

• 1st offense 
 

• 2nd offense (mandatory recommendation for expulsion) 
 

• Furnished or sold (mandatory recommendation for expulsion) 
 

• Possession of amount for more than personal use (mandatory recommendation for expulsion) 
 

• Soma- offered, arranged to sell or sold (mandatory recommendation for expulsion) 

5 Disruption/Defiance 

• Minor disruption/ defiance 
 

o Minor disruption of classroom or school-sponsored event 
 

o Failure to follow teacher/supervisor directions 
 

o Verbal abuse or defiance of teacher/supervisor 
 

• Major disruption/defiance 
 

o Major disruption of one or more classrooms and/or school sponsored event 
 

o Verbal abuse or defiance of teacher/supervisor requiring assistance 

6 Drug Paraphernalia 

• Unlawful possession 
 

• Unlawfully offered, arranged, or negotiated to sell 

7 Harassment 

• Harassed, intimidated, or threatened pupil(s) or district personnel with intended effect of disrupting class work, creating 
substantial disorder, or creating an intimidating or hostile educational environment. 

 
8 Hate Incidents 

 
• Mutual combat 

 
o Fight motivated by racial differences, real or perceived sexual orientation, or other hate-related matters 

• Offensive comment, intent to harm 
• Use of physical force, minor injury 
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• Use of physical force, serious injury (mandatory recommendation for expulsion) 
• Threat of violence 
• Vandalism or graffiti 

 
9 Obscenity (Includes use of network or other electronic media) 

• Obscene act 
• Habitual profanity/vulgarity 

10 Property Damage 

• Attempted to cause damage 
 

• Caused minor damage 
 

• Caused major damage 
 
    11 Property Theft 
 

• Attempted to steal 
 

• Stole 
 

• Receipt of stolen property 
 

12 Robbery/Extortion (includes attempts) 
 

• Robbery or Extortion (mandatory recommendation for expulsion) 
 

o Robbery is the felonious taking of personal property in the possession of another against his/her will as accomplished by 
force or fear 

 
o Extortion is obtaining of property of another with his/her consent induced by wrongful use of force or fear. 

 
13 Sexual Harassment (Includes use of network or other electronic media) 

 
• Verbal/Visual 

 
o Making signs and gestures and/or verbal statement that causes a negative impact 

 
• Physical contact including minor and non-intimate physical contact 

 
• Continued verbal, visual, or physical sexual harassment 

14 Substance in Lieu of Controlled Substance 

• Delivered, furnished, or sold (substances misrepresented as controlled substances) 

15 Threats and Intimidation 

• Witness intimidation using harassment and/or threats 
 

• Threat (death or grave bodily injury) to staff, or against school property (damage > $1000) 
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16 Tobacco/Nicotine Product 
 

• Possessed/Used 
 

o 1st – 2nd offense 
 

o 3rd Offense (mandatory recommendation for expulsion) 

17 Weapons, Explosives, Dangerous Objects, Imitation Firearms 

o Possessed, sold, or furnished a firearm, knife, explosive, or dangerous object (mandatory recommendation for expulsion) 
 

o Brandished a knife (mandatory recommendation for expulsion) 
 

o Possessed, sold, or furnished devices such as snappers or poppers, firecrackers and fireworks other than M80’s or cherry 
bombs. 

 
o Possessed an imitation firearm 

 
The preceding list is not exhaustive and depending upon the offense, a pupil may be suspended or expelled for misconduct not 
specified above. 

 
Procedures Required to Suspend Step One 

 
The Director or designee shall investigate the incident and determine whether or not it merits suspension. 

 
Searches: In order to investigate an incident, a student’s attire,1 personal property, vehicle or school property, including books, desks 
and school lockers, may be searched by a Principal or designee who has reasonable suspicion that a student has violated or is violating 
the law or the rules of the school. Illegally possessed items shall be confiscated and turned over to the police. 

 
Step Two 

 
Unless a student poses a continuing danger to persons or property or an ongoing threat of disrupting the academic process, a 
suspension will be preceded by an informal conference between the Director or designee and the student in which the student shall 
be orally informed of the reason for the suspension, the evidence against him, and be given the opportunity to present informal proof 
of his/her side of the story. If the student poses a continuing danger to persons or property or an ongoing threat of disrupting the 
academic process, the informal conference will be held within two school days, unless the pupil waives this right or is physically unable 
to attend for any reason, including, but not limited to, hospitalization or detention in a correctional facility. 

 
At the time of the suspension, a City Heights Prep Charter School employee shall make a reasonable effort to contact the 
parent/guardian by telephone or in person to inform him/her of the suspension and the reasons therefor. 

 
If a student is suspended without the informal conference, both the student and the parent/guardian will be notified of a student’s 
right to return to school for the purpose of a conference. 

 
Step Three 

 
The Director or designee determines the appropriate length of the suspension (up to 5 days). When suspensions do not include a 
recommendation for expulsion, they shall not exceed 5 consecutive school days per suspension. 
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Step Four 
 

The Director or designee fills out a Notice of Suspension Form, a copy of which will be sent to the student’s parent/guardian and to 
the student. A copy of this form is also placed in the student’s cumulative file at City Heights Prep Charter School. The Notice of 
Suspension Form shall state the fact of suspension, its duration and the specific offense committed by the student. In addition, the 
notice may state the date and time when the student may return to school. The notice shall also state that if desired by the 
parent/guardian, a prompt meeting or hearing will be held at which the suspension may be discussed and at which the student may 
be present and afforded an opportunity to present informal proof of his/her side of the case. Additionally, if the School officials wish 
to ask the parent/guardian to confer regarding matters pertinent to the suspension, the notice may request the parent/guardian to 
respond to such requests without delay. 

 
Step Five 

 
The Director or designee determines whether the offense warrants a police report. Director or designee will report certain offenses 
to law enforcement authorities in accordance with Education Code section 48902. 

 
When the Director or designee releases a minor pupil to a peace officer for the purpose of removing the minor from the school 
premises, the Director or designee shall take immediate steps to notify the parent, guardian or responsible relative of the minor 
regarding the release of the minor to the officer and regarding the place to which the minor is reportedly being taken, unless the 
minor has been taken into custody as a victim of suspected child abuse. 

 
1 This does not include removing clothing to permit visual inspection of the under clothing, breasts, buttocks or genitalia of the pupil. 

Step Six 

The Director or designee may require the student and his/her parent/guardian to sign a contract that states the conditions that the 
student is expected to meet while at the School. Copies of the signed contract are kept by the school and given to the parent/guardian. 

 
Special Education Student Suspensions 

 
When suspensions involve special education students, a manifestation determination meeting shall be held no later than the 10th 
suspension day (whether consecutive or cumulative for the school year). The Director or designee shall notify the student’s special 
education teacher when the student’s cumulative days of suspension for that school year reaches five. The manifestation 
determination meeting shall include the LEA, the parent, and relevant members of the student’s IEP Team. 

 
The student shall be treated as a general education student for disciplinary purposes, except to the extent that educational services 
must continue, if at the manifestation determination meeting the following are both determined in the negative, after reviewing all 
relevant information in the student’s file, including the student’s IEP, any teacher observations and any relevant information provided 
by the parents: 1) the conduct in question was caused by, or had a direct and substantial relationship to, the student’s disability; or 2) 
the conduct in question was the direct result of the LEA’s failure to implement the IEP. If it is determined at the manifestation 
determination meeting that 1) or 2) is answered in the affirmative, the conduct is deemed a manifestation of the disability. 

 
If the conduct is deemed a manifestation of the disability, the IEP Team must conduct a functional behavioral assessment, create a 
plan and implement it, or if the plan is preexisting, review it and modify it as necessary to address the behavior. 

 
In the case of a manifestation of a disability, the student will be returned to the placement from which he/she was removed, unless 
the LEA and parent agree to a change of placement as part of the modification of the behavioral intervention plan. For special 
education students, a new manifestation determination meeting is required for all proposed suspensions exceeding ten cumulative 
days in one school year. 

 
The special education student may be removed from school to an interim alternative educational setting for not more than 45 school 
days without regard to whether the behavior is determined to be a manifestation of the student’s disability if the student: 1) carries 
a weapon to or possesses a weapon at school, on school premises or to or at a school function under the jurisdiction of the School; 2) 
knowingly possesses or uses illegal drugs or sells or solicits the sale of a controlled substance, while at school, on school premises, or 
at a school function under the jurisdiction of the School; or 
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3) has inflicted serious bodily injury upon another person while at school, on school premises, or at a school function under the 
jurisdiction of the School. 

 
If a student qualified for special education is also a foster child and the decision to recommend expulsion is a discretionary act, the 
educational liaison shall notify a foster child’s attorney and the appropriate representative of the county child welfare agency of 
pending expulsion proceedings if the decision to recommend expulsion is a discretionary act, before manifestation determinations 
pursuant to Section 1415(k) of Title 20 of the United States Code and/or if the local educational agency has proposed a change in 
placement due to an act for which the decision to recommend expulsion is at the discretion of Director. 

 
Expulsion Definition 

 
Expulsion means involuntary disenrollment from the City Heights Prep Charter School. 

Authority 

A student may be expelled either by the City Heights Prep Charter School Board (from hereafter referred to as Board) following a 
hearing before it or by the Board upon a recommendation of an Administrative Panel to be assigned by the Board as needed. The 
Panel may recommend expulsion of any student found to have committed an expellable offense. 

 
The Board, upon voting to expel a pupil, 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 pupil to a school, class or program that is deemed 
appropriate for the rehabilitation of the pupil [or other conditions such as good behavior, attendance, etc.]. The rehabilitation program 
to which the pupil is assigned may provide for the involvement of the pupil’s parent or guardian in his or her child’s education in ways 
that are specified in the rehabilitation program. A parent or guardian’s refusal to participate in the rehabilitation program shall not be 
considered in the Board’s determination as to whether the pupil has satisfactorily completed the rehabilitation program. 

 
Grounds for Expulsion 

 
Category I Expulsions – Mandatory Recommendation for Expulsion 

 
A student who has committed one or more of the following acts must be immediately suspended and recommended for expulsion. 

• Possessing, selling or otherwise furnishing a firearm when a school employee verifies firearm possession, unless the student 
obtained prior written permission to possess the firearm from a certificated school employee, which is concurred in by the 
principal or his/her designee 

• Brandishing a knife at another person 
• Unlawfully selling a controlled substance 
• Committing or attempting to commit a sexual assault or committing a sexual battery 
• Possession of an explosive 

 
Category II Expulsions – Recommendation for Expulsion Required, Unless Inappropriate Under the Circumstances 

 
A student who has committed one of the following acts of misconduct must be recommended for expulsion, unless particular 
circumstances render it inappropriate. 

• Causing physical injury to another person, except in self-defense 
• Possession of any knife, explosive or other dangerous object of no reasonable use to the student 
• Unlawful possession of any controlled substance, except for the first offense for the possession of not more than one ounce 

of marijuana, other than concentrated cannabis 
• Robbery or extortion 
• Assault or battery on a school employee 

 
Category III Expulsions – Discretionary Expulsion Recommendation 

 
In the discretion of the Director or his/her designee, any act that warrants suspension may warrant expulsion. Additionally, a 
studentmay be expelled for misconduct that is not listed above if the acts disrupt and/or present ongoing health and/or safety 
concerns, or the student has repeatedly engaged in the misconduct. 
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Procedures to Expel a Student Step One 
 

The Director or designee investigates the incident and determines whether the offense results in a suspension. If so, the Director or 
designee follows the procedures to suspend the student as outlined above. 

 
For students in foster care if the decision to recommend expulsion is a discretionary act, the educational liaison shall notify a foster 
child’s attorney and the appropriate representative of the county child welfare agency of pending expulsion proceedings if the decision 
to recommend expulsion is a discretionary act, before the meeting held with the Director to extend a suspension pending the expulsion 
hearing. 

 
Step Two 

 
In the discretion of the Director, a student’s suspension may be extended pending expulsion. In this case, a meeting is held within five 
school days of the student’s suspension to extend the suspension.The student and his/her parent/guardian are invited to attend this 
meeting with the Director or his/her designee. 

 
At this meeting, the offense and the repercussions are discussed. An extension of the suspension may be granted only if the Director 
or his/her designee has determined, after the meeting, that the presence of the student at the School would cause a danger to persons 
or property or a threat of disrupting the instructional process. If the student has committed an offense that requires a mandatory 
expulsion recommendation, this is discussed so that it is understood by all parties. The purpose of the meeting is to decide upon the 
extension of the suspension order and may be held in conjunction with the initial meeting with the parents after the suspension. 

 
Step Three 

 
Complete Recommendation for Expulsion/Zero Tolerance 

Step Four 

If the student is a special education student or has a 504, schedule a Manifestation Hearing within five school days. The manifestation 
determination meeting shall include the parent/guardian, and relevant member of the IEP team. 

 
Step Five 

 
The School shall send a letter to the student and parent/guardian regarding the expulsion hearing. The expulsion hearing shall be held 
no later than 30 school days of the date that expulsion is recommended, unless a brief extension is requested by the student or his/her 
parent/guardian. 

 
The letter shall be either hand-delivered or sent via certified mail to the student and his/her parent/guardian to the address reflected 
in the pupil’s student file at least 10 calendar days before the date of the hearing. The letter shall notify the student and 
parent/guardian when and where the expulsion hearing will take place and the rights of the student with respect to the hearing, 
including: 

• The date and place of the expulsion hearing; 
• A statement of the facts, charges and offenses upon which the proposed expulsion is based; 
• A copy of the School’s disciplinary rules relating to the alleged violation; 
• Notification of the student’s or parent/guardian’s obligation to provide information about the student’s status at the School 

to any other school district or school to which the student seeks enrollment; 
• The opportunity for the student or the student’s parent/guardian to appear in person and/or to employ and be represented 

by counsel or an advocate; 
• The right to inspect and obtain copies of all documents to be used at the hearing; 
• The opportunity to confront and question witnesses who testify at the hearing; 

 
[NOTE: If the revelation of the name of a student witness or requiring that student testify could subject the student to risk, statements 
and reports of such students may be relied on in lieu of live testimony and student’s names does not have to be revealed.] 
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• The opportunity to question all evidence presented and to present oral and documentary evidence on the student’s behalf, 
including witness testimony. 

 
Step Six 

 
The Director or designee shall maintain documents that may be used at the hearing and make them available for review by the student 
and/or his/her parent/guardian. These papers may include, but are not limited to, the following: A record of the student’s attendance 
and grades, a record of previous infractions, a statement of the facts surrounding the case made by a Director or designee; a statement 
of the facts surrounding the case made by a witness, a law enforcement agency’s report and any other relevant matter. 

 
Step Seven 

 
An expulsion hearing shall be held before the board. A record of the hearing shall be made and may be maintained by any means, 
including electronic recording, as long as a reasonably accurate and a complete written transcription of the proceedings can be made. 

 
While the technical rules of evidence do not apply to expulsion hearings, evidence may be admitted and used as proof only if it is the 
kind of evidence on which reasonable persons can rely in the conduct of serious affairs. A recommendation by the board to expel must 
be supported by substantial evidence that the student committed an expellable offense. 

 
Findings of fact shall be based solely on evidence produced at the hearing. While hearsay evidence is admissible, no decision to expel 
shall be based solely on hearsay evidence, although sworn declarations may be admitted as testimony from witnesses who are 
determined by the Board that disclosure of their identity or live testimony at the hearing may subject them to an unreasonable risk of 
physical or psychological harm. 

 
If, due to a written request by the expelled pupil, the hearing is held at a public meeting, and the charge is committing or attempting 
to commit a sexual assault or committing a sexual battery as defined in Education Code section 48900, a complaining witness shall 
have the right to have his or her testimony heard in a session closed to the public. 

 
Step Eight 

 
The decision of the board shall be in the form of a written recommendation, with findings of fact, to the Board of Directors who will 
make a final determination regarding the expulsion. The final decision by the Board shall be made within 10 days following the 
conclusion of the hearing, or within 40 school days after the date of the pupil's removal from City Heights Prep Charter School for the 
incident for which the recommendation for expulsion is made. If the Board decides not to recommend expulsion, the pupil shall be 
reinstated and permitted to return to classroom programs. The decision not to recommend expulsion shall be final. 

 
Step Nine 

 
The Director or designee, following a decision of the Board of Directors to expel a student, shall send written notice of the decision to 
expel, including the Board’s findings of fact, to the student or parent/guardian. The notice shall include the following: 

• Notice of the specific offense committed by the student; 
• The student may submit a written objection and request for reconsideration to the school’s Board of Directors within 10 

days. Decisions of the Board of Directors shall be final. 
• Notice of the student’s or parent/guardian’s obligation to inform any new district in which the student seeks to enroll of 

the student’s status within the charter school 
 

Within 30 days of the decision to expel, the Director shall send written notice of the decision to expel to the student’s district of 
residence, the County Office of Education and the charter granting district (if different than the student’s district of residence). This 
notice shall include the student’s name and the specific expellable offense committed by the student. 

 
Step Ten 

 
Expelled students are responsible for seeking alternative education programs, including but not limited to, programs within the County 
or their school district of residence. 
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Step Eleven 
 

The school shall maintain records of all student suspensions and expulsions at the school site. 
 

Students who are expelled from City Heights Prep shall be given a rehabilitation plan upon expulsion as developed by the Board of 
Directors, or its designee, at the time of the expulsion order, which may include, but is not limited to, a periodic review as well as 
assessment at the time of review for readmission. The rehabilitation plan should include a date not later than one year from the date 
of expulsion when the pupil may reapply to the school for readmission. 

 
The decision to readmit a pupil or to admit a previously expelled pupil from another school district or charter school shall be in the 
sole discretion of the Board following a meeting with the Director and the pupil and parent/guardian to determine whether the pupil 
has successfully completed the rehabilitation plan and to determine whether the pupil poses a threat to others or will be disruptive 
to the school environment. The Director shall make a recommendation to the Board of Directors following the meeting regarding 
his/her determination. The pupil’s readmission is also contingent upon the school’s capacity and any other admission requirements in 
effect at the time the student seeks admission or readmission. 

 
Zero Tolerance Policy. 

 
City Heights Prep Charter School has approved the following Zero Tolerance Policy: 

 
o Use, possession or brandishing of a weapon will result in a recommendation for expulsion. A weapon is a defined as, but not 

limited to, a firearm, pistol replica, starter pistol, stun gun, BB gun or pellet gun, a knife of any size or type, a dirk, dagger, 
razor, slingshot, any explosives or fireworks. Any object used in a dangerous manner will also be considered a weapon. 

 
o Repeated incidents of fighting, violent acts, or causing serious injury to another person will result in a recommendation for 

expulsion 
 

o Attempting to commit or committing a sexual assault and committing a sexual battery will result in a recommendation for 
expulsion. 

 
o Our school has a NO ALCOHOL, TOBACCO, or other DRUG USE POLICY. If you are found to be selling, furnishing, or possessing 

an amount determined to be for more than personal use of controlled/prohibited substances, you will be recommended for 
expulsion on your first offense. For possession or use, expulsion must be recommended on your 2nd offense, except for 
tobacco offenses; if you are found in possession of tobacco you must be recommended for expulsion on your 3rd offense. 
While not mandatory, you may be recommended for expulsion for a 1st offense. 

 
o In addition to discipline, if you are found to have violated the law you may be arrested and taken to a juvenile detention 

facility. 
 

o Expulsion from City Heights Preparatory Charter School will result in the loss of privileges to attend school or extracurricular 
activities. You may be placed in an alternative school or program. 

 
o The Zero Tolerance Policy requires a recommendation for expulsion if the offense occurs on school campus or at a school 

activity, whether on or off campus. 
 

o Expulsion may be recommended for an offense that occurs during lunch period - off campus, and during, or while going to or 
from a school-sponsored activity. 

 
The Zero Tolerance Policy is designed to make your school a safe environment and to provide an appropriate learning environment 
for you and other students. There can be no acceptable reason for violating these rules. 
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(D) Procedures to Notify Teachers of Dangerous Pupils (EC 49079) 
Criterion 5: Notification to teachers of dangerous students 
 
Site administrators are obligated to tell staff about students considered dangerous or troublesome, this includes students released 
from Juvenile Court. It is important that the students’ rights be respected as well. 

 
Administrative Procedure 

Category: Instruction, Guidance 

Subject: Students Released from Juvenile Court Placements 
 

A. If the director becomes aware of information received from the court and the Probation Department: The School Director shall 
expeditiously disseminate the information to those teachers, counselors and administrators directly supervising or reporting on the 
behavior or progress of the student for the purpose of working with the student in an appropriate manner, to avoid being needlessly 
vulnerable or to protect other persons from needless vulnerability. 

 
B. Any information received by a teacher, counselor or administrator shall be confidential for the limited purpose of rehabilitating the 
student and protecting students and staff, and shall not be disseminated further by the teacher, counselor or administrator, except 
insofar as communication with the student, his/her parents/guardians, law enforcement personnel and the student's probation office 
is necessary to effectuate the student's rehabilitation or to protect students and staff. Unlawful dissemination of such information is 
a misdemeanor. 

 
C. Any information received from the court shall be kept in a separate, confidential file at the school of attendance and shall be 
transferred to the student's subsequent schools of attendance and maintained until the student graduates from high school, is 
released from juvenile court jurisdiction or reaches the age of 18, whichever occurs first. 

 
D. After the student graduates from high school, is released from juvenile court jurisdiction or reaches the age of 18, the confidential 
file record shall be destroyed. 

 
E. At any time after the date by which a record required to be destroyed should have been destroyed, the student or his/her 
parent/guardian shall have the right to make a written request to have the director of the school where the student's records are on 
file conduct a review to ensure that the record has been destroyed. Upon completion of any review and no later than 30 days after 
the request for review was received, the principal or his/her designee shall respond in writing to the written request and either shall 
confirm that the record has been destroyed or if the record has not been destroyed, shall explain why destruction has not yet occurred. 
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(E) Sexual Harassment Policies (EC 212.6 [b]) 
Criterion 6: A sexual harassment policy 

 
City Heights Prep has instituted a board approved Harassment and Bullying Policy that outlines the different categories of bullying as 
well as how to report it, and what the consequences should be. This policy is included in the following pages. 

 
HARASSMENT, INTIMIDATION, DISCRIMINATION & BULLYING POLICY 

 
City Heights Prep Charter School (“CH Prep” or the “Charter School”) believes all students have the right to a safe and civil learning 
environment. Discrimination, harassment, intimidation, and bullying are all disruptive behaviors which interfere with students’ ability 
to learn, negatively affect student engagement, diminish school safety, and contribute to a hostile school environment. As such, the 
Charter School prohibits any acts of discrimination, harassment, intimidation, and bullying related to school activity or school 
attendance. This policy is inclusive of instances that occur on any area of the school campus, at school-sponsored events and activities, 
regardless of location, through school-owned technology, and through other electronic means, consistent with this policy. 

 
As used in this policy, “discrimination, harassment, intimidation, and bullying” describe the intentional conduct, including verbal, 
physical, written communication, or cyberbullying, that is based on the actual or perceived characteristics of disability, gender, gender 
identity, gender expression, nationality, race or ethnicity, religion, sexual orientation, or association with a person or group with one 
or more of these actual or perceived characteristics. In addition, bullying encompasses any conduct described in the definitions set 
forth in this policy. 

 
To the extent possible, the Charter School will make reasonable efforts to prevent students from being discriminated against, harassed, 
intimidated and/or bullied, and will take action to investigate, respond, and address any reports of such behaviors in a timely manner. 
Charter School staff who witness acts of discrimination, harassment, intimidation, and bullying will take immediate steps to intervene, 
so long as it is safe to do so. 

 
Definitions 

 
Bullying is defined as 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 that constitutes sexual harassment, 
hate violence or creates an intimidating or hostile educational environment, 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 reasonable pupil or pupils in fear of harm to that pupil’s or those pupils’ person or property. 

 
B. Causing a reasonable pupil to experience a substantially detrimental effect on his or her physical or mental health. 

 
C. Causing a reasonable pupil to experience a substantial interference with his or her academic performance. 

 
D. Causing a reasonable pupil to experience a substantial interference with his or her ability to participate in or benefit from the 
services, activities, or privileges provided by the Charter School. 

 
Cyberbullying is an electronic act that includes the transmission of harassing communication, direct threats, or other harmful texts, 
sounds, or images on the Internet, social media, or other technologies using a telephone, computer, or any wireless communication 
device. Cyberbullying also includes breaking into another person’s electronic account and assuming that person’s identity in order to 
damage that person’s reputation. 

 
Electronic act is the transmission of a communication, including, but not limited to, a message, text, sound, or image, or a post on a 
social network Internet Web site, by means of an electronic device, including, but not limited to, a telephone, wireless telephone or 
other wireless communication device, computer or pager. 

 
Reasonable pupil is defined as a pupil, including, but not limited to, an exceptional needs pupil, who exercises care, skill, and judgment 
in conduct for a person of his or her age, or for a person of his or her age with his or her exceptional needs. 
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Reporting 
 

All staff are expected to provide appropriate supervision to enforce standards of conduct and, if they observe or become aware of 
discrimination, intimidation, harassment, or bullying, to intervene as soon as it is safe to do so, call for assistance, and report such 
incidents. The Board requires staff to follow the procedures in this policy for reporting alleged acts of bullying. 

 
All other members of the school community, including students, parents/guardians, volunteers, and visitors, are encouraged to report 
any act that may be a violation of this policy to the Executive Director or designee. While submission of a written report is not required, 
the reporting party is encouraged to use the report form available in the Main Office. However, oral reports shall also be considered. 
Reports may be made anonymously, but formal disciplinary action cannot be based solely on anonymous information. 

 
Students are expected to report all incidents of discrimination, intimidation, harassment, bullying, teasing, or other verbal or physical 
abuse. Any student who feels she/he is a target of such behavior should immediately contact a teacher, counselor, principal, or staff 
person so that she/he can get assistance in resolving the issue consistent with this policy. 

 
The Charter School acknowledges and respects every individual’s rights to privacy. To that end, consistent with legal requirements, all 
reports shall be investigated in a manner that protects the confidentiality of the parties and the integrity of the process to the greatest 
extent possible. 

 
The Charter School prohibits any form of retaliation against any reporter in the reporting process, including but not limited to a 
reporter’s filing of a complaint or the reporting of violations of this policy. Such participation shall not in any way affect the status, 
grades or work assignments of the reporter. 

 
Investigation 

 
Upon receipt of a report of harassment, intimidation, or bullying from a student, staff member, parent, volunteer, visitor or affiliate 
of the Charter School, the Executive Director or designee will promptly initiate an investigation. At the conclusion of the investigation, 
the Executive Director or designee will notify the complainant of the outcome of the investigation. However, in no case may the 
Executive Director or designee reveal confidential student information related to other students, including the type and extent of 
discipline issued against such students. 

 
Complaints shall be investigated and resolved within thirty (30) school days, unless circumstances reasonably require additional time. 

 
All records related to any investigation of discrimination, harassment, intimidation or bullying will remain in a secure location in the 
Main Office of the Charter School. 

 
In those instances when the complaint filed under this policy also requires investigation under the Uniform Complaint Procedures, 
such investigation will be undertaken concurrently. 

 
Appeal 
Should the Complainant find the Executive Director or designee resolution unsatisfactory, he/she may within five (5) school days of 
the date of resolution, file an appeal with the Designated Appeals Committee. In such cases, at least three (3) certificated School 
employees who are unfamiliar with the case and who have been previously designated and trained for this purpose shall be assembled 
to conduct a confidential review of the Complainant’s appeal and render a final disposition. 

 
Consequences 

 
Students who engage in discrimination, harassment, intimidation or bullying may be subject to disciplinary action, up to and including 
suspension and/or expulsion, as outlined in the Student Discipline Policy of the Charter School. 



Comprehensive School Safety Plan 26 of 80 2/13/20  

(F) School-wide Dress Code Relating to Gang-Related Apparel (EC 35183) 
Criterion 7: The provisions of any school-wide dress code 

 
City Heights Prep had instituted a board approved (Student) Dress code that explains in detail what the uniform requirements consist 
of, as well as what the consequences will be if they are not followed. 

 
(Student) Dress Code: 

 
In order to meet the goals of the City Height Prep Charter School to provide a safe, secure, and orderly learning environment for all 
students, foster school unity and pride, and allow students to focus on learning, CH Prep has adopted this dress code to ensure that 
student clothing, jewelry and other accessories remain appropriate to the educational environment. 

 
City Heights Prep recognizes that the basic responsibility for the grooming and dress of the students rests with the parents. It is 
desirable that students have a meaningful degree of personal freedom, while accepting reasonable limits and regulations. However, 
City Heights Prep adheres to the federal and state mandates that students be provided with a quality education in a safe, secure, 
peaceful, and wholesome learning environment. Therefore, school personnel cannot avoid making decisions regarding the 
appropriateness of dress and grooming in the school setting, especially when health and safety factors are involved. 

 
CH Prep also recognizes the importance of providing a school environment that will strongly discourage student gang-related dress 
and behavior. It is, therefore, a goal for the school to create a caring atmosphere for each student which will deter such involvement. 
The Board finds the wearing of gang-related signs, insignia, distinctive modes of dress denoting gang affiliation, and gang-related 
behaviors by students constitute a substantial disruption of school and school-related activities, and regulation of student dress is 
necessary for the health and safety of the school environment. This dress code is aimed, in part, at eliminating gang-related behavior. 
Parents of students who wear gang-related dress will be advised that the wearing of such apparel by their children place them at risk 
of unintended harm. 

 
No pupil shall be penalized academically or otherwise discriminated against nor denied attendance to school if the pupil’s parents 
choose not to have the pupil comply with the school uniform policy. City Heights Prep does not prohibit the wearing of religious attire 
when such attire is a part of the student’s religious practice, such as yarmulkes or hijabs. Questions regarding the dress code should 
be directed to the Executive Director. 

 
The following dress code was established with administration, staff, student, and parent input while adhering to state law, regulations, 
and mandates. Dress code may be subject to change and final decisions will be made at the direction of the School Director. 

 
GUIDELINES FOR SCHOOL ATTIRE: 

 
1. Articles of clothing related to a group or gang who provoke others to act violently or to be intimidated by fear of violence shall 

not be worn on campus. This includes, but is not limited to: 
• ALL “Non-City Heights Prep” caps, hats, beanies, etc. Only headgear displaying the City Heights Prep logo is allowed, except 

when otherwise specified 
• Excessive wide, baggy and long pants/shorts. All pants/shorts must be worn correctly (e.g. on waist) 
• Any gang related attire is not permitted - to be determined by the school administration. 
• Any tagging related attire is not permitted (e.g. spray can or sharpie print shirts) 

 
2. Clothing, jewelry and articles must be considered safe and free of sexually related obscene or dangerous symbols. These items 

shall include, but not limited to: 
• Spiked accessories or clothing 
• Jewelry that hangs more than 1 inch. 
• Backpacks with gang tagged related graffiti. 
• Chains of any size, including wallet chains. 
• Belt buckle with dye-cut initial. 

 
3. Shoes must be worn at all times 

• No steel-toed shoes or open toed sandals. 
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4. No student is permitted to attend school if his/her appearance is disruptive to the educational process. Specifically considered 
inappropriate school attire is: 
• Sweatshirt hoods may not be worn over the head while in class, and should only be used when weather is cold and/or 

raining. 
• Shorts or skirts which are shorter than mid-thigh. Shorts or pants with holes above mid-thigh. 
• Crop tops or bare midriff tops. Strapless or one strap halter tops. 
• Shear or revealing clothing. 
• Visible undergarments Tops must be long enough to cover the tops of pants, or skirts completely around the waist. Shorts, 

skirts and dresses must maintain an appropriate length when standing, walking or sitting. 
 

5. Printing on clothing, jewelry or articles such as backpacks should not depict or promote drugs, alcohol, tobacco, or any controlled 
substance. Clothing that expresses racial, ethnic or religious prejudice is not allowed. 

 
Restorative Actions: 

• 1st Incident: Chains, hats, or other offending articles shall be confiscated. Student must change into school issued attire, 
and parents may be notified. 

• 2nd Incident: Student must change into appropriate attire. Parents will be notified. Student must attend after school 
restorative conferencing. 

• 3rd Incident: Student may be sent home to change. Parent conference will be required. 
• 4th Incident: Student may be banned from school activities and/or suspended. 
• School Issued Attire not returned can result in a fine. 

 
 

. 
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(G) Procedure for Safe Ingress and Egress of Pupils, Parents, and Staff to and from School (EC 35294.2) 
Criterion 8: Ensuring safety of students, staff, and parents/guardians while going to and from school 

Walk to School: Pedestrian injured are the second leading cause of unintentional injury related deaths among Children ages 5-14. 

To avoid injury: 
• Never let children under 10 cross the street alone. 
• Teach children to recognize and obey traffic signals and pavements markings. 
• Choose the safeties route home and school. Practice walking it with children until they can demonstrate traffic awareness. 

 
Remind kids to: 

• Cross streets only in crosswalks; never enter streets from between parked cars or behind shrubbery. 
• Always look both ways before crossing the street. 
• Walk-don’t-run-across intersections. 
• Use same route every day and avoid shortcuts 
• Don’t speak to strangers; if a stranger approach, tell a trusted adult such as a parent or teacher. 

 
Riding the Bus: More than 22,000 district students take the bus each day. Although bus travel is one of the safest ways to get to and 
from school, injuries can still occur. Most injuries take place when children are getting in or off the bus. 

 
Safety tips for riding the bus: 

• Arrive at the bus stop at least 10 minutes before the scheduled arrival of the bus. 
• Stay out of the streets and don’t horseplay while waiting. 
• Remain seated and keep head and arms inside the bus at all times. 
• Do not walk in the driver’s “blind spot”- the area from the front of the bus to about 12 feet in the front of the bus. 

 
Riding Bicycles: Bicycles are associated with more children injuries than an y other consumer product expects the car. 
 
To ensure safety when riding bicycles to school: 

• Check with the school director to make sure bicycles are allowed 
• Wear helmet! State law requires it and failure to wear one could result in a traffic citation. 
• Obey rules of the road: the rules are the same for all vehicles, including bicyclist. 
• Know and use appropriate hand signals 
• Choose the safety route between home and school and practice it with children until they can demonstrate traffic safety 

awareness. 

Driving: Motor vehicle accidents are the leading cause of unintentional injury-related deaths among children age 14 and under. 

To reduce the risk of injury: 
• Always use children safety seats and safety belts correctly when driving or riding in a car. 
• Arrive early—especially in the first few weeks of the school and use the school’s designated student drop off a pick up 

zones. 
• Do not double park or make U-turns in front of the school. 
• Children should enter and leave the car on its curb side. 
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(H) A Safe and Orderly School Environment Conducive to Learning (EC 35294.2)  
 

Component: 
Criterion 9: Safe and orderly school environment 
 
The Parent and Student Handbook outline the manner in which City Heights Prep creates a safe school environment, but also an 
effective discipline policy. See Appendix B Parent and Student Handbook. 

 

(I) School Discipline Rules and Consequences (EC 35291 and EC 35291.5) 

City Heights Preparatory Charter School Student Conduct Code 
See Suspension and Expulsion Policy. 
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(J) Hate Crime Reporting Procedures and Policies 
CALIFORNIA MANDATED REPORTING EASY STEPS... 

WHAT MUST BE REPORTED and HOW TO REPORT! 

What Must be Reported: 
 

Any of the below acts involving anyone under the age of 18: 
• Physical Abuse 
• Sexual Abuse 
• Emotional Abuse 
• Neglect 

 
The mandated reporter must only have reasonable suspicion that a child has been mistreated; no evidence or proof is required prior 
to making a report. 

 
The case will be further investigated by law enforcement and/or child welfare services. 
 
How to Report: 

 
Bv Phone: Immediately, or as soon as possible, make a telephone report to child welfare services and/or to a Police or Sheriff 's 
department. 

 
1. Child Welfare Services phone # 858-560-2191 

 
2. Police Department phone # 619-516-3000 

 
3. Sheriff 's Department phone # 858-974-2222 

 
In Writing: Within 36 hours, a written report must be sent, faxed or submitted electronically. The written report should be completed 
on a state form called the 8572, which can be downloaded at 

http:/lag.ca.gov/childabuse/pdf/ss_8572.pdf 

Other information: 
• Safeguards for Mandated Reporters: 
• The Child Abuse and Neglect Reporting Act (CANRA) states that the name of the mandated reporter is strictly confidential, 

although it is provided to investigative parties working on the case. 
• Under state law, mandated reporters cannot be held liable in civil or criminal court when reporting as required; however, 

under federal law mandated reporters only have immunity for reports made in good faith. 
• Failure to report: 
• Failure to report concerns of child abuse or neglect is considered a misdemeanor and is punishable in California by six 

months in jail and/or up to a $1,000 fine. 
• For the complete law and a list of mandated reporters refer to California Penal Codes 11164 
• 11174.3. 

 
This document and Mandated Reporting information can be found at www.mandatedreporterca.com 
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Safety Plan Review, Evaluation and Amendment Procedures 
 

Criterion 10: Assisted Rescue Protocols 
 

During natural disasters, fires, or black-outs, equipment used to assist individuals between elevated floors, stages, or multi-level 
walkways may become inoperable for the blind, mental disability, etc. Please describe the site’s plans to assist individuals with limited 
mobility. Include the equipment used, the training conducted with staff on the use of such equipment and where the equipment is 
stored in preparation of an emergency. 

Attached is the Security, sweep and Rescue team procedures to assist independently with mobility. 

Security, Search and Rescue Team 
Fire and police personnel will probably conduct the sweep team process. If the site staff is directed by fire personnel to conduct the 
sweep team process, utilize the following procedures. 
Site: Meet at evacuation site. Check in with Operations Section Leader for further direction. 

Preparation: 

1. Know the location of: 
a. Fire extinguishers 
b. Central cut-off for water and electricity 
c. Emergency supply/tool barrels 

Emergency: 

1. Check in with Operations Section Leader for sweep a reassignment and master keys. 
2. Get a walkie-talkie from office staff, if available. Take all other supplies needed. 
3. Initiate sweep of your designated area. 
4. If possible, sweep teams will sweep the campus in pairs, checking all rooms including storage areas, bathrooms, hallways, etc. 
5. Assigned areas will be explored visually, vocally and physically. 
6. Proceed as quietly as possible in order to hear calls for help. 
7. Upon entering an area, call out and wait for an answer. Then proceed with inspection of that area. If safe, actively search through 

the rubble. 
8. Upon discovery of an injured person unable to walk, one member of the team is to remain with the individual while the other 

summons aid. 
9. If possible, maintain communication with Site Command Post and First-Aid Team in case injuries occur or are discovered and to 

ensure that rescue aid is provided to those most in need. 
10. Clearly mark each door with an X in masking tape (white means everything okay, red means victim is in room) after inspection is 

completed. 
11. Sweep teams should always defer to directions from emergency personnel. 
12. If fatalities occur, all bodies should be moved only at the direction of the Incident Command post. 
13. When search and rescue is complete, check in at the Incident Command Post for the next assignment 
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SITE EMERGENCY OPERATIONS OVERVIEW 

The protection of lives shall be the primary priority of all emergency operations and procedures. The protection of property shall be 
secondary to life safety. The emergency procedures within this Plan are designed to facilitate life safety through the use of simple, 
basic procedures based on the Standardized Emergency Management System (SEMS) and the National Incident Management System 
(NIMS) that utilize the Incident Command System (ICS) as the basic response management structure. 
 
Disaster Service Workers 
California Government Code, Chapter 8, Section 3100 states: “…all public employees are hereby declared to be disaster service workers 
subject to disaster service activities as may be assigned to them by their superiors or by law.” In accordance with these provisions, all 
staff members are considered “disaster service workers” during emergencies and must remain on site to carry out assigned 
responsibilities. School staff should be familiar with emergency procedures and any assigned responsibilities. During an emergency, 
staff will serve on response teams and implement response procedures. If a teacher has been assigned to a Command Team position 
in the following list, the teacher will first ensure the safety of the students and accompany the students to the Assembly Area (also 
known as the “Evacuation Area”), where the students will be reassigned to another teacher. The teacher will then carry out their 
assigned Command Team responsibilities. 

 
Plan Maintenance 
The Site Incident Commander is responsible for the maintenance of this plan. The Site Emergency Plan is Criterion 2 of California’s 
mandated Comprehensive Safe Schools Plan. School Police Services is responsible for annual plan review. Appropriate changes or 
modifications shall be forwarded by the Site Incident Commander to School Police Services for approval prior to any distribution. The 
Site Emergency Plan will be maintained on a secured intranet with “read only” access to the Site Incident Command Team and revision 
access to the Site Incident Commander and School Police Services. 

 
Training & Exercises 
Training is a key component to ensure successful emergency operations. The adage “people will do what they have been trained to 
do” is consistently proven in actual emergencies. Exercises allow “people” to practice what they have been trained to do and improve 
their skills for an actual emergency. 

 
The Site Incident Commander will coordinate annual training for all staff on the basic emergency procedures of this plan. All new staff 
assigned to the site will receive basic training within 30 days of assignment. Basic training can simply involve knowledge of basic SEMS 
and ICS protocols, key evacuation locations, parent reunification locations, and the location of related resources. Members of the Site 
Incident Command Team will receive additional training specific to their duties every year by the Site Incident Commander and School 
Police Services. 

The Site Incident Commander will coordinate annual exercises for all staff. 

SECTION THREE 
SITE EVACUATION PROCEDURE 

 
Notification 
The Site Incident Commander is responsible to notify the site’s Incident Command Team when an evacuation is necessary. The Site 
Incident Commander, in coordination with Police Services is responsible for activating the evacuation notification procedures for 
school level personnel. 

 
The signal for evacuation is by telephone. 

 
If the primary emergency notification system fails to activate, the secondary notification method will be handheld air horns found in 
the Emergency Disaster Kit. 

 
If evacuation is required, but an alternative method of notification is required (e.g. a received credible bomb threat), then notification 
can be made by telephone or runners. This method reduces the level of anxiety and potential panic. 

 
Exiting Buildings 
The Site Incident Commander is responsible for ensuring that staff and students are aware of designated exit routes from the building. 
Appropriate maps and directions are posted near each door to ensure that occupants are aware of the possible exits. Each classroom 
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and department have developed plans for ensuring that all staff/students receive evacuation notification and are moved to a pre- 
designated evacuation site. All staff are trained to conduct rapid visual and verbal “sweeps” of their assigned areas to ensure that no 
one is left behind. 

 
The responsibility to ensure maps and directions are posted, as well as appropriate training delivered, belongs to the following 
individuals: 

 
Primary: Site Incident Commander Alternate: Operations Chief 

EVACUATION LOCATIONS 

ON-SITE EVACUATION 
When an evacuation is ordered, all staff/students will evacuate to the front lawn, adjacent to 54th Street. 

 
OFF-SITE EVACUATION 
In the event that the situation requires a further distance be placed between individuals and the facility, the Site Incident Commander 
will direct individuals to proceed to the parking lot at the corner of 54th Street and Trojan Ave. 

If a gate key is needed, but is not readily available, the lock should be cut using the bolt cutters found in the Emergency Disaster Kit. 

Persons with Disabilities 
In emergencies, persons with disabilities may need special assistance in evacuating to the designated location. Each Site Incident 
Commander is responsible for pre-identification of persons with disabilities who may need assistance and assigning staff to assist 
them. Persons with disabilities or other staff who may need special assistance in an evacuation situation are responsible for ensuring 
that their Department Head is aware of their needs for assistance. 

 
Because of the volume of foot traffic that can be expected through stairways and corridors in a building during an evacuation, there 
must be an area of rescue assistance established aside from the main flow of foot traffic. Such an area must be clearly marked so 
disabled individuals know where to go for refuge in a critical time. 
Proper signage for this area is “Area of Rescue Assistance.” Evacuation maps will articulate this information. 

 
The responsibility to determine disability needs, assign appropriate staff and ensure proper resources for evacuation and reunification 
belongs to the following individuals at this site: 

Primary: Site Incident Commander Alternate: Operations Chief 

Return to Facility 
The Site Incident Commander, in consultation with the Public Safety Incident Commander if necessary, will determine when individuals 
can return to the facility. In the event that staff or students must be released early, the Site Incident Commander must request approval 
from the Office of the Superintendent. School Police Services should be advised of this information. 
The notification for a safe return to facilities located at this site is by telephone. 

 
SITE SHELTER-IN-PLACE PROCEDURE 
Shelter-In-Place generally occurs when evacuating the site is more dangerous than taking cover inside a building. 
This generally occurs during natural disasters, severe weather conditions, or health hazards. The following procedure applies to this 
site. 

 
Notification 
The Site Incident Commander is responsible to notify the site’s Command Team when a Shelter-In-Place is necessary. School Police 
Services, in coordination with the Site Incident Commander is responsible for activating the Shelter-In-Place notification procedures 
for School level personnel. 

 
The signal for Shelter-In-Place is by telephone. 

 
If the primary emergency notification system fails to activate, the secondary notification method will be handheld air horns found in 
the Emergency Disaster Kit. 
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Activation & Deactivation 

Quickly direct students and staff inside to the nearest room; do a verbal and visual sweep as you get everyone inside. Lock all doors 
and windows leading into the room, including interior doors. Doors may be opened for late arrivals if the exterior environment is safe. 
Take student attendance and report missing students to the office by radio, telephone or e-mail. For environmental emergencies, try 
to seal air vents and gaps under doors and around windows. Monitor your local radio, T.V. or e-mail for updates. Remain in shelter-in- 
place until the “all clear” signal is sounded. 

Return to Facility 
The Site Incident Commander, in consultation with the Public Safety Incident Commander if necessary, will determine when individuals 
can return to the facility. In the event that staff or students must be released early, the Site Incident Commander must request approval 
from the Office of the Superintendent. School Police Services should be advised of this information. 

The notification for a safe return to facilities located at this site is by telephone or bullhorn announcement. 

SITE LOCKDOWN PROCEDURE 
A lockdown is the act of confining students and personnel in a secured location until an emergency or threat (e.g., police activity) is 
over. You may be required to lockdown your room or facility when a dangerous person or situation is present on or near the site. 

Notification 
The Site Incident Commander is responsible to notify the site’s Incident Command Team when a Lockdown is necessary. The Site 
Incident Commander is responsible for activating the Lockdown notification procedures for school level personnel. 

The signal for Lockdown is by telephone and/or by bullhorn announcement. 

If the primary emergency notification system fails to activate, the secondary notification method will be handheld air horns found in 
the Emergency Disaster Kit. 

Activation & Deactivation 
Quickly gather students and personnel to the nearest room; do a verbal and visual sweep as you gather everyone inside. Lock all doors 
and windows, including any interior doors. Close all window coverings to prevent anyone from seeing inside your room. Keep away 
from doors and windows, be quiet. Take attendance and radio, telephone, or e-mail the information to the office. Monitor your radio, 
T.V. or e-mail for updates. If you hear gunfire or if someone tries to enter your room, have everyone “Duck, Cover, and Hold” under
desks. Do not open doors or windows. Remain in lockdown until the “all clear” signal is sounded.

Return to Facility 
The Site Incident Commander, in consultation with the Public Safety Incident Commander if necessary, will determine when individuals 
can return to the facility. In the event that staff or students must be released early, the Site Incident Commander must request approval 
from the Office of the Superintendent. School Police Services should be advised of this information. 

The notification for a safe return to facilities located at this site is by telephone and/or by bullhorn announcement. 

SITE PARENT NOTIFICATION & REUNIFICATION PROCEDURE 
Following a lockdown, shelter-in-place, or other emergency action, there may require a need to reunite students with parents. This is 
often a difficult and somewhat chaotic event, requiring planning and resources. The following site procedure is developed to limit 
chaos and ensure a safe reunification of students with their parents or legal guardians. 

Notification 
In the event the principal or site administrator determines students are to be released from school, or that notification of 
parents/guardians is warranted, he/she will first notify School Police Services. A collaborative effort will begin to notify 
parents/guardians of the unification effort using information provided on student’s emergency contact cards, as well as information 
available within the school’s student database. 
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Reunification 
On-site reunification will generally occur from the location pre-identified as the on-site evacuation point. Staff and law enforcement 
will be stationed at one central point, where all students will enter and exit the unification location. Designated staff will use school 
attendance information to check in and out students. 

The responsibility of reunification, determining needs, assigning appropriate staff, and ensuring proper resources for reunification 
belongs to the following individuals at this site: 

Primary: Site Incident Commander Alternate: Operations Chief 
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Emergency Contact Numbers 

Utilities, Responders and Communication Resources 

Type Vendor Number Comments 
Law 
Enforcement/Fire/Parame 
dic 

San Diego Police 911 NON-EMERGENCY: 619-531-2000 

Law 
Enforcement/Fire/Parame 
dic 

San Diego Fire 911 NON-EMERGENCY: 858-573-1497 

Law 
Enforcement/Fire/Parame 
dic 

San Diego Paramedics 911 NON-EMERGENCY: 858-573-1497 

Emergency Services Water Emergency 619-515-3525

City Services San Diego Gas & Electric 1-800-611-7343
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City Heights Preparatory Charter School Incident Command System 

Incident Commander 

Dr. Elias Vargas 

Safety Officer Public Information Officer 

Shaban Chalabi Feliza Salvtierra, Amanda 
Parris 

Scribe 

Nura Sharif, April Sa 

Operations Planning/ 
Intelligence Logistics Finance/Administration 

Amanda Graceffa Stacia Hiramine, Dr. Elias 
Vargas 

Merdin Mohammed, Rachel 
Davey 

Jessica Lopez 

First Aid & Search 
Teacher A 

Danielle Varns, Karen 
Gruschow, Tommy Messinger 

Student Release & 
Accountability 

TeacherB 
Caroline Winter, Jonathan 

Morris, Estefani Hernandez 
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Incident Command Team Responsibilities 
 
Standardized Emergency Response Management System Overview 
The California Standardized Emergency Management System (SEMS) is designed to centralize and coordinate emergency response 
through the use of standardized terminology and processes. This greatly facilitates the flow of information and resources among the 
agencies participating in response to an emergency. SEMS consists of five functions: 
Criterion 11: School Safety committee formation 

 
City Heights Prep’s School Safety Committee (SSC) is responsible for the development and implementation of the Comprehensive 
School Safety Plan. The SSC is comprised of the Director, Office Administration, and select teachers. At the start of each year, the SSC 
works with Police Department to develop plans and address any concerns regarding safety issues in and around City Heights Prep. The 
following timeline details the development of our current Comprehensive School Safety Plan. 

 
September 2014 – Site Emergency Response Plan 

• Discussed at length with Police Department, revised and submitted to San Diego Unified School District September 30, 
2014 – City of San Diego Fire Rescue Department Annual Inspection 

• No Violations were found November 21, 2015 – Public Safety Hearing 
• Presentation of City Heights Prep’s Site Emergency Response Plan (SERP) 
• No amendments suggested January 2015 – Safety Criterion 
• Office Administrator assembled Safety Criterion plans according to school-wide policies and staff input 
• Finalized Comprehensive School Safety Plan and prepared for presentation to public and formal approval February 27, 2017 

- Public Hearing 
• Representatives of the SSC presented the revised Comprehensive School Safety Plan to the public at our Safety and 

Technology community meeting. 
• The 11 Criterion and updated Site Command Team Assignments were presented and questions, concerns and comments 

were welcomed. 
 
April 24, 2015 – Staff Training 

• Review of Comprehensive School Safety Plan for new staff 
 
March 3, 2017 – Comprehensive School Safety Plan Approval 

• Comprehensive School Safety Plan reviewed and public comments discussed 
• The new plan was approved February 27, 2015 – Staff Training 
• Representatives of the SSC conducted school-wide staff training 
• Emphasis placed on new roles and 11 Safety Criterion March 3, 2017 – Board Review of Comprehensive School Safety Plan 

• Representatives of the SSC updated the Board of Directors regarding revisions made to the School Safety Plan 
 
February 20, 2018 - Staff Training 

• Review of Comprehensive School Safety Plan for all staff 
• Emphasis placed on new roles, dresscode policy changes, and Criterion 1 changes 

 
February 21, 2018 – Family Meeting 

• Review of Comprehensive School Safety Plan with students and families 
• CSSP Input Survey 

 
August 15, 2018 - Staff Training 

• Review of Comprehensive School Safety Plan for all staff 
• Emphasis placed on new roles, dress code policy changes, and Criterion 1 changes 

 
October 25, 2018 – Family Meeting 

• Review of Comprehensive School Safety Plan with students, families, and community members 
• CSSP Input Survey 

 
August 13, 2019 - Staff Training 
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• Review of Comprehensive School Safety Plan for all staff 

• Emphasis placed on new roles, dress code policy changes, and Criterion 1 changes 
 
October 19, 2019 – Family Meeting 

• Review of Comprehensive School Safety Plan with students, families, and community members 
• CSSP Input Survey 

 
February 11, 2020 – School Site Counsel Meeting 

• Review of Comprehensive School Safety Plan with students, families, and community members 

• CSSP Input Survey 
SITE INCIDENT COMMAND TEAM OVERVIEW 

 

 
According to ICS, the size of the organization (i.e. number of positions) will vary depending on the operational needs of the incident. 
In some cases one individual may be able to fill more than one “position”. (Example: in a small incident the School Principal oftentimes 
serves as the Site Incident Commander and the Public Information Officer.) 

 
Only under very unusual conditions will all of the positions identified below be activated and fully staffed. 

Site Incident Command Team Assignments 

Key staff is to be pre-assigned to the Site Incident Command Team and have specific duties during emergencies. These duties include: 

 
• Site Incident Commander (Dr. Elias Vargas) – responsible for overseeing on-site emergency operations. Typically also 

assumes responsibilities of the Safety Officer, Liaison Officer, and Public Information Officer duties. 

 
o Safety Officer - ensures that all activities are conducted in as safe a manner as possible 

 
o Public Information Officer – acts as official spokesperson for the site in an emergency situation. 

 
o Liaison Officer – serves as the point-of-contact for agencies outside of the School’s organization. 

 
• Operations Chief – manages direct response to the on-site emergency 

 
o Site Facility Check & Security (Shaban Chalabi) – controls utilities, restricts access to unsafe areas, provides traffic control, 

and communicates damage to Site Incident Commander 
 

o o First Aid & Medical Leader and Team and Search & Rescue Leader and Team (Danielle Varns/Tommy 
Messinger/Karen Gruschow) – checks campus for damage, rescues victims, and reports site conditions and provides 
medical response including CISM (Critical Incident Stress Management) 

 
o Student/Parent Reunification Assembly Area (Caroline Winter, Jonathan Morris, and Estefani Hernandez) – ensures the 

care and safety of all students on campus (except those in the Medical Treatment Area) 

 
o Request Gate (Phil Cunningham/Erikka Thorpe) – processes requests by parents or authorized adults for release of 

students 
 

o Release Gate (Merdin Mohammed/Feliza Salvatierra) – releases student to parent or authorized adult 

 
• Planning & Intelligence Chief (Stacia Hiramine and Dr. Elias Vargas) – in charge of collection, evaluation and documentation 

of information about the incident 

 
o Documentation – (Jessica Lopez and Amanda Graceffa) - collects, evaluates, and documents event 

 
o Situation Analysis – (Dr. Elias Vargas and Merdin Mohammed) - assesses need for additional personnel and resources 



Comprehensive School Safety Plan 40 of 80 
 

• Logistics Chief (Merdin Mohammed and Rachel Davey) – provides facilities, services, personnel, equipment and materials 
to support response – includes food and transportation services 

 
o Supplies, Facilities, & Staffing (Shaban Chalabi)– provides supplies, equipment and staffing to support response 

 
o Finance & Administration Chief (Jessica Lopez)– tracks purchases, staff hours and costs 

 
The Emergency Roles and Responsibilities Section (Section Four) of this plan provides checklists for each of the above assignments. 
The Site Incident Command Team will report to the Site Incident Commander at the Site Command Post. Any staff may be assigned to 
assist each of the above positions depending upon the circumstances and demands of the incident and care of the students and staff. 

 
It's important that the Site Incident Command Team refer to both the Emergency Procedures and Emergency Quick Reference Guide 
for command directives and clarifications. 

 
SECTION FOUR 

 
Emergency Plan Roles & Responsibilities 

FIRST SHIFT 

1. Site Incident Commander Public Information Officer Liaison Officer 

Safety Officer Operations Chief 

2. Facility Check & Maintenance 
 

Site Security Leader Search and Rescue 

Medical Team Leader 

3. Evacuation Area Reunification Leader Request Gate Release Gate 
 

4. Planning & Intelligence Chief Documentation 

Situation Analysis Logistics Chief 

Supplies, Facilities & Staffing Finance & Administration Chief 

SECOND SHIFT 

1. Site Incident Commander PIO 

Liaison 

Safety Officer 
 

Operations Chief Planning Chief Documentation 

Situation Analysis Logistics 

Supplies Finance 
 

2. Facility check and Maintenance Site Security Leader 

Search and Rescue Medical Team Leader 
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3. Evacuation Area Reunification Leader Request Gate Release Gate 
 

4. Planning & Intelligence Chief Documentation 

Situation Analysis Logistics Chief 

Supplies, Facilities & Staffing Finance & Administration Chief 

Position Activation Information 

Equipment 
 
Every position on the Site Incident Command Team will require the following equipment: 

 
1. Identification vest 

 
2. Two-way campus radio 

 
3. Paper and pens/pencils 

 
4. Job description clipboard 

Position-Specific Equipment 

Certain positions require special equipment or forms. Such specific needs are identified on the individual position checklists. 

Position Activation 

1. Once notified of your assignment, put on your vest. 
 

2. Check in with the Site Incident Commander at the Site Command Post for a situation briefing. 
 

3. Check in with your Section Chief for details and updates associated with your position. 
 

4. Obtain necessary equipment and supplies. 
 

5. Open and maintain a Position Log (Form #2). Maintain all required records and documentation to support the history of the 
emergency or disaster. Document: 

 
a. Messages received 

 
b. Actions taken 

 
c. Decision justifications and documentation 

 
d. Requests filled 

 
e. Document missing staff 

Position Deactivation 

1. At the direction of the Site Incident Commander, deactivate your position and close out all logs. Provide logs, timekeeping records, 
and other relevant documents to the Documentation Unit. 

 
2. Return equipment and reusable supplies to Logistics. 
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Section: Command 
 
Position: Site Incident Commander 

Reports to: Superintendent (or designee) 

Staffing 

Characteristics: Principal or Site Administrator 
 
Responsibility: The Site Incident Commander is solely responsible for emergency/disaster operations and shall remain at the Site 
Command Post to observe and direct all operations. 

 
Ensure the safety of students, staff and others on campus. 

 
Lead by example: your behavior sets tone for staff and students. 

Special Equipment: 

Crisis Response Boxes Emergency Disaster Kit Campus map 

Master keys 

Position-Specific forms AM/FM radio (battery) 

Command Post Tray (pens, etc.) Site Emergency Plan 

Tables & chairs (if Site Command Post is outdoors) Job Description Clipboards 

Bull horn 

Staff rosters (2 sets) Radio 

Copies of Forms 

Start-Up: 
 
Assess type and scope of emergency. Determine threat to human life and structures. 

Implement Site Emergency Plan and Emergency Procedures. 

Develop and communicate an Incident Action Plan (Form #1) with objectives and a time frame to meet those objectives. 

Activate functions (assign positions) as needed. 

Fill in Form #6 Incident Command Team Assignment Form as positions are staffed. Appoint a backup or alternate Site Incident 
Commander in preparation for long- term operations. 

 
During Event: 

 
Continue to monitor and assess total school situation: 

 
View site map periodically for Search & Rescue progress and damage assessment information. 

Check with chiefs for periodic updates. Reassign personnel as needed. 
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Report through Communications to school district on status of staff, campus as needed. (Site Status Report) 

Develop and communicate revised incident action plans as needed. Authorize release of information. 

Utilize your back up; plan and take regular breaks, 5-10 minutes each hour, relocate away from the CP. 

 
Plan regular breaks for all staff and volunteers. Take care of your caregivers! Release staff as appropriate per school guidelines. By law, 
during a disaster, the staff will become “Disaster Service Workers.” 

 
Remain on and in charge of your site until redirected or released by the Office of the Superintendent. 

After: 

Authorize deactivation of sections or units when they are no longer required. 
 
At the direction of the School Director, deactivate the entire emergency response. If the Fire Department or other outside agency calls 
an “All Clear,” contact the district before taking any further action. 

 
Ensure that any open actions not yet completed will be taken care of after deactivation. 

Ensure the return of all equipment and reusable supplies to Logistics. 

Close out all logs. Ensure that all logs, timekeeping records, reports, and other relevant documents are completed and provided to the 
Documentation Unit. Proclaim termination of the emergency and proceed with recovery operations if necessary. 

 
Section: Command Position: Safety Office 

Reports To: Site Incident Commander 

Staffing 

Characteristics: These duties are typically carried out by the Site Incident Commander. A separate position checklist is here in the 
event the Site Incident Commander needs to assign the duties to another individual. 

 
Responsibility: The Safety Officer ensures that all activities are conducted in as safe a manner as possible under the circumstances 
which exist. 

 
Special Equipment: 

Hard hat (if available) 

During Event 

Monitor drills, exercises, and emergency response activities for safety. Identify and mitigate safety hazards and situations. 

Stop or modify all unsafe operations. 

Ensure that responders use appropriate safety equipment. 
 
Think ahead and anticipate situations and problems before they occur. Anticipate situation changes, such as severe aftershocks, in all 
planning. 

 
Keep the Site Incident Commander advised of your status and activity and on any problem areas that now need or will require 
solutions. 

 
Section: Command 
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Position: Public Information Officer 

Reports To: Site Incident Commander 

Staffing 

Characteristics: These duties are typically carried out by the Site Incident Commander or the School’s Office. A separate position 
checklist is here in the event the Site Incident Commander needs to assign the duties to another individual. 

 
Responsibility: Staff, students, parents and the public has the right and need to know important information related to 
emergencies/disaster at the school site as soon as it is available. 

 
The Public Information Officer acts as the official spokesperson for the school site in an emergency situation. If the Schools 
Communications Officer is available, he/she will be the official spokesperson. 

 
Special Equipment: 

Battery operated AM/FM radio Marking pens 

Scotch tape/masking tape Forms: 

• Public Information Release Worksheet (Form #12) 
• School Accountability Report Card (Form #13) Scissors 

 
School site map(s) and area map(s): 

• 8-1/2 x 11 handouts 
• Laminated display Tape recorder and tapes 

Start-Up Activities: 

Determine a possible “news center” site as a media reception area (located away from the Site Command Post and students). Get 
approval from the Site Incident Commander. 

 
Identify yourself as the “Public Information Officer” (vest, visor, sign, etc.) Consult with School’s Communications Officer to coordinate 
information release. 

 
Assess situation and obtain statement from the Site Incident Commander. Tape-record, if possible. 

Advise arriving media that the site is preparing a press release and approximate time of its issue 

Open and maintain a position log of your actions and all communications. If possible, tape media briefings. Keep all documentation to 
support the history of the event. 

 
During Event: 

 
Keep up-to-date on the situation. 
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Statements must be approved by the Site Incident Commander and should reflect: 
• Reassurance — EGBOK — “Everything’s Going To Be OK.” 
• Incident or disaster cause and time of origin. 
• Size and scope of the incident. Current situation — condition of school site, evacuation progress, care being given, 

injuries, student release location, etc. Do not release any names. 
• Resources in use. 

• Best routes to school if known and appropriate. 
• Any information school wishes to be released to the public. 
• Read statements if possible. 

 
When answering questions, be complete and truthful, always considering confidentiality & emotional impact. Avoid speculation, 
bluffing, lying, talking “off the record,” arguing, etc. Avoid use of the phrase “no comment.” 

 
Remind school site/staff volunteers to refer all questions from media or waiting parents to the PIO. 

Update information periodically with Site Incident Commander. 

Ensure announcements and other information is translated into other languages as needed. 

Monitor news broadcasts about incident. Correct any misinformation heard. 

Section: Command Position: Liaison Officer 

Reports to: Site Incident Commander 

Staffing 

Characteristics: These duties are typically carried out by the Site Incident Commander: A separate position checklist is here in the 
event the Site Incident Commander needs to assign the duties to another individual. 

 
Responsibility: The Liaison Officer serves as the point-of-contact for Agency Representatives from assisting organizations and agencies 
outside the school and assists in coordinating the efforts of these outside agencies by ensuring the proper flow of information. 

 
During Event: 

 
Brief Agency Representatives on current situation, priorities and incident action plan. 

 
Ensure coordination of efforts by keeping Site Incident Commander informed of agencies’ action plans. 

Provide periodic update briefings to Agency Representatives, as necessary. 

Section: Operations Position: Operations Chief 

Reports to: Site Incident Commander 

Staffing 
 
Characteristics: The Operations Chief should be a staff member familiar with the site and be trained in response skills. 

 
Responsibility: The Operations Chief manages the direct response to the disaster, which can include Site Facility Check & Security Unit, 
Search & Rescue Unit, and Medical Unit. 
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Special Equipment: 
 

Search & Rescue equipment Maps: See Crisis Response Box 

During Event: 

utilizing the position checklists. 
 
If additional supplies or staff is needed for the Operations Section, notify Logistics. When additional staff arrives, brief them on the 
situation, and assign them as needed. 

 
Coordinate Search & Rescue operations. Appoint Search & Rescue Team Leader to direct their operations, if necessary. 

As information is received from operations staff, pass it on to Situation Analysis and/or the Site Incident Commander. 

Inform the Site Incident Commander regarding tasks and priorities. 

Make sure that Operations staff is following standard procedures, utilizing appropriate safety gear, and documenting their activities. 

Schedule breaks and reassign Operations staff within the section as needed. 

Section: Operations 
 
Position: Site Facility Check & Security Reports to: Operations Chief 

Staffing 

Characteristics: Building Safety Supervisor or others familiar with the site’s facilities. 

 
Responsibility Controls utilities, restricts access to unsafe areas and communicates damage to the Site Incident Commander. Also 
assists with traffic control for public safety vehicles, parent pick-up and the media. 

 
Special Equipment: 

 
Hard hat Work gloves Whistle Master keys 

Bucket or duffel bag with goggles Flashlight 

Dust masks 

Yellow caution tape 
 
Shutoff tools — for gas & water (crescent wrench 

Start Up Activities: 

Check condition and take along appropriate tools. 

During Event: 

As you do the following, observe the campus and report any damage by radio to the Site Command Post.* 
 
Lock or open gates and major external doors appropriate for the situation. Locate/control/extinguish small fires as necessary. 

Check gas meter and, if gas is leaking, shut down gas supply. 
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Shut down electricity only if building has clear structural damage or advised to do so by Site Command Post. 

Post yellow caution tape around damaged or hazardous areas. 

Verify that campus is “locked down” and report same to Site Command Post. Advise Site Command Post of all actions taken for 
information and proper logging. Be sure that the entire campus has been checked for safety hazards and damage. No damage should 
be repaired prior to full documentation, such as photographs and video evidence, unless the repairs are essential to immediate life- 
safety. 

 
Direct traffic of vehicles of parents, public safety, and media on and off campus as appropriate. 

Section: Operations 

Position: Search & Rescue Team Leader Reports to: Operations Chief 

Staffing 

Characteristics: Trained in Search & Rescue 
 
Responsibility: Check the site for damage, rescues victims, establishes and directs Search & Rescue Teams as needed, reports campus 
situation to the Operations Chief. 

 
Special Equipment: 

 
Search & Rescue Team Member Backpack (See Form #11 for complete list) 

Start-Up Activities: 

You must be wearing sturdy shoes and long sleeves. 

Put batteries in flashlight. 

First to arrive assumes role of Team Leader and obtains a briefing from the Operations Chief, noting known fires, injuries, or other 
situations requiring response. 

 
Teams should be assigned based on available manpower, minimum 2 persons per team. The District recommends the following 
standards for establishing Search & Rescue Teams: Elementary School and Administrative Facilities with 1000 = 6 Teams 

 
During Event: 

 
Buddy system: Minimum of 2 persons per team. 

• Take no action that might endanger you. Do not work beyond your expertise. Use appropriate safety gear. Size up the 
situation first. 

• Follow all operational and safety procedures 

 
Report gas leaks, fires, or structural damage to Site Command Post immediately upon discovery. Shut off gas or extinguish fires, if 
possible. 

 
Before entering a building, inspect complete exterior of building. Report structural damage to team leader. Use yellow caution tape 
to barricade hazardous areas. Do not enter severely damaged buildings. 

 
If building is safe to enter, search assigned area (following map) using orderly pattern. Check all rooms. Use chalk or grease pencil to 
mark slash on door when entering room. Check under desks and tables. Search visually and vocally. Listen. When leaving each room, 
close slash to form “X” on door. Report by radio to Site Command Post that room has been cleared (ex: "Room A-123 is clear”)* 
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When injured victim is located, team transmits location, number, and condition of injured to Site Command Post. Do not use names 
of students or staff. Follow directions from Site Command Post. 

 
Record exact location of damage and triage tally (I=immediate, D=delayed, DEAD=dead) Report information. 

Keep radio communication brief and simple. No codes. 

Section: Operations 
 
Position: Search & Rescue Team 

 
Reports to: Search & Rescue Team Leader 

Staffing 

Characteristics: Trained in Search & Rescue 

 
Responsibility: Check the site for damage, rescues victims, reports campus situation to the Search & Rescue Team Leader. 

Special Equipment: 

Search & Rescue Team Member Backpack (See Form #11 for complete list) 

Start-Up Activities: 

You must be wearing sturdy shoes and long sleeves. 

Put batteries in flashlight. 

First to arrive assumes role of Team Leader and obtains a briefing from the Operations Chief, noting known fires, injuries, or other 
situations requiring response. 

 
Teams should be assigned based on available manpower, minimum 2 persons per team. The District recommends the following 
standards for establishing Search & Rescue Teams: Elementary School and Administrative Facilities with 1000 = 6 Teams 

 
During Event: 

 
Buddy system: Minimum of 2 persons per team. 

• Take no action that might endanger you. Do not work beyond your expertise. Use appropriate safety gear. Size up the 
situation first. 

• Follow all operational and safety procedures. 

 
Report gas leaks, fires, or structural damage to Site Command Post immediately upon discovery. Shut off gas or extinguish fires, if 
possible. 

 
Before entering a building, inspect complete exterior of building. Report structural damage to team leader. Use yellow caution tape 
to barricade hazardous areas. Do not enter severely damaged buildings. 

 
If building is safe to enter, search assigned area (following map) using orderly pattern. Check all rooms. Use chalk or grease pencil to 
mark slash on door when entering room. Check under desks and tables. Search visually and vocally. Listen. When leaving each room, 
close slash to form “X” on door. Report by radio to Site Command Post that room has been cleared (ex: "Room A-123 is clear”)* 

 
When injured victim is located, team transmits location, number, and condition of injured to Site Command Post. Do not use names 
of students or staff. Follow directions from Site Command Post. 

 
Record exact location of damage and triage tally (I=immediate, D=delayed, DEAD=dead) Report information. 
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Keep radio communication brief and simple. No codes. 

Section: Operations 

First Aid & Medical Team Leader Reports to: Operations Chief 

Staffing 

Characteristics: Trained as a leader in providing emergency medical and psychological aid (i.e. School Nurse) 

Responsibility: Leader to team providing emergency medical response, first aid, and psychological, or CISM counseling. 

Special Equipment: 

Start-Up Activities: 

Marking pens 

First Aid Supplies: Stretchers, Blankets, Vests (if available), Quick reference medical guides 

Tables & chairs Ground cover/tarps 

Forms: Notice of First Aid Care (Form #8) Medical Treatment Victim Log 
 
Morgue supplies: 

• Tags 
• Vicks Vapor Rub 
• Pens/Pencils 
• Plastic tarps 
• Plastic trash bags 
• Stapler 
• Duct tape 
• 2" cloth tape 

 
The District recommends the following number of medical teams with each team consisting of two members: Elementary School and 
Administrative Facilities with 

 
1000 = 6 Teams Establish scope of disaster with the Site Incident Commander and determine probability of outside emergency medical 
support and transport needs. 

 
Make personnel assignments. If possible, assign a minimum of two people to Triage, two to Immediate, two to Delayed, and two to 
Psychological. 

 
Set up first aid area in a safe place, away from students and parents, with access to emergency vehicles. Obtain equipment/supplies 
from the container. 

 
Assess available inventory of supplies & equipment. 

 
Review safety procedures and assignments with personnel. Establish point of entry (“triage”) into treatment area. 

Establish “immediate” and “delayed” treatment areas. Set up a separate Psychological First Aid area with staff 

Establish the need for a temporary morgue. If a morgue is needed, establish an appropriate location in consideration of the following: 
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If directed, set up morgue area. Verify: 
• Tile, concrete or other cool floor surface 
• Accessible to Coroner’s vehicle 
• Remote from assembly area 
• Security: keep unauthorized persons out of morgue. 
• Maintain respectful attitude. 

 
During Event: 

 
Oversee care, treatment, and assessment of patients. Ensure caregiver and rescuer safety 

 
• Latex gloves for protection from body fluids; replace with new gloves for each new patient. 

 
Make sure that accurate records are kept. 

 
Provide personnel response for injuries in remote locations or request Logistics for staffing assistance. 

If needed, request additional personnel from Logistics. Brief newly assigned personnel. 

Report deaths immediately to Operations Chief. 

• After pronouncement or determination of death: 
• Do not move the body until directed by Site Command Post. 
• Do not remove any personal effects from the body. Personal effects must remain with the body at all times. 
• As soon as possible, notify Operations Chief, who will notify the Site Command Post, who will attempt to notify law 

enforcement authorities of the location and, if known, the identity of the body. The law enforcement authorities will notify 
the Coroner. 

• Keep accurate records and make available to law enforcement and/or the Coroner when requested. 
• Write the following information on two tags: o Date and time found. 

 
o Exact location where found. O Name of decedent, if known. 

 
o If identified—how, when, by whom. O Name of person filling out tag. 

 
o Attach one tag to body. 

 
o If the Coroner’s Office will not be able to pick up the body soon, place body in plastic bag(s) and tape securely to prevent 

unwrapping. 
 
Securely attach the second tag to the outside of the bag. Move body to morgue. 

 
Place any additional personal belongings found in a separate container and label as above. Do not attach to the body—store separately 
near the body. 

 
Keep Operations Chief informed of overall status. 

 
Set up morgue, if necessary, in cool, isolated, secure area; follow guidelines. Stay alert for communicable diseases and isolate 
appropriately. 

 
After: 

 
Conduct a Critical Incident Stress Debriefing for staff. 

Section: Operations Position: Medical Team 

Reports to: Medical Team Leader 
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Staffing 
 
Characteristics: Trained in first aid and CISM 

 
Responsibility: Works with a buddy to administer first-aid and arrange for transport of victims as necessary. 

Special Equipment: 

First-aid supplies (See Section Five) Marking pens 
 
Stretchers, blankets, vests (if available) Quick reference medical guides 

Tables, chairs, ground cover/tarps, medication from health office 

Forms: Notice of First Aid Care (Form #8), Medical Treatment Victim Log (Form #3) 

Start-Up Activities: 

Obtain & wear personal safety equipment including latex gloves. Use approved safety equipment and techniques. 

Check with Medical Team Leader for assignment. 

During Event: 
 
Administer appropriate first aid. 

 
Keep accurate records of care given. Continue to assess victims at regular intervals. 

Report deaths immediately to Medical Team Leader. 

If & when transport is available, do final assessment and document on triage tag. Keep and file records for reference—do not send 
with victim. 

 
Student’s Emergency Card must accompany student removed from campus to receive advanced medical attention. Send emergency 
out-of-area phone number if available. 

 
Triage Entry Area: 

 
Staffed with minimum of 2 trained team members, if possible. 

 
One member confirms triage tag category (red, yellow, green) and directs to proper treatment area. Should take 30 seconds to assess 
— no treatment takes place here. Assess, if not tagged. 

 
Second team member logs victims’ names on form and sends forms to Site Command Post as completed. 

Treatment Areas (“Immediate” & “Delayed”) 

Staff with minimum of 2 team members per area, if possible. One member completes secondary head-to-toe assessment. 

Second member records information on triage tag and on-site treatment records. 

Follow categories: Immediate, Delayed, Dead 
 
When using 2-way radio, do not use names of injured or dead. 
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After: 
 
Clean up first aid area. Dispose of hazardous waste safely. Assist in the Critical Incident Stress Debriefing for the staff 

Section: Operations Position: Assembly Area 

Reports to: Operations Chief 

Staffing 

Characteristic: Trained in managing large groups of students – Operations Manager 
 
Responsibility: Ensure the care and safety of all students on campus (except those who are in the Medical Treatment Area). 

Special Equipment: 

Ground cover and tarps 

 
First aid kit, water, food, sanitation supplies 

 
Student activities: books, games, coloring books, etc. Forms: 

o Student Accounting Form 

o Notice of First Aid-Care 

Start-Up Activities: 

Request additional personnel, if needed. If school is evacuating: 
• Verify that the assembly area and routes to it are safe 
• Count or observe the classrooms as they exit, to make sure that all classes evacuate. 
• Initiate the set-up of portable toilet facilities and hand-washing stations. 

 
During Event: 

 
Monitor the safety and well-being of the students and staff in the Assembly Area. Administer minor first aid as needed. 

Support the Release Gate Unit process by releasing students with appropriate paperwork. 

When necessary, provide water and food to students and staff. 
 
Make arrangements for portable toilets if necessary, ensuring that students and staff wash their hands thoroughly to prevent disease. 

Make arrangements to provide shelter for students and staff. Arrange activities and keep students reassured. 

Update records of the number of students and staff in the assembly area (or in the buildings). 

Direct all requests for information to the Public Information Officer. 

Section: Operations Position: Request Gate 

Reports to:Operations Chief 
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Staffing 
 
Characteristics:School staff or volunteers 

 
Responsibility: Assure proper processing of reunification requests at the Request Gate. Also, process requests from volunteers. 

Special Equipment: 

Stapler 

Box(es) of Emergency Cards Signs: Parent Request Gate 

Empty file boxes to use as out boxes Forms: 

• Student Release Form #5 
• Volunteer Assignments Form #9 

Start-Up Activities: 

Secure area against unauthorized access. Mark gate with sign. 
 
Set up Request Gate at the main student access gate. Use alphabetical grouping signs to organize parent requests. 

 
Have Student Release Forms available for parents or guardians outside of fence at Request Gate. Assign volunteers to assist. 

Ensure an adequate distance between the Request Gate and the Release Gate. 

During Event: 

 
Follow procedures outlined below to ensure the safe reunification of students with their parents or guardians. 

Refer all requests for information to the Public Information Officer. Do not spread rumors! 

If volunteers arrive to help, send those with Disaster Volunteer badges with photo ID to the Supply, Facilities, and Staffing Unit. If they 
are not registered (do not have badges), register them at the Request Gate. 

 
Reunification Procedures: 

 
Requesting parent or guardian fills out Student Release Form, gives it to staff member, and shows identification. 

Staff verifies identification, pulls Emergency Card from file, and verifies that the requester is listed on the card. 

Staff instructs the requester to proceed to the Release Gate. 

If there are two copies of the Emergency Cards (one at each gate), staff files the Emergency Card in the out box. If there is only one 
copy, runner takes the card with the Student Release Form, and staff files a blank card with the student’s name on it in the out box. 

 
Runner takes form(s) to the designated classroom. 

 
Note: If a parent or guardian refuses to wait in line, don’t argue. Note time with appropriate comments on Emergency Card and place 
in out box. 

 
If student is with class: 

 
Runner shows Student Release Form to the teacher Teacher marks box, “Sent with Runner.” 

 
If appropriate, teacher sends parent copy of Notice of First Aid Care Given Form with the runner. 
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Runner walks student(s) to Release Gate. 
 
Runner hands paperwork to staff at Release Gate. 

If student is not with the class: 

Teacher makes appropriate notation on Student Release Form: 
 
“Absent” if student was never in school that day. 

 
“First Aid” if student is in Medical Treatment Area. 

 
“Missing” if student was in school but now cannot be located. Runner takes Student Release Form to the Site Command Post. 
Command Post verifies student location if known and directs runner accordingly 

 
If runner is retrieving multiple students and one or more are missing, walk available students to Release Gate before returning 
“Missing” forms to CP for verification. 

Section: Operations Position: Release Gate 

Reports to:Operations Chief 

Staffing 
 
Characteristics:School staff or volunteers 

 
Responsibility: Assure proper reunification of student with parent or guardian at the Release Gate. 

Special Equipment: 

Start-Up Activities: 

During Event: 

If student is with class: 

Stapler 

Signs: Parent Release Gate 
 
Empty file boxes to use for processed Student Release Forms 

 
Secure area against unauthorized access. Mark gate with sign. Set up Release Gate away from the Request Gate. 

Assign volunteers to assist, as needed. 

Follow procedures outlined below to ensure the safe reunification of students with their parents or guardians. 

Refer all requests for information to the Public Information Officer. Do not spread rumors! 

Runner shows Student Release Form to the teacher Teacher marks box, “Sent with Runner.” 

If appropriate, teacher sends parent copy of Notice of First Aid Care Given Form with the runner. 

Runner walks student(s) to Release Gate. 
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Runner hands paperwork to staff at Release Gate. 
 
Release staff match student to requester, verify proof of identification, ask requester to fill out and sign the lower portion of Student 
Release Form, and release student. Parents are given the Notice of First Aid Care Given Form, if applicable. 

 
If student is not with the class: 

 
Teacher makes appropriate notation on Student Release Form: 

 
“Absent” if student was never in school that day. 

 
“First Aid” if student is in Medical Treatment Area. 

 
“Missing” if student was in school but now cannot be located. Runner takes Student Release Form to Site Command Post. 

Site Command Post verifies student location if known and directs runner accordingly. 

If runner is retrieving multiple students and one or more are missing, walk available students to Release Gate before returning 
“Missing” forms to Site Command Post for verification. 

 
Parent should be notified of missing student status and escorted to crisis counselor. If student is in first aid, parent should be escorted 
to Medical Treatment Area. 

 
If student was marked absent, parent will be notified by staff member. 

Section: Planning & Intelligence Position: Planning & Intelligence Chief 

Reports to: Site Incident Commander 

Staffing 

 
Characteristics: Vice Principal or someone familiar with site and its occupants 

 
Responsibility: Collection, evaluation, documentation, and use of information about the incident. 

Equipment: 

During: 
 

File box(es) 
 
Dry-erase pens and eraser 

 
Large site map of campus, laminated or covered with Plexiglas Forms: 

 
• Position Log (Form #2) 

 
Assume the duties of all Planning Section positions until staff is available and assigned. 

utilizing the position checklists. 

Assist the Site Incident Commander in writing Incident Action Plan (Form #1). 

Section: Planning & Intelligence Position: Documentation 



Comprehensive School Safety Plan 56 of 80 
 

Reports to:Planning Chief 

Staffing 

Characteristics:Administrative staff or others trained in managing documents. 

 
Responsibility: Collection, evaluation, documentation and status of all documents associated with the emergency response, including 
financial expenditures, timekeeping, and other necessary documentation. 

 
Special Equipment: 

 
File box(es) Forms: 

 
• Position Log (Form #2) 

During: 

Records: 
 
Maintain time log of the Incident, noting all actions and reports. Record verbal communication for basic content. 

Log in all written reports. 

• Important: A permanent log may be typed or rewritten at a later time for clarity and better understanding. Keep all original 
notes and records—they are legal documents. 

 
File all reports for reference. 

Student and Staff Accounting: 

Receive, record, and analyze Student Accounting Forms. 
 
Check off staff roster. Compute number of students, staff, and others on campus for Situation Analysis. Update periodically. 

Report missing persons and site damage to Site Command Post. 

Report first aid needs to medical team leader. File forms for reference. 

Track regular and overtime of all staff. 

After: 
 
Collect and file all paperwork and documentation from deactivating sections. Securely package and store these documents for future 
use. 

 
Section: Planning & Intelligence Position: Situation Analysis 

Reports to:Planning Chief 

Staffing 

 
Characteristics:Administrative staff familiar with site’s facilities and resources 

 
Responsibility: Analyzes the emergency situation in order to identify needed personnel and resources. 
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Special Equipment: 
 
Dry-erase pens and eraser 

 
Large site map of campus, laminated or covered with plexiglas File box(es) 

Map of city or local area 

During: 
 
Situation Status Map: 

 
Collect, organize and analyze situation information. 

 
Mark site map appropriately as related reports are received. This includes but is not limited to Search & Rescue reports and damage 
updates, giving a concise picture status of campus. 

 
Preserve map as legal document until photographed. 

 
Use area-wide map to record information on major incidents, road closures, utility outages, etc. (This information may be useful to 
staff for planning routes home, etc.) 

 
Situation Analysis: 

 
Provide current situation assessments based on analysis of information received. 

 
Develop situation reports for the Site Command Post to support the action planning process. 

Think ahead and anticipate situations and problems before they occur. 

Report only to Site Command Post personnel. Refer all other requests to Public Information Officer. 

Section: Logistics Position: Logistics Chief 

Reports to:Site Incident Commander 

Staffing 

Characteristics:Administrative skills 

Responsibility: The Logistics Section is responsible for providing facilities, services, personnel, equipment, and materials in support of 
the incident. 

 
Special Equipment: 

 
Cargo container or other storage facility with all emergency supplies stored on site. Forms: 

• Site Status Report (Form #10) 
• Volunteer Assignment List (Form #9) 

Start-Up Activities: 

Assume the duties of all Logistics positions until staff is available and assigned. 
 
Ensure that the Site Command Post and other facilities are setup as needed. 
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During Event: 
 
Coordinate supplies, equipment, and personnel needs with the Site Incident Commander. 

Maintain security of cargo container, supplies and equipment. 

After: 
 
Secure all equipment and supplies. 

Section: Logistics 

Position: Supplies, Facilities, & Staffing Reports to: Logistics Chief 

Staffing 

Characteristics: Administrative skills 
 
Responsibility: Provides facilities, equipment, supplies, materials, and staffing in support of the incident. 

Special Equipment: 

Cargo container or other storage facility and all emergency supplies stored on site 

Start-Up Activities: 

Open supplies container or other storage facility if necessary. Begin distribution of supplies and equipment as needed. 

Set up the Site Command Post (including Crisis Response Boxes and Emergency Disaster Kit) 

Review staff roster and begin call-back, as required. 

During Event: 

Maintain security of cargo container, supplies and equipment. Distribute supplies and equipment as needed. 

Assist team members in locating appropriate supplies and equipment. 

Set up Staging Area, Sanitation Area, Feeding Area, and other facilities as needed. Coordinate with the Site Incident Commander on 
establishing the need for future work shifts and related staffing needs. 

 
After: 

 
Secure all equipment and supplies. 

 
Section: Finance & Administration Position: Finance & Administration Chief 

Reports to: Site Incident Commander 

Staffing 

 
Characteristics: Familiar with common financial record keeping standards. Office staff. 

 
Responsibility: Purchasing of all necessary materials, tracking financial records, maintain timekeeping records, and recovering school 
records following an emergency. 
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Special Equipment: 
 
None 

 
During: 

 
As (or if) staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists. 

 
Work closely with Planning & Intelligence Section and Logistics Section on purchasing any necessary supplies, equipment, and 
materials. 

 
Track financial records. Maintains accurate and complete records of purchases. In emergency situations, it may be necessary for school 
sites to acquire certain items quickly. 

 
Manage and analyze timekeeping records for emergency responders Determine process for tracking regular and overtime of staff. 

Ensure that accurate records are kept of all staff members, indicating hours worked. 

If personnel not normally assigned to the site are working, be sure that records of their hours are kept. 

Determine process for tracking purchases. 

Support Logistics in making any purchases which have been approved by the Site Incident Commander. 

After: 

Responsible for managing the recovery of school records and applying for reimbursement following an emergency. Work with 
Documentation Unit to gather all pertinent documents and records. 

 
 
Management 
During an emergency, the Incident Commander directs response actions from a designated Command Post. To effectively do this, the 
Incident Commander must constantly assess the situation, and develop and implement appropriate strategies. The Incident 
Commander must be familiar with the available resources, accurately document all response actions, and effectively communicate 
response strategies to others participating in the response. This function is typically filled by the school principal. The principal is 
assisted in carrying out this function by a Public Information & Liaison Officer and Safety Officer. 

 
Planning & Intelligence 
Planning and Intelligence involves the use of various methods to efficiently gather information, weigh and document the information 
for significance, and actively assess the status of the emergency. This understanding and knowledge about the situation at hand is vital 
to the effective management of a response. These activities are performed by a single person who reports directly to the Incident 
Commander. 

 
Operations 
All response actions are implemented under by Operations. This includes staff performing first aid, crisis intervention, search and 
rescue, site security, damage assessment, evacuations, and the release of students. 

 
Logistics 
Logistics supports the response by coordinating personnel; assembling and deploying volunteers; providing supplies, equipment, and 
services; and facilitating communications among emergency responders. 

 
Finance & Administration 
Finance & Administration involves the purchasing of all necessary materials, tracking financial records, timekeeping for emergency 
responders, and recovering school records following an emergency. These activities are performed by a single person who reports 
directly to the Incident Commander. 
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Emergency Response Guidelines 
 
Step One: Identify the Type of Emergency 
I. Call to Order 

 

 
Step Two: Identify the Level of Emergency 
II. Review Public Comments 

 

 
Step Three: Determine the Immediate Response Action 
III. Discussion/Action Items 
a. Review Comprehensive School Safety Plan 

 
b. Review updated Crime Data in Criterion 1 

 
c. Review updated Suspension and Expulsion Policy 

 
d. CSSP Input Survey 

 
e. Approve the Comprehensive School Safety Plan 

 
Step Four: Communicate the Appropriate Response Action 
IV. Adjournment 
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Types of Emergencies & Specific Procedures 
 
Aircraft Crash 
In the case of an aircraft crash at the school, the school will be immediately evacuated and appropriate emergency personnel will be 
summoned. Students and teachers will not re-enter the building until it has been deemed safe by emergency personnel. 

 
 
Animal Disturbance 
In the case of animal disturbance at the school, the school will be immediately evacuated and appropriate emergency personnel will 
be summoned. Students and teachers will not re-enter the building until it has been deemed safe by emergency personnel. 

 
 
Armed Assault on Campus 
SITE LOCKDOWN PROCEDURE 
A lockdown is the act of confining students and personnel in a secured location until an emergency or threat (e.g., police activity) is 
over. You may be required to lockdown your room or facility when a dangerous person or situation is present on or near the site. 

 
Notification 
The Site Incident Commander is responsible to notify the site’s Incident Command Team when a Lockdown is necessary. The Site 
Incident Commander is responsible for activating the Lockdown notification procedures for school-level personnel. 

 
The signal for Lockdown is by telephone and/or by bullhorn announcement. 

 
If the primary emergency notification system fails to activate, the secondary notification method will be handheld air horns found in 
the Emergency Disaster Kit. 

 
Activation & Deactivation 
Quickly gather students and personnel to the nearest room; do a verbal and visual sweep as you gather everyone inside. Lock all doors 
and windows, including any interior doors. Close all window coverings to prevent anyone from seeing inside your room. Keep away 
from doors and windows, be quiet. Take attendance and radio, telephone, or e-mail the information to the office. Monitor your radio, 
T.V. or e-mail for updates. If you hear gunfire or if someone tries to enter your room, have everyone “Duck, Cover, and Hold” under 
desks. Do not open doors or windows. Remain in lockdown until the “all clear” signal is sounded. 

 
 
Biological or Chemical Release 
In the case of biological or chemical releases at the school, the school will be immediately evacuated and appropriate emergency 
personnel will be summoned. Students and teachers will not re-enter the building until it has been deemed safe by emergency 
personnel. 

 
 
Bomb Threat/ Threat Of violence 
In the case of a bomb threat at the school, the school will be immediately evacuated according to the fire evacuation plan, appropriate 
emergency personnel will be summoned. Students and teachers will not re-enter the building until it has been deemed safe by 
emergency personnel. 

 
 

Bus Disaster 
In the case of a bus disaster at the school, the school will be immediately evacuated and appropriate emergency personnel will be 
summoned. Students and teachers will not re-enter the building until it has been deemed safe by emergency personnel. 
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Criminal Incidents 
A criminal incident may result in a lockdown which is a act of confining students and personnel in a secured location until an emergency 
or threat (e.g., police activity) is over. You may be required to lockdown your room or facility when a dangerous person or situation is 
present on or near the site. 

 
Notification 
The Site Incident Commander is responsible to notify the site’s Incident Command Team when a Lockdown is necessary. The police 
will be notified and the Site Incident Commander is responsible for activating the Lockdown notification procedures for school-level 
personnel. 

 
The signal for Lockdown is by telephone, text, and/or by bullhorn announcement. 

 
If the primary emergency notification system fails to activate, the secondary notification method will be handheld air horns found in 
the Emergency Disaster Kit. 

 
Activation & Deactivation 
Quickly gather students and personnel to the nearest room; do a verbal and visual sweep as you gather everyone inside. Lock all doors 
and windows, including any interior doors. Close all window coverings to prevent anyone from seeing inside your room. Keep away 
from doors and windows, be quiet. Take attendance and radio, telephone, or e-mail the information to the office. Monitor your radio, 
T.V. or e-mail for updates. If you hear gunfire or if someone tries to enter your room, have everyone “Duck, Cover, and Hold” under 
desks. Do not open doors or windows. Remain in lockdown until the “all clear” signal is sounded. 

 
Earthquake 
SITE EARTHQUAKE PROCEDURE 
Earthquakes often occur without notice and generally have after-shocks which are just as dangerous as the initial quake. Building 
evacuation will generally occur following a major earthquake due to potential dangers of fires or explosions. The following earthquake 
information pertains to this site. 

 
Notification 

 
Give the command to Drop, Cover, and Hold at the first indication of shaking ground. 

 
Attempt to gain safety under tables, desks, or other supporting objects. Consider holding onto the supporting object to keep it over 
your body. If in a hallway, move to an inside wall and stand in the doorway. 

 
Remain away from windows to avoid falling glass, and away from large objects that may fall upon your person. 

Extinguish any flames and turn off power to equipment and electrical appliances if possible. Turn off gas valves as well. 

Hold undercover for at least two minutes to assess damage and injuries while waiting for the first aftershock to occur. 

After the first aftershock, activate your site earthquake evacuation and assembly plan for reunification. 

Monitor your school emergency radio for possible updates and instructions from the school’s emergency operations center. Use radio 
channel 1. 

 
Do not return to the inside of any building until emergency personnel check the buildings for safety. 

Structural Failure 

Give the command to evacuate the affected building or area and secure the premise to prevent entrance by others. 
 
Advise your principal or site administrator of the situation. Contact School Police Services at (619) 291-7678 or by using your 
emergency radio. 
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Upon arrival of emergency personnel, coordinate to evaluate known information and decide upon a course of action to render the 
situation safe. 

 
Fire in Surrounding Area 
Fire Drills and Evacuation 
In the case of fire at the school, the school will be immediately evacuated according to the floor plan set forth at the beginning of each 
school year. Teachers are required to keep a student roster with them at all times, checking attendance immediately after evacuation. 
Fire drills will be conducted at least quarterly. 

 
SITE FIRE PROCEDURE 
Fires often occur without notice and can spread quickly if not addressed. Building evacuation will generally occur following a fire 
notification due to potential dangers of burns and smoke inhalation. The following fire information pertains to this site. Additional 
information is available in Emergency Procedure 02. 

 
Notification 

 
Notify your principal/site administrator. If possible, quickly assess the location and size of the fire to determine an appropriate 
evacuation action. 

 
Alert all staff and students of the fire location and condition – activate your fire alarm system to sound the alarm. 

 
Begin evacuation procedures for everyone to an appropriate assembly area. Remember to move individuals away and upwind from 
the hazard. 

 
Call the fire department (“911”). If phone service is unavailable, use your emergency radio (channel 1A). School Police will handle 
notifying the proper emergency and communications personnel. 

 
Render first aid as needed. Be sure to notify School Police Services of injuries. Activate specific components of your site emergency 
plan as appropriate. 
Supervise the evacuation and ensure all rooms and unsafe areas are evacuated. Check to ensure accountability for all staff and 
students. Maintain control of evacuees at the site assembly area until the situation is under control. (See EP 17) 

 
Have some staff standing by at the site entrance to direct responding fire personnel to the fire location. 

 
Upon arrival of emergency personnel, coordinate to evaluate information and decide upon a course of action to either return to the 
site or arrange for an early dismissal. 

 
Fire on School Grounds 
Fire Drills and Evacuation 
In the case of fire at the school, the school will be immediately evacuated according to the floor plan set forth at the beginning of each 
school year. Teachers are required to keep a student roster with them at all times, checking attendance immediately after evacuation. 
Fire drills will be conducted at least quarterly. 

 
SITE FIRE PROCEDURE 
Fires often occur without notice and can spread quickly if not addressed. Building evacuation will generally occur following a fire 
notification due to potential dangers of burns and smoke inhalation. The following fire information pertains to this site. Additional 
information is available in Emergency Procedure 02. 

 
Notification 

 
Notify your principal/site administrator. If possible, quickly assess the location and size of the fire to determine an appropriate 
evacuation action. 

 
Alert all staff and students of the fire location and condition – activate your fire alarm system to sound the alarm. 
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Begin evacuation procedures for everyone to an appropriate assembly area. Remember to move individuals away and upwind from 
the hazard. 

 
Call the fire department (“911”). If phone service is unavailable, use your emergency radio (channel 1A). School Police will handle 
notifying the proper emergency and communications personnel. 

 
Render first aid as needed. Be sure to notify School Police Services of injuries. Activate specific components of your site emergency 
plan as appropriate. 
Supervise the evacuation and ensure all rooms and unsafe areas are evacuated. Check to ensure accountability for all staff and 
students. Maintain control of evacuees at the site assembly area until the situation is under control. (See EP 17) 

 
Have some staff standing by at the site entrance to direct responding fire personnel to the fire location. 

 
Upon arrival of emergency personnel, coordinate to evaluate information and decide upon a course of action to either return to the 
site or arrange for an early dismissal. 

 
 
Loss or Failure Of Utilities 
In the case of loss or failure of utilities at the school, appropriate emergency personnel will be summoned. Students and teachers will 
not re-enter the building until it has been deemed safe by emergency personnel. 
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Emergency Evacuation Maps 
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