
Regular Meeting

03/14/2024 06:00 PM
District Office - Board Room

500 N. Walnut Street
La Habra, CA 90631



AGENDA

AGENDA
5:30 p.m. - Closed Session

6:00 p.m. - Call to Order/Regular Meeting
(Meetings are recorded for use in official minutes)

 
PUBLIC COMMENTS: 
Members of the audience may address the Board of Educa on on agenda items during considera on of
that item and items not on the agenda that are within the Board’s subject ma er jurisdic on. Speaking

me is limited to three (3) minutes per speaker with a maximum of twenty (20) minutes per topic.
Persons wishing to address the Board should complete and submit a Presenta on Card, available on the
table near the hallway door. The Presenta on Card must be completed and given to the Secretary prior
to the mee ng. Ma ers not on the agenda may neither be acted upon nor discussed by the Board, but
will be researched and responded to in any one of the following ways: 1) by telephone a er research; 2)
by mail after research; or 3) at a subsequent Board meeting as an agenda item.

MEETING CONDUCT: 
Board Policy 1313: Civility
The Governing Board recognizes the impact that civility has on the effec ve opera on of the district, including
its role in crea ng a safe and posi ve school climate and enabling a focus on student well-being, learning, and
achievement. The Board believes that each person should be treated with dignity and respect in their
interactions within the school community.
The Board understands that the First Amendment provides strong protec on for speech. However, the Board
expects that all speech and expression will comport with norms of civil behavior on district grounds, in district
facilities, during district activities or events, and in the use of district electronic/digital systems and platforms.
Civil behavior is polite, courteous, and reasonable behavior which is respec ul to others and includes integrity,
honesty, acceptance, timeliness, dependability, observance of laws and rules, and effective communication.
The Board and district staff shall model civil behavior as an example of behavior that is expected throughout
the district. Prac ces that promote civil behavior include ac vely listening, giving full a en on to the speaker,
and refraining from interrup ons; welcoming and encouraging par cipa on, input, and feedback through
stakeholder engagement; promptly responding to concerns; and embracing varying and diverse viewpoints.
Such prac ces may be incorporated into governance standards adopted by the Board or Superintendent
and/or professional standards or codes of conduct for employees as specified in district policies and
regulations.
Students, staff, parents/guardians, and community members should be educated in the recogni on,
development, and demonstra on of civil behavior. The Superintendent or designee may incorporate related
concepts in the curriculum, provide staff development ac vi es, and/or communicate this policy to the school
community.
Students, staff, parents/guardians, and community members shall not communicate or behave in a manner that
causes disrup on; hinders the orderly conduct of district opera ons, the educa onal program, or any other
district program or ac vity; or creates an unsafe learning or working environment. The Superintendent or
designee may respond to disrup ve, violent, or threatening behavior in accordance with law and as specified in
BP/AR 3515.2 - Disruptions.
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Behavior by students or staff that is discriminatory, harassing, or in mida ng, including sexual harassment,
bullying, and/or hate violence, or behavior that is in any other way unlawful, is prohibited and is subject to
discipline in accordance with law and as specified in district policy and regulations.
 
ACCOMMODATIONS:
Any individual with a disability who requires reasonable accommoda on in order to par cipate in a Board
mee ng may request assistance by contac ng the Superintendent's Office at 562-690-2300 or
accommodations@lahabraschools.org at least 48 hours prior to the meeting. 

TOBACCO-FREE:
The La Habra City School District is a tobacco-free district. Tobacco use is prohibited on district property at all
times.

1. Call to Order

2. Adjourn to Closed Session

3. Closed Session

a. Public Employee Discipline/Dismissal/Release/Personnel Matters [Government Code
Sections 54954.5 (d), 54957]

b. Conference Labor Negotiators District Representatives: Dr. Mario Carlos, Superintendent,
Employee Organization(s): California School Employees Association (CSEA), Chapter
#135/La Habra Education Association (LHEA) [Government Code Sections 54954.5 (f),
54957.6]

4. Second Call to Order

a. Welcome

b. Pledge of Allegiance

5. Report from Closed Session

6. Action Item: Adoption of Agenda
 

Motion__________                    Second__________                   Board Action__________  

7. Action Item: Approval of Minutes of the Regular Meeting of February 8, 2024
 

Motion__________                    Second__________                   Board Action__________  

8. Correspondence: Clerk of the Board

9. Public Interest

a. Las Lomas Elementary School Student Presentation
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10. Public Comment
 Members of the audience may address the Board of Educa on on agenda items during

considera on of that item and items not on the agenda that are within the Board’s subject ma er
jurisdic on. Speaking me is limited to three (3) minutes per speaker with a maximum of twenty
(20) minutes per topic. Persons wishing to address the Board should complete and submit a
Presenta on Card, available on the table near the hallway door. The Presenta on Card must be
completed and given to the Secretary prior to the meeting. Matters not on the agenda may neither
be acted upon nor discussed by the Board, but will be researched and responded to in any one of
the following ways: 1) by telephone a er research; 2) by mail a er research; or 3) at a subsequent
Board meeting as an agenda item.

11. Action Items: CONSENT CALENDAR
 

Motion__________                    Second__________                   Board Action__________  

a. EDUCATIONAL SERVICES

1. Contract Reports - Education Services/Special Education Service Contracts/Special
Education Master Contracts 

2. Staff Development 

3. University Agreements 

4. Memberships 

b. BUSINESS SERVICES

1. Contract Reports - Business Services 

2. Expenditures Report 

3. Field Contracts 

c. PERSONNEL SERVICES

1. Separations 

2. New Hires 

3. Change of Status 

12. GENERAL MATTERS

a. Action Item: Approval of Update to District Plan for Providing Educational Services for
Expelled Students 

 
It is recommended the Board of Trustees approve the updated 2024-2027 "Plan for
Providing Educational Services to all Expelled Students in Orange County," which follows
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the Orange County Department of Education model.  

Motion__________                    Second__________                   Board Action__________  

b. Action Item: Second Reading of New/Revised Board Policies 
 

It is recommended the Board of Trustees approve the second reading of new/revised
Board Policies per California School Board Association recommendation for: 

Policy 5121 – Grades/Evaluation of Student Achievement
Policy 5123 – Promotion/Acceleration/Retention
Policy 6164.5 – Student Success Teams

Motion__________                    Second__________                   Board Action__________  

c. Action Item: 2024 California School Boards Association Delegate Assembly Election 
 

It is recommended the Board of Trustees approve up to seven (7) candidates for the 2024
California School Boards Association Delegate Assembly.  

Motion__________                    Second__________                   Board Action__________  

d. Action Item: Approval Contract Agreement between La Habra City School District and La
Habra Education Association (LHEA) 

 
It is recommended the Board of Trustees approve the Contract Agreement with the La
Habra City School District and the La Habra Education Association (LHEA) per the
attachments.

Motion__________                    Second__________                   Board Action__________  

e. Public Hearing: Initial Contract Proposals 
 

Board of Trustees will hold an official public hearing to receive public comment on the
following: 

1. Initial contract proposal to the District by the La Habra Education Association per
the attachment.

2. Initial contract proposal to the La Habra Education Association by the District per
the attachment. 

f. Action Item: Approval of the La Habra Education Association's and the La Habra City
School District's Initial Proposals

 
Following the Public Hearing, it is recommended the Board of Trustees accept the La
Habra Education Association's Initial Contract Proposal and adopt the La Habra City
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School District's initial contract proposal to the La Habra Education Association. 

Motion__________                    Second__________                   Board Action__________  

g. Action Item: Approval of Transportation Plan 
 

It is recommended the Board of Trustees approve the Transportation Plan. 

Motion__________                    Second__________                   Board Action__________  

13. INSTRUCTION AND PERSONNEL

a. Information/Action Item: Approval of Comprehensive School Safety Plan 
 

It is recommended the Board of Trustees approve the publica on of the 2023-24
Comprehensive Safety School Plans for Arbolita, El Cerrito, Ladera Palma, Las Lomas, Las
Positas, Sierra Vista, Walnut, Imperial, and Washington Schools. 
 
Motion__________                    Second__________                   Board Action__________  

b. Action Item: Approval of Resolution #1-2024 - Classified Layoffs 
 

It is recommended the Board of Trustees approve Resolution #1-2024 - Classified
Layoffs.  

Motion__________                    Second__________                   Board Action__________  
 

14. BUSINESS MATTERS

a. Information/Action Item: Certification of Second Interim Financial Report and Budget
Transfers/Income Adjustments 

 
After discussion of the Second Interim Financial Report, it is recommended the Board of
Trustees certify the report. Included in this action will be authorization to:

Make budget transfers and adjustments as needed for the 2023-24 District budget.

Motion__________                    Second__________                   Board Action__________  

b. Action Item: Approval of the California Multiple Award Schedule Contract Number 4-21-
03-1001 Supplement No. 4 awarded to Weatherproofing Technologies, Inc. for Roofing
Products 

 
It is recommended the Board of Trustees approve the California Mul ple Award Schedule
(CMAS) contract number 4-21-03-1001 Supplement No. 4 awarded to Weatherproofing
Technologies, Inc. for roofing products.
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Motion__________                    Second__________                   Board Action__________  

c. Action Item: Approval of Contract with SHI International, Corp CMAS 3-23-04-1001 for
the Purchase of Outdoor Security Camera Equipment, Hardware, and Software Licenses

 
It is recommended the Board of Trustees Approve the contract with SHI Interna onal,
Corp CMAS 3-23-04-1001 for the purchase of outdoor security camera equipment,
hardware, and software licenses. 
 
Motion__________                    Second__________                   Board Action__________  

d. Action Item: Approval of Facility Use Form 
 

It is recommended the Board of Trustees approve the revised Facility Use Form. 

Motion__________                    Second__________                   Board Action__________  

15. Board/Superintendent Comments

16. Adjournment
 

Motion__________                    Second__________                   Board Action__________  

17. NEXT BOARD MEETING
 The next regular meeting of the Board of Education is scheduled for April 11, 2024 at 6:00

p.m., at the District Education Board Room, 500 N. Walnut Street, La Habra, California.
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1. Call to Order
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2. Adjourn to Closed Session
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3. Closed Session
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3. a. Public Employee Discipline/Dismissal/Release/Personnel Matters [Government Code Sections
54954.5 (d), 54957]
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3. b. Conference Labor Negotiators District Representatives: Dr. Mario Carlos, Superintendent,
Employee Organization(s): California School Employees Association (CSEA), Chapter #135/La Habra
Education Association (LHEA) [Government Code Sections 54954.5 (f), 54957.6]
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4. Second Call to Order
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4. a. Welcome
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4. b. Pledge of Allegiance
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5. Report from Closed Session
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Recommended Action

Motion__________                    Second__________                   Board Action__________  

6. Action Item: Adoption of Agenda
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Recommended Action

Motion__________                    Second__________                   Board Action__________  

7. Action Item: Approval of Minutes of the Regular Meeting of February 8, 2024
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8. Correspondence: Clerk of the Board
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9. Public Interest
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9. a. Las Lomas Elementary School Student Presentation

Regular Meeting
03/14/2024 - 06:00 PM



Quick Summary / Abstract

Members of the audience may address the Board of Educa on on agenda items during considera on of that
item and items not on the agenda that are within the Board’s subject ma er jurisdic on. Speaking me is
limited to three (3) minutes per speaker with a maximum of twenty (20) minutes per topic. Persons wishing to
address the Board should complete and submit a Presenta on Card, available on the table near the hallway
door. The Presenta on Card must be completed and given to the Secretary prior to the mee ng. Ma ers not on
the agenda may neither be acted upon nor discussed by the Board, but will be researched and responded to in
any one of the following ways: 1) by telephone a er research; 2) by mail a er research; or 3) at a subsequent
Board meeting as an agenda item.

10. Public Comment
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Recommended Action

Motion__________                    Second__________                   Board Action__________  

11. Action Items: CONSENT CALENDAR
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11. a. EDUCATIONAL SERVICES
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Supporting Documents

 Educational Services Contracts

 Special Education Services Contracts

 Special Education Master Contracts

11. a. 1. Contract Reports - Education Services/Special Education Service Contracts/Special Education
Master Contracts 
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Supporting Documents

 Staff Development

11. a. 2. Staff Development 
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LA HABRA CITY SCHOOL DISTRICT

REQUEST FOR APPROVAL/RATIFICATION OF PROFESSIONAL DEVELOPMENT PROGRAMS

GENERAL PROGRAM LOCATION DATE OVERVIEW ATTENDEE(S) ESTIMATED             

EXPENSE

FUNDING                 

SOURCE

English Learners and 

Effective MTSS 

Strategies

Virtual 4/2/2024 - 

4/23/2024

Learn more MTSS 

strategies for our 

English learners

Teresa Lee                               

Danette Brown

$2,450.00 Title III

Grants 4 Schools 

Conference

San Diego 1/24/2024 - 

1/26/2024

To gain knowledge 

about grant 

opportunities 

available to school 

districts

Cammie Nguyen                 

Jessica Stout-Ryder

$2,760.00 Wellness 

Grant

So CA School 

Nutrition Association 

Meeting

Downey 3/1/2024 Meet with other 

directors and 

industry partners to 

support well-being of 

students

Mayra Trejo $125.00 Nutrition

CA Assoc of IB World 

Schools training

Lake Tahoe 6/19/2024 - 

6/22/2024

Required IB Training Victor Johnson              

Ann Marie Fuller

$2,545.00 S&C

ACSA Region 17 

Annual Conference - 

From Promise to 

Prosperity

Irvine 1/27/2024 Leadership training Suena Chang                                

Carrie Kim

$80.00 S&C

2024 Alternative 

Dispute Resolution 

Conference

Riverside 3/14/2024 - 

3/15/2024

To learn how to 

promote alternative 

dispute prevention 

and resolution

Hong Yee $450.00 Unrestricted

Employee Leave 

Webinar

Virtual 2/6/2024 - 

2/8/2024

To receive an 

overview of federal 

and state leaves, and 

how to manage 

parental and long-

term leaves

Sheryl Tecker                        

Danelle Bautista                     

Keri Tucker                               

Denise Orozco

$315.00 Unrestricted

Board Approved: March 14, 2024



LA HABRA CITY SCHOOL DISTRICT

REQUEST FOR APPROVAL/RATIFICATION OF PROFESSIONAL DEVELOPMENT PROGRAMS

GENERAL PROGRAM LOCATION DATE OVERVIEW ATTENDEE(S) ESTIMATED             

EXPENSE

FUNDING                 

SOURCE

STEAM Symposium Long Beach 2/9/2024 - 

2/10/2024

To help implement 

STEAM activities

Edie Inchausti $625.00 Title I  

IB: Creating Authentic 

Units

Los Angeles 10/19/2024 - 

10/21/2024

Required IB Training Kimberly Johnson                     

Rachel Do                           

Sandra Flores                      

Sediqa Nazari                             

Carole Mortl                              

Alexandra Ortiz

$6,700.00 S&C

CSEA Paraeducators 

Conference

Ontario 3/12/2024 - 

3/14/2024

Engage in classes 

that can help in 

current 

paraprofessional 

position

Lucero Hernandez                       

Eva Fraidany                           

Sabrina Diez                           

Danielle Garcia                        

Jennifer Tagle

$1,340.00 Unrestricted

IB Training San Diego 2/26/2024 Required IB Training Sandra Flores $376.00 S&C

CA Mathematics 

Council

Bakersfield 3/8/2024 - 

3/9/2024

Symposium sessions 

focused on leading 

and implementing 

math initiatives

Patricia Sandoval $860.00 EEBG

Board Approved: March 14, 2024
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 CSUF Communicative

11. a. 3. University Agreements 
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CALIFORNIA STATE UNIVERSITY, FULLERTON 

COMMUNICATIVE DISORDERS PROGRAM AGREEMENT 
IN A SCHOOL SETTING 

 
 
This Agreement is entered into by and between the State of California acting through the Trustees of the 
California State University on behalf of California State University, Fullerton, hereinafter referred to 
as “University”, and La Habra City School District, hereinafter referred to as “District”. University and 
Affiliate may be referred to collectively as the “Parties” and singularly as a “Party.” 
 

WITNESSETH: 
 

 WHEREAS, the Trustees have approved a Communicative Disorders Program (“Program”) 
hereinafter called the (“Program”) for University and such Program requires clinical speech-language 
pathology, diagnostic audiology, and aural rehabilitation practicum experiences, and the use of clinical 
facilities for graduate students, hereinafter called (“Students”), and 

 
 WHEREAS, it is to the mutual benefit of the Parties that t h e  P r o g r a m’ s  S tudents use the 
various facilities of the District for their speech-language pathology, diagnostic audiology and aural 
rehabilitation practicum experience; and 
 
 WHEREAS, District acknowledges a willingness to participate in the clinical training of Students 
in the Program through supervision and other training activities on the premises of the District; and 
 
 WHEREAS, any such agreement may provide for an honorarium of an amount not to exceed 
$100 per semester for services rendered by a District employee, herein referred to as a “Clinical 
Supervisor,” who is assigned to supervise a University student. Such honorarium shall be payable to 
District. 
 
 NOW, THEREFORE, in consideration of the covenants, conditions, and stipulations hereinafter 
expressed and in consideration of the mutual benefits to be derived therefrom, the Parties hereto agree as 
follows:  

 
 

I. GENERAL REQUIREMENTS, DISTRICT: 
 

1. Shall permit each Program Student who is designated by University, pursuant to Paragraph II - 
2 below, to receive Clinical practicum experience at school or location within the District and 
shall provide University's Instructors, referred to herein as a "School Practicum Coordinator," 
and students access to appropriate facilities for such speech-language pathology, diagnostic 
audiology, and aural rehabilitation practicum experience. 

 
2. Shall exercise the right, only after consultation with University, to refuse to accept for  further 
 practicum experience any of University’s Students who, in the judgement of District, is not 
 participating satisfactorily in said Program. University must be informed of the reasons for refusal 
 of entry or termination.  

 
3. Shall notify Program’s Practicum Coordinator, in advance, of any relevant changes in  District’s 
 staff appointments. 
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4. Shall require the Clinical Supervisor at District to provide evaluation of progress to the     student 
and, in cooperation with the University Practicum Coordinator, a summative evaluation at the end 
of each semester. 

 
5. Shall provide emergency first aid free of charge for any Student who becomes sick or injured 

by conditions arising out of or in the course of said student’s participation in the Practicum 
experience at District. Any fees incurred and documented  by  District  for  the  provision  of  such  
first  aid  shall  be the responsibility of the student, not the University. 

 
6. Shall provide supervision according to the standards set forth by the Council for Clinical 

Certification in Audiology and Speech-Language Pathology (CFCC) and the Council on Academic 
Accreditation in Audiology and Speech-Language Pathology (CAA) of the American Speech-
Language-Hearing Association (ASHA), and the California Board of Medical Quality Assurance 
including the following: 

 
a. All supervision is provided by speech-language pathologists or audiologists who hold 

the Certificate of Clinical Competence and the California State License in the appropriate 
area of specialty. 
 

b. All supervision is provided by speech-language pathologists or audiologists who have 
taken Continuing Education Unit’s (CEU) involving 2 hours of training in clinical 
supervision. 

 
c. Clinical training in speech-language pathology is supervised by a speech-

language pathologist. 
 

d. Clinical training in diagnostic audiology is supervised by an audiologist. 
 

e. Clinical training in aural rehabilitation is supervised by either a speech-language 
pathologist or an audiologist. 

 
f. Supervision meets the standards put forward by the CFCC of the ASHA in Standard IV-

E,  which states, 
"Supervision must be provided by individuals who hold the Certificate of Clinical 
Competence (“CCC”) in the appropriate area of practice. The amount of 
supervision must be appropriate to the student's level of knowledge, experience, and 
competence. Supervision must be sufficient to ensure the welfare of the client/patient. 
Direct supervision must be in real time and must never be less than 25% of the 
student's total contact with each client/patient and must take place periodically 
throughout the practicum. These are minimum requirements that should be adjusted 
upward if the student's level of knowledge, experience, and competence warrants. 
A supervisor must be available to consult as appropriate for the client's/patient's 
disorder with a student providing clinical services as part of the student's clinical 
education. Supervision of clinical practicum must include direct observation, 
guidance, and feedback to permit the student to monitor, evaluate, and improve 
performance and to develop clinical competence. All observation and clinical 
practicum hours used to meet Standard IV-C must be supervised by individuals who 
hold a current CCC in the professional area in which the observation and practicum 
hours are being obtained. Only the supervisor who actually observes the student in a 
clinical session is permitted to verify the credit given to the student for the clinical 
practicum hours." 
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g. Supervised experiences are defined as clinical services, to include but not be limited to: 

assessment, diagnosis, evaluation, screening, treatment, report writing, family and client  
consulting, and counseling related to the management of populations that fit within the 
scope of practice relevant to the areas of audiology or speech-language pathology. 

 

h. Major decisions by student clinicians regarding evaluation and treatment of a client are 
implemented or communicated to the client only after approval by the Master Clinician 
holding the appropriate clinical certification. 

 
i. ASHA membership numbers and California License numbers of a speech-language 

pathologist or audiologist who supervises Students will be provided to the Practicum 
Coordinator along with documentation of CEU’s of training in clinical supervision. 

 
7. Shall require that a person holding a CCC in speech-language pathology be available for 

consultation at all times when a student is providing clinical services. 
 

8. Shall require the Clinical Supervisor to meet with the appropriate     University faculty 
member(s) upon request to plan, coordinate, and evaluate the clinical training program of 
each student who is supervised at District. 

 
9. Shall maintain complete records of student performance and submit evaluation reports of student 

performance to the University upon request. The University will provide a standard evaluation 
form. 

 
10. Student Clinicians earn clinical clock hours only for that portion of the time spent in direct provision 

of services to a client or client’s family.  
 

II. GENERAL REQUIREMENTS, UNIVERSITY: 
 

1. Shall provide ongoing consultation regarding Students who are supervised at District. This 
consultation includes, but is not limited to, at least one visit  to  District during any academic term 
during which a Student is being supervised at the District. In exceptional circumstances, the 
consultation can occur using videoconferencing. 

 
2. Shall designate Students enrolled in the Program to be assigned to speech-language 

pathology, diagnostic    audiology, and/or aural rehabilitation practicum experience at District, in 
such numbers as are mutually agreed to by both Parties. 

 
3. Shall maintain all academic records of students participating in said Programs following the 

California State University records/information retention and disposition schedule. 
 

4. Shall inform Students of t he i r  n eed  t o  c omp l y  w i t h  District’s requirements for 
immunizations and tests. Also, University shall inform Students of their need to comply with 
District’s policies and procedures regarding blood-borne pathogens, including but not limited 
to, universal precautions. 

 
5. Shall inform Students of the requirement to conform to all applicable District policies, procedures, 

and regulations, in addition to all requirements and restrictions specified jointly by 
representatives of the University and District. 

 
6. Shall require the Practicum Coordinator to notify the District’s representative(s) in advance of: 

a. Placement of Students in clinical assignments in schools; and/or 
b. Changes in clinical assignments. 
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7. Shall, in consultation and coordination with Clinical Supervisor, plan for speech- language 
pathology, diagnostic audiology, and aural rehabilitation experience Program to be provided to 
under this Agreement. 

 
8. Shall, in consultation and coordination with the Clinical Supervisor, arrange for periodic     

conferences between appropriate representatives of University and District to evaluate the speech-
language pathology practicum experience program provided under this Agreement. 

 
9. Shall provide for orientation of Students and Clinical Supervisor assigned by District. 

 
10. Shall provide and be responsible for the care and control of the University’s educational supplies, 

materials, and equipment used for instruction in this program. 
 

11. If required, provide criminal background clearance for Student(s) from the appropriate agency, 
(ies) including fingerprinting where legally sanctioned, and maintain the confidentiality of any 
results as required by federal or state law. 

 
III. TERM OF AGREEMENT 

 
This Agreement shall become effective upon execution by both Parties and shall continue for a period of 
five (5) years, hereinafter referred to as the “Term,” unless otherwise terminated as permitted herein. 
Either Party may terminate this Agreement upon provision of thirty (30) days’ advance written notice by 
one Party to the other, provided, however, in the event that termination of this Agreement occurs during 
any active Student practicum experience with the District, such Student(s) will be permitted to complete 
their training for any semester in which termination would otherwise occur. This Agreement may be 
renewed by mutual written agreement. 

 
 

IV. INSURANCE 
 

1. University. The State of California has elected to be self-insured for its general liability, worker’s 
compensation, professional liability, motor vehicle liability, and property exposures through an 
annual appropriation from the General Fund. As a State agency, the California State University, 
Office of the Chancellor, the Trustees, and its system of campuses are included in this self-
insured program. 

 
The Office of Risk Management in the Chancellor’s Office administers the general liability, 
workers’ compensation, property, and professional liability programs. The State Office of Risk 
and Insurance Management administers the motor vehicle liability program. 

 
Under this form of insurance, the State and its employees (as defined in Section 810.2 of the 
Government Code) are insured for any tort liability that may develop through carrying out official 
activities, including state official operations on non-state owned property. Should any claims arise 
by reason of such operations or under an official contract or license agreement, they should be 
referred to the California State University, Office of Risk Management, 401 Golden Shore, 5th 

Floor, Long Beach, CA 90802-4210. 
 

2. Student Insurance. The California State University Risk Management Authority maintains a 
Student Professional Liability Insurance Program (SPLIP). 

 
Coverage is provided on a claims-made basis for claims arising from services which are rendered 
during the policy period and reported to the carrier as soon as practicable, but not later than three 
(3) years after the policy period. 
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 Insureds include CSU Students enrolled in required credited coursework in addition to employees, 
 faculty and staff of the CSU. 
 
 Coverage includes General, Professional, and Educator’s Errors and Omissions Liability. Coverage 
 limits are Two Million ($2,000,000) each loss and Four Million ($4,000,000) aggregate for all covered 
 Parties, and not per student. 
 
3.          District Insurance. District shall procure and maintain in force during the term of this Agreement, at     

its sole cost and expense, insurance in amounts that are reasonably necessary to protect it against 
liability arising from any and all negligent acts or incidents caused by its employees, officers, agents 
and volunteers. Coverage under such professional and commercial general liability insurance shall be 
not less than one million dollars ($1,000,000) for each occurrence and three million dollars 
($3,000,000) in the aggregate. District shall also maintain business automobile liability coverage in 
the amount of one million dollars ($1,000,000) combined single limit for owned, scheduled, hired, or 
non-owned vehicles for each occurrence.  District shall also maintain and provide evidence of 
workers’ compensation and disability coverage for its employees as required by law with a minimum 
limit of one million dollars ($1,000,000) per each accident, employee, and disease. All coverage types 
must be obtained from a carrier rated A, VII or better by AM Best or provided through a qualified 
program of self-insurance.  General liability and auto liability policies shall include additional insured 
endorsements (with policy numbers) containing the following language: “The State of California, the 
Trustees of California State University, California State University Fullerton, and the officers, 
employees, volunteers, and agents of each of them are named as additional Insureds” or endorsement 
or policy language that includes any person or organization as an additional insured as required in 
written contract or agreement.  District shall promptly notify University of any cancellation, reduction, 
or other material change in the amount or scope of any coverage required hereunder. 

 
 Each Party has the right to request, and agrees to provide upon request, documentation of such 

coverage(s). 
 

V. INDEMNIFICATION 
 

1. University agrees to defend all claims of loss, and indemnify and hold harmless District and its 
officers, agents, employees, and volunteers from any and all liability for personal injury, 
damages, wrongful death or other losses and costs, including but not limited to reasonable 
attorney fees and defense costs, arising out of the negligent acts or omissions or willful 
misconduct of University or its employees, officers, agents, or volunteers in the performance of 
this Agreement. 

 
2. District agrees to defend all claims of  loss,  and  indemnify  and  hold  harmless the State of 

California, the Trustees of the California State University, California State University, Fullerton, 
and each of their officers, agents, volunteers, and employees from any and all liability for 
personal injury, damages, wrongful death or other losses and costs, including but not limited to 
reasonable attorney fees and defense costs, arising out of the negligent acts or omissions or 
willful misconduct of District or its officers, employees, agents, or volunteers in the performance 
of this Agreement. 

 
VI. HONORARIUM 

 
District may submit an invoice to University at the conclusion of each semester for an honorarium up to 
the amount of $100 per student per semester for services completed as required under this Agreement 
by a Clinical Supervisor. Payment will be issued subsequent to verification of invoice(s) and review of the 
Clinical Supervisor’s evaluation of student, which is also required to be submitted to University by 
District. 
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VII. GENERAL PROVISIONS 

 
1. Amendment of Agreement. This Agreement may, at any time, be altered, changed or amended 

by mutual agreement of the Parties in writing. 
 
2. Prior Agreements. This Agreement represents the complete and full agreement between the 
 Parties. Any agreements or promises made which are not reflected in the written terms of this 
 Agreement are and shall be superseded by the terms of this Agreement and shall have no effect 
 on the terms of this Agreement. 

 
3. Non-Discrimination. Both Parties agree that neither will discriminate against a beneficiary of 

services provided by the Facility in the performance of this Agreement or against any individual 
on the basis of Age, Disability (physical and mental), Gender (or sex, including sex stereotyping), 
Gender Identity (including transgender), Gender Expression, Genetic Information, Marital Status, 
Medical Condition, Nationality, Race or Ethnicity (including color, caste, or ancestry), Religion 
(or religious creed), Sexual Orientation, and Veteran or Military Status. 

 
4. Governing Law. The validity, interpretation, and performance of this Agreement shall be 
 governed by and construed in accordance with the laws of the State of California. The 
 Parties agree that all actions or proceedings arising in connection with this Agreement shall 
 be tried and litigated exclusively in the state courts located in the County of Orange, State 
 of California 

 
5. Assignment. Neither Party shall voluntarily or by operation of law assign or otherwise transfer this 
 Agreement without the other Party’s prior written consent. Any purported assignment in violation 
 of this paragraph shall be void. 

 
6. Notices. Notices required under this Agreement shall be sent to the Parties by certified or registered 
 mail, return receipt requested, postage prepaid, at the addresses set forth below. 

 
7. Electronic Signatures. The exchange of copies of this Agreement by electronic mail in “portable 
 document format” (“.PDF”) form or by other similar electronic means shall constitute effective 
 execution and delivery of this Agreement and shall have the same effect as copies executed and 
 delivered with original signatures. 
 
8. Captions.  Captions and headings in this Agreement are solely for the convenience of the Parties 
 are not a part of this Agreement and shall not be used to interpret or determine the validity of this 
 Agreement or any of its provisions.  
 
9. Counterparts.  This Agreement may be executed in any number of counterparts, each of which shall 
 be deemed an original, but all such counterparts together shall constitute one and the same 
 agreement.  
 
10. Severability.  If any section, paragraph or provision of this Agreement is held illegal, 
 unenforceable, or in conflict with any law by a court of competent jurisdiction, such section, 
 paragraph, or provision shall be deemed severed and the validity of the remainder of this Agreement 
 shall not be affected thereby. 
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TO UNIVERSITY TO DISTRICT 
 
California State University, Fullerton La Habra City School District 

 Contracts and Procurement 500 N. Walnut St. 
2600 E. Nutwood Ave., Suite 300 La Habra, CA 90631 
Fullerton, CA 92831 

 
 

VIII. EXECUTION 
 
By signing below, each of the following represent that they have authority to execute this 
Agreement and to bind the Party on whose behalf their signature is made.  
 
 

  UNIVERSITY       DISTRICT 
 

By:  By:   

Name:      Name:                                      

Title:        Title 

Date:       Date:   

 

 

Charles Almanza

Buyer II

2/22/2024



Supporting Documents

 Memberships

11. a. 4. Memberships 

Regular Meeting
03/14/2024 - 06:00 PM





11. b. BUSINESS SERVICES

Regular Meeting
03/14/2024 - 06:00 PM



Supporting Documents

 Business Services

11. b. 1. Contract Reports - Business Services 

Regular Meeting
03/14/2024 - 06:00 PM





Supporting Documents

 Expenditures

11. b. 2. Expenditures Report 

Regular Meeting
03/14/2024 - 06:00 PM



Warrant Reports: January 24, 2024 – February 29, 2024 

 

Approve warrants numbered 30-095594 through 30-095975 for the amount of 
$2,220,236.79 as presented: 
 

0101 General Fund                                  $1,899,973.84 

1212   Child Development                                                                                                 $155.58 

1313   Nutrition Services                                                                                           $181,557.83 

2129   Building Fd GO Bond S-2012E                                                             $63,068.32 

2525   Capital Facilities                                                                                                       $153.75 

4040   Special Reserve FD for Capital Outlay                                                         $75,327.47 

 

        TOTAL            $2,220,236.79 

 

   

 



Supporting Documents

 Field Contracts

11. b. 3. Field Contracts 

Regular Meeting
03/14/2024 - 06:00 PM







11. c. PERSONNEL SERVICES

Regular Meeting
03/14/2024 - 06:00 PM



Supporting Documents

 Separations

11. c. 1. Separations 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 
 
 

To: Board of Trustees 

From: Danelle Bautista, Director of Classified Personnel/Insurance Supervisor         

Sheryl Tecker, Ed.D., Associate Superintendent of Human Resources                                                                                                   

Date: March 14, 2024 

CC: Superintendent 

Re: Separations 

 

NAME/JOB TITLE/             HIRE DATE            REASON         EFFECTIVE DATE   

SCHOOL                                    

 

ADMINISTRATION 

 

Tran, Trang    8/3/2023  Resignation  6/14/2024 

Psychologist 

District Office 

 

CERTIFICATED 

 

Serna, Elaine    8/9/2022  Resignation  5/30/2024 

2nd grade DI Teacher 

Ladera Palma 

 

 

CLASSIFIED 

 

Argomaniz, Richard 5/16/2003 Retirement 4/12/2024 

Evening Custodian 

Ladera Palma 

 

Diez, Serena 8/10/2023 Did not pass probation 2/2/2024 

I A I-SE 

Las Lomas 

 

Esquivel, Anthony 12/19/2022 Resignation 1/29/2024 

Info Svcs Tech I 

Imperial 

 

Ortiz, Maribel 1/8/2024 Resignation 2/29/2024 

I A I-SE 

Ladera Palma 

 



La Habra City School District 
 
 

 

NAME/JOB TITLE/             HIRE DATE            REASON         EFFECTIVE DATE   

SCHOOL                                    

 

CLASSIFIED (Continued) 

 

Solis, Sergio 8/9/2023 Resignation 2/9/2024 

Day Custodian 

Las Positas 

 

Soto, Jordan 11/8/2021 Resignation 2/28/2024 

I A II-SE/Health & Medical 

Las Positas 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Board Approved: March 14, 2024 



Supporting Documents

 New Hires

11. c. 2. New Hires 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

To: Board of Trustees 

From: Danelle Bautista, Director of Classified Personnel/Insurance Supervisor                       

Sheryl Tecker, Ed.D., Associate Superintendent of Human Resources                                                                                                   

Date: March 14, 2024 

CC: Superintendent 

Re: Ratification of New Employees 

 

NAME/ JOB TITLE STATUS COLUMN/STEP RATE OF PAY HIRE DATE 

SCHOOL 

 

CERTIFICATED 

 

Dickerson, Suzanne Temporary II-2 $24,366/year 2/27/2024 

RSP Teacher   (pro-rated) 

District Office 

 

 

CLASSIFIED  

 

Cano, Mayra Probationary  23-3 $24.62/hour 2/6/2024 

IA-III SpEd/Behavior 

Las Lomas 

 

**Estrada, Amanda Probationary 27-1 $23.50/hour 1/22/2024 

Account Clerk 

District Office 

 

Fox, Hannah Probationary  18-1 $19.69/hour 2/9/2024 

I A I-SE 

Las Lomas 

 

**Murillo, Destiny Probationary  16-1 $18.73/hour 1/30/2024 

Nutrition Services Worker 

Walnut 

 

*No, Benjamin Probationary  45-4+15 yrs $7,896/month 12/18/2023 

Network Specialist   longevity 

Technology 

 

**Ponce, Raquel Probationary  16-1 $18.73/hour 1/30/2024 

Nutrition Services Worker 

Las Lomas 

 

Ponce, Sergio Probationary  16-1 $18.73/hour 2/20/2024 

Nutrition Services Worker 

Washington 

 



La Habra City School District 

NAME/ JOB TITLE STATUS COLUMN/STEP RATE OF PAY HIRE DATE 

SCHOOL 

 

CLASSIFIED (continued) 

 

*Steele, Monica Probationary 16-6+8 yrs $23.36/hour 1/8/2024 

Satellite Kitchen Lead  longevity 

Nutrition Services 

 

**Valenzuela, Veronica Probationary  16-1 $18.73/hour 2/1/2024 

Nutrition Services Worker 

Arbolita 

 

Vega, Gina Probationary  16-1 $18.73/hour 2/1/2024 

Nutrition Services Worker 

Washington 

 

**Ybarra, Norma Probationary  16-1 $18.73/hour 2/1/2024 

Nutrition Services Worker 

Walnut 

 

 

*Promoted from another position 

**Previously substitute status 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Board Approved: March 14 2024 



Supporting Documents

 Change of Status

11. c. 3. Change of Status 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

 

To: Board of Trustees 

From: Danelle Bautista, Director of Classified Personnel/Insurance Supervisor                                

Sheryl Tecker, Ed.D., Associate Superintendent of Human Resources                                                                                                   

Date: March 14, 2024 

CC: Superintendent 

Re: Change of Status 

 

NAME/JOB TITLE/  CHANGE    FROM              TO              

LOCATION 

 

CLASSIFIED 

 

De La Rosa, Maria Location Arbolita Ladera Palma 

Nutrition Services Worker 

Ladera Palma 

 

Contreras, Ariana Hours 2.75/day 3.0/day 

Student Supervisor 

Ladera Palma 

 

*Juncaj, Joshua Hours 7/day 3.5/day 

I A III-SE/Behavior Location Arbolita Las Lomas 

Las Lomas 

 

Martinez, Ana L Location Sierra Vista Early Learning 

I A I-SE Hours 4/day 5.5/day 

Early Learning 

 

Sardisco, Nicholas Hours 2.75/day 3.0/day 

Student Supervisor 

Ladera Palma 

 

 

*Employee request for reduction in hours 

 

 

 

 

 

 

 

 

Board Approved: March 14, 2024 



12. GENERAL MATTERS

Regular Meeting
03/14/2024 - 06:00 PM



Recommended Action

It is recommended the Board of Trustees approve the updated 2024-2027 "Plan for Providing
Educational Services to all Expelled Students in Orange County," which follows the Orange County
Department of Education model.  

Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 Expulsion Plan Memo

 2024-2027 OCDE Countywide Expulsion Plan

 2024-2027 LHCSD Expulsion Plan

12. a. Action Item: Approval of Update to District Plan for Providing Educational Services for Expelled
Students 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

  

To:  Board of Trustees 

From:  Cammie Nguyen, Ph.D., Assistant Superintendent of Special Education and 

Student Services 

Date:  March 14, 2024 

CC:  Superintendent 

  

Re:  Update to District Plan for Providing Educational Services for Expelled Students 

Background: 

Every three years, school districts must develop and update a district plan that provides 

education services for all expelled students within the county. All school districts in Orange 

County each have developed their plan utilizing a model created by the Orange County 

Department of Education.  

 

Rationale: 

The La Habra City School District has updated its plan, which was first approved by the Board 

of Trustees on March 27, 1997, and revised triennially.   

 

Recommended Action:  

It is recommended that the Board of Trustees approve the updated 2024-2027 “Plan for 

Providing Educational Services to all Expelled Students in Orange County” which follows the 

Orange  County Department of Education model.   

 

Financial Implications, if any:  

None. 

 















































































































PLAN FOR PROVIDING EDUCATIONAL SERVICES TO ALL  
EXPELLED STUDENTS IN LA HABRA CITY SCHOOL 

DISTRICT 2024-2027 

GENERAL PROVISIONS  

As required by Education Code 48926, the Orange County Superintendent of Schools has  
developed an expulsion plan in conjunction with the Superintendents of the school districts in  
Orange County.  The plan provides for educational services to all expelled students in the county  
for school years 2024-2025, 2025-2026, and 2026-2027.  A student whose behavior has resulted  
in an expulsion is provided a rehabilitation plan which ensures placement in an educational  
program and establishes the criteria for return to the La Habra City School District. All  educational 
alternatives provided by Orange County school districts are not available to all  expelled students. 
The type of offense, location of offense, grade level and nature of the  student’s individualized 
needs – all have the potential to affect the educational alternatives  available to the student during 
the period of expulsion.  Students expelled for any of the offenses  listed in subdivision (a) or (c) 
of Section 48915 of the California Education Code shall not be  permitted to enroll in any district-
operated program during the period of expulsion unless it is a  community day school (E.C. 
48915.2).  
 
Board Policies and Administrative Regulations Related to Expulsion:  
Board Policy 5144 (Discipline)  
Administrative Regulation 5144 (Discipline)  
Board Policy 5144.1 (Suspension and Expulsion/Due Process)  
Administrative Regulation 5144.1 (Suspension and Expulsion/Due Process) Administrative 
Regulation 5144.2 (Suspension and Expulsion/Due Process (Students With  Disabilities)) 
 

La Habra City School District Prevention Activities 
 
As indicated in the Orange County Expulsion plan, the options available to La Habra City School 
District after an expulsion decision include, but are not limited to, the following:  
 

1. Expulsion, suspended order, with placement on the same school campus [E.C. section 
48917 (a)]. 

2. Expulsion, suspended order, with placement on a different school campus within the district 
[E.C. section 48917 (a)]. 

3. Expulsion with referral to a district community day school program, if available [E.C. 
section 48660]. 



4. Expulsion with subsequent transfer to another district subject to acceptance by the district 
of proposed enrollment [E.C. section 48915.1].   
 

5. Expulsion with referral to the Orange County Department of Education, Division of 
Alternative, Community and Correctional Education Schools and Services (ACCESS) 
[E.C. section 1981]. 
 

Summary of Gaps in Education Services to Expelled Students 
 

Service Gap #1:  Limited Placement Options for Expelled Students Grades K-5 
 
Education Code sections 48900(v) and (w) encourage Other Means of Correction (OMoC), rather 
than suspension or expulsion, to be used to bring about appropriate conduct as part of a Multi-
Tiered System of Supports (MTSS).  The District’s MTSS framework includes Restorative 
Practices, trauma-informed practices, Social and Emotional Learning, and schoolwide Positive 
Behavior Interventions and Support, which may be used to help pupils gain critical social and 
emotional skills, receive support to help transform trauma-related responses, understand the impact 
of their actions (on themselves and others), and develop meaningful methods for repairing harm to 
the school community.  
 
While several California Education Code sections prohibit the expulsion of students in lower grades 
for various offenses, a student in grades K-3 can be expelled for violations of any of the other 
offenses. Specifically, Education Code section 48900(k) prohibits the expulsion of any student for 
disruption/defiance, and Education Code 48900.2 prohibits the expulsion of a student in K-3 for 
sexual harassment.  Education Code 48900.3 (hate violence) and 48900.4 (harassment, threats, or 
intimidation) pertain only to students in grades 4-12. As identified mainly by elementary schools 
and smaller districts, students in grades K-5 who are expelled do not have as many educational 
options available as do expelled youth in grades 6-12.  In some instances, it has been difficult to 
place elementary school students who are expelled, especially at the K-4 level. The number of 
community day schools at the elementary school grade level is very limited.  
 
Ongoing Strategies for Addressing this Gap 
 
Students in grades K-5 who are expelled may be served through the following school district or 
Orange County Department of Education alternative education programs: 
 

● Referral to a School Attendance Review Board (SARB) for students who are habitually 
insubordinate or disorderly during school attendance (Education Code Section 48263). 
Education Code Section 48900.5 lists many other means of correction that may be 
documented before a suspension or expulsion recommendation.  

● Transfers within the home school (offered through suspended expulsion) to another school 
site. 

● Transfer to another school district. 

● Referral to Skyview Elementary or middle school campuses through ACCESS. 



● Private/Non-public School (NPS enrollment/placement) may be appropriately offered. 

● Blended/On-line Learning Practices. 

Service GAP #2:  Limited Special Education Placements in ACCESS 

When a student's unique needs cannot be accommodated through existing Orange County 
Department of Education program alternatives, La Habra City School District will continue to 
facilitate placement to support the unique needs of individual students through district and non-
public agency/non-public school (NPS) placements.  

Actual referral to a district alternative suspension/expulsion classroom or county community school 
is made by the La Habra City School District governing board with recommendations from the 
District’s Administrative Hearing Panel, School Attendance Review Board (SARB), or by another 
established district referral process as required by statute.  
 

Behavior Interventions and Best Practices to Prevent and Address Suspensions and 
Expulsions 

La Habra City School District pursues a variety of strategies to educate students and establish a 
safe and caring climate to prevent student misconduct.  When warranted, disciplinary measures 
are implemented consistent with district policies and procedures to ensure fair and consistent 
disciplinary measures.  These efforts will continue to prevent any disproportionate representation 
of minority students recommended for expulsion.  

Expulsions occur when student and campus safety is threatened or when other means of 
correction have not been successful.  School districts engage in several preventive and proactive 
strategies including, but not limited to, the following:  

 

Title of Activity  Description of Activity  Grade   
Level 

Anti-Bullying Initiatives 
(Random Acts of Kindness; 
Bullying Prevention) 

Schoolwide participation in activities 
to  increase awareness and to promote 
anti-bullying messages 

TK-8 

Alternative to Suspension 
Classrooms (ATS) 

To provide an alternative setting for 
students on campus to allow learning and 
re-learning of positive behaviors 

6-8 

Behavior Assemblies  Explanation of school rules and policies 
to  students 

TK-8 

Care Solace  A virtual mental health care 
coordination service that provides 
wraparound support for students/staff in 
need.  

TK-8 



Conflict Resolution Assisting students in resolving conflicts 
with peers 

TK-8 

Crisis Management Training Providing training to counselors, 
psychologists and administrators to assess 
and respond to threats and risks  

TK-8 

Elementary and Middle 
School Counseling 

Group and individual counseling services 
offered on campus by counselors and 
licensed marriage and family 
therapists/social workers 

TK-8 

EPIC Afterschool Program Provides after school enrichment and 
academic recovery 

TK-8 

MTSS Framework School-based committee focused on 
supporting students’ academic, social, 
emotional and behavioral needs 

TK-8 

Parent Notification and Rights  Start of the year communication 
regarding district policies and school 
rules/expectations 

TK-8 

Parent/Caregiver Education 
Programs 

Parent/Caregiver trainings during and after 
school  

TK-8 

Positive Behavioral Support (PBIS)  Districtwide behavior management 
program  

TK-8 

Restorative Practices  Community circle and formal conferences  TK-8 

Saturday School  Support students with attendance, 
academic and/or behavioral needs 

K-8 

School Attendance Review Board District committee focused on addressing 
behavior and truancy concerns through a 
network of supports 

TK-8 

Social-Emotional 
Curriculum  

Universal social-emotional curriculum 
implemented districtwide 

TK-8 

Substance Abuse Prevention 
Curriculum/TUPE 

School-based programs for students 
vulnerable to using gateway drugs such as 

6-8 



tobacco, alcohol, marijuana and 
prescription drugs.  Designed to inspire 
students to resist drugs, say no to drugs, 
and help them make healthier decisions. 

Student Behavior Contracts An agreement between the student, 
caregivers, and the teacher that outlines 
expectations for the student’s behavior.  It 
also outlines the reinforcer for meeting or 
not meeting the expectations.  

TK-8 

Wellspace Creating Wellness Centers for students to 
access during the school day 

6-8 

 
 
RESOURCES/REFERENCES  
EDUCATION CODE - EDC 

TITLE 2. ELEMENTARY AND SECONDARY EDUCATION [33000 - 64100] 
  ( Title 2 enacted by Stats. 1976, Ch. 1010. ) 

   
DIVISION 4. INSTRUCTION AND SERVICES [46000 - 65001] 
  ( Division 4 enacted by Stats. 1976, Ch. 1010. ) 

   
PART 27. PUPILS [48000 - 49703] 
  ( Part 27 enacted by Stats. 1976, Ch. 1010. ) 

   
CHAPTER 6. Pupil Rights and Responsibilities [48900 - 49051] 
  ( Chapter 6 enacted by Stats. 1976, Ch. 1010. ) 

 
ARTICLE 1. Suspension or Expulsion [48900 - 48927] 
  ( Article 1 repealed and added by Stats. 1983, Ch. 498, Sec. 91. ) 
 
48926.   
Each county superintendent of schools in counties that operate community schools pursuant to 
Section 1980, in conjunction with superintendents of the school districts within the county, shall 
develop a plan for providing education services to all expelled pupils in that county.  The plan 
shall be adopted by the governing board of each school district within the county and by the 
county board of education. 
The plan shall enumerate existing educational alternatives for expelled pupils, identify gaps in 
educational services for expelled pupils, and strategies for filling those service gaps.  The plan 
shall also identify alternative placements for pupils who are expelled and placed in district 
community day school programs, but who fail to meet the terms and conditions of their 
rehabilitation plan or who pose a danger to other district pupils, as determined by the governing 
board. 



Each county superintendent of schools, in conjunction with the superintendents of the school 
districts, shall submit to the Superintendent of Public Instruction the county plan for providing 
educational services to all expelled pupils in the county no later than June 30, 1997, and shall 
submit a triennial update to the plan to the Superintendent of Public Instruction, including the 
outcome data pursuant to Section 48916.1, on June 30th thereafter. 
(Added by Stats. 1995, Ch. 974, Sec. 8. Effective January 1, 1996. Operative July 1, 1996, by Sec. 
9 of Ch. 974, which was amended by Stats. 1996, Ch. 937.) 
 
Program Summary: Program Summary - Countywide Plans for Expelled Students (CA Dept of 
Education) 
 
Countywide Plans for Expelled Students - Educational Options (CA Dept of Education) 
 
Countywide Plans for Provision of Educational Services to Expelled Students:  Countywide Plans 
for Expelled Students - SSPI Tony Thurman  
 
 
 



Recommended Action

It is recommended the Board of Trustees approve the second reading of new/revised Board Policies per
California School Board Association recommendation for: 

Policy 5121 – Grades/Evaluation of Student Achievement
Policy 5123 – Promotion/Acceleration/Retention
Policy 6164.5 – Student Success Teams

Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 Board Policies Memo - 2nd Reading

 Policy 5121 - Grades Evaluation of Student Achievement

 Policy 5123 - Promotion Acceleration Retention

 Policy 6164.5 Student Success Teams

12. b. Action Item: Second Reading of New/Revised Board Policies 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

To:  Board of Trustees 

From:  Gina Cosylion, Executive Assistant to Superintendent 

Date:  March 14, 2024 

CC:  Superintendent 

  

Re:  Second Reading of Select Board Policies 

Background:  
La Habra City School District has existing policies in place, but on occasion, certain 

policies need to be updated and/or new policies need to be adopted using California 

School Board Association’s (CSBA) samples.  

 

Rationale:  
Due to changes and updates to the law, below are recommended updates and/or new 

policies for our District:  

 

REVISED POLICIES 

 

Policy 5121 – Grades/Evaluation of Student Achievement 

Policy updated to establish a uniform grading system for all students.   

 

Policy 5123 – Promotion/Acceleration/Retention 

Policy updated to make minor revision reflecting current law pertaining to the 

requirement to provide remedial instruction to students who are recommended for 

retention or are identified as being at risk for retention. 

 

Policy 6164.5 – Student Success Teams 

Policy updated to reference that the student success team (SST) process is not required by 

law and that the policy reflects best practices, clarify those who are encouraged to 

collaborate in SSTs, include social and emotional difficulties when evaluating the 

strengths and needs of students and establishing interventions, emphasize the importance 

of each student maximizing their potential, specify who may refer students to SSTs, add 

types of materials appropriate for collection, analysis and review by the SST, provide for 

the development of a plan to support the student and adjustments to such plan, reflect that 

the SST process shall not delay or deny a referral for evaluation for eligibility for special 

education, reference multi-tiered system of support (MTSS) and the integration of SSTs 

with such supports, and add staff development which may be provided to strengthen the 

effectiveness of SSTs.   

 

Recommended Action:  
Recommend the Board of Trustees approve the second reading of the new/updated Board 

Policies.  

 

Financial Implication, if any: 

None. 



Board Policy Manual 
La Habra City School District 

 

The Governing Board believes that grades/standards based marks serve a valuable instructional purpose 
by helping students and parents/guardians understand performance expectations and identifying the 
student's areas of strength and those areas needing improvement. Parents/guardians and students have 
the right to receive course grades/marks that represent an accurate evaluation of the student's 
achievement academic performance. 

The teacher of each course shall determine the student's grade. The grade assigned by the teacher shall 
not be changed by the Board or the Superintendent except as provided by law, Board policy and 
administrative regulation. (Education Code 49066) 

The Superintendent or designee shall establish a uniform grading system that shall be applied 
to all students in that course and grade level. Teachers shall inform students and 
parents/guardians how academic performance will be evaluated in the classroom.     

Teachers shall evaluate a student's work in relation to standards which apply to all students at his/her 
grade level. The Superintendent or designee shall establish and regularly evaluate a uniform grading 
system, and principals shall ensure that student grades conform to this system. Teachers shall inform 
students and parents/guardians how student achievement will be evaluated in the classroom. 

A teacher shall base a student's grades solely on the quality of the student's academic work 
and his/her mastery of course content based on state standards. Students shall have the 
opportunity to demonstrate this mastery through a variety of methods, including, but not limited 
to, tests, projects, portfolios, and/or class discussion as appropriate. Other elements that are 
not a direct measure of knowledge and understanding of course content, such as attendance, 
effort, student conduct, and work habits shall not be factored into the academic grade but may 
be reported separately. 

Whenever a student misses an assignment or assessment due to either an excused or 
unexcused absence, he/she shall be given full credit for subsequent satisfactory completion of 
the assignment or assessment. 

Grades should be based on impartial, consistent observation of the quality of the student's work and 
his/her mastery of course content standards and objectives. Students shall have the opportunity to 
demonstrate this mastery through a variety of methods such as classroom participation, homework, tests 
and portfolios. Some student's grades may be reflective of modified instruction based upon his/her 
individual needs. 

When reporting student grades to parents/guardians, teachers may add narrative descriptions, 
observational notes and/or samples of classroom work to better describe student progress in specific skills 
and subcategories of achievement. 

Students in grades K-5 shall receive reports of progress that indicate their current achievement of grade 
level standards in core content areas.  progress in achieving grade level proficiency in core content 
areas. 

Unexcused Absences 

If a student misses class without an excuse and does not subsequently turn in homework, take a test or 
fulfill another class requirement which he/she missed, the teacher may lower the student's grade for 
nonperformance. 

    
 

Status: ADOPTED 
 
1st Reading: 2/8/24 

2nd Reading: 3/14/24 
 



At all grade levels, report cards may include reports of student progress on specific academic 
standards applicable to the course and grade level. 

When reporting student performance to parents/guardians, teachers may add narrative 
descriptions, observational notes, and/or samples of classroom work in order to better describe 
student progress in specific skills and subcategories of achievement. 

A report card for a student with a disability may contain information about his/her disability, 
including whether that student received special education or related services, provided that the 
report card informs parents/guardians about their child's progress or level of achievement in 
specific classes, course content, or curriculum. However, transcripts that may be used to inform 
postsecondary institutions or prospective employers of the student's academic achievements 
shall not contain information disclosing the student's disability. 

A grade assigned by the teacher shall not be changed by the Board or the Superintendent 
except as provided by law, Board policy, or administrative regulation. (Education Code 49066) 



Board Policy Manual 
La Habra City School District 

 

The Governing Board expects students to progress through each grade level within one school 
year. To accomplish this Toward this end, instruction should shall be designed to accommodate 
the variety of ways that children students learn and include provide strategies for addressing 
academic deficiencies as needed. 
 
Students shall progress through the grade levels by demonstrating growth in learning and meeting 
grade-level standards of expected student achievement. 
 
When high academic achievement is evident, the Superintendent or designee may recommend a 
student for acceleration into a higher grade level. The student's maturity level shall be taken into 
consideration in making a determination to accelerate a student. 
 
As early as possible in the school year, the Superintendent or designee shall identify students who 
should be retained and who are at risk of being retained in accordance with law, Board policy, 
administrative regulation and the following criteria: 
 
Teachers shall identify students who should be retained or who are at risk of being retained at their 
current grade level as early as possible in the school year and as early in their school careers as 
practicable. Such students shall be identified at the following grade levels: (Education Code 
48070.5) 

1. Between grades 2 and 3 

2. Between grades 3 and 4 

3. Between grades 4 and 5 

4. Between the end of the intermediate grades and the beginning of the middle school grades 

 
As early as possible in the school year, the Superintendent or designee shall identify students who 
should be retained and who are at risk of being retained in accordance with law, Board policy, 
administrative regulation, and the following criteria. 
 
Students at risk shall be identified using the following indicators of academic achievement: District 
formative and summative assessments, grades, standards-based report cards, and the state’s 
standardized testing and reporting program and the minimum levels of proficiency recommended 
by the State Board of Education.  
 
The teacher’s decision to promote or retain a student may be appealed in accordance with AR 
5123- Promotion/Acceleration/Retention.  
 
When any student in grades 2-8 is retained or recommended for retention, or is identified as being 
at risk for retention, the Superintendent or designee shall offer an appropriate programs of direct, 
systematic and intensive supplemental instruction in accordance with Education Code 37252.5. 

   

   

Reading: 2/8/24 

2nd Reading: 3/14/24 

 

Status: ADOPTED 



remedial instruction to assist the student in meeting grade-level expectations. (Education Code 
48070.5) 
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The Governing Board encourages the collaboration of parents/guardians, teachers, resource personnel, administrators 

and students certificated and classified staff, administrators, and/or the student, as appropriate, in evaluating 

the strengths and needs of students having academic, attendance, social, emotional, or behavioral difficulties and in 

identifying strategies and programs that may assist such students in maximizing their potential. The Superintendent 

or designee shall establish RTI/SST student success teams as needed to address individual students' needs. 

(cf. 5113.1 - Truancy) 

(cf. 5149 - At-Risk Students) 

The Superintendent or designee shall establish a process for initiating referrals of students to the RTI/SSTs, which may 

include referral by district staff, parents/guardians, and/or agency representatives.  The Superintendent or 

designee may also establish and maintain a process for responding to SST referrals, which may include a 

determination by the district as to whether an SST shall be convened for an individual student. 

Each RTI/SST shall develop intervention strategies to assist the student. Such strategies may include changes in 

program placement or instructional methods, recommendation of supplemental educational services, parent 

involvement strategies, behavioral interventions, discipline, referrals to other agencies or resources, and/or other 

appropriate interventions. 

(cf. 5123 - Promotion/Acceleration/Retention) (cf. 5141.3 - Health Examinations) 

(cf. 5141.6 - Student Health and Social Services) (cf. 5144 - Discipline) 

(cf. 6020 - Parent Involvement) (cf. 6158 - Independent Study) 

(cf. 6159 - Individualized Education Program) 

(cf. 6159.4 - Behavioral Interventions for Special Education Students)  

(cf. 6171 - Title I Programs) 

(cf. 6172 - Gifted and Talented Student Program)  

(cf. 6174 - Education for English Language Learners) (cf. 6179 - Supplemental Instruction) 

(cf. 6186 - Interactive Intervention Program) (cf. 6183 - Home and Hospital Instruction) 

The RTI/SST shall monitor the student's progress, evaluate the extent to which the recommended strategies have 
been implemented, and develop additional interventions as needed. 
 
Each SST may collect and analyze relevant student data, as appropriate.  The SST may also review the 
student's educational history, work samples, strengths and areas for growth, and identify available 
resources and strategies. 
 
Each SST shall develop a plan to support the student which incorporates intervention strategies.  Such 
strategies may include changes in program placement or instructional methods, recommendation of 
supplemental educational services, parent involvement strategies, social, emotional and/or behavioral 
interventions, discipline, referrals to other agencies or resources, and/or other appropriate 
interventions. 
 
The SST shall monitor the student's progress, evaluate the extent to which the recommended strategies 
have been implemented, make adjustments to the plan, and develop additional interventions as needed. 
 
The SST process shall not delay or deny a referral for evaluation for eligibility for special education, as 

     

1st Reading: 2/8/24 

2nd Reading: 3/14/24 

 



may be required under state or federal law. 
 
The Superintendent or designee may integrate SSTs into the district's multi-tiered system of support 
(MTSS), including identification of students who need additional support, the level(s) of support, 
appropriate interventions, monitoring of progress, and whether the goal of intervention has been met. 
 
To strengthen the effectiveness of SSTs, the Superintendent or designee may provide staff development 
in the identification of students who may need additional support, implementation of measurable and 
targeted interventions, and monitoring of progress and goal attainment. 

 



Recommended Action

It is recommended the Board of Trustees approve up to seven (7) candidates for the 2024 California
School Boards Association Delegate Assembly.  

Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 CSBA Delegate Assembly Memo

 Delegate Assembly Ballot

12. c. Action Item: 2024 California School Boards Association Delegate Assembly Election 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

 
To:  Board of Education 

From:  Gina Cosylion, Executive Assistant to the Superintendent 

Date:   March 14, 2024 

CC:  Superintendent 

 

Re:  2024 California School Boards Association (CSBA) Delegate Assembly Election 

 

 

Background: 

The California School Boards Delegate Assembly plays a key role in the California School Boards 

Association (CSBA) governance structure.  Nominations for representatives to the CSBA Delegate 

Assembly were accepted by CSBA in January 2024.  As a result of those nominations, there are 

seven (7) candidates for seven vacancies in the California School Boards Delegate Assembly, 

Region 15.  The ballot also has a provision for write-in candidates if Trustees choose to vote for 

an individual whose name is not printed on the ballot.  Ballots must be postmarked and returned 

to CSBA in Sacramento on or before Friday, March 15, 2024.   

 

Rationale: 

The CSBA conducts this annual Delegate Assembly Election, and Trustees are afforded the 

opportunity to vote for candidates.   

 

Recommended Action: 

Approve 2024 CSBA Delegate Assembly Election Candidates.   

 

Financial Implications, if any: 

None. 

 

 

 







Recommended Action

It is recommended the Board of Trustees approve the Contract Agreement with the La Habra City School
District and the La Habra Education Association (LHEA) per the attachments.

Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 Tentative Agreement

12. d. Action Item: Approval Contract Agreement between La Habra City School District and La Habra
Education Association (LHEA) 

Regular Meeting
03/14/2024 - 06:00 PM





Recommended Action

Board of Trustees will hold an official public hearing to receive public comment on the following: 

1. Initial contract proposal to the District by the La Habra Education Association per the attachment.
2. Initial contract proposal to the La Habra Education Association by the District per the attachment. 

Supporting Documents

 Sunshine Letter LHEA

 LHCSD Initial Proposal

12. e. Public Hearing: Initial Contract Proposals 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra Education Association 

Initial Proposal to the 

La Habra City School District  

March 4, 2024 

 

La Habra Education Association (LHEA) would like to continue to use the Interest Based 

Bargaining process to collaborate and discuss with the La Habra City School District (LHCSD) 

Salary, Health and Welfare, as well as the following three Articles: 

 

1.  Article 11 - Work Hours 

 

2.  Article 17 - Safety 

 

3.  Combo Classes  

 

The La Habra Education Association reserves the right to make additional proposals at any time 

during the bargaining process.  

 

We appreciate LHCSD’s continued commitment to seek solutions together for the betterment of 

our students, staff, and community.  

 

    

 

 



La Habra City School District 

Initial Proposal to the 

La Habra Education Association  

March 14, 2024 

 

La Habra City School District (LHCSD) would like to continue to use the Interest Based 

Bargaining process to collaborate and discuss with the La Habra Education Association (LHEA) 

Salary, Health and Welfare, as well as the following three Articles: 

 

1. Article 9 - Salary Health and Welfare.   The District’s interests on these issues include, 

but are not limited to the following: 

 

a. The impact of declining enrollment 

b. Maintaining competitive salary and health benefits 

c. Cost of step movement on salary schedule 

 

2.  Article 5 - Transfers 

 

3.  Article 8 - Leaves of Absence 

 

4.  Article 13 - Summer Programs 

 

The La Habra City School District reserves the right to make additional proposals at any time 

during the bargaining process.  

 

We appreciate LHEA’s continued commitment to seek solutions together for the betterment of 

our students, staff, and community.  

 

    

 

 



Recommended Action

Following the Public Hearing, it is recommended the Board of Trustees accept the La Habra Education
Association's Initial Contract Proposal and adopt the La Habra City School District's initial contract
proposal to the La Habra Education Association. 

Motion__________                    Second__________                   Board Action__________  

12. f. Action Item: Approval of the La Habra Education Association's and the La Habra City School
District's Initial Proposals

Regular Meeting
03/14/2024 - 06:00 PM



Recommended Action

It is recommended the Board of Trustees approve the Transportation Plan. 

Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 Transporation Plan Memo

 Transportation Plan 2023-24

12. g. Action Item: Approval of Transportation Plan 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

  

To:  Board of Trustees 

From:  Christeen Betz, Assistant Superintendent, Business Services 

Date:  March 11, 2024 

CC:  Superintendent 

  

Re:  Transportation Plan       

Background: 

As a condition of receiving additional apportionments for transportation under Section 41850.1, 

a local educational agency must develop a plan describing the transportation services it will 

offer to its pupils, and how it will prioritize planned transportation services for pupils in 

transitional kindergarten, kindergarten, grades 1 to 6, and pupils who are low income.  

The plan will need to be adopted, and updated by the governing board on or before April 1, 

2024.  

The plan will need to include the following components: 

1. A description of the local educational agency’s transportation services that would 

be accessible to pupils with disabilities and homeless children and youth. 

2. A description of how unduplicated pupils would be able to access available home-

to-school transportation at no cost to the pupils. 

3. The plan shall be developed in consultation with classified staff, teachers, school 

administrators, parents, pupils, and other stakeholders. 

The La Habra City School District’s cost for home-to-school transportation is approximately 

$1.0 million.  The amount of additional State reimbursement per Section 41850.1 is estimated 

to be $386 thousand.  

Rationale: 

The La Habra City School District must adopt a Transportation Plan on or before April 1, 

2024 as required by Education Code Section 41850.1. 

 

Recommended Action:  

The District recommends the Board of Trustees approve the Transportation Plan. 

 

Financial Implications, if any:  

$386 thousand. 



Transportation Services:

Consultations:

Revenue Calculation 
     Total 2022-23 Transportation Expenses (Function 3600)                       1,201,921.00 
     Less Capital Outlay (object 6XXX, Function 3600)                            74,909.00 
     Less Nonagency Expenditures (Goal 7110,7150, Function 3600)                                         -  
     Estimated 60% Reimbursement                          676,207.20 
     Less 2022-23 Transportation add-on (from LCFF Calculator)                          357,119.00 

Total Revenue (Object 8590, Resource 0000) 319,088.20                         

Expenditures and Other Financing Uses 2023-24
     2000-2999 - Classified Salaries                          688,288.00 
     3000-3999 - Employee Benefits                          358,893.00 
     4000-4999 - Books and Supplies                            89,000.00 
     5000-5999 - Services and other Operating Expenditures                          106,165.00 
     6000-6999 - Capital Outlay                            75,000.00 
     7000-7999 - Other Outgo                                         -  

Total Expenditures 1,317,346.00                      

Board Approval Date:  (must be on or before April 1, 2023) 

4.The District has consulted with the transportation department staff and leadership.  The District also has sent out a survey 
to all staff, students and families for input.The District has also, thorugh the guidance of the Orange County Department of 
Education, received relevant data and information from the South Coast Air Quality Management District (AQMD).

The Transportation plan and revenue calculations were developed in accordance with Education Code Sections 39800.1 and 
41850.1.

La Habra City School District
Transportation Plan

2023-24

1. The La Habra City School District currently offers transportation to over 800 students.  Under the new Transportation Plan, 
the La Habra City School District will prioritize transportation services  for pupils in transitional kindergarten, kindergarten, and 
grades 1 - 6 inclusive and pupils who are low income by collecting information through the application process and through 
student questionnaires during time of enrollment.

2. The District shall provide home-to-school transportation and additional transportation services as needed for students with 
disabilities as specified in their Individualized Education Programs (IEP). When transportation is not specifically required by 
the IEP or Section 504 plan of a student with disabilities, the student shall be subject to the rules and policies regarding 
regular transportation offerings within the district.

The Superintendent or designee shall provide transportation to homeless children and youth in accordance with law, Board 
policy and administrative regulation.  (AR 3541(b))

3. The District does not charge for home-to-school transportation.  The ability to offer transportation to all students who are 
low income, reduced income, English learner, and homeless is being developed by increasing bus driver hours and adding 
additional bus drivers.  Additional routes will be created as services are available. 



13. INSTRUCTION AND PERSONNEL

Regular Meeting
03/14/2024 - 06:00 PM



Recommended Action

It is recommended the Board of Trustees approve the publica on of the 2023-24 Comprehensive Safety
School Plans for Arbolita, El Cerrito, Ladera Palma, Las Lomas, Las Positas, Sierra Vista, Walnut, Imperial,
and Washington Schools. 
 
Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 Memo for Comprehensive Safe School Plans

 Arbolita CSSP 2023-24.docx

 El Cerrito CSSP 2023-2024.docx

 IMS CSSP 2023-24.docx

 Ladera CSSP 2023-24.docx

 Las Lomas CSSP 2023-24.docx

 Las Positas CSSP 2023-2024

 Sierra Vista CSSP 2023-2024

 Walnut CSSP 2023-24

 WMS CSSP 2023-24.docx

13. a. Information/Action Item: Approval of Comprehensive School Safety Plan 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

  

To:  Board of Trustees 

From:  Emily Flesher, Director of Special Programs and Assessment 

Date:  March 14, 2024 

CC:  Superintendent 

  

Re:  Comprehensive School Safety Plans 

Background: 

California Education Code (EC) Section 32281(a) requires every kindergarten through 

grade twelve school to develop and maintain Comprehensive School Safety Plans (CSSP) 

designed to address campus risks, prepare for emergencies, and create a safe, secure 

learning environment for students and school personnel. 

The law requires designated educational partners to annually engage in a systematic 

planning process to develop strategies and policies to prevent and respond to potential 

incidents involving emergencies, natural and other disasters, hate crimes, violence, active 

assailants/intruders, bullying and cyberbullying, discrimination and harassment, child 

abuse and neglect, discipline, suspension and expulsion, and other safety aspects. 

Effective school safety planning must be a dynamic, ongoing process with plans being 

reviewed and evaluated regularly, and after critical incidents. 

Rationale: 

All La Habra City School District schools have collaborated with their Site Safety 

Committee and School Site Councils (SSC) to update and adopt the CSSP by the required 

March 1 annual deadline. The EC requires that the CSSPs are approved by the District and 

CDE must be notified by October 15 of any school(s) that have not complied with 

requirements.  

Recommended Action: 

No action is required. All LHCSD schools are in compliance.  

 

Financial Implications, if any: 

None. 
 



La Habra City School District
--------------------------------------------------

Arbolita Elementary School
1001 E. Brookdale Dr.
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Introduction

Arbolita Elementary School has a responsibility to provide for the safety of all students and staff in an
emergency. An emergency or crisis may affect a single classroom, a building, or the entire school. The
plans and procedures found in this Comprehensive Safety Plan provide teachers with a quick review of
the steps to take in the event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts monthly fire and earthquake drills. Lockdown drills are routinely
performed. Each teacher reviews emergency procedures with students in order for our pupils to be well
prepared. Our team regularly reviews and modifies adaptations to emergency procedures for students
with disabilities. These adaptations are communicated with support personnel and practiced in
conjunction with school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school personnel. An
emergency card is on file to ensure that students are released to authorized adults. The school is
equipped with food, water, and first aid kits. It is essential for parents to keep emergency names and
phone numbers up to date at all times.

1
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I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by Education Code (32282-32289). It
is to be reviewed and updated annually by March 1 and submitted for approval to the School Site
Council as well as to the District’s governing board. The contents of the CSSP should include
information assessing the status of school crimes committed on school campuses and at
school-related functions, strategies, and programs that provide or maintain a high level of school
safety, and procedures for complying with existing laws related to school safety. For additional
information on policies, or procedures, and how you may become involved with school safety
programs, please contact:

Jennifer McCully-Rodriguez, Principal
Arbolita School
1001 E. Brookdale Ave
La Habra, CA 90631
(562) 690-2352
Google Voice Number: 562-265-8133
jmccully-rodriguez@lahabraschools.org

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan was presented at School Site Council on September
19, 2023.

The Comprehensive Safe School Plan was presented to the public on March 14, 2024.

A copy of the CCSSP is available for review at the Arbolita Elementary office and at the La
Habra City School District Office. In addition, the CSSP is available on the District website at
www.lahabraschools.org.
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II. General School Information

A. School Profile

Arbolita Elementary is located in the city of La Habra and serves approximately 404
students in grades TK – 6. This elementary school offers a comprehensive curriculum
with opportunities for students to participate in Visual and Performing Arts.

B. Safe School Mission

Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and a respect for others.

C. School Safety Committee Membership

Arbolita – School Safety Committee
2023-2024

Name Title
Jennifer McCully Rodriguez Principal
Ingrid Zapiain Psychologist
Jason Munier Custodian
Maria Mullaney Office Manager
Kathy McClintock MTSS TOSA
Lisa Guzman Teacher
Jessica Crisfield RSP teacher

3
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D. School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for Arbolita School during the 2022-2023 school year is
comprised of the following individuals:

Arbolita – School Site Council
2023-2024

Name Title
Jennifer McCully-Rodriguez Principal
Carlos Diaz Parent
Neli Ramirez Parent
Maria Sanchez Parent
Sarah Gilbo Parent
Jennifer Adame Parent
Paige Lunsford Teacher
Katie Mayfield Teacher
Susan Tafua Teacher
Claudia Leon Martin Classified Rep

4
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III. Safe School Reports

A. School Crime Status

Arbolita School does not experience high incidents of crime on campus or during
school-related functions.

2022-2023 Summary Data

Total Suspensions 3
Total Expulsions 0

This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

B. Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool

5
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IV. Emergency Response Teams and Support Personnel
A. Administration

o Principal: Jennifer McCully-Rodriguez
MTSS TOSA: Kathy McClintock

o School Psychologist: Ingrid Zapiain
o Assembly Area Captain: Claudia Leon Martin
o Team Leader #1: Lisa Guzman
o Team Leader #2: Lorri Varela
o Team Leader #3: Jasmine Frias
o Office Manager: Maria Mullaney

B. Command Center

o Principal: Jennifer McCully-Rodriguez
o School Office Manager: Maria Mullaney

Duties:

Principal will:
1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● Grass area between Office and 201

6
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C. Assembly Area Team

Team Leaders:
Lisa Guzman - Teacher

Team Members – (TK, K, 1st Teachers)
Lorri Varela – Teacher

Team Members – (2nd, 3rd Grade, PRIDE Teachers)
Jasmine Frias – Teacher

Team Members – (4/5, 4th, 5th, & 6th Grade Teachers)

Duties:

Team Leaders will:
1. Collect student accountability forms and roll sheets
2. Inform administration of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water, and emergency supplies as needed
6. Administer first aid as needed

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Field-Grass Area

o Students will stand in line according to classroom number
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D. Assembly Area Captain

Lisa Guzman – Teacher
Jessica Crisfield/Kathy McClintock – RSP teacher/TOSA
Ingrid Zapiain – Psychologist

Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio
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E. First Aid Team

Krystin Cota - Health Technician
Teresa Mejia – Clerk Typist

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards
● First aid supplies
● Stretcher
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests
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F. Fire Team
Jason Munier – Day Custodian
Mike Lopez – Evening Custodian

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Helmets
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas
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G. Search and Rescue Teams

Team #1 – Susan Tafua and Laith Al-Jamie - Teachers
Team #2 – Darcy Sprague and Newnes - Teachers
Team #3 – Paige Lunsford and Brenda Ramos- Teachers
Team #4 – Janie Nieto – Satellite Kitchen Lead
Team #5 – Claudia Leon Martin & Kathy McClintock– Community Liaison & Academic

Coach
Duties:

Search and Rescue will:
1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

Search areas:
● Team #1 - Classrooms and bathrooms in 400 building
● Team #2 - Classrooms and bathrooms in 300 building
● Team #3 - Classrooms and bathrooms in 200 building
● Team #4 - Kitchen and bathrooms in the cafeteria building
● Team #5 - Offices, library, classrooms, and restrooms in the school

office
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H. Cafeteria and Custodial Team

Janie Nieto – Satellite Kitchen Lead
Jason Munier - Day Custodian
Mike Lopez – Evening Custodian

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Set up tables and chairs at the command center, first aid station, and the

parent communication center
4. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone and sanitary conditions
5. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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I. Parent Communications Team

Maria Mullaney – School Office Manager

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center
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J. Support Personnel

School Resource Officer

The School Resource Officer (SRO) is the sworn member of the La Habra Police
Department (LHPD) assigned to deal with Law Enforcement related activity
involving any actions in which students of La Habra City School District
(LHCSD) are suspects, witnesses or victims of crimes in which the District is the
victim.

In addition, the SRO will:

● Serve as a member of the Student Attendance Review Board

● Act as a liaison between the LHCSD and the LHPD

● Provide referrals as needed

● Notify school administration when law enforcement activity off campus has
repercussions that affect the school

● Assist in the investigation of ongoing crimes involving LHCSD students,
which requires their contact during school hours

School Counselor

The LHCSD School Counselor provides all learners access to a developmentally
appropriate and comprehensive guidance counseling program focused on
academic success, personal and social development, and career and college
guidance. Typical duties of the school counselor include:

● Guide individuals and groups of learners through the development of
communication, problem-solving, decision-making, social/emotional learning,
and conflict resolution skills

● Assist teachers and provide leadership on tiered interventions related to
emotional, social, and personal development of students

● Provide prevention and intervention services for learners such as social skills
development, social-emotional learning, and conflict resolution and crisis
intervention

● Consult and collaborate with District specialists such as school psychologists,
community liaisons, and school nurses to provide families with information
on community–based resources

● Participate in the School/District crisis team
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V. Preparing for an Emergency and Site Maps

A. Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s, VCR’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross

the site
● Power lines and electric shock hazards such as fences and metal buildings
● Areas near buildings and covered walkways where debris, roof tiles or

glass may fall
● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards
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B. Emergency Two-Way Radio Communications

The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.
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Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classroom to see if it is safe to stay inside. It may be safer
inside the classroom, even in the dark, than outside in danger. Before a decision is
made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part

of the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you

arrive at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office
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C. Site Map – Evacuation Plan
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D. Safe Ingress and Egress to School
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

McDonald’s Parking Lot – 801 E. Whittier, CA 90631

The secondary assembly area will be:

Stater Brothers Market Parking Lot – 851 N. Harbor Blvd. CA 90631

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency
card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: McDonald’s Parking Lot

Plan B: Stater Brothers’ Parking Lot
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E. On-Site Assembly Area

Primary/Short Term: Upper Field – West of portables – if unsafe – parking lot –
in front of school

Secondary /Long Term: Upper Field – West of portables – long term – portables if safe

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by
their parents may be transported to another shelter. Emergency response personnel
may not arrive at school for several hours. It will be the school’s responsibility to
care for students and staff.

21



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

VI. Emergency Response Plans

A. Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists
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B. Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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C. Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will notify the School Resource Officer or call 911 as the
circumstances dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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D. Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office
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E. Bomb Threat

Any person receiving a telephone bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened area or
buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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F. Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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G. Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will notify the School Resource Officer or call 911 as the
circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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H. Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of fallen objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit
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I. Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking
natural/LP gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary
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J. Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● Notify the School Resource Officer

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact school security immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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K. Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights and overheads when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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L. Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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M. Flooding

This procedure applies whenever stormwater or other sources of water intrude or threaten
to intrude school grounds or buildings. Flooding may occur as a result of prolonged
periods of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning as a result of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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N. Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food
or water. It applies where there is evidence of tampering with food packaging,
observation of suspicious individuals in proximity to food or water supplies, or if notified
of possible food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing
nausea, vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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O. Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and
without increasing risk to you, minimize any possibility that the suspect can hear or see
NEWS REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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P. Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement
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Q. Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.
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R. La Habra Police Department Initiated Lockdown

The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.
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LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted
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LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of
a Level 2 or 3 lockdowns, communications personnel will make every attempt,
based on available resources, to have an officer deployed to the affected school,
with School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students
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School district personnel:

Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.
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Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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S. Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion
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T. Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student
or staff member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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U. Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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V. Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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W. Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be
followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.
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X. Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident
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VII. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)

If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Cammie Nguyen. – (562) 690-2305

C. Dress Code

The following should NOT be worn at school:

•Hats, caps or head covering other than for religious or medical reasons
•Halter tops, low tops, tank tops, bare midriff tops (all tops must completely cover midriff)
•Cutoffs, extremely short skirts/shorts (underwear should be covered by clothing)
•Clothing with unpatched holes, tears, unhemmed bottoms or slit cuffs
•Clothing that advertises such substances such as alcohol, cigarettes, drugs or utilizes double
play on words, obscenities, profanity, or is suggestive in any way or may be deemed offensive
by anyone
• Open toe shoes or shoes without backs
•Clothing that depicts illegal actions such as spray painting or use of firearms
•Hairstyles or colors which distract students from learning or present a safety hazard, such as
hair that has been colored in shades which are loud and distracting (i.e., purple, green, pink,
etc.)
•Hair which has been cut to, or grown to, styles or lengths resulting in distraction or safety
hazard (i.e., Mohawks, faux hawks), hair with shaved designs (i.e., symbols, words)
•Jewelry which poses a threat to the health and safety of students or which by its size or
appearance is distracting in the learning environment (i.e., jewelry with sharp edges or which is
so long or dangling as to pose a safety hazard)
•There is no visible “body piercing” allowed, and it is preferred boys do not wear earrings and
all students K-6 not to wear make-up or artificial nails

Additional Dress Standards:

The following attire is NOT to be worn at school:

•Insignias and logos of non-school sponsored organizations that may be associated with
inappropriate activities
•Hooded sweatshirts and jackets must be worn with hoods down
•Belt buckles, jewelry, bandanas, stocking caps, hair nets, rags, gloves, biker wallets or other
decorations with initials, inappropriate symbols or signs
•Any pants/shorts that are oversized and inappropriate for the wearer (all pants must fit and be
worn at waist level)
•Tattoos may not be visible
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•Any shirt with long sleeves which is dramatically oversized and inappropriate for the wearer,
any oversized tee shirt, sweatshirt or polo shirt which has been modified with the addition of
ironed-on creases or pleats on the front or back; net shirts
•Any clothing directly related to negative and/or inappropriate cultures

The Principal will handle decisions regarding the appropriateness of clothing. In the event
there is a concern regarding clothes or appearance, parents may call the school or the school
will contact the parents.
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D. Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating student is truant.
3. Send log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or certain
days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance issue.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issue.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with student

and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on educational
performance and develop a plan for
improvement.

12th unexcused/unverified/tardy
1. CWA office will send out 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letter to parent for a

mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule 2nd

SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parent will be referred to
SARB. Panel will determine plan of action: Social
Services, La Habra Police Department, District
Attorney Meetings, and Family Counseling, etc.
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E. Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form
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Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.
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Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times

● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)

Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.
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Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook

A copy of Arbolita Elementary School’s student handbook is available in the school office and
on our website.
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Introduction

El Cerrito Elementary School has a responsibility to provide for the safety of all students and staff in an
emergency. An emergency or crisis may affect a single classroom, a building, or the entire school. The
plans and procedures found in this Comprehensive Safety Plan provide teachers with a quick review of
the steps to take in the event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts monthly fire and earthquake drills. Lockdown drills are routinely
performed. Each teacher reviews emergency procedures with students in order for our pupils to be well
prepared. Our team regularly reviews and modifies adaptations to emergency procedures for students
with disabilities. These adaptations are communicated with support personnel and practiced in
conjunction with school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school personnel. An
emergency card is on file to ensure that students are released to authorized adults. The school is
equipped with food, water, and first aid kits. It is essential for parents to keep emergency names and
phone numbers up to date at all times.
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I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by Education Code (32282-32289). It
is to be reviewed and updated annually by March 1 and submitted for approval to the School Site
Council as well as to the District’s governing board. The contents of the CSSP should include
information assessing the status of school crimes committed on school campuses and at
school-related functions, strategies, and programs that provide or maintain a high level of school
safety, and procedures for complying with existing laws related to school safety. For additional
information on policies, or procedures, and how you may become involved with school safety
programs, please contact:

Deanna Putnam, Principal
El Cerrito School
1051 N. Hillside St.
La Habra, CA 90631
(562) 690-2340
dputnam@lahabraschools.org

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan was presented at the School Site Council Meeting on
September 20, 2023.

The Comprehensive Safe School Plan was presented to the public on March 14, 2024.

A copy of the CCSSP is available for review at the El Cerrito School office and at the La Habra
City School District Office. In addition, the CSSP is available on the District website at
www.lahabraschools.org.
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II. General School Information

A. School Profile

El Cerrito School is located in the city of La Habra and serves approximately 430
students in grades Transitional Kinder – 6. This elementary school is a computer science
magnet school.

B. Safe School Mission

Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and a respect for others.

C. School Safety Committee Membership

El Cerrito – School Safety Committee
2023-2024

Name Title
Deanna Putnam Principal
Gaby Marin Admin Designee
Julie Hernandez Admin Designee
Helen Fernandez School Psychologist
Anna Carlos Office Manager
Kelly Morrill Teacher
Ellisa Sanchez Parent
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D. School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for El Cerrito School during the 2023-2024 school year is
comprised of the following individuals:

El Cerrito – School Site Council
2023-2024

Name Title
Angela Luna Parent
Sarai Vasquez Parent
Jessica Duran Parent
Minerva S. Gomez Parent
Jixia Ramirez Parent
Joanne Morton Teacher
Tiffany David-Ramirez Teacher
Wendy Miller Teacher
Barbara Lisowski-Horan Instructional Assistant
Deanna Putnam Principal
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III. Safe School Reports

A. School Crime Status

El Cerrito School does not experience high incidents of crime on campus or during
school-related functions.

2023-2024 Summary Data

Total Suspensions 8
Total Expulsions 0
This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

B. Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool
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IV. Emergency Response Teams and Support Personnel

A. Administration

o Principal: Deanna Putnam
o MTSS TOSA: Julie Hernandez
o School Psychologist: Helen Fernandez
o Assembly Area Captain: Julie Hernandez
o Team Leader #1: Ellisa Sanchez
o Team Leader #2: Sandra May
o Team Leader #3: Gaby Marin
o Office Manager: Anna Carlos

B. Command Center

o Principal: Deanna Putnam
o School Office Manager: Anna Carlos

Duties:

Principal will:
1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● Grass area on lower field
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C. Assembly Area Team

Team Leader: Ellisa Sanchez
Sandra May - Teacher

TK-1st Grades
Crystal Barnett – Teacher

2nd-4th Grades
Brandie Esparza – Teacher

5th-6th Grades and Special Education

Duties:

Team Leaders will:
1. Collect student accountability forms and roll sheets
2. Inform administration of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water, and emergency supplies as needed
6. Administer first aid as needed

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Field-Grass Area

o Students will stand in line according to classroom number
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D. Assembly Area Captain

Julie Hernandez – Administrative Designee
Helen Fernandez – Psychologist

Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio
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E. First Aid Team

Marycruz Rojas – LVN
Alexandra Williams – Tech/Librarian
Susana Ramirez-Community Liaison
Elaine Young – School Counselor

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards
● First aid supplies
● Stretcher
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests

9



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

F. Fire Team
Steve Aviles – Day Custodian
Ryan Glenn – Evening Custodian

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Helmets
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas
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G. Search and Rescue Teams

Team #1 – Joanne Morton, Kelly Morrill, Angelique Coloma-Teachers
Team #2 – Carin Verdugo, Kerri Golla, Tiffany David-Ramirez – Teachers

Duties:
Search and Rescue will:

1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

Search areas:
● Team #1 – 101, 102, 103, 104, 105, 110, 111, 401, 402, 403, 404, 405,

406, 407, 408, 301, 302, 303, 304
● Team #2 – 301, 302, 303, 304, 305, 306, 307, 308, 201, 202, 203, 204,

211, 212, 213, 214
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H. Cafeteria and Custodial Team

Adrianne Gomez – Satellite Kitchen Lead
Steve Aviles - Day Custodian
Ryan Glenn – Evening Custodian

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Set up tables and chairs at the command center, first aid station, and the

parent communication center
4. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone and sanitary conditions
5. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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I. Parent Communications Team

Lisette Parra – School Clerk
Barbara Nonis-Teacher
Sara Diaz-Educational Assistant
Gaby Marin-Teacher
Maria Gamez-Educational Assistant

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center
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V. Preparing for an Emergency and Site Maps

A. Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s, VCR’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross

the site
● Power lines and electric shock hazards such as fences and metal buildings
● Areas near buildings and covered walkways where debris, roof tiles or

glass may fall
● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards
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B. Emergency Two-Way Radio Communications

The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.
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Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classroom to see if it is safe to stay inside. It may be safer
inside the classroom, even in the dark, than outside in danger. Before a decision is
made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part

of the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you

arrive at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office
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C. Site Map – Evacuation Plan
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D. Safe Ingress and Egress to School\
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

Lower Field – Grass Area

The secondary assembly area will be:

Multi-Use Room

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency
card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: Walnut Elementary School

Plan B: La Habra Community Center
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E. On-Site Assembly Area

Primary/Short Term: Field – Grass Area

Secondary /Long Term:Multi-Use Room

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by
their parents may be transported to another shelter. Emergency response personnel
may not arrive at school for several hours. It will be the school’s responsibility to
care for students and staff.
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VI. Emergency Response Plans

A. Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists
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B. Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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C. Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will notify the School Resource Officer or call 911 as the
circumstances would dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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D. Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office
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E. Bomb Threat

Any person receiving a telephoned bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened area or
buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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F. Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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G. Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will notify the School Resource Officer or call 911 as the
circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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H. Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of fallen objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit
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I. Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking
natural/LP gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary
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J. Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● Notify the School Resource Officer

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact school security immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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K. Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights and overheads when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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L. Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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M. Flooding

This procedure applies whenever stormwater or other sources of water intrude or threaten
to intrude school grounds or buildings. Flooding may occur as a result of prolonged
periods of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning as a result of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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N. Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food
or water. It applies where there is evidence of tampering with food packaging,
observation of suspicious individuals in proximity to food or water supplies, or if notified
of possible food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing
nausea, vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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O. Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and
without increasing risk to you, minimize any possibility that the suspect can hear or see
NEWS REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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P. Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement
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Q. Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.
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R. La Habra Police Department Initiated Lockdown

The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.
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LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted
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LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of a
Level 2 or 3 lockdowns, communications personnel will make every attempt, based
on available resources, to have an officer deployed to the affected school, with
School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students
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School district personnel:

Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.
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Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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S. Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion
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T. Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student
or staff member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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U. Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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V. Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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W. Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be
followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.
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X. Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident
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VII. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)

If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Sheryl Tecker, Ed.D. – (562) 690-2302

C. Dress Code

The following should NOT be worn at school:

•Hats, caps or head covering other than for religious or medical reasons
•Halter tops, low tops, tank tops, bare midriff tops (all tops must completely cover midriff)
•Cutoffs, extremely short skirts/shorts (underwear should be covered by clothing)
•Clothing with unpatched holes, tears, unhemmed bottoms or slit cuffs
•Clothing that advertises such substances such as alcohol, cigarettes, drugs or utilizes double
play on words, obscenities, profanity, or is suggestive in any way or may be deemed offensive
by anyone
• Open toe shoes or shoes without backs
•Clothing that depicts illegal actions such as spray painting or use of firearms
•Hairstyles or colors which distract students from learning or present a safety hazard, such as
hair that has been colored in shades which are loud and distracting (i.e., purple, green, pink,
etc.)
•Hair which has been cut to, or grown to, styles or lengths resulting in distraction or safety
hazard (i.e., Mohawks, faux hawks), hair with shaved designs (i.e., symbols, words)
•Jewelry which poses a threat to the health and safety of students or which by its size or
appearance is distracting in the learning environment (i.e., jewelry with sharp edges or which is
so long or dangling as to pose a safety hazard)
•There is no visible “body piercing” allowed, and it is preferred boys do not wear earrings and
all students K-6 not to wear make-up or artificial nails

Additional Dress Standards:

The following attire is NOT to be worn at school:

•Insignias and logos of non-school sponsored organizations that may be associated with
inappropriate activities
•Hooded sweatshirts and jackets must be worn with hoods down
•Belt buckles, jewelry, bandanas, stocking caps, hair nets, rags, gloves, biker wallets or other
decorations with initials, inappropriate symbols or signs
•Any pants/shorts that are oversized and inappropriate for the wearer (all pants must fit and be
worn at waist level)
•Tattoos may not be visible
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•Any shirt with long sleeves which is dramatically oversized and inappropriate for the wearer,
any oversized tee shirt, sweatshirt or polo shirt which has been modified with the addition of
ironed-on creases or pleats on the front or back; net shirts
•Any clothing directly related to negative and/or inappropriate cultures

The Principal will handle decisions regarding the appropriateness of clothing. In the event
there is a concern regarding clothes or appearance, parents may call the school or the school
will contact the parents.
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D. Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating student is truant.
3. Send log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or certain
days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance issue.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issue.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with student

and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on educational
performance and develop a plan for
improvement.

12th unexcused/unverified/tardy
1. CWA office will send out 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letter to parent for a

mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule 2nd

SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parent will be referred to
SARB. Panel will determine plan of action: Social
Services, La Habra Police Department, District
Attorney Meetings, and Family Counseling, etc.
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E. Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form

Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
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Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.

Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times

● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)
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Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.
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Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook

A copy of El Cerrito Elementary School’s student handbook is available in the school office and
on our website.
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Introduction

Imperial Middle School has a responsibility to provide for the safety of all students and staff in an
emergency. An emergency or crisis may affect a single classroom, a building, or the entire school. The
plans and procedures found in this Comprehensive Safety Plan provide teachers with a quick review of
the steps to take in the event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts monthly fire and earthquake drills. Lockdown drills are routinely
performed. Each teacher reviews emergency procedures with students in order for our pupils to be well
prepared. Our team regularly reviews and modifies adaptations to emergency procedures for students
with disabilities. These adaptations are communicated with support personnel and practiced in
conjunction with school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school personnel. An
emergency card is on file to ensure that students are released to authorized adults. The school is
equipped with food, water, and first aid kits. It is essential for parents to keep emergency names and
phone numbers up to date at all times.

1



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by Education Code (32282-32289). It
is to be reviewed and updated annually by March 1 and submitted for approval to the School Site
Council as well as to the District’s governing board. The contents of the CSSP should include
information assessing the status of school crimes committed on school campuses and at
school-related functions, strategies, and programs that provide or maintain a high level of school
safety, and procedures for complying with existing laws related to school safety. For additional
information on policies, or procedures, and how you may become involved with school safety
programs, please contact:

Erik Bagger, Principal
Imperial Middle School
1450 Schoolwood Drive
La Habra, CA 90631
(562) 690-2344

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan was presented at School Site Council on September
21, 2023.

The Comprehensive Safe School Plan was presented to the public on March 14, 2024.

A copy of the CCSSP is available for review at the Imperial Middle School office and at the La
Habra City School District Office. In addition, the CSSP is available on the District website at
www.lahabraschools.org.

2



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

II. General School Information

School Profile

Imperial Middle School is located in the city of La Habra and serves approximately 450
students in grades 6 - 8. Imperial is an authorized International Baccalaureate Middle
Years Program World School. We offer a comprehensive curriculum with opportunities
for students to participate in the Visual and Performing Arts

Safe School Mission

Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and a respect for others.

School Safety Committee Membership

Imperial Middle School – School Safety Committee
2023-2024

Name Title
Erik Bagger Principal

Victor Johnson Assistant Principal
Dan Martin School Psychologist

Amanda Soriano Teacher
Jennifer Hurtado Community Liaison
Heidi Quirk Counselor
Carla Kovach Educational Assistant
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School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for Imperial Middle School during the 2023-2024 school year is
comprised of the following individuals:

Imperial Middle School – School Site Council
2023-2024

Name Title
Erik Bagger Principal
Rachel Do Teacher
Sue Gersh Teacher

Carole Mortl Teacher
Lauren Myers Teacher

Jennifer Hurtado Teacher
Arlene Magaña Parent
June Pulido Parent
Erin Sevilla Parent

Isabella Thomas Student
Nathan Sevilla Student

Yusei (Kyle) Kapjos Student
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III. Safe School Reports

School Crime Status

Imperial Middle School does not experience high incidents of crime on campus or during
school-related functions.

2022-2023 Summary Data

Total Suspensions 53
Total Expulsions 2
This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool
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IV. Emergency Response Teams and Support Personnel

Administration

o Principal: Erik Bagger
o MTSS TOSA: Tanya Beck
o School Psychologist: Dan Martin
o Assembly Area Captain: Victor Johnson
o Team Leader #1: Christie Cosand
o Team Leader #2: Sediqa Nazari
o Team Leader #3: Dave Worden
o Office Manager: Anna Ruiz
Command Center

o Principal: Erik Bagger
o Assistant Principal: Victor Johnson
o School Office Manager: Anna Ruiz
o School Resource Officer Mark Milward

Duties:

Principal will:
1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● Blacktop area between locker rooms and grass
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Assembly Area Team

Team Leaders:
Christie Cosand - Teacher

Team Members – Kim Johnson
Sediqa Nazari – Teacher

Team Members – Allison Cabibi
Dave Worden – Teacher

Team Members – Gerardo Carvajal-Beck

Duties:

Team Leaders will:
1. Collect student accountability forms and roll sheets
2. Inform administration of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water, and emergency supplies as needed
6. Administer first aid as needed

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Field-Grass Area

o Students will stand in line according to TLC number

Assembly Area Captain

Victor Johnson – Assistant Principal
Dan Martin – Psychologist
Heidi Quirk – Counselor
Carla Kovach – Educational Assistant
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Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio

First Aid Team

Cindy Long – Licensed Vocational Nurses
Heidi Bell/Sandra Flores/Michael Gieldon/Csilla Koppany – Teachers
Allison Goettman – Support Staff

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards
● First aid supplies
● Stretcher
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests
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Fire Team
Danny Lopez– Day Custodian
Richard Pantoja/Mike Alvino – Evening Custodians

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Helmets
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas

Search and Rescue Teams

Team #1 – Alex Ortiz/Chris Edwards/Natasha Druckenmiller - Teachers
Team #2 – Mike Gieldon/Araceli Mory - Teachers
Team #3 – Amanda Soriano/Rachel Do/Allison Higuera - Teachers

Duties:
Search and Rescue will:

1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
9



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

Search areas:
● Team #1 – East Side of Campus
● Team #2 – West Side of Campus
● Team #3 – Center of Campus
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Cafeteria and Custodial Team

Gurtrudis Garcia – Satellite Kitchen Lead
Danny Lopez - Day Custodian
Richard Pantoja/Mike Alvino – Evening Custodians
Carole Mortl/Sue Gersh/Mayra Velez – Additional Support Staff

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Set up tables and chairs at the command center, first aid station, and the

parent communication center
4. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone and sanitary conditions
5. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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Parent Communications Team

Anna Ruiz – School Office Manager
Jennifer Hurtado – Community Liaison
Tanya Beck/Gloria Ross-Watson/Maggie Mendoza – Additional Support

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center/North of the 300 building
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Support Personnel

School Resource Officer

The School Resource Officer (SRO) is the sworn member of the La Habra Police
Department (LHPD) assigned to deal with Law Enforcement related activity
involving any actions in which students of La Habra City School District
(LHCSD) are suspects, witnesses or victims of crimes in which the District is the
victim.

In addition, the SRO will:

● Serve as a member of the Student Attendance Review Board

● Act as a liaison between the LHCSD and the LHPD

● Provide referrals as needed

● Notify school administration when law enforcement activity off campus has
repercussions that affect the school

● Assist in the investigation of ongoing crimes involving LHCSD students,
which requires their contact during school hours

School Counselor

The LHCSD School Counselor provides all learners access to a developmentally
appropriate and comprehensive guidance counseling program focused on
academic success, personal and social development, and career and college
guidance. Typical duties of the school counselor include:

● Guide individuals and groups of learners through the development of
communication, problem-solving, decision-making, social/emotional learning,
and conflict resolution skills

● Assist teachers and provide leadership on tiered interventions related to
emotional, social, and personal development of students

● Provide prevention and intervention services for learners such as social skills
development, social-emotional learning, and conflict resolution and crisis
intervention

● Consult and collaborate with District specialists such as school psychologists,
community liaisons, and school nurses to provide families with information
on community–based resources

● Participate in the School/District crisis team
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V. Preparing for an Emergency and Site Maps

Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s, VCR’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross

the site
● Power lines and electric shock hazards such as fences and metal buildings
● Areas near buildings and covered walkways where debris, roof tiles or

glass may fall
● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards

Emergency Two-Way Radio Communications
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The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.

Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classroom to see if it is safe to stay inside. It may be safer
inside the classroom, even in the dark, than outside in danger. Before a decision is
made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
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● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part

of the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you

arrive at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office

16
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Site Map – Evacuation Plan
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Safe Ingress and Egress to School
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

Field – Grass Area

The secondary assembly area will be:

Grass area on Las Positas Field

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency
card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: Vista Del Vale Park 1600 S. Idaho, La Habra CA 90631

Plan B: Las Lomas Elementary School 301 Las Lomas, La Habra CA 90631
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On-Site Assembly Area

Primary/Short Term: Field – Grass Area

Secondary /Long Term: Grass area on Las Positas Field

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by
their parents may be transported to another shelter. Emergency response personnel
may not arrive at school for several hours. It will be the school’s responsibility to
care for students and staff.
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VI. Emergency Response Plans

Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists
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Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will notify the School Resource Officer or call 911 as the
circumstances would dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office
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Bomb Threat

Any person receiving a telephone bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened area or
buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will notify the School Resource Officer or call 911 as the
circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of fallen objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit
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Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking
natural/LP gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary
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Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● Notify the School Resource Officer

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact school security immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights and overheads when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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Flooding

This procedure applies whenever stormwater or other sources of water intrude or threaten
to intrude school grounds or buildings. Flooding may occur as a result of prolonged
periods of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning as a result of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food
or water. It applies where there is evidence of tampering with food packaging,
observation of suspicious individuals in proximity to food or water supplies, or if notified
of possible food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing
nausea, vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and
without increasing risk to you, minimize any possibility that the suspect can hear or see
NEWS REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement
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Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.
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La Habra Police Department Initiated Lockdown

The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.
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LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted
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LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of
a Level 2 or 3 lockdowns, communications personnel will make every attempt,
based on available resources, to have an officer deployed to the affected school,
with School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students
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School district personnel:

Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.
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Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion
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Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student
or staff member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be
followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.
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Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident
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VII. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)

If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Cammie Nguyen. – (562) 690-2305.

C. Dress Code

The following should NOT be worn at school:

•Hats, caps or head covering other than for religious or medical reasons
•Halter tops, low tops, tank tops, bare midriff tops (all tops must completely cover midriff)
•Cutoffs, extremely short skirts/shorts (underwear should be covered by clothing)
•Clothing that advertises such substances such as alcohol, cigarettes, drugs or utilizes double
play on words, obscenities, profanity, or is suggestive in any way or may be deemed offensive
by anyone
• Open toe shoes or shoes without backs
•Clothing that depicts illegal actions such as spray painting or use of firearms
•Hairstyles or colors which distract students from learning or present a safety hazard.
•Hair which has been cut to, or grown to, styles or lengths resulting in distraction or safety
hazard (i.e., Mohawks, faux hawks), hair with shaved designs (i.e., symbols, words)
•Jewelry which poses a threat to the health and safety of students or which by its size or
appearance is distracting in the learning environment (i.e., jewelry with sharp edges or which is
so long or dangling as to pose a safety hazard)
•There is no visible “body piercing” allowed, and it is preferred boys do not wear earrings and
all students K-6 not to wear make-up or artificial nails

Additional Dress Standards:

The following attire is NOT to be worn at school:

•Insignias and logos of non-school sponsored organizations that may be associated with
inappropriate activities
•Hooded sweatshirts and jackets must be worn with hoods down
•Belt buckles, jewelry, bandanas, stocking caps, hair nets, rags, gloves, biker wallets or other
decorations with initials, inappropriate symbols or signs
•Any pants/shorts that are oversized and inappropriate for the wearer (all pants must fit and be
worn at waist level)
•Tattoos may not be visible
•Any shirt with long sleeves which is dramatically oversized and inappropriate for the wearer,
any oversized tee shirt, sweatshirt or polo shirt which has been modified with the addition of
ironed-on creases or pleats on the front or back; net shirts
•Any clothing directly related to negative and/or inappropriate cultures
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The Principal will handle decisions regarding the appropriateness of clothing. In the event
there is a concern regarding clothes or appearance, parents may call the school or the school
will contact the parents.
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D. Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating student is truant.
3. Send log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or certain
days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance issue.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issue.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with student

and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on educational
performance and develop a plan for
improvement.

12th unexcused/unverified/tardy
1. CWA office will send out 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letter to parent for a

mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule 2nd

SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parent will be referred to
SARB. Panel will determine plan of action: Social
Services, La Habra Police Department, District
Attorney Meetings, and Family Counseling, etc.
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E. Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form
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Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.
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Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times

● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)

Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.
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Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook A copy of Imperial Middle School’s student handbook is available in the
school office and on our website.
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Introduction

Ladera Palma Elementary School has a responsibility to provide for the safety of all students and staff in
an emergency. An emergency or crisis may affect a single classroom, a building, or the entire school.
The plans and procedures found in this Comprehensive Safety Plan provide teachers with a quick review
of the steps to take in the event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts monthly fire and earthquake drills. Lockdown drills are routinely
performed. Each teacher reviews emergency procedures with students in order for our pupils to be well
prepared. Our team regularly reviews and modifies adaptations to emergency procedures for students
with disabilities. These adaptations are communicated with support personnel and practiced in
conjunction with school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school personnel. An
emergency card is on file to ensure that students are released to authorized adults. The school is
equipped with food, water, and first aid kits. It is essential for parents to keep emergency names and
phone numbers up to date at all times.
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I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by the Education Code
(32282-32289). It is to be reviewed and updated annually by March 1 and submitted for approval
to the School Site Council as well as to the District’s governing board. The contents of the CSSP
should include information assessing the status of school crimes committed on school campuses
and at school-related functions, strategies, and programs that provide or maintain a high level of
school safety, and procedures for complying with existing laws related to school safety. For
additional information on policies, or procedures, and how you may become involved with
school safety programs, please contact:

Dr. Rosamaría Murillo, Principal
Ladera Palma Elementary
2151 E. Brookdale
La Habra, CA 90631
(562) 690-2348
rmurillo@lahabraschools.org

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan was presented at the School Site Council on 9/21/23.

The Comprehensive Safe School Plan was presented to the public on March 14, 2024.

A copy of the CCSSP is available for review at the Ladera Palma office and at the La Habra City
School District Office. In addition, the CSSP is available on the District website at
www.lahabraschools.org.
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II. General School Information

A. School Profile

Ladera Palma School is located in the city of La Habra and serves approximately 592
students in grades TK – 6. This elementary school offers a comprehensive curriculum in
both English and Spanish, as we are a Dual Immersion School. We offer a 90:10 Dual
Immersion instructional model.

B. Safe School Mission

Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and a respect for others.

C. School Safety Committee Membership

Ladera Palma – School Safety Committee
2023-2024

Name Title
Ingrid Zapiain School Psychologist
Alejandra Maurin MTSS TOSA
Officer Milward School Resource Officer
Alejandra Lopez Office Manager and Parent
Yunnuen Alonso Teacher and Parent
Genesis Rodriguez-Araiza Teacher
Yaxaira Chavez Teacher and Parent
Maritza Miller Teacher
Dr. Rosamaría Murillo Principal
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D. School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for Ladera Palma School during the 2023-2024 school year is
comprised of the following individuals:

Ladera Palma Elementary – School Site Council
2022-2023

Name Title
Sulen Rodriguez Community Liaison
Luis Oliveros SSC Chairperson/Teacher
Cecilia Chung Teacher

Omar Topete Lopez Teacher
Rosa Starke Parent

Ben Valenzuela Parent
Stephanie Rodriguez Parent

Leticia Serrano Parent
Amy Gonzalez Parent

Dr. Rosamaría Murillo Principal
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III. Safe School Reports

A. School Crime Status

Ladera Palma School does not experience high incidents of crime on campus or during
school-related functions.

2021-2022 Summary Data

Total Suspensions: 5
Total Expulsions: 0

This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

B. Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool
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IV. Emergency Response Teams and Support Personnel

A. Administration

o Principal: Rosamaría Murillo
o Assistant Principal: Carrie Kim
o MTSS TOSA: Alejandra Maurin
o School Psychologist: Ingrid Zapiain
o Assembly Area Captain: Sulen Rodriguez
o Team Leader #1: Graciela Gomez
o Team Leader #2: Silvia Madrigal
o Team Leader #3: Yunnuen Alonso
o Team Leader #4: Sara Ortiz
o Team Leader #5 Luis Oliveros

B. Command Center

o Principal: Rosamaría Murillo
o School Office Manager: Alejandra López

Duties:
Principal will:

1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● At lunch benches
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C. Assembly Area Team

Team Leaders:
Graciela Gomez - Teacher

Team Members – (300 Building)
Silvia Madrigal- Teacher

Team Members- (200 Building)
Yunnuen Alonso – Teacher

Team Members – (400 Building Teachers)
Sara Ortiz – Teacher

Team Members – (500 Building Teachers)
Lorena Cortez- Teacher

Team Members- (Dianna Chalberg, MPR, Cafeteria, Office)
Duties:

Team Leaders will:
1. Collect student accountability forms and roll sheets
2. Inform administration of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water, and emergency supplies as needed
6. Administer first aid as needed

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Field-Grass Area- Upper field (Grades 2nd-6th/ASES); Kinder field

(TK-Kinder and 1st grade; 206/201 Staff)
● Other Assembly Area- if other area is not safe- Front Parking Lot

o Students will stand in line according to classroom number
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D. Assembly Area Captain
Carrie Kim- Assistant Principal
Sulen Rodriguez – Community Liaison
Ingrid Zapiain – Psychologist

Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio
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E. First Aid Team
Kimberley Michel- School Counselor
Angelica Jimenez/ Ashley Romero – RSP teacher/LVN
Imelda Macedo – Clerk Typist

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards
● First aid supplies
● Stretcher
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests
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F. Fire Team
Daniel Nungaray – Day Custodian
Richard Argomaniz – Evening Custodian

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Helmets
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas
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G. Search and Rescue Teams

Team #1 – Graciela Gómez and Yaxaira Chávez - Teachers
Team #2 – Silvia Madrigal and Guadalupe Pulido- Teachers
Team #3 – Yunnuen Alonso and Omar Topete - Teachers
Team #4 – Sara Ortiz and Tracy Markee-Chavez- Teachers
Team #5 – Lorena Cortez and Dianna Chalberg- Teachers

Duties:
Search and Rescue will:

1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

Search areas:
● Team #1 - Classrooms and bathrooms in 300 building
● Team #2 - Classrooms and bathrooms in 200 building
● Team #3 - Classrooms and bathrooms in 400 building
● Team #4 - Classrooms and bathrooms in 500 building
● Team #5 - Portables-308-312, MPR, Kitchen, Office
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H. Cafeteria and Custodial Team

Andrea Franklin (sub) –Kitchen Lead
Danny Nungaray - Day Custodian
Richard Argomaniz – Evening Custodian
Moises Rodriguez (sub)

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Set up tables and chairs at the command center, first aid station, and the

parent communication center
4. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone and sanitary conditions
5. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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I. Parent Communications Team

Alejandra Lֶópez- School Office Manager

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center
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J. Support Personnel

School Resource Officer

The School Resource Officer (SRO) is the sworn member of the La Habra Police
Department (LHPD) assigned to deal with Law Enforcement related activity
involving any actions in which students of La Habra City School District
(LHCSD) are suspects, witnesses or victims of crimes in which the District is the
victim.

In addition, the SRO will:

● Serve as a member of the Student Attendance Review Board

● Act as a liaison between the LHCSD and the LHPD

● Provide referrals as needed

● Notify school administration when law enforcement activity off campus has
repercussions that affect the school

● Assist in the investigation of ongoing crimes involving LHCSD students,
which requires their contact during school hours
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V. Preparing for an Emergency and Site Maps

A. Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross

the site
● Power lines and electric shock hazards such as fences and metal buildings
● Areas near buildings and covered walkways where debris, roof tiles or

glass may fall
● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards
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B. Emergency Two-Way Radio Communications

The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.
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Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classroom to see if it is safe to stay inside. It may be safer
inside the classroom, even in the dark, than outside in danger. Before a decision is
made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part

of the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you

arrive at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office
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C. Site Map – Evacuation Plan
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D. Safe Ingress and Egress to School
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

Field – Upper Field Grass Area

The secondary assembly area will be:

Front Parking Lot

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: Sierra Vista School parking lot on Whittier Blvd.

Plan B: Stater Brothers parking lot at the corner of Whittier Blvd. and Harbor Blvd.
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E. On-Site Assembly Area

Primary/Short Term: Upper Field – Grass Area and Primary Playground

Secondary /Long Term: Cafeteria

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by
their parents may be transported to another shelter. Emergency response personnel
may not arrive at school for several hours. It will be the school’s responsibility to
care for students and staff.

Afterschool on-site programs such as ASES (Boys and Girls Club) and Kid Zone will follow
all drills and emergency procedures. If any emergencies occur after or before school hours,
the site leads will follow the procedures and protocols found in this plan for evacuation and
reporting to the appropriate authorities. They can contact on-site custodial staff for any
support on campus and alert the district, principal and their program administrators for any
support.
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VI. Emergency Response Plans

A. Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists
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B. Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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C. Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will notify the School Resource Officer or call 911 as the
circumstances dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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D. Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office
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E. Bomb Threat

Any person receiving a telephoned bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened area or
buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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F. Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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G. Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will notify the School Resource Officer or call 911 as the
circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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H. Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of fallen objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit
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I. Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking
natural/LP gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary
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J. Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● Notify the School Resource Officer

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact the school resource officer immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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K. Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights and overheads when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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L. Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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M. Flooding

This procedure applies whenever stormwater or other sources of water intrude or threaten
to intrude school grounds or buildings. Flooding may occur as a result of prolonged
periods of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning as a result of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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N. Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food
or water. It applies where there is evidence of tampering with food packaging,
observation of suspicious individuals in proximity to food or water supplies, or if notified
of possible food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing
nausea, vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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O. Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and
without increasing risk to you, minimize any possibility that the suspect can hear or see
NEWS REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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P. Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement
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Q. Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.
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La Habra Police Department Initiated Lockdown

The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.

39



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted

40



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of
a Level 2 or 3 lockdowns, communications personnel will make every attempt,
based on available resources, to have an officer deployed to the affected school,
with School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students

43



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

School district personnel:
Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.
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Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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R. Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion
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S. Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student
or staff member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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T. Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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U. Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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V. Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be
followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.
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W. Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident

52



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

VII. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)

If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Cammie Nguyen, Ph.D. – (562) 690-2305

C. Dress Code

The Governing Board believes that appropriate dress and grooming contribute to a productive
learning environment. The Board expects students to wear clothes that are suitable for school activities
in which they participate. Students shall not wear clothing that presents a health or safety hazard or is
likely to cause a substantial disruption to the educational program. (Board Policy 5132)

The following guidelines shall apply to all regular school activities:

● Shoes must be worn at all times. Thongs, backless shoes or sandals are not acceptable.
● Clothing, jewelry, and personal items shall be free of writing, pictures, or any other insignia

which is vulgar, lewd, obscene, profane, sexually suggestive, or which promotes the use of
alcohol, drugs, tobacco, or other illegal activity.

● Clothes shall be sufficient to conceal undergarments. See-through tops and bare abdomens are
prohibited.

● Hats, caps, and other head coverings shall not be worn indoors. However, each school shall allow
students to wear sun-protective clothing, including but not limited to school-affiliated hats, for
outdoor use during the school day. (Education Code 35183.5)

The dress code shall be modified as appropriate to accommodate a student's religious or cultural
observance, health condition, or other circumstance deemed necessary by the principal or designee. In
addition, the principal or designee may impose dress requirements to accommodate the needs of special
school activities, physical education classes, athletic activities, and other extracurricular and
co-curricular activities. Due to the fact that trends in student dress change, the administration, in
consultation with the School Resource Officer, will determine definitions of what is appropriate and safe
for school as it pertains to gang attire.

The principal or designee is authorized to enforce the Dress and Grooming Board Policy 5132 and shall
inform any student who does not reasonably conform to the dress code. The dress code shall not be
enforced in a manner that discriminates against a particular viewpoint or results in a disproportionate
application of the dress code based on students’ gender, sexual orientation, race, ethnicity, household
income, body type, or size.
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D. Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating student is truant.
3. Send log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or certain
days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance issue.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issue.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with student

and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on educational
performance and develop a plan for
improvement.

12th unexcused/unverified/tardy
1. CWA office will send out 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letter to parent for a

mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule 2nd

SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parent will be referred to
SARB. Panel will determine plan of action: Social
Services, La Habra Police Department, District
Attorney Meetings, and Family Counseling, etc.
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Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form

● Vaccination Card or Weekly Clear Covid-19 Test

● Updated TB Clear Test
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Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.

Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times
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● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)

Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.
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Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook

A copy of Ladera Palma Elementary School’s student handbook is available in the school office
and on our website.
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Emergency Numbers:

Emergency: 911
Suicide and Crisis Lifeline: 988

LA County Fire Dept: (562) 694-3265
520 S Harbor Blvd
La Habra CA 90631
https://fire.lacounty.gov

La Habra Police Dept: (562) 383-4300
150 N Euclid St
La Habra CA 90631
https://www.lahabraca.gov/227/Police-Department

Poison Control: 800-222-1222
https://www.poison.org

La Habra Animal Control 562-383-4352
150 N Euclid St
La Habra CA 90631
https://www.lahabraca.gov/240/Animal-Control

UTILITIES
Southern California Edison: 800-611-1911
https://www.sce.com/outage-center/report-an-outage

Southern California Gas: 800-427-2200
https://www.socalgas.com/report-gas-leak

La Habra Water (Leaks & Maintenance): 562-383-4170 or 562-383-4170
621 W Lambert Road
La Habra, CA 90631
https://www.lahabraca.gov/198/Water-Sewer-Division

Municipal Water District of Orange County (MWDOC) - (714) 963-3058
https://www.mwdoc.com/your-water/emergency-management/emergency-management-resources
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Introduction

Las Lomas Elementary School has a responsibility to provide for the safety of all students and staff in
an emergency. An emergency or crisis may affect a single classroom, a building, or the entire school.
The plans and procedures found in this Comprehensive Safety Plan provide teachers with a quick
review of the steps to take in the event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts monthly fire and earthquake drills. Lockdown drills are routinely
performed. Each teacher reviews emergency procedures with students in order for our pupils to
be well prepared. Our team regularly reviews and modifies adaptations to emergency procedures
for students with disabilities. These adaptations are communicated with support personnel and
practiced in conjunction with school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school
personnel. An emergency card is on file to ensure that students are released to authorized adults.
The school is equipped with food, water, and first aid kits. It is essential for parents to keep
emergency names and phone numbers up to date at all times.
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I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by Education Code (32282-32289). It
is to be reviewed and updated annually by March 1 and submitted for approval to the School Site
Council as well as to the District’s governing board. The contents of the CSSP should include
information assessing the status of school crimes committed on school campuses and at
school-related functions, strategies, and programs that provide or maintain a high level of school
safety, and procedures for complying with existing laws related to school safety. For additional
information on policies, or procedures, and how you may become involved with school safety
programs, please contact:

Pam Cunningham, Principal
Las Lomas School
301 Las Lomas Drive
La Habra, CA 90631
(562) 690-2353
pcunningham@lahabraschools.org

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan was presented at School Site Council on October 20,
2023.

The Comprehensive Safe School Plan was presented to the public on March 14, 2024.

A copy of the CCSSP is available for review at the Las Lomas School office and at the La Habra
City School District Office. In addition, the CSSP is available on the District website at
www.lahabraschools.org.
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II. General School Information

A. School Profile
Las Lomas is a Transitional Kindergarten through Sixth Grade school located in La
Habra. We are fortunate to have an extraordinary staff of 17 fully credentialed
classroom teachers, a full time MTSS TOSA, Resource Specialist, Counselor and a
shared Speech/Language Therapist and Psychologist. In addition to our general
education population, we also provide services for the Early Learning Program
consisting of Preschool Special Education and LEAP for students identified as
needing these support services. This program consists of 7 fully credentialed
teachers, a full time Psychologist, Speech/Language Therapist and MTSS TOSA.
The staff is dedicated to providing a safe and engaging learning environment that
promotes thinking and learning for our students. Our goal is to provide the skills
necessary for our students to become productive citizens. The staff works
extremely hard to teach the students the importance of being responsible, respectful
students and at the same time striving to develop a love of learning and critical
thinking in all students.

B. Safe School Mission
Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and a respect for others.

C. School Safety Committee Membership

Las Lomas – School Safety Committee
2023-2024

Name Title
Pam Cunningham Principal
Debbye Viveros Early Learning Coordinator
Judy Tran Psychologist
Whitney Reeve Psychologist
Ed Anaya Custodian
Natalie Nunez Office Manager
Faviola Calleros Office Manager/Early Learning
Danette Brown MTSS TOSA
Paty Perez MTSS TOSA/Early Learning
Mark Milward School Resource Officer
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D. School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for Las Lomas School during the 2023-2024 school year is
comprised of the following individuals:

Las Lomas – School Site Council
2023-2024

Name Title
Pam Cunningham Principal
Maria Delgado Parent
Cecilia Gastelum Parent
Maria Rodriguez Parent
Stephanie Cervantes Parent
Ariana Contreras Parent
Crystal Arcineda Teacher
Mikala Martin Teacher
Theresa Huston Teacher
Jennifer Tagle MTSS TOSA - Classified Rep
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III. Safe School Reports

A. School Crime Status

Las Lomas School does not experience high incidents of crime on campus or during
school-related functions.

2022-2023 Summary Data

Total Suspensions 0
Total Expulsions 0

This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

B. Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool
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IV. Emergency Response Teams and Support Personnel

A. Administration

o Principal: Pam Cunningham
o MTSS TOSA: Danette Brown/Paty Perez
o School Psychologist: Judy Tran & Whitney Reeve
o Assembly Area Captain: Debbye Viveros
o Team Leader #1: Paty Perez
o Team Leader #2: Michelle Walker
o Team Leader #3: Danette Brown
o Office Manager: Natalie Nunez
o Office Manager: Faviola Calleros

B. Command Center

o Principal: Pam Cunningham
o School Office Manager: Natalie Nunez
o Early Learning Office Manager: Faviola Calleros

Duties:
Principal will:

1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● Grass area between office and Room 201
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C. Assembly Area Team

Team Leader:
Paty Perez - MTSS TOSA/Early Learning

Pre-School, TK & K
Michelle Walker - RSP Teacher

1st/2nd/3rd
Danette Brown - MTSS TOSA

4th/5th/6th

Duties:

Team Leaders will:
1. Collect student accountability forms and roll sheets
2. Inform administration of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water, and emergency supplies as needed
6. Administer first aid as needed

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Field-Grass Area

o Students will stand in line according to classroom number
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D. Assembly Area Captain

Debbye Viveros – Early Learning Coordinator
Alyssa Martinez – School Counselor
Judy Tran & Whitney Reeve – Psychologist

Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio
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E. First Aid Team

Christina Lopez – LVN
Kelly Haraguchi – Clerk Typist
Christine Aban - District Nurse

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards
● First aid supplies
● Stretcher
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests
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F. Fire Team
Ed Anaya – Day Custodian
Dawne Kobzoff/Rusty Santos – Evening Custodian

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Helmets
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas
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G. Search and Rescue Teams

Team #1 – Rachel Klahorst & Patsy Okino
Team #2 – Michele Green & Jana Godbout
Team #3 – Susan Goellrich & Shannon Smith
Team #4 – Phaedra Salcido and Briana Sanabria
Team #5 – Cecilia Hernandez & Danette Brown

Duties:
Search and Rescue will:

1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

Search areas:
● Team #1 – Classrooms and bathrooms in 500 building
● Team #2 – Classrooms and bathrooms in 300 building
● Team #3 – Classrooms and bathrooms in 200 building
● Team #4 – Kitchen and bathrooms in the cafeteria building
● Team #5 – Offices, library, Room 101, 102 and restrooms in the office
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H. Cafeteria and Custodial Team

Phaedra Salcido – Kitchen Lead
Ed Anaya - Day Custodian
Dawne Kobzoff/Rusty Santos – Evening Custodian

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Set up tables and chairs at the command center, first aid station, and the

parent communication center
4. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone and sanitary conditions
5. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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I. Parent Communications Team

Natalie Nunez – Office Manager
Cecilia Hernandez – Community Liaison
Faviola Calleros – Early Learning Office Manager
Adriana Gillspie – Early Learning Community Liaison

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center
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V. Preparing for an Emergency and Site Maps

A. Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s, VCR’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross

the site
● Power lines and electric shock hazards such as fences and metal buildings
● Areas near buildings and covered walkways where debris, roof tiles or

glass may fall
● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards
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B. Emergency Two-Way Radio Communications

The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.
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Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classroom to see if it is safe to stay inside. It may be safer
inside the classroom, even in the dark, than outside in danger. Before a decision is
made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part

of the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you

arrive at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office
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C. Site Map – Evacuation Plan
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D. Safe Ingress and Egress to School
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

Lower Field – Grass Area

The secondary assembly area will be:

Multi-Use Room and/or Library

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency
card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: Pep Boys Parking Lot behind Walgreens at the corner of Euclid and Imperial

Plan B: Open field area at the corner of Idaho and Las Lomas Drive
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On-Site Assembly Area

Primary/Short Term: Field – Grass Area

Secondary /Long Term:Multi-Use Room and/or Library

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by
their parents may be transported to another shelter. Emergency response personnel
may not arrive at school for several hours. It will be the school’s responsibility to
care for students and staff.
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VI. Emergency Response Plans

A. Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists

21



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

B. Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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C. Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will notify the School Resource Officer or call 911 as the
circumstances dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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D. Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office
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E. Bomb Threat

Any person receiving a telephoned bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened area or
buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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F. Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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G. Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will notify the School Resource Officer or call 911 as the
circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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H. Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of fallen objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit
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I. Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking
natural/LP gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary
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J. Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● Notify the School Resource Officer

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact school security immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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K. Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights and overheads when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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L. Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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M. Flooding

This procedure applies whenever stormwater or other sources of water intrude or threaten
to intrude school grounds or buildings. Flooding may occur as a result of prolonged
periods of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning as a result of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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N. Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food
or water. It applies where there is evidence of tampering with food packaging,
observation of suspicious individuals in proximity to food or water supplies, or if notified
of possible food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing
nausea, vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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O. Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and
without increasing risk to you, minimize any possibility that the suspect can hear or see
NEWS REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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P. Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement
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Q. Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.
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R. La Habra Police Department Initiated Lockdown

The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.
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LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted
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LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of a
Level 2 or 3 lockdowns, communications personnel will make every attempt, based
on available resources, to have an officer deployed to the affected school, with
School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students

School district personnel:
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Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.
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Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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S. Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion
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T. Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student
or staff member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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U. Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator

48



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

V. Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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W. Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be
followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.
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X. Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident

51



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

VII. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)

If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Cammie Nguyen, Ed.D. – (562) 690-2305

C. Dress Code

The following should NOT be worn at school:

•Hats, caps or head covering other than for religious or medical reasons
•Halter tops, low tops, tank tops, bare midriff tops (all tops must completely cover midriff)
•Cutoffs, extremely short skirts/shorts (underwear should be covered by clothing)
•Clothing with unpatched holes, tears, unhemmed bottoms or slit cuffs
•Clothing that advertises such substances such as alcohol, cigarettes, drugs or utilizes double
play on words, obscenities, profanity, or is suggestive in any way or may be deemed offensive
by anyone
• Open toe shoes or shoes without backs
•Clothing that depicts illegal actions such as spray painting or use of firearms
•Hairstyles or colors which distract students from learning or present a safety hazard, such as
hair that has been colored in shades which are loud and distracting (i.e., purple, green, pink,
etc.)
•Hair which has been cut to, or grown to, styles or lengths resulting in distraction or safety
hazard (i.e., Mohawks, faux hawks), hair with shaved designs (i.e., symbols, words)
•Jewelry which poses a threat to the health and safety of students or which by its size or
appearance is distracting in the learning environment (i.e., jewelry with sharp edges or which is
so long or dangling as to pose a safety hazard)
•There is no visible “body piercing” allowed, and it is preferred boys do not wear earrings and
all students K-6 not to wear make-up or artificial nails

Additional Dress Standards:

The following attire is NOT to be worn at school:

•Insignias and logos of non-school sponsored organizations that may be associated with
inappropriate activities
•Hooded sweatshirts and jackets must be worn with hoods down
•Belt buckles, jewelry, bandanas, stocking caps, hair nets, rags, gloves, biker wallets or other
decorations with initials, inappropriate symbols or signs
•Any pants/shorts that are oversized and inappropriate for the wearer (all pants must fit and be
worn at waist level)
•Tattoos may not be visible
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•Any shirt with long sleeves which is dramatically oversized and inappropriate for the wearer,
any oversized tee shirt, sweatshirt or polo shirt which has been modified with the addition of
ironed-on creases or pleats on the front or back; net shirts
•Any clothing directly related to negative and/or inappropriate cultures

The Principal will handle decisions regarding the appropriateness of clothing. In the event
there is a concern regarding clothes or appearance, parents may call the school or the school
will contact the parents.
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D. Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating student is truant.
3. Send log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or certain
days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance issue.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issue.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with student

and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on educational
performance and develop a plan for
improvement.

12th unexcused/unverified/tardy
1. CWA office will send out 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letter to parent for a

mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule 2nd

SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parent will be referred to
SARB. Panel will determine plan of action: Social
Services, La Habra Police Department, District
Attorney Meetings, and Family Counseling, etc.
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E. Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form
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Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.

Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times
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● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)

Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.
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Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook: A copy of Las Lomas Elementary School’s student handbook is available
in the school office and on our website.
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Introduction

Las Positas Elementary School, an International Baccalaureate Primary Years Programme World School,
has a responsibility to provide for the safety of all students and staff in an emergency. An emergency or
crisis may affect a single classroom, a building, or the entire school. The plans and procedures found in
this Comprehensive School Safety Plan provide teachers with a quick review of the steps to take in the
event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts monthly fire and earthquake drills. Lockdown drills are routinely
performed. Each teacher reviews emergency procedures with students in order for our pupils to be well
prepared. Our team regularly reviews and modifies adaptations to emergency procedures for students
with disabilities. These adaptations are communicated with support personnel and practiced in
conjunction with school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school personnel. An
emergency card is on file to ensure that students are released to authorized adults. The school is
equipped with food, water, and first aid kits. It is essential for parents to keep emergency names and
phone numbers up to date at all times.
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I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by Education Code (32282-32289). It
is to be reviewed and updated annually by March 1 and submitted for approval to the School Site
Council as well as to the District’s governing board. The contents of the CSSP should include
information assessing the status of school crimes committed on school campuses and at
school-related functions, strategies, and programs that provide or maintain a high level of school
safety, and procedures for complying with existing laws related to school safety. For additional
information on policies, or procedures, and how you may become involved with school safety
programs, please contact:

Suena Chang, Principal
Las Positas Elementary School
1400 S. Schoolwood Drive
La Habra, CA 90631
(562) 690-2356
schang@lahabraschools.org

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan was presented at School Site Council on 9/15/23

The Comprehensive Safe School Plan was presented to the public on March 14, 2024.

A copy of the CSSP is available for review at the Las Positas Elementary School office and at
the La Habra City School District Office. In addition, the CSSP is available on the District
website at www.lahabraschools.org.
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II. General School Information

A. School Profile

Las Positas Elementary School is located in the city of La Habra and serves
approximately 580 students in grades Pre-K – 5. This elementary school offers a
comprehensive curriculum following the philosophy of the International Baccalaureate
Primary Years Programme. All students TK – 5 are involved in the program.

B. Safe School Mission

Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and a respect for others.

C. School Safety Committee Membership

Las Positas – School Safety Committee
2023-2024

Name Title
Suena Chang Principal
Carrie Kim Assistant Principal
Briana Ols Psychologist
Roxanne Orozco Nurse (Health Clerk)
Maria Aguilera School Office Manager
Suzie Alviso Clerk Typist
Sergio Solis Day Custodian (Substitute custodian)
Jesse Magana Evening Custodian
All staff input Teacher
Julie Erickson MTSS TOSA
Thien Do Counselor
Dana Riggs IB Coordinator
Audrey Rodriguez Cafeteria Lead
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D. School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for Las Positas School during the 2023-2024 school year is
comprised of the following individuals:

Las Positas – School Site Council
2023-2024

Name Title
Suena Chang/Carrie Kim Principal/Assistant Principal
Blanca Morales-Martinez Community Liaison
Christine Osborn Teacher
Linda Cugini Teacher
Michelle Atkinson Teacher
Erin Sevilla Parent
Paul Sung Parent
Greg Jones Parent
Jessie Esparza Parent
Sallie Yang Parent
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III. Safe School Reports

A. School Crime Status

Las Positas School does not experience high incidents of crime on campus or during
school-related functions.

2022-2023 Summary Data

Total Suspensions 0
Total Expulsions 0
This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

B. Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool
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IV. Emergency Response Teams and Support Personnel

A. Administration

o Principal: Suena Chang (Carrie Kim)
o Assembly Area Captain: Dana Riggs and Briana Ols
o Team Leader #1: Christine Osborn
o Team Leader #2: Linda Cugini
o Team Leader #3: Michelle Atkinson
o Office Manager: Maria Aguilera

B. Command Center

o Principal: Suena Chang
o School Office Manager: Maria Aguilera

Duties:

Principal will:
1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● Blacktop below Rooms 205 & 206
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C. Assembly Area Team

Team Leaders:
Christine Osborn - Teacher

Team Members – (TK, K, 1st Grade Teachers)
Linda Cugini - Teacher

Team Members – (2nd, 3rd(not Peecher), 4th Grade (not Duong)Teachers)
Michelle Atkinson- Teacher

Team Members – (5thGrade, SDC Teachers, Peecher, Duong)

Duties:

Team Leaders will:
1. Collect student accountability forms if “red”
2. Inform Assembly Area Captains of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water (stored in IMS), and emergency supplies as needed
6. Attend to minor first aid needs

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Field-Grass Area – upper and lower fields

o Students will stand in line according to classroom number
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D. Assembly Area Captain

Michelle Atkinson/Dana Riggs – IB Coordinator
Briana Ols – Psychologist

Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio
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E. First Aid Team

Roxane Orozco – Licensed Vocational Nurse (Health Clerk)
Suzie Alviso – Clerk Typist
Janelle Rotblum – Teacher (certified CPR)
Robert Gomez - Librarian

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards (color)
● First aid supplies
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests
● Emergency Backpack
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F. Fire Team
Sandy Cavanagh - Teacher
Laura Bounous – Teacher
Kristy Coffman - Teacher

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Hard hat
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas
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G. Search and Rescue Teams

Team #1 – Nadia Masri(Mon - Wed) (Veronica Uribe) - Psychologist intern
● Classrooms and bathrooms in 300 building

Team #2 – Veronica Uribe (Nadia Masri) - Educational Assistant
● Classrooms and bathrooms in 400 building

Team #3 – Julie Erickson (Thien Do) - TOSA
● Classrooms and bathrooms in 500 building;
● Offices, kitchen, and restrooms in the school office

Team #4 – Rosa Kumar (Thien Do) - Counselor
● Library, 200 building classrooms, bathrooms, computer labs

Duties:
Search and Rescue will:

1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

*Emergency equipment bin from the storage bin across 306 (hard hats, ax, gloves, floor jack, safety
vests, blankets, caution tape, prying bar, shovel)
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H. Cafeteria and Custodial Team

Audrey Rodriguez – Kitchen Lead
Sergio Solis - Day Custodian
Jesse Magaña – Evening Custodian

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities (main is at IMS) after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Bring out the emergency equipment bin to command center
4. Set up tables and chairs at the command center, first aid station, and the

parent communication center,
5. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone and sanitary conditions
6. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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I. Parent Communications Team

Maria Aguilera – School Office Manager

- Student Supervisors - assist

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center
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J. Support Personnel

School Resource Officer

The School Resource Officer (SRO) is the sworn member of the La Habra Police
Department (LHPD) assigned to deal with Law Enforcement related activity
involving any actions in which students of La Habra City School District
(LHCSD) are suspects, witnesses or victims of crimes in which the District is the
victim.

In addition, the SRO will:

● Serve as a member of the Student Attendance Review Board

● Act as a liaison between the LHCSD and the LHPD

● Provide referrals as needed

● Notify school administration when law enforcement activity off campus has
repercussions that affect the school

● Assist in the investigation of ongoing crimes involving LHCSD students,
which requires their contact during school hours
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V. Preparing for an Emergency and Site Maps

A. Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s, VCR’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross

the site
● Power lines and electric shock hazards such as fences and metal buildings
● Areas near buildings and covered walkways where debris, roof tiles or

glass may fall
● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards
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B. Emergency Two-Way Radio Communications

The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.
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Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classroom to see if it is safe to stay inside. It may be safer
inside the classroom, even in the dark, than outside in danger. Before a decision is
made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part of

the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you arrive

at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office
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C. Site Map – Evacuation Plan
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D. Safe Ingress and Egress to School
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

Upper (behind 400 Building) and Lower Field (below 300 Building) –
Grass Area

The secondary assembly area will be:

Lower Field – Grass Area below 200 and 300 Buildings

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: Target parking lot at the corner of Idaho and Imperial

Plan B: Regal Cinema parking lot at the corner of Idaho and Imperial
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E. On-Site Assembly Area

Primary/Short Term: Field – Grass Area

Secondary /Long Term: Las Positas/Imperial MPR

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by
their parents may be transported to another shelter. Emergency response personnel
may not arrive at school for several hours. It will be the school’s responsibility to
care for students and staff.
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VI. Emergency Response Plans

A. Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists
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B. Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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C. Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will notify the School Resource Officer or call 911 as the
circumstances dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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D. Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office

25



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

E. Bomb Threat

Any person receiving a telephoned bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened area or
buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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F. Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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G. Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will notify the School Resource Officer or call 911 as the
circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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H. Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of fallen objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit

29



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

I. Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking
natural/LP gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary
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J. Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● Notify the School Resource Officer

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact school security immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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K. Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights and overheads when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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L. Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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M. Flooding

This procedure applies whenever stormwater or other sources of water intrude or threaten
to intrude school grounds or buildings. Flooding may occur as a result of prolonged
periods of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning as a result of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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N. Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food
or water. It applies where there is evidence of tampering with food packaging,
observation of suspicious individuals in proximity to food or water supplies, or if notified
of possible food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing
nausea, vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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O. Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and
without increasing risk to you, minimize any possibility that the suspect can hear or see
NEWS REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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P. Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement
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Q. Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.
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R. La Habra Police Department Initiated Lockdown

The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.
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LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted
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LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of
a Level 2 or 3 lockdowns, communications personnel will make every attempt,
based on available resources, to have an officer deployed to the affected school,
with School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students
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School district personnel:

Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.

44



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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S. Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion
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T. Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student
or staff member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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U. Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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V. Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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W. Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be
followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.
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X. Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident
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VII. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)
If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Cammie Nguyen, Ed.D. – (562) 690-2305

C. Dress Code

The following should NOT be worn at school:

•Hats, caps or head covering other than for religious or medical reasons
•Halter tops, low tops, tank tops, bare midriff tops (all tops must completely cover midriff)
•Cutoffs, extremely short skirts/shorts (underwear should be covered by clothing)
•Clothing with unpatched holes, tears, unhemmed bottoms or slit cuffs
•Clothing that advertises such substances such as alcohol, cigarettes, drugs or utilizes double
play on words, obscenities, profanity, or is suggestive in any way or may be deemed offensive
by anyone
• Open toe shoes or shoes without backs
•Clothing that depicts illegal actions such as spray painting or use of firearms
•Hairstyles or colors which distract students from learning or present a safety hazard, such as
hair that has been colored in shades which are loud and distracting (i.e., purple, green, pink,
etc.)
•Hair which has been cut to, or grown to, styles or lengths resulting in distraction or safety
hazard (i.e., Mohawks, faux hawks), hair with shaved designs (i.e., symbols, words)
•Jewelry which poses a threat to the health and safety of students or which by its size or
appearance is distracting in the learning environment (i.e., jewelry with sharp edges or which is
so long or dangling as to pose a safety hazard)
•There is no visible “body piercing” allowed, and it is preferred boys do not wear earrings and
all students K-6 not to wear make-up or artificial nails

Additional Dress Standards:

The following attire is NOT to be worn at school:

•Insignias and logos of non-school sponsored organizations that may be associated with
inappropriate activities
•Hooded sweatshirts and jackets must be worn with hoods down
•Belt buckles, jewelry, bandanas, stocking caps, hair nets, rags, gloves, biker wallets or other
decorations with initials, inappropriate symbols or signs
•Any pants/shorts that are oversized and inappropriate for the wearer (all pants must fit and be
worn at waist level)
•Tattoos may not be visible
•Any shirt with long sleeves which is dramatically oversized and inappropriate for the wearer,
any oversized tee shirt, sweatshirt or polo shirt which has been modified with the addition of
ironed-on creases or pleats on the front or back; net shirts
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•Any clothing directly related to negative and/or inappropriate cultures

The Principal will handle decisions regarding the appropriateness of clothing. In the event
there is a concern regarding clothes or appearance, parents may call the school or the school
will contact the parents.
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D. Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating student is truant.
3. Send log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or
certain days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance issue.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issue.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with student

and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on
educational performance and develop a
plan for improvement.

12th unexcused/unverified/tardy
1. CWA office will send out 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letter to parent for

a mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule 2nd

SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parent will be referred to
SARB. Panel will determine plan of action:
Social Services, La Habra Police Department,
District Attorney Meetings, and Family
Counseling, etc.
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E. Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form
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Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.
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Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times

● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)

Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.
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Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook: A copy of Las Positas Elementary School’s student handbook is available
in the school office and on our website.
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Introduction

Sierra Vista Elementary School has a responsibility to provide for the safety of all students and staff in
an emergency. An emergency or crisis may affect a single classroom, a building, or the entire school.
The plans and procedures found in this Comprehensive School Safety Plan provide teachers with a quick
review of the steps to take in the event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts monthly fire and earthquake drills. Lockdown drills are routinely
performed. Each teacher reviews emergency procedures with students in order for our pupils to be well
prepared. Our team regularly reviews and modifies adaptations to emergency procedures for students
with disabilities. These adaptations are communicated with support personnel and practiced in
conjunction with school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school personnel. An
emergency card is on file to ensure that students are released to authorized adults. The school is
equipped with food, water, and first aid kits. It is essential for parents to keep emergency names and
phone numbers up to date at all times.
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I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by Education Code (32282-32289). It
is to be reviewed and updated annually by March 1 and submitted for approval to the School Site
Council as well as to the District’s governing board. The contents of the CSSP should include
information assessing the status of school crimes committed on school campuses and at
school-related functions, strategies, and programs that provide or maintain a high level of school
safety, and procedures for complying with existing laws related to school safety. For additional
information on policies, or procedures, and how you may become involved with school safety
programs, please contact:

Anna Rosales, Principal
Sierra Vista Elementary School
1800 E. Whittier Blvd.
La Habra, CA 90631
(562) 690-2359
srosales@lahabraschools.org

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan was presented at School Site Council on 9/21/23

The Comprehensive Safe School Plan was presented to the public on March 14, 2024.

A copy of the CSSP is available for review at the Sierra Vista Elementary School office and at
the La Habra City School District Office. In addition, the CSSP is available on the District
website at www.lahabraschools.org.

2



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

II. General School Information

A. School Profile

Sierra Vista Elementary School is located in the city of La Habra and serves
approximately 450 students in grades Pre-K – 6. This elementary school offers a
comprehensive curriculum with opportunities for students to be educated in a manner that
makes them college/career ready.

B. Safe School Mission

Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and a respect for others.

C. School Safety Committee Membership

Sierra Vista – School Safety Committee
2023-2024

Name Title
Anna Dorado Principal
Donielle Bunyard MTSS Aide
Becky Monroe Teacher
Steve Szary Teacher
Tamara Swindle-Warfield Teacher
Brittany Contreras Psychologist
Ines Morales Parent
Officer Milward Police Officer
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D. School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for Sierra Vista School during the 2023-2024 school year is
comprised of the following individuals:

Sierra Vista – School Site Council
2023-2024

Name Title
Anna Dorado Principal
Donielle Bunyard MTSS Aide
Becky Monroe Teacher
Steve Szary Teacher
Tamara Swindle-Warfield Teacher

Catherine Delgado Parent
Innes Morales Parent
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III. Safe School Reports

A. School Crime Status

Sierra Vista School does not experience high incidents of crime on campus or during
school-related functions.

2022-2023 Summary Data

Total Suspensions 0
Total Expulsions 0
This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

B. Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool
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IV. Emergency Response Teams and Support Personnel

A. Administration

o Principal: Anna Rosales
o MTSS TOSA: Shauhna Feitlin
o School Psychologist: Brittany Contreras
o Assembly Area Captain: Anna Rosales
o Team Leader #1: June Gualano
o Team Leader #2: Michelle Sherman
o Team Leader #3: Anna Martinez
o Office Manager: June Gualano

B. Command Center

o Principal: Anna Rosales
o School Office Manager: June Gualano & Anna Martinez

Duties:

Principal will:
1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● Grass area between Rooms 505 & 401
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C. Assembly Area Team

Team Members:
June Jeong
Cindy Hsu
Lareina Ayers
Lynn Kim
Becky Monroe
Rosa Vera
Tamara Swindle-Warfield

Duties:

Team Leaders will:
1. Collect student accountability forms if “red”
2. Inform Assembly Area Captains of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water (stored in IMS), and emergency supplies as needed
6. Attend to minor first aid needs

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Field-Grass Area – upper and lower fields

o Students will stand in line according to classroom number
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D. Assembly Area Captain

Brittany Contreras

Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio

8



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

E. First Aid Team

Nicole Vivo – Health Tech
Sylvia Gastinell- Ed. Aide
Judy Ramirez- Ed. Aide
Lily Cabral- Ed. Aide

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards
● First aid supplies
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests
● Emergency Backpack
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F. Fire Team
Edgar Cortez-Day Custodian
Ivan Martinez-Evening Custodian
David Argomaniz-Evening Custodian (Part Time)

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Hard hat
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas
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G. Search and Rescue Teams

Team #1 –Amy Van Cleave-Teacher
Team #2 – Rosa Marie Verdugo-Teacher
Team #3 – Steve Szary-Teacher
Team #4 –Allison Bento-Teacher
Team #5 –Traci Castano-Teacher
Team #6 –Olga Cammer-Teacher

Duties:
Search and Rescue will:

1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

Search areas:
● Team #1 - Classrooms and bathrooms in 500 building
● Team #2 - Classrooms and bathrooms in 400 building
● Team #3 - Classrooms and bathrooms in 300 building
● Team #4 - Classrooms and bathrooms in 200 building
● Team #5 Kitchen and bathrooms in the cafeteria building
● Team #6 - Offices, library, classrooms, and restrooms in the school

office
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H. Cafeteria and Custodial Team

Sheri Austin - cafeteria lead
Edgar Cortez - Day Custodian
Ivan Martinez– Evening Custodian
David Argomaniz- Evening Custodian part time

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Bring out the emergency equipment bin to command center
4. Set up tables and chairs at the command center, first aid station, and the

parent communication center,
5. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone and sanitary conditions
6. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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I. Parent Communications Team

Mary Gray– Community Liaison

Sonia- Language Assessor

Oralia Birakos-Teacher

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center
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J. Support Personnel

School Resource Officer

The School Resource Officer (SRO) is the sworn member of the La Habra Police
Department (LHPD) assigned to deal with Law Enforcement related activity
involving any actions in which students of La Habra City School District
(LHCSD) are suspects, witnesses or victims of crimes in which the District is the
victim.

In addition, the SRO will:

● Serve as a member of the Student Attendance Review Board

● Act as a liaison between the LHCSD and the LHPD

● Provide referrals as needed

● Notify school administration when law enforcement activity off campus has
repercussions that affect the school

● Assist in the investigation of ongoing crimes involving LHCSD students,
which requires their contact during school hours
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V. Preparing for an Emergency and Site Maps

A. Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s, VCR’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross the

site
● Power lines and electric shock hazards such as fences and metal buildings
● Areas near buildings and covered walkways where debris, roof tiles or glass

may fall
● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards
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B. Emergency Two-Way Radio Communications

The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.
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Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classroom to see if it is safe to stay inside. It may be safer
inside the classroom, even in the dark, than outside in danger. Before a decision is
made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part of

the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you arrive

at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office
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C. Site Map – Evacuation Plan
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

Field-Grass Area

The secondary assembly area will be:

Grass area in front of 100 and 500 building

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: Ladera Palma School

Plan B: Descanso Park
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D. On-Site Assembly Area

Primary/Short Term: Field – Grass Area

Secondary /Long Term: Cafeteria

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by
their parents may be transported to another shelter. Emergency response personnel
may not arrive at school for several hours. It will be the school’s responsibility to
care for students and staff.
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VI. Emergency Response Plans

A. Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists
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B. Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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C. Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will notify the School Resource Officer or call 911 as the
circumstances dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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D. Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office

24



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

E. Bomb Threat

Any person receiving a telephoned bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened area or
buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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F. Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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G. Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will notify the School Resource Officer or call 911 as the
circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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H. Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of fallen objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit
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I. Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking
natural/LP gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary
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J. Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● Notify the School Resource Officer

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact school security immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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K. Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights and overheads when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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L. Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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M. Flooding

This procedure applies whenever stormwater or other sources of water intrude or threaten
to intrude school grounds or buildings. Flooding may occur as a result of prolonged
periods of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning as a result of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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N. Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food
or water. It applies where there is evidence of tampering with food packaging,
observation of suspicious individuals in proximity to food or water supplies, or if notified
of possible food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing
nausea, vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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O. Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and
without increasing risk to you, minimize any possibility that the suspect can hear or see
NEWS REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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P. Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement
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Q. Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.
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R. La Habra Police Department Initiated Lockdown

The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.
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LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted
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LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of
a Level 2 or 3 lockdowns, communications personnel will make every attempt,
based on available resources, to have an officer deployed to the affected school,
with School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students
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School district personnel:

Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.
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Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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S. Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion
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T. Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student
or staff member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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U. Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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V. Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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W. Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be
followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.
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X. Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident

51



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

VII. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)
If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Cammie Nguyen, Ed.D. – (562) 690-2305

C. Dress Code

The following should NOT be worn at school:

•Hats, caps or head covering other than for religious or medical reasons
•Halter tops, low tops, tank tops, bare midriff tops (all tops must completely cover midriff)
•Cutoffs, extremely short skirts/shorts (underwear should be covered by clothing)
•Clothing with unpatched holes, tears, unhemmed bottoms or slit cuffs
•Clothing that advertises such substances such as alcohol, cigarettes, drugs or utilizes double
play on words, obscenities, profanity, or is suggestive in any way or may be deemed offensive
by anyone
• Open toe shoes or shoes without backs
•Clothing that depicts illegal actions such as spray painting or use of firearms
•Hairstyles or colors which distract students from learning or present a safety hazard, such as
hair that has been colored in shades which are loud and distracting (i.e., purple, green, pink,
etc.)
•Hair which has been cut to, or grown to, styles or lengths resulting in distraction or safety
hazard (i.e., Mohawks, faux hawks), hair with shaved designs (i.e., symbols, words)
•Jewelry which poses a threat to the health and safety of students or which by its size or
appearance is distracting in the learning environment (i.e., jewelry with sharp edges or which is
so long or dangling as to pose a safety hazard)
•There is no visible “body piercing” allowed, and it is preferred boys do not wear earrings and
all students K-6 not to wear make-up or artificial nails

Additional Dress Standards:

The following attire is NOT to be worn at school:

•Insignias and logos of non-school sponsored organizations that may be associated with
inappropriate activities

•Hooded sweatshirts and jackets must be worn with hoods down
•Belt buckles, jewelry, bandanas, stocking caps, hair nets, rags, gloves, biker wallets or other
decorations with initials, inappropriate symbols or signs

•Any pants/shorts that are oversized and inappropriate for the wearer (all pants must fit and be
worn at waist level)

•Tattoos may not be visible
•Any shirt with long sleeves which is dramatically oversized and inappropriate for the wearer,
any oversized tee shirt, sweatshirt or polo shirt which has been modified with the addition of
ironed-on creases or pleats on the front or back; net shirts

53



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

•Any clothing directly related to negative and/or inappropriate cultures

The Principal will handle decisions regarding the appropriateness of clothing. In the event
there is a concern regarding clothes or appearance, parents may call the school or the school
will contact the parents.
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D. Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating student is truant.
3. Send log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or
certain days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance issue.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issue.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with student

and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on
educational performance and develop a
plan for improvement.

12th unexcused/unverified/tardy
1. CWA office will send out 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letter to parent for

a mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule 2nd

SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parent will be referred to
SARB. Panel will determine plan of action:
Social Services, La Habra Police Department,
District Attorney Meetings, and Family
Counseling, etc.
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E. Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form
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Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.

57



COMPREHENSIVE SCHOOL SAFETY PLAN 2023-2024

Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times

● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)

Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.
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Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook: A copy of Sierra Vista Elementary School’s student handbook is available
in the school office and on our website.
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Introduction

Walnut STEAM Academy has a responsibility to provide for the safety of all students and staff in an
emergency. An emergency or crisis may affect a single classroom, a building, or the entire school. The
plans and procedures found in this Comprehensive Safety Plan provide teachers with a quick review of
the steps to take in the event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts monthly fire and earthquake drills. Lockdown drills are routinely
performed. Each teacher reviews emergency procedures with students in order for our pupils to be well
prepared. Our team regularly reviews and modifies adaptations to emergency procedures for students
with disabilities. These adaptations are communicated with support personnel and practiced in
conjunction with school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school personnel. An
emergency card is on file to ensure that students are released to authorized adults. The school is
equipped with food, water, and first aid kits. It is essential for parents to keep emergency names and
phone numbers up to date at all times.
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I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by the Education Code
(32282-32289). It is to be reviewed and updated annually by March 1 and submitted for approval
to the School Site Council as well as to the District’s governing board. The contents of the CSSP
should include information assessing the status of school crimes committed on school campuses
and at school-related functions, strategies, and programs that provide or maintain a high level of
school safety, and procedures for complying with existing laws related to school safety. For
additional information on policies, or procedures, and how you may become involved with
school safety programs, please contact:

Alma Noche Ed. D., Principal
Walnut STEAM Academy
625 N. Walnut Street
La Habra, CA 90631
(562) 690-2369
anoche@lahabraschools.org

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan was presented at the School Site Council on 9/20/23.

The Comprehensive Safe School Plan was presented to the public on 3/14/24.

A copy of the CCSSP is available for review at Walnut STEAM Academy’s office and at the La
Habra City School District Office. In addition, the CSSP is available on the District website at
www.lahabraschools.org.
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II. General School Information

A. School Profile

Walnut STEAM Academy is located in the city of La Habra and serves approximately
455 students in grades TK – 6. This elementary school offers a comprehensive
curriculum with opportunities for students to participate and engage in STEAM.

B. Safe School Mission

Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and a respect for others.

C. School Safety Committee Membership

Walnut STEAM Academy – School Safety Committee
2023-2024

Name Title
Alma Noche Principal
Teresa Lee TOSA

Arlene Adame Teacher
Maria Bistarkey Psychologist
Emily Rolon Counselor
Sara Prichard Teacher
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D. School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for Walnut STEAM Academy during the 2022-2023 school year
is comprised of the following individuals:

Walnut STEAM Academy – School Site Council
2023-2024

Name Title
Alma Noche Principal

Jessica Fosnaugh Teacher
Sharon Magdaleno Teacher
Stephanie Paynter Teacher
Susan Rodriguez Educational Assistant
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III. Safe School Reports

A. School Crime Status

Walnut STEAM Academy does not experience high incidents of crime on campus or
during school-related functions.

2023-2024 Summary Data

Total Suspensions 0
Total Expulsions 0
This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

B. Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool
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IV. Emergency Response Teams and Support Personnel

A. Administration

o Principal: Alma Noche
o MTSS TOSA: Teresa Lee
o School Psychologists: Maria Bistarkey
o Assembly Area Captain: Sara Prichard
o Team Leader #1: Stephanie Braseny
o Team Leader #2: Jessica Fosnaugh
o Team Leader #3: Cheryl Forquer
o Office Manager: Cindy Legaspi

B. Command Center

o Principal: Alma Noche
o School Office Manager: Cindy Legaspi

Duties:

Principal will:
1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● Grass area between 100 and 200 Buildings
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C. Assembly Area Team

Team Leaders:
Cheryl Forquer - Teacher

Team Members – (4th, 5th and 6th Grade Teachers)
Stephanie Braseny – Teacher

Team Members – (2nd, 3rd, Lind)
Jessica Fosnaugh– Teacher

Team Members – (TK-1st, Fosnaugh)

Duties:

Team Leaders will:
1. Collect student accountability forms and roll sheets
2. Inform administration of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water, and emergency supplies as needed
6. Administer first aid as needed

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Field-Grass Area

o Students will stand in line according to classroom number
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D. Assembly Area Captain

Sara Prichard – Teacher
Maria Bistarkey – Psychologist

Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio
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E. First Aid Team

Celina Rodriguez – Licensed Vocational Nurse
Regina San Miguel – Clerk Typist

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards
● First aid supplies
● Stretcher
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests
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F. Fire Team
Eric Pena – Day Custodian
Robert Jackson – Evening Custodian

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Helmets
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas
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G. Search and Rescue Teams

Team #1 – Maria Flammer and Carla Guzman- Teachers
Team #2 – Stephanie Braseny and Sharon Magdaleno - Teachers
Team #3 – Alfonso Cisneros & PE Aides- Staff
Team #4 – Paulina Urbina & Cafeteria Aides
Team #5 – Jessica Coonan & Teresa Lee – Community Liaisons & Academic Coach

Duties:
Search and Rescue will:

1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

Search areas:
● Team #1 - Classrooms and bathrooms in 200 building
● Team #2 - Classrooms and bathrooms in 400 & 500 buildings
● Team #3 - Classrooms and bathrooms in 300 building
● Team #4 - Kitchen and bathrooms in the cafeteria building
● Team #5 - Offices, library, classrooms, and restrooms in the school

office
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H. Cafeteria and Custodial Team

Paulina Urbina – Satellite Kitchen Lead
Eric Pena - Day Custodian
Robert Jackson – Evening Custodian

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Set up tables and chairs at the command center, first aid station, and the

parent communication center
4. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone and sanitary conditions
5. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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I. Parent Communications Team

Cindy Legaspi Morgutia – School Office Manager

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center
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J. Support Personnel

School Resource Officer

The School Resource Officer (SRO) is the sworn member of the La Habra Police
Department (LHPD) assigned to deal with Law Enforcement related activity
involving any actions in which students of La Habra City School District
(LHCSD) are suspects, witnesses or victims of crimes in which the District is the
victim.

In addition, the SRO will:

● Serve as a member of the Student Attendance Review Board

● Act as a liaison between the LHCSD and the LHPD

● Provide referrals as needed

● Notify school administration when law enforcement activity off campus has
repercussions that affect the school

● Assist in the investigation of ongoing crimes involving LHCSD students,
which requires their contact during school hours

School Counselor

The LHCSD School Counselor provides all learners access to a developmentally
appropriate and comprehensive guidance counseling program focused on
academic success, personal and social development, and career and college
guidance. Typical duties of the school counselor include:

● Guide individuals and groups of learners through the development of
communication, problem-solving, decision-making, social/emotional learning,
and conflict resolution skills

● Assist teachers and provide leadership on tiered interventions related to
emotional, social, and personal development of students

● Provide prevention and intervention services for learners such as social skills
development, social-emotional learning, and conflict resolution and crisis
intervention

● Consult and collaborate with District specialists such as school psychologists,
community liaisons, and school nurses to provide families with information
on community–based resources

● Participate in the School/District crisis team
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V. Preparing for an Emergency and Site Maps

A. Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s, VCR’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross

the site
● Power lines and electric shock hazards such as fences and metal buildings
● Areas near buildings and covered walkways where debris, roof tiles or

glass may fall
● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards
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B. Emergency Two-Way Radio Communications

The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.
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Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classroom to see if it is safe to stay inside. It may be safer
inside the classroom, even in the dark, than outside in danger. Before a decision is
made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part

of the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you

arrive at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office
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C. Site Map – Evacuation Plan
D. Safe Ingress and Egress to School
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

Field – Grass Area

The secondary assembly area will be:

Blacktop between 400 building and 200 building

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency
card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: LHCSD District Office – 500 N. Walnut St.

Plan B: La Habra High School – 801 W. Highlander St.
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E. On-Site Assembly Area

Primary/Short Term: Field – Grass Area

Secondary /Long Term: Cafeteria

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by their
parents may be transported to another shelter. Emergency response personnel may
not arrive at school for several hours. It will be the school’s responsibility to care
for students and staff.

24



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

VI. Emergency Response Plans

A. Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists
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B. Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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C. Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will notify the School Resource Officer or call 911 as the
circumstances dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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D. Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office
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E. Bomb Threat

Any person receiving a telephoned bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened areas
or buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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F. Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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G. Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will notify the School Resource Officer or call 911 as the
circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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H. Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of falling objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit
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I. Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking natural/LP
gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary

33



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

J. Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● Notify the School Resource Officer

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact school security immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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K. Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights (when possible) when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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L. Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take the emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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M. Flooding

This procedure applies whenever stormwater or other sources of water intrude or threaten to
intrude school grounds or buildings. Flooding may occur as a result of prolonged periods
of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning as a result of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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N. Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food or
water. It applies where there is evidence of tampering with food packaging, observation
of suspicious individuals in proximity to food or water supplies, or if notified of possible
food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing nausea,
vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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O. Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and without
increasing risk to you, minimize any possibility that the suspect can hear or see NEWS
REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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P. Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement
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Q. Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.
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R. La Habra Police Department Initiated Lockdown

The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.
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LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted
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LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of
a Level 2 or 3 lockdowns, communications personnel will make every attempt,
based on available resources, to have an officer deployed to the affected school,
with School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students
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School district personnel:

Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.
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Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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S. Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion
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T. Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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U. Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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V. Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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W. Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.
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X. Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident
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VII. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)

If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Mario Carlos, Ed.D. – (562) 690-2302
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C. Dress Code

The following should NOT be worn at school:

•Hats, caps or head covering other than for religious or medical reasons
•Halter tops, low tops, tank tops, bare midriff tops (all tops must completely cover midriff)
•Cutoffs, extremely short skirts/shorts (underwear should be covered by clothing)
•Clothing with unpatched holes, tears, unhemmed bottoms or slit cuffs
•Clothing that advertises such substances such as alcohol, cigarettes, drugs or utilizes double
play on words, obscenities, profanity, or is suggestive in any way or may be deemed offensive
by anyone
• Open toe shoes or shoes without backs
•Clothing that depicts illegal actions such as spray painting or use of firearms
•Hairstyles or colors which distract students from learning or present a safety hazard, such as
hair that has been colored in shades which are loud and distracting (i.e., purple, green, pink,
etc.)
•Hair which has been cut to, or grown to, styles or lengths resulting in distraction or safety
hazard (i.e., Mohawks, faux hawks), hair with shaved designs (i.e., symbols, words)
•Jewelry which poses a threat to the health and safety of students or which by its size or
appearance is distracting in the learning environment (i.e., jewelry with sharp edges or which is
so long or dangling as to pose a safety hazard)
•There is no visible “body piercing” allowed, and it is preferred boys do not wear earrings and
all students K-6 not to wear make-up or artificial nails

Additional Dress Standards:

The following attire is NOT to be worn at school:

•Insignias and logos of non-school sponsored organizations that may be associated with
inappropriate activities
•Hooded sweatshirts and jackets must be worn with hoods down
•Belt buckles, jewelry, bandanas, stocking caps, hair nets, rags, gloves, biker wallets or other
decorations with initials, inappropriate symbols or signs
•Any pants/shorts that are oversized and inappropriate for the wearer (all pants must fit and be
worn at waist level)
•Tattoos may not be visible
•Any shirt with long sleeves which is dramatically oversized and inappropriate for the wearer,
any oversized tee shirt, sweatshirt or polo shirt which has been modified with the addition of
ironed-on creases or pleats on the front or back; net shirts
•Any clothing directly related to negative and/or inappropriate cultures

The Principal will handle decisions regarding the appropriateness of clothing. In the event
there is a concern regarding clothes or appearance, parents may call the school or the school
will contact the parents.
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Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating the student is truant.
3. Send a log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or certain
days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance
issues.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issues.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with the

student and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on educational
performance and develop a plan for
improvement.

12th unexcused/unverified/tardy
1. CWA office will send out the 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letters to parents

for a mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule a 2nd
SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parents will be referred to
SARB. Panel will determine the plan of action:
Social Services, La Habra Police Department,
District Attorney Meetings, and Family
Counseling, etc.
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D. Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form

61



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.
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Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times

● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)

Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.

63



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook: A copy of Walnut Elementary School’s student handbook is available in
the school office and on our website.
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Introduction

Washington Middle School has a responsibility to provide for the safety of all students and staff in an
emergency. An emergency or crisis may affect a single classroom, a building, or the entire school. The
plans and procedures found in this Comprehensive Safety Plan provide teachers with a quick review of
the steps to take in the event of an emergency on campus.

Safety drills for earthquakes, fires, and other disasters are held regularly to assure the safety of all
students. Our school conducts regular disaster drills. Lockdown drills are routinely performed. Each
teacher reviews emergency procedures with students in order for our pupils to be well prepared. Our
team regularly reviews and modifies adaptations to emergency procedures for students with disabilities.
These adaptations are communicated with support personnel and practiced in conjunction with
school-wide drills.

In the event of an actual disaster, children will remain in the protective custody of school personnel. An
emergency card is on file to ensure that students are released to authorized adults. The school is
equipped with food, water, and first aid kits. It is essential for parents to keep emergency names and
phone numbers up to date at all times.
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I. The Comprehensive School Safety Plan Overview

The Comprehensive School Safety Plan (CSSP) is required by Education Code (32282-32289). It
is to be reviewed and updated annually by March 1 and submitted for approval to the School Site
Council as well as to the District’s governing board. The contents of the CSSP should include
information assessing the status of school crimes committed on school campuses and at
school-related functions, strategies, and programs that provide or maintain a high level of school
safety, and procedures for complying with existing laws related to school safety. For additional
information on policies, or procedures, and how you may become involved with school safety
programs, please contact:

Greg White, Principal
Washington Middle School
716 E. La Habra Boulevard
La Habra, CA 90631
(562) 690-2374
gwhite@lahabraschools.org

Prepared by:

Safety Planning Committee
School Site Council

The Comprehensive Safe School Plan will be presented to the School Site Council on
10/4/23.

The Comprehensive Safe School Plan will be presented to the public on March 14, 2024.

A copy of the CCSSP is available for review at the Washington Middle School office and at the
La Habra City School District Office. In addition, the CSSP is available on the District website at
www.lahabraschools.org.
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II. General School Information

A. School Profile

Washington Middle School is located in the city of La Habra and serves approximately
561 students in grades 7 – 8. This middle school offers a comprehensive curriculum with
opportunities for students to participate in multiple elective strands.

B. Safe School Mission

Students and staff will have a safe and secure campus where they are free from physical
and psychological harm. The principal and staff are committed to maximizing school
safety and creating a positive learning environment that teaches strategies for violence
prevention with emphasis on high expectations for student conduct, responsible behavior,
and respect for others.

C. School Safety Committee Membership

Washington Middle School – School Safety Committee
2023-2024

Name Title
Greg White Principal
Stella Park Assistant Principal
Julie Cruz Counselor
Jay Supple Teacher
Yannis Petrakis Teacher
Michelle Renteria Health Clerk
Shannon Belknap Teacher
Lupe Moser Clerk
Matt Bridgeford Teacher
Patricia Barrientos School Psychologist
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D. School Site Council Membership

Education Code Section 35294.2(e) requires that the Comprehensive School Safety Plan
be reviewed and updated annually by the School Site Council.

The School Site Council for Washington Middle School during the 2021-2022 school
year is comprised of the following individuals:

Washington Middle School – School Site Council
2023-2024

Name Title
Greg White Principal
Matt Bridgeford Teacher
Danny Bui Teacher
Alex Edmonds Teacher
Robert Linares Teacher
Sonia Kneip Classified
Vilma Abarca Parent
Carmen Davis Parent
Darcy Webster Parent
Adriel Arias Student
Olivia Pop Student
Chamberlin Webster Student
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III. Safe School Reports

A. School Crime Status

Washington Middle School does not experience high incidents of crime on campus or
during school-related functions.

2022-2023 Summary Data

Total Suspensions 106
Total Expulsions 1

This chart provides an unduplicated count of students involved in one or more
incidents during the academic year who were subsequently suspended or
expelled.

B. Safe School Assessment Resources

The following resources were analyzed to develop an understanding of current conditions
on school safety and standard practices, in addition to developing a comprehensive plan
of action and procedures to ensure students, staff, and visitors are provided a safe and
secure environment.

▪ Parent Surveys
▪ Student Engagement Survey
▪ Organization and Planning Survey
▪ Facilities Inspection Tool
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IV. Emergency Response Teams and Support Personnel

A. Administration

o Principal: Greg White
o Assistant Principal Stella Park
o MTSS TOSA: Theary Procaccini
o School Psychologist: Patricia Barrientos
o Assembly Area Captain: Matt Bridgeford
o Team Leader #1: Nathan Painter
o Team Leader #2: Yannis Petrakis
o Team Leader #3: Shannon Belknap
o Office Manager: Sonia Kneip

B. Command Center

o Principal: Greg White
o Assistant Principal: Stella Park
o School Office Manager: Sonia Kneip

Duties:

Principal will:
1. Assist in the flow of communication
2. Assist in the dispersal of students
3. Direct operations and governance
4. Request and/or receive reports from staff members

Office Manager will:
1. Develop a resource log
2. Record the time of all requests of resources, (i.e., fire department, police

department, etc.), in the resource log
3. Record times of arrival for all support personnel in the resource log
4. Record other major incidents that take place, such as orders from the La

Habra Police Department for lockdown, evacuation, or all clear

Equipment/Supplies:
● Digital two-way radio
● Emergency microphone/megaphone system
● Clipboard, notepad, writing utensil

Location of Command Center:
● Main office.
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C. Assembly Area Team

Team Leaders:
Shannon Belknap - Teacher

● Team Members – (Eighth grade teachers)
Theary Procaccini

● Team Members - (Seventh grade teachers)

Duties:

Team Leaders will:
1. Collect student accountability forms and roll sheets
2. Inform administration of any issues specific to their team

Assembly Team Members will:
1. Organize and supervise students assigned to them
2. Take attendance and complete student accountability forms
3. Coordinate with EOC regarding student release procedures
4. Maintain calm climate
5. Distribute food, water, and emergency supplies as needed
6. Administer first aid as needed

Equipment/Supplies:
● Attendance rosters
● Pencils
● Student accountability forms
● Family emergency plan checklist
● Classroom first aid kit

Location:
● Midfield

o Students will stand in line according to classroom number

7



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

D. Assembly Area Captain

Shannon Belknap– Teacher
Theary Procaccini – TOSA
Denise Gonzalez – Teacher

Duties:
Assembly Area Captain will:

1. Take a leadership role in the absence of the principal
2. Take class attendance, move to the front of the assembly area
3. Receive classroom attendance count from assembly team
4. Report attendance count to the command center
5. Oversee assembly area
6. Assist with first aid in assembly area as needed

Equipment/Supplies:
● Clipboards
● Pencils
● Area class rosters/attendance
● Safety vest
● Two-way radio
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E. First Aid Team

Michelle Renteria – Licensed Vocational Nurse
Lupe Moser – Clerk Typist
Summer Villegas -Teacher
Adrian Villasenor - Teacher
Jee Kang - Teacher
Shelley Lyon - Teacher

Duties:

The First Aid Team will:
1. Administer first aid and record information of injury(s) and treatment
2. Prepare first aid supplies at the request of the command center
3. Administer first aid and record information of the extent of injuries
4. Receive information from the search and rescue teams
5. Maintain a first aid log of injuries that have been reported by search and

rescue
6. Determine the need for additional medical assistance
7. Dispatch personnel to other areas as needed

Equipment/Supplies:
● First aid cards
● First aid supplies
● Stretcher
● Blankets
● Wheelchair
● Two-way radios
● Clipboards
● Pencils
● Safety vests
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F. Fire Team
Carlos Heredia – Day Custodian
Joe Magana – Evening Custodian

Duties:

Fire Team will:
1. Secure area and evacuate students and staff, if necessary
2. Confirm the existence and location of the fire
3. Notify the command center of existing fire(s)
4. Receive input from the Search and Rescue Team
5. If needed, use appropriate fire control equipment to rescue

Equipment/Supplies:
● CO2 Fire Extinguishers
● Gloves
● Blankets
● Helmets
● Two-way radios
● Safety vests

Assigned Areas:
● Areas affected by the fire and surrounding areas

10



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

G. Search and Rescue Teams

Team #1 – Stella Park (AP) & Darren Merrill - Teacher
Team #2 – Yannis Petrakis & Teri Jackson - Teachers
Team #3 – Robert Linarez & Jay Supple
Team #4 – Virginia Ambriz – Satellite Kitchen Lead
Team #5 – Megan Klein & Jason Morris– Teachers

Duties:
Search and Rescue will:

1. If they are classroom teachers, release their students to their buddy teacher
2. Report to the first aid station to receive team assignment
3. Sweep through assigned area

a. Check each room vocally, visually and physically
4. Report any injuries to the first aid/command center stations using two-way

radio
5. Extinguish small fires using classroom fire extinguishers
6. Upon completion of the search, report to first aid team to assist with

injuries, if needed
7. Turn in search and rescue assessment forms to the command center
8. Return to assembly area upon completion of all duties

Equipment/Supplies:
● Clipboards
● Search and rescue assessment forms
● Tape
● Flashlights
● Gloves
● Hard hats
● Safety vests
● Two-way radios

Search areas:
● Team #1 - Classrooms and bathrooms in 200 and 300 buildings

including boys and girls locker rooms.
● Team #2 - Classrooms and bathrooms in 400 and 500 building

bungalows.
● Team #3 - Classrooms and bathrooms in 500 and 600 buildings.
● Team #4 - Kitchen and bathrooms in the MPR.
● Team #5 - Offices, library, classrooms, and restrooms in the school

office
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H. Cafeteria and Custodial Team

Virginia Ambriz– Satellite Kitchen Lead
Carlos Heredia - Day Custodian
Joe Magana– Evening Custodian

Duties:

Cafeteria and Custodial Team will:
1. Shut off utilities after necessity is determined
2. Lock or unlock gates to provide egress for emergency services
3. Set up tables and chairs at the command center, first aid station, and the

parent communication center
4. Determine resources that are available for immediate school use:

a. Water, food, power, radio, telephone, and sanitary conditions
5. Report extent of damage to the command center

Equipment:
● Tools and toolbox
● Emergency organization plan
● School maps
● Cooking and serving utensils
● Two-way radios
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I. Parent Communications Team

Sonia Kneip– School Office Manager

Duties:

Parent communication team will:
1. Set up the parent communication center
2. Display “Parent Communication Center” signs
3. Verify parent/guardian identification on emergency student release cards

or the Family Emergency Plan Checklist prior to releasing students
4. Maintain emergency release log of all students released from campus
5. Check off, from the school roster, the names of all students released from

campus

Equipment:
● Emergency student release cards
● Class roster
● Emergency release log
● Student support team release notes
● Parent communication sign
● Two-way radio
● Keys
● Clipboard
● Pencil/Pens

Location of the Parent communication center:
● Adjacent to the command center

J. Support Personnel

School Resource Officer

The School Resource Officer (SRO) is the sworn member of the La Habra Police
Department (LHPD) assigned to deal with Law Enforcement related activity
involving any actions in which students of La Habra City School District
(LHCSD) are suspects, witnesses or victims of crimes in which the District is the
victim.

In addition, the SRO will:

● Serve as a member of the Student Attendance Review Board

● Act as a liaison between the LHCSD and the LHPD

● Provide referrals as needed

● Notify school administration when law enforcement activity off campus has
repercussions that affect the school

13



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

● Assist in the investigation of ongoing crimes involving LHCSD students,
which requires their contact during school hours

School Counselor

The LHCSD School Counselor provides all learners access to a developmentally
appropriate and comprehensive guidance counseling program focused on
academic success, personal and social development, and career and college
guidance. Typical duties of the school counselor include:

● Guide individuals and groups of learners through the development of
communication, problem-solving, decision-making, social/emotional learning,
and conflict resolution skills

● Assist teachers and provide leadership on tiered interventions related to the
emotional, social, and personal development of students

● Provide prevention and intervention services for learners such as social skills
development, social-emotional learning, and conflict resolution, and crisis
intervention

● Consult and collaborate with District specialists such as school psychologists,
community liaisons, and school nurses to provide families with information
on community–based resources

● Participate in the School/District crisis team

Preparing for an Emergency and Site Maps

K. Before an Emergency

It is important for the school to be surveyed with evacuation in mind. This includes
identifying potential hazards both inside and outside:

Inside
● Suspended ceilings, hanging light fixtures
● Large windows not protected against shattering
● Bookcases, cabinets, computers, TV’s, VCR’s and projectors
● Storage areas with cleansers, paint or hazardous materials

Outside
● Places where the natural gas supply, water, sewer or electrical grids cross

the site
● Power lines and electric shock hazards such as fences and metal buildings

Areas near buildings and covered walkways where debris, roof tiles or glass
may fall
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● Routes past concrete walls
● Trees

Additional Preparation
● Designate evacuation routes without overhead hazards and other types of

hazards
● The needs of students with disabilities should be considered when planning

an evacuation
● Assembly areas should be as close to the evacuated facility as safe
● Establish alternate routes to the designated assembly areas
● As staff plans their evacuation routes, always make sure they know what

they want to do and where they want to go
● School emergency plans should be reassessed after every emergency and

modified as needed
● Necessary changes are to be reported to the administrator
● Staff will be trained to implement the plan
● Exercises will be conducted monthly each school year
● Alternate routes and methods will be practiced
● Substitutes, temporary faculty, and staff should review these emergency

response guides before beginning class or work
● Employees are to be prepared to receive students who may be evacuated

from another school
● Identify those employees responsible for securing student medicine and

emergency cards
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Emergency Two-Way Radio Communications

The District’s two-way radios are assigned to each school site. Channel 1 is for
emergency use only. In the case of an emergency, when landlines and cell phone
communications have been interrupted, all communication over the two-way radios shall
be limited to that of an emergency nature.

All administrators are to practice using their two-way radio during drills.

Use of Two-Way Radio Communications

During a District-wide drill or a real emergency, all sites shall use the Emergency
Channel to communicate with the District Emergency Operations Center (EOC).
No one shall proceed with transmission before they identify themselves and their
location (i.e., site) prior to transmitting a message.

When applicable, the school site administrator in possession of the digital
hand-held radio should turn it on as soon as possible during or following an
emergency that has affected the landlines and cell phone communications with the
District Office.

If an emergency occurs, which has only affected your school and you have lost
landlines and cell phone communications with the District Office, turn on your
District digital two-way radio, identify yourself and your site location, wait for an
acknowledgment and proceed with your transmission.

Following a natural disaster, such as an earthquake, the school site administrator
should not attempt to transmit a message until the District EOC center begins the
roll call unless there is a life-threatening injury or situation.

The roll call is as follows:
When the District EOC Incident Commander says, “Beginning roll call,”
the school site administrator should prepare to identify himself/herself and
give an assessment of injuries and/or damage to the site.
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Evacuation Should Never Be Automatic

There may be more danger outside than inside. There may be no safe assembly areas
outside. There may be no clear routes to get outside.

Teachers are to survey their classrooms to see if it is safe to stay inside. It may be
safer inside the classroom, even in the dark, than outside in danger. Before a decision
is made to vacate a classroom or school, it must be determined if there is a safe route
and a safe place to assemble the students.

Administrators
● When an emergency occurs, assess the situation and notify the School

Resource Officer and Superintendents’ Office
● Determine what is going on outside and inside the site
● Evaluate the short and long-term effects
● If needed, call 911 and request assistance
● Decide whether to keep students and staff in place or to evacuate all or part

of the student body
● Contact teachers and staff to inform them of the situation
● Initiate initial response actions
● Mobilize your emergency management organization
● Determine the safest course of action
● Establish preferred routes and where to place the assembly area
● Formulate an incident response plan
● Communicate your directions to faculty, staff, and students by telephone,

two-way radio, PA system, intercom or runners
● Notify District Public Information Officer (PIO).
● Follow up to see that your instructions were carried out as intended
● As needed, modify your plan to meet new needs or contingencies
● Keep the District informed of your status and needs

Faculty/Staff
● When an emergency occurs: DO NOT automatically move students into the

corridor or outside the building
● Evaluate the situation and inspect the area for hazards and dangers
● If a long period of time has elapsed and you have received no instructions,

you will need to decide whether to remain or to evacuate
● If you need to move, determine the safest way to move your students and

decide where you are going before you depart
● Account for your students before you leave the classroom and after you

arrive at your safe site
● Take your roll sheet
● Once you get to the assembly area, communicate your whereabouts to the

Superintendent’s Office
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L. Site Map – Evacuation Plan
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M. Safe Ingress and Egress to School
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Site Evacuation

If the administrator in charge decides that imminent danger to life exists, he/she may
order an evacuation. Evacuation will be made in accordance with the site evacuation
plan. Take your two-way radio with you to communicate your progress/problems
with the Emergency Operations Center.

Students who are capable of walking will stay on the sidewalks and proceed to the
next designated alternate site. The primary assembly area will be:

Lower Field – Grass Area

The secondary assembly area will be:

Basketball courts by Mc Pherson street

● To evacuate by bus, the administrator in charge is to contact the Emergency
Operations Center who will contact the transportation provider to arrange
to have busses dispatched to the site for student/staff pick up

● Busses will drop off students at the nearest alternate site
● The assembly area will be the field area
● The EOC will contact the Superintendent and the Emergency Services

Coordinator advising them of the status (number of student/staff and others
to be transported)

● Students will be released only to individuals listed on the emergency
card
● Notification must be left at the school site indicating the address where

students have been relocated
● The administrator in charge will direct all further action

Off-Campus Emergency Evacuation Sites:

Plan A: Lot at North/Western corner of Harbor and La Habra Blvd.

Plan B: El Centro Park
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N. On-Site Assembly Area

Primary/Short Term: Lower-field – Grass Area

Secondary /Long Term: Basketball Courts

1. Take roll count of students and report findings to the administrator in charge
2. Assess medical needs
3. Request assistance as needed

● The Maintenance Department will act as the Emergency Operations Center
(EOC) for the District. The District EOC will have the ability to contact and
request assistance from the City. Requests for additional assistance will be
made through the City’s EOC to the county operations area.

● The School District EOC, after the emergency, will begin contacting all
schools in alphabetical order starting with elementary schools to ascertain
damage assessment and needs requirements. If an emergency exists at your
site, feel free to break in and communicate your needs. (Use Emergency
Channel 1).

● If the District cannot dispatch help, then the City EOC will be contacted to
request assistance/aid.

● When the La Habra Police Department responds and sets up a command post,
the Principal or their designee shall partner with the officer and respond to the
command post.

4. Provide medical care
5. Provide for mass care needs (i.e., food, water, shelter, sanitation)
6. Do not light fires or touch fallen wires
7. Be alert for instruction from the administrator in charge
8. Do not attempt to enter a building until it has been declared safe by an authorized

official
9. During a major emergency incident, students will only be released to the parent,

guardian or the adult specified on the emergency card*

*There shall be no exceptions to the policy. Students who are not picked up by
their parents may be transported to another shelter. Emergency response personnel
may not arrive at school for several hours. It will be the school’s responsibility to
care for students and staff.
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V. Emergency Response Plans

A. Armed Assault on Campus

An armed assault on campus involves one or more individuals who attempt to take
hostages or cause physical harm to students or staff. Such incidents may involve a sniper,
an intruder, gang warfare, civil unrest, hostage situation, or police activity such as a
stakeout or vehicle pursuit.

Initiate warning system to alert staff:

1. The Principal/Designee will call 911, and then notify the Superintendent’s Office

2. The extent of the emergency will dictate the course of action needed. The Principal or
their designee will take appropriate action to assure that students and staff, if
outdoors, return to and remain inside the buildings. All outside doors should be
locked

3. Upon return to buildings, teachers will initiate roll call

4. Staff should take steps to calm and control students in all areas of assembly or shelter

5. Students and staff will remain indoors with lights off and keeping away from all
windows until law enforcement confirms that the emergency no longer exists
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B. Armed Student(s) – Possession Only

Any staff member must report to the school administration if a student is suspected of
having a weapon on campus.

**DO NOT approach the student

**Stay calm

**In the safest manner possible, contact the administrator

**DO NOT attempt to retrieve the firearm

**DO NOT restrain or discipline the student

When an administrator or law enforcement arrives, discuss the following:

**Room number

**The name of the student

**The exact location of the student in the classroom

**Type of weapon suspected

**Location of the weapon

**Number of students in the classroom

**Demeanor of the student and any other useful information

If the student brandishes the weapon, see “Hostage Situation Procedure.”
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C. Animal Disturbance

This procedure should be implemented when the presence of a dog, skunk, coyote,
mountain lion, snake or any other animal threatens the safety of students and staff.

Principal or their designee will call 911 as the circumstances dictate.

The Principal or their designee will initiate the appropriate actions, which include
LOCKDOWN or EVACUATION from the affected area.

Upon discovery of an animal, staff members will attempt to isolate the animal from
students. If the animal is outside, students will be kept inside. If the animal gets inside,
then the students will remain outside. It is suggested closing doors or locking gates as a
means to isolate the animal.

The La Habra Police Department’s Animal Services Division should be notified in a
timely manner.
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D. Biological/Chemical Release

Inside the classroom:

● Faculty/Staff will inform the principal
● Evacuate the building in a safe manner upwind of the affected area
● The Principal will have security/utilities team isolate and restrict the area
● Faculty/Staff will turn off local fans, close windows, shut down building’s air

handling system
● Faculty/Staff will check for any students having any contact with hazardous

substance/s

Outside the classroom and localized:

● The Principal will direct staff to remove students from the affected area and
proceed upwind of area

● The Principal will call 911
● Securities/Utilities team will isolate and restrict affected area Faculty/Staff

will turn off local fans, close windows, shut down building’s air handling
system

● Faculty/Staff will check for any students having any contact with a hazardous
substance

● The Principal will notify the Superintendent’s Office

Surrounding Community:

● The Principal will be informed or will determine if a potentially toxic
substance has been released into the atmosphere

● The Principal will initiate an evacuation or lockdown if necessary
● Securities/Utilities team will turn off all local fans, shut down building air

handling system, lock doors and windows, seal gaps under windows with wet
towels or duct tape, seal vents and turn off sources of ignition as practical

● All students located outdoors will be directed to proceed immediately to
nearby classrooms or buildings

● The school will remain in lockdown mode until an appropriate agency
provides the clearance

● The Principal will notify the Superintendent’s Office
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E. Bomb Threat

Any person receiving a telephoned bomb threat should:

● Keep the caller on the line as long as possible.

● Alert the administration in an appropriate manner.

● Try to determine the age and sex of the caller.

● DO NOT take any chances and contact the school administrator for every
threat.

● Leave the environment where the bomb is supposed to be as is (i.e., if the door
is open, leave open; if lights are on, etc.)

● When directed to do so, evacuate all students and staff from threatened areas
or buildings.

● Do not remove anything from the classroom and instruct students to leave all
backpacks behind.

● If a device is located or observed DO NOT TOUCH IT or MOVE IT.

● Evacuate and wait for further instruction.

● Expect the police department to ask the staff if they had seen anything out of
the ordinary.

● School personnel should not search for the device or enter the area.
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F. Demonstration/Walkout

An unlawful demonstration/walkout is any unauthorized assemblage on or off campus by
staff or students for the purpose of protest or demonstration.

● Faculty/Staff will notify school administration immediately.

● The Principal will call 911.

● School administration will initiate appropriate response action, which may
include a LOCKDOWN.

● School administration will notify the Superintendent’s Office.

● School security will immediately proceed to the front of the school and
control the campus.

● School administration will designate staff to accompany students going off
campus for supervision and to notify law enforcement.

● Students not participating in the unlawful demonstration will remain in the
classroom.

● Teachers will close and lock doors; all staff will close window coverings.

● School administration will notify parents of the incident as appropriate.
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G. Disorderly Conduct

This may involve a student or staff member exhibiting threatening or irrational behavior.

THE GOAL IS TO CALM AND CONTROL THE SITUATION AND ATTEMPT TO
ISOLATE THE PERPETRATOR FROM OTHER STAFF AND STUDENTS TO THE
EXTENT POSSIBLE UNTIL POLICE ARRIVE.

● The Principal will call 911 as the circumstances dictate.

● The Principal will initiate appropriate immediate response actions,
LOCKDOWN or EVACUATION.

● The Principal will assign a staff member to meet police and escort them to the
location of the disturbance.

● The Principal will contact the Superintendent’s Office as soon as practical.

● Classes should remain in session until law enforcement determines the
situation is under control.

● If the perpetrator is a student, police will decide if or when to contact the
family.

School personnel at the scene of the disturbance:

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your own or staff safety
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H. Earthquake

If inside a building:

1. Implement “DROP, COVER, HOLD ON” and do not face the windows
2. Take precautions against falling objects

a. Get beneath a desk, table or bench and assume Drop, Cover and Hold
position (kneeling with hands on head)

b. If cover is unavailable, get against an inside doorway or crouch against
wall and cover head

c. Stay away from outside walls and area where there are large panels of
glass or heavy suspended light fixtures

3. After the earthquake is over and the ground has stopped shaking, evacuate to the
assembly area via designated evacuation route. (Beware of fallen objects,
electrical wires, etc.)

a. Implement “buddy system” to handle any injuries (i.e., one teacher
remains with injured student and “Buddy Teacher” supervises the
evacuation of both classes)

4. Take roll at assembly area, report information to assembly captains, and report to
duty stations

If outside:

1. Implement “DROP, COVER, HOLD ON”
2. After the earthquake is over and the ground has stopped shaking, evacuate to the

assembly area. (Beware of fallen objects, electrical wires, etc.)
3. Take roll at assembly area, report information to assembly captains and report to

duty stations

Materials Needed for Evacuation:
1. Emergency Folder

a. Emergency procedures
b. Evacuation map
c. Class rosters
d. Classroom attendance count
e. Notepad and pencil

2. First Aid Kit
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I. Explosion/Risk of Explosion

In the event of an explosion or risk of an explosion, such as those caused by leaking
natural/LP gas or other causes, the following actions will be needed:

1. Faculty/Staff will give the command to “Drop-Take Cover.”

2. Site Administrator will call 911

3. If the explosion occurred within a building or threatens a building, the staff should
immediately implement action to evacuate the building

4. Sound the fire alarm

5. Move to an area of safety as far away from the hazard as possible and maintain
control of students

6. Render first aid as necessary

7. Use a fire extinguisher if appropriate (Note: Staff should be aware of locations
and proper use of fire extinguishers)

8. Take roll

9. The administrator will direct further action as required

10. Students and staff should not return to the school until the Fire Department
Officials and Law Enforcement declare the area safe

11. The Administrator will assess the situation and call the District Office Disaster
Preparedness Coordinator as soon as practical

12. Students/staff will evacuate buildings in a direction away from the threat of
explosion and move to a location upwind and as far away from the site as possible

13. Take roll again

14. The site administrator will direct further action as necessary
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J. Fight/Large Group Disturbance/Riot

THE GOAL IN THIS SITUATION IS TO PREVENT ESCALATION AND CONTAIN
THE AREA TO THE EXTENT POSSIBLE UNTIL POLICE ARRIVE.

School Personnel:

● The principal/designee will call 911

● The principal/designee will meet police and escort them to the location of the
disturbance.

● School personnel should contact school security immediately.

● Faculty/Staff will hold classes, if in session until law enforcement determines
the situation is under control.

● Clear bystanders and encourage students to “go about their business” and not
get involved

● Intervene to defuse the situation to the extent possible without threatening
your safety or the safety of your staff

● The administrator will inform the Superintendents’ Office as soon as possible
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K. Fire on School Grounds

If a fire starts anywhere on the school campus:

1. The person discovering a fire or smoky area within the school perimeter will
contact the office immediately

2. The principal or designee will sound the fire alarm immediately. In the case of
electrical failure, the principal or designee will disperse a team to make the fire
announcement.

3. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room

4. Teachers must take emergency folder and first aid kit when evacuating
5. Turn off lights and overheads when leaving room
6. Close all doors upon exiting room or building
7. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes)
8. Use emergency folder contents to:

a. Take roll.
b. Complete attendance count form.
c. Send attendance count form to assembly captains.
d. Report to duty stations.

9. The administrator will inform the Superintendents’ Office as soon as possible.

Dispatch Numbers:

La Habra City Police Department - (562) 383-4300

Los Angeles County Fire Department - (562) 868-0411

Dial 911 in case of an emergency
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L. Fire in Surrounding Area

This procedure addresses the situation when a fire is discovered in an area adjoining the
school. Decisions should be made based on the size and location of the fire, proximity to
the school and how likely the fire will affect the school.

1. Principal/Designee will initiate appropriate response action, lockdown, evacuation
or off-site evacuation.

2. Principal/Designee will notify police – 911

If Evacuation:

1. Students and staff will evacuate the building in accordance with the fire
evacuation route posted in each room.

2. Teachers must take emergency folder and first aid kit when evacuating.
3. Turn off lights and overhead projectors when leaving the room.
4. Close all doors upon exiting the room or building.
5. Implement “Buddy System” to handle any injuries (teacher remains with injured

student and “Buddy Teacher” supervises the evacuation of both classes).
6. Take roll at the assembly area, report information to assembly captains, and report

to duty stations.
7. The administrator will inform the Superintendents’ Office as soon as possible.

Air Quality

1. If the air quality is poor due to smoke, dust or ash particles in the air, then the
principal or site administrator may decide to limit physical activity for the period
of poor air quality.
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M. Flooding

This procedure applies whenever storm water or other sources of water intrude or
threaten to intrude school grounds or buildings. Flooding may occur because of
prolonged periods of rainfall, where the school would have sufficient time to prepare.

Alternatively, flooding may also occur without warning because of damage to water
distribution systems.

● The principal or designee will initiate appropriate immediate response actions;
o LOCKDOWN, EVACUATE, or OFF-SITE EVACUATION

● The principal or designee will notify 911

● Principal or designee will notify the Superintendent’s Office
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N. Food or Water Contamination

This procedure should be followed if site personnel suspect contamination of either food
or water. It applies where there is evidence of tampering with food packaging,
observation of suspicious individuals in proximity to food or water supplies, or if notified
of possible food or water contamination.

Indicators may include unusual odor, color, taste, or multiple employees experiencing
nausea, vomiting or other illness.

The principal or their designee will:
● Isolate suspected contaminated food/water and restrict access to the area
● Notify 911
● Notify the Superintendent’s Office
● Will cooperate with the Orange County Public Health Department
● Notify parents of affected students

The Faculty will:
● Make a list of all potentially affected students and staff
● Make a log of symptoms, the suspicious food/water, quality and character of

products

Medical first responders will assess the need for medical aid.
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O. Hostage Situation

Remember Time is on your side!

If the entire classroom is taken hostage:

Do
● Stay calm
● Obey suspect’s commands
● Be passive
● Try to calm suspect and listen to complaints or demands
● Keep students calm and don’t allow them to agitate the suspect
● Ask permission of suspect at all times

Don’t
● Try to be a hero
● Challenge the hostage taker
● Confront the hostage taker
● Argue or fight
● Use words “hostage, captive or negotiate”

KEEP ALL RADIOS, TV’S AND COMPUTERS TURNED OFF. If possible and
without increasing risk to you, minimize any possibility that the suspect can hear or see
NEWS REPORTS.

Be calm and patient and wait for help. Keep in mind the average hostage incident lasts
approximately six to eight hours.

TIME IS ON YOUR SIDE!
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P. Intruder(s) on Campus

A campus intruder is anyone who loiters or creates disturbances on school property.

Daily routine:

● It is important to maintain a closed campus requiring all visitors to register at
the office

● Visitors must receive a badge that identifies them as having registered
● Staff must address ALL individuals found on campus who have not obtained

the appropriate visitor badge, as safety permits, and direct them to the school
office

In the case of a disturbance:

● Staff should contact the school office and give the location of the suspected
intruder

● Depending upon the circumstances, lockdown procedures may be
implemented

● Wait for instruction from the administrator
● During the lockdown, if you see the intruder, contact the office and give the

location immediately
● The principal or the school administrator will call 911 if required
● After the lockdown, take roll and notify school administration of any missing

students
● Limit phone and radio traffic to emergency use
● The administrator will notify the Superintendent’s Office if needed
● Remain on lockdown mode until released by law enforcement

37



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

Q. Site Initiated Lockdown

Public Address notification: This is a lockdown; this is not a drill.

If INSIDE a building:

1. Lock your door immediately upon notification of lockdown.

2. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

3. Close drapes, blinds or other window coverings that may exist.

4. Direct students to sit on the floor, as low as possible, being as quiet as possible.

5. Take roll and make a list of missing students.

6. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

If OUTSIDE a building:

1. Immediately report to your room bringing all students in the area into your room
even if the student is not on your roll.

2. LOCK YOUR DOOR IMMEDIATELY UPON NOTIFICATION OF
LOCKDOWN.

3. DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE LOCKED
THE DOOR.

4. Close drapes, blinds or other window coverings that may exist.

5. Direct students to sit on the floor, as low as possible, being as quiet as possible.

6. Take roll and make a list of missing students.

7. Remain inside of classroom or building and DO NOT let anyone out until an
administrator has given an all-clear announcement

Students and staff caught outside during a lockdown:

1. Individuals who are found outside of a secure building during a lockdown should
look for an open room.

2. If you become aware of staff or students locked outside of classrooms, inform the
office immediately.

3. In the event that a secure classroom cannot be located, students should seek cover
in a restroom.

La Habra Police Department Initiated Lockdown
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The La Habra Police Department is charged with ensuring public safety in a manner that
facilitates a swift and positive resolution while minimizing the impact on the community
and affected schools. In an effort to ensure a proper response to incidents that can
potentially impact schools within the city, the La Habra Police Department is working
with other local law enforcement agencies and schools to establish a uniform response
plan. As such, a 3-level lockdown procedure has been established in order to ensure the
safety of students and staff, as well as ensuring that there is minimal (yet still safe) impact
on the learning environment.

Notification procedures:

Nothing in this procedure is intended to limit the school’s ability to implement a
lockdown on their own. However, in instances where the police department is requesting
the school implement a Level 1, 2, or 3 lockdowns, the La Habra Police Department
personnel will notify the school’s principal (or their designee) via telephone. That
notification may be requested by the Incident Commander (Field Supervisor or their
designee) or the School Resource Officer and will typically be made by communications
(Dispatch) personnel.

Levels of a lockdown:

This procedure involves three (3) different levels, based on the severity of the incident,
taking into account the following information:

● Nature of the incident at hand
● Nature of any suspect(s) involved (including known criminal history, crime

alleged, weapons, gang affiliation, threats made, etc.)
● Proximity to the affected school

In any of the lockdown levels, it is imperative that school staff follow all campus safety
protocols (which should be known and familiar to them via their administrations).
Regular practice drills are strongly suggested. Staff should also be reminded to maintain
a calm, yet assertive demeanor, as this greatly influences the students’ response to the
direction they receive.

It is critical that staff members be adaptable to take the necessary means (using their
training, knowledge of policies, and common sense) to safely resolve a situation at hand.
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LEVEL 1: “ALERT” - (Yellow)

Level 1 lockdowns will result in the affected school securing its perimeter gates, if
applicable, and restricting access on and off campus. This is the least restrictive level in
terms of impact to the affected school site. In most instances, students will not be aware
of an “ALERT” status, as classes will continue as normal. Campus supervisors and
administrators should take steps to have a visual presence on campus to ensure the safety
of their school.

● Example: The police department would notify the affected school that they are
conducting police activity (i.e., search/arrest warrant, or some other police
activity) in the general vicinity of the school, but they do not expect it to affect
school operations

LEVEL 2: “CAUTION” - (Orange)

Level 2 lockdowns are more restrictive and will result in students being kept inside
classrooms, with unsupervised movement on campus prohibited. School staff will
conduct thorough site patrols to ensure all students are in a classroom.

● Example: A police pursuit terminated near the affected school and police are
searching the general area for the suspect; there is no additional information to
believe that the suspect is armed or dangerous

● Example: This level of lockdown is typically used for instances in which there
is police activity near the school, but generally not directly affecting the
campus

● A student who is not in a classroom (i.e., in a hallway, quad area, etc.) at the
time the level 2 lockdown is implemented should be directed to the nearest
classroom and accounted for by staff

o Once safely inside and accounted for, the student can then be escorted
by staff back to ensure safe arrival to his/her designated class/teacher

● Supervised student movement can be allowed in cases of need (i.e., bathroom
necessities), but should be conducted on a case-by-case need and assessment

● Generally, classroom instruction should continue as usual
● In summary, a Level 2 lockdown allows for the continuance of normal “inside

classroom” activities; however, unsupervised student movement on the
campus should not occur

● Any outdoor activities (i.e., PE classes, should be directed into a structure,
such as the gym or classroom) until the level 2 lockdown is lifted
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LEVEL 3: “EMERGENCY” - (Red)

Level 3 lockdowns will be initiated when the incident poses a significant threat to the
safety of the students at the affected school site and will result in the most substantial
steps being taken by the school and the police department to maximize the safety of
students and staff. In the event of a Level 3 lockdown, all student and staff movement
should cease, and staff should ensure that students shelter in place and that the school’s
lockdown measures are implemented:

● Students should take positions of safety within classrooms
● All known students shall immediately be brought into the nearest classroom and

accounted for
● Lock and secure classroom doors and remain inside
● Close any shades, drapes or blinds and keep students away from windows
● Keep students calm and quiet (your demeanor has a direct impact on student

demeanor)
● Turn off lights and cover windows, if possible
● Have students sit on the floor or remain under desks and tables
● For rooms that have doors that open inward, consider placing furniture in front of

doors to block access
● Remember lessons from “RUN, HIDE, FIGHT” philosophy (if this training was

provided to you)
● MENTALLY PREPARE YOURSELF TO TAKE NECESSARY ACTION –

should the situation call for it
● Take roll and notify the office of any students from other classrooms
● Follow specific campus safety protocols
● Wait for further instructions from school administrators

● Example: This level of lockdown will be used for the most severe types of
incidents where it is believed that there is an imminent threat to students and staff.
Examples would include an active shooter, armed intruder on campus, or other
incident that necessitates the immediate lockdown of the school site.
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Deployment of officers to affected schools:

In the event of a Level 2 or Level 3 lockdown, and depending upon available officers,
the La Habra Police Department will make every effort to have a School Resource
Officer (SRO), or other designated officer, respond to the campus to meet with school
administrators, ensure the safety of students, and facilitate the orderly operation of the
lockdown from initiation to conclusion. The responsibilities of the assigned officer
include but are not limited to:

● Direct interaction with the principal or designated staff member
● Direct communication with the Incident Commander
● Relaying critical information which directly impacts the school
● Planning and coordination of school evacuations, if necessary
● Planning and coordination of dismissal of students to parents/guardians
● Traffic staging and management (i.e., parents, buses, etc.)
● Notification of principal or designee upon resolution of the incident
● Contingency planning with school staff in the event that the incident escalates,

is prolonged, or directly involves the campus
● Determination of the need for additional resources (i.e., additional officers,

SWAT, medical, bomb squad, etc.) and requests through the Incident
Commander

Communications center responsibilities:

In the event of a lockdown, police department personnel shall notify the affected
school as soon as possible and advise them of the lockdown level. In the event of
a Level 2 or 3 lockdowns, communications personnel will make every attempt,
based on available resources, to have an officer deployed to the affected school,
with School Resource Officers (SRO’s) being the preferred option.

Determination of need for lockdown:

The determination for the need to institute a school lockdown in most cases will be
the responsibility of the Incident Commander or highest ranking officer on scene
(generally the Field Sergeant or Corporal) but can be made by any officer who
believes that current circumstances dictate the need for such lockdown. In the event
that a school lockdown becomes necessary, the affected school(s) should be notified
as soon as possible via telephone to the school office. This notification should be
made through the police department’s communication center. The caller should obtain
and provide the following information when feasible:
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● Name of the school staff member being contacted
● Advise the school of the necessary lockdown and level
● Provide basic information regarding the need for the lockdown (including

police activity, if possible)
● Estimated duration, if that can be forecasted
● Obtain the name of the school’s point of contact, in the event an officer needs

to respond (this should include contact numbers, including cell phone number
and is typically the principal)

● Provide a number for the school to call back (in a Level 3 lockdown, Dispatch
may be too busy to field additional calls and consideration may be given to
using desk personnel, or other personnel as decided upon by the Watch
Commander or his/her designee)

Notification of affected police department personnel:

A school lockdown has the potential to impact operations of the entire affected school
district, as well as the police department and other city services. For this reason, it is
essential that proper notification is made to affected personnel. Typically,
notifications will be made by the on-duty Watch Commander, but may be made by
the Communications Bureau in the event that the Watch Commander is unavailable or
at his/her request:

● Field personnel should notify (or have Dispatch notify) the Watch
Commander should a school lockdown be implemented

● The Watch Commander or his/her designee should notify the Chief of Police
and Command Staff regarding school lockdowns

● The Chief of Police (or his designee) will be responsible for making
notifications to the affected school district’s superintendent

● The Chief of Police (or his designee) will be responsible for making any
department level notifications (City Manager, City Council, etc.)

● The Watch Commander or Dispatch should notify the department’s Public
Information Officer (PIO) who will coordinate with the school district’s PIO

Notification of affected school district personnel:

Schools should establish protocols for making necessary notifications in the event
of a school lockdown. These notifications take into account the need to notify the
following:

● School district personnel
● School administrators and faculty
● Students
● Parents of students

School district personnel:
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Because a school lockdown has the potential to create widespread concern within the
community, it is essential that administrators of the affected school have a plan in
place to notify their respective school district offices. School districts should establish
notification guidelines and responsibilities as necessary to accomplish this task.

School administrators and school personnel:

Schools should ensure that in the event of a lockdown, they have procedures in place
to make necessary notifications to all administrators, as well as affected staff
members, in order to ensure a safe environment for all involved:

● Schools may consider utilizing public address systems to make notifications
(keep in mind that if you announce a lockdown over a PA system, you may
cause unnecessary alarm for students)

● During Level 2 or 3 lockdowns, the school office, including the attendance
office will be inundated with phone calls and may want to consider utilizing
computers (mass emailing updates to staff) in lieu of telephones

● During Level 2 or 3 lockdowns, student accountability is important and
schools are encouraged to develop a plan by which staff can utilize computers
to notify the attendance office of any additional students that may have sought
shelter in their classrooms (this frees up telephone communication for
emergency calls and provides an electronic copy of attendance records, which
is important because, during chaotic situations, information may not get
relayed accurately over the telephone)

Important Note:

Schools may want to consider a secondary location for operations, in the event
that the school office becomes inaccessible. That secondary location should have
the necessary equipment, including computers, phones, contact information, and
phone numbers.
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Students:

Schools should rehearse lockdown drills with their students to ensure that in the
event of an actual lockdown, students understand the procedures. Additionally,
since it has been proven that students will inevitably use cellular devices to
communicate with parents and friends about the events occurring, it is suggested
that schools use this effective device to their advantage by encouraging students
to notify their parents that they are “OK” and providing updated information to
parents about evacuations and student pick up areas.

By encouraging students to text their parents with updated information, schools
have a better chance of reducing potential panic by controlling or dictating the
message being disseminated.

Consideration should be given to having the responsible staff member (teacher)
orchestrate a text from their students to the parents. For example:

The teacher can instruct his/her class: “Students, get out your cell phones and,
together, we are going to put them on the ‘silent function.’ Now, I want you to
type the following message to your parents, ‘Mom/Dad…I AM OK and SAFE,
but the school is in lockdown. Do not respond to the school. They will not let you
in until it is done. I AM OK. Either I or the SCHOOL will let you know when it
is over.”

Parents:

In the event of a school lockdown, parents will be understandably upset and
concerned about the safety of their students. This leads to a potentially
overwhelming burden on office personnel tasked with monitoring telephones. In
order to reduce this burden, schools should develop or incorporate a method of
electronic or cellular notification to parents. Commonly known as a “reverse
phone system,” schools can send out mass phone messages, texts or emails,
alerting parents to the fact that there is a lockdown in place and provide updates.
Consideration should be given to send similar language as cited in the previous
section concerning students sending texts.
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Some school districts and cities utilize social media, such as Twitter and Facebook, as
an additional means of providing information in times of crisis. Whichever method
schools choose, certain basic information should be provided in a timely manner and
schools should designate several staff members to be responsible for the
dissemination of this information:

● School(s) that are affected
● Alternate pick-up sites for parents to respond in order to retrieve their

student(s)
● Timely updates regarding the school lockdown
● Reassuring parents that their students are safe and giving updates as necessary

Important Note:

The school should designate a staff member with the responsibility for disseminating
information. The Administrator or designee needs to approve the released information.
This ensures that the most accurate and up-to-date information is being released and does
not jeopardize safety or facility security, or create additional burdens for the school or
law enforcement. Schools may want to consider creating a form for such releases, which
include the message, signature of the person authorizing the release, and the time and
methods in which the message was disseminated.
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R. Loss or Failure of Utilities

This procedure addresses situations involving a loss of water, power or other utilities on
school grounds. This procedure should also be used in the event of a gas leak, an exposed
electrical line, or a break in sewer lines.

● If water or an electrical line is broken, an effort should be made to turn off the
water or power to the affected area and notify the school administrator
immediately

● Upon notice of loss of utilities, the school administrator will initiate appropriate
immediate response actions, which may include LOCKDOWN or EVACUATE
BUILDING(S)

● The school administrator will notify the Maintenance and Operations Department
and will provide the location and nature of the emergency

● The school administrator will notify the superintendent of the loss of utility
service

● If the loss of utilities generates a risk of explosion, such as a gas leak, refer to
Explosion/Risk of Explosion

47



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

S. Motor Vehicle Crash

If an accident, such as a motor vehicle collision occurs on or near campus, or if a student
or staff member is seriously injured on campus:

● Principal or designee will call 911

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate everyone from the building as
appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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T. Plane Crash

If an accident, such as a plane crash happens on or near campus, or if a student or staff
member is seriously injured on campus:

● Principal or designee will contact the school office to report the incident and
any persons injured or trapped

● If NO buildings are in immediate danger, staff will instruct students to stay in
their classrooms

● If buildings are damaged, staff will evacuate all students and staff from the
building as appropriate

● Employees will maintain control of students and take roll

● If evacuated, wait for instructions from the administrator
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U. Helicopter Landing

On occasions, law enforcement or an air ambulance is required to land on a school
campus. In the event that a school is to be used as a landing zone in an emergency the
principal or designee should:

1. Contact the School Resource Officer to assist in the coordination of events
between law enforcement and the school office

2. Notify all staff of the pending landing

3. Initiate a “Lockdown” restricting all students to their classrooms, canceling or
postponing lunch and/or recess until the helicopter has departed from the campus

4. Notify the District Office and keep them updated on the circumstances
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V. Severe Heat Advisory

In cases of an extreme temperature advisory, the following guidelines should be
followed:

1. Outdoor activities by students and staff shall be modified to prevent heat stroke
or heat exhaustion during hot weather.

2. When temperatures are 80 to 90 degrees Fahrenheit, the following precautions
shall be taken:

a. Allow unrestricted access to water.

b. Provide adequate time (at least ten minutes per hour) for rest and
cooling.

c. Carefully watch those athletes/students with a tendency toward obesity
and those with a history of heat-related illness, for signs of
hyperthermia.

d. During periods of moderate to high humidity, avoid prolonged vigorous
activity.

3. When temperatures are 90 to 100° Fahrenheit, the following precautions shall
be taken:

a. Avoid any prolonged vigorous activity, regardless of humidity level.

4. When temperatures are above 100° Fahrenheit, the following precautions shall
be taken:

a. All vigorous outdoor activity is to be avoided.

b. Limit outdoor activities to short periods of time.

c. Allow unrestricted access to water, even indoors.

d. Carefully watch those athletes and students with a tendency toward
obesity for signs of hyperthermia.

e. Students with a history of heat-related illness shall remain indoors.

f. Limit athletic practices to short, non-vigorous workouts.

51



COMPREHENSIVE SAFE SCHOOL PLAN 2023-2024

W. Psychological Trauma

Crisis management at LHCSD specifies action during and subsequent to any emergency
that may have a psychological impact on students and staff such as an act of violence;
death of a student or staff member; an earthquake or other natural disasters; or a serious
environmental problem. Emergencies like those described above usually produce one or
more of the following conditions:

● The school administrator will establish a Crisis Intervention Response Team
(CIRT) which has primary responsibility for providing necessary assistance after
all types of crises

● CIRT will assess the range of crisis intervention services needed during and
following an emergency

● CIRT will provide direct intervention service

● CIRT will advise and assist the school administration to restore regular functions
as efficiently and quickly as possible

● In performing their duties, CIRT members will limit exposure to scenes of trauma,
injury, and death

● CIRT will provide ongoing assessment of needs and follow-up services as
required

● CIRT should be provided areas away from the incident
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VI. School Safety Practices, Policies, and Procedures

A. Child Abuse Reporting

All employees of LHCSD are mandated reporters and are obligated to report any incidents of
suspected child abuse to the appropriate agency.

Child Abuse Reporting – Call 714-940-1000 or 800-207-4464 (24-hour hotline)

In any investigation of suspected child abuse or neglect, all persons participating in
the investigation of the case shall consider the needs of the child victim and shall do
whatever is necessary to prevent psychological harm to the child victim.

B. Bullying Prevention

The District believes every child is entitled to a safe school environment free from
discrimination and bullying. Consistent with state and federal law, the District prohibits
bullying and discrimination and provides a timely and effective complaint procedure for pupils
who believe they have been the victim of bullying or discrimination.

The District also is mindful that, at times, behavior that is rude or insensitive may be
constitutionally protected in the context of a public school environment. Such conduct can best
be combated and prevented with effective strategies that involve pupils, parents and school
employees in collaborative efforts to teach tolerance and ensure equal educational
opportunities for all.

This policy applies to all of the District's students. This policy applies to all acts related to
school activity or school attendance occurring within a school under the jurisdiction of the
superintendent of the La Habra City School District. (Educ. Code 234.1 (a).)

If school personnel witness an act of discrimination, harassment, intimidation, or bullying, he
or she shall take immediate steps to intervene when safe to do so. (Educ. Code 234.1(b)(1).)

Reports

Any employee who has knowledge of discrimination, harassment, intimidation or
bullying shall inform the site administrator of the concern as soon as possible.

The site administrator shall notify the District's Nondiscrimination Officer within 24
hours.

Students who have knowledge of discrimination, harassment, intimidation or bullying are
encouraged to inform a teacher or school administrator as soon as possible.

Students and parents may make such complaints anonymously by calling the
Nondiscrimination Officer at the number below. Anonymous reports must provide
sufficient corroborating evidence to justify the commencement of an investigation.
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Because of the inability of investigators to interview anonymous complainants, it may be
more difficult to evaluate the allegations and, therefore, less likely to cause an
investigation to be initiated.

Formal complaints regarding violations of this policy shall be made pursuant to the
district's Uniform Complaint Procedure, Board Policy/Administrative Regulation 1312.3.

The District's Nondiscrimination Officer is: Cammie Nguyen, Ed.D. – (562) 690-2305

C. Dress Code

The following should NOT be worn at school:

•Hats, caps or head covering other than for religious or medical reasons
•Halter tops, low tops, tank tops, bare midriff tops (all tops must completely cover midriff)
•Cutoffs, extremely short skirts/shorts (underwear should be covered by clothing)
•Clothing with unpatched holes, tears, unhemmed bottoms or slit cuffs
•Clothing that advertises such substances such as alcohol, cigarettes, drugs or utilizes double
play on words, obscenities, profanity, or is suggestive in any way or may be deemed offensive
by anyone
• Open toe shoes or shoes without backs
•Clothing that depicts illegal actions such as spray painting or use of firearms
•Hairstyles or colors which distract students from learning or present a safety hazard, such as
hair that has been colored in shades which are loud and distracting (i.e., purple, green, pink,
etc.)
•Hair which has been cut to, or grown to, styles or lengths resulting in distraction or safety
hazard (i.e., Mohawks, faux hawks), hair with shaved designs (i.e., symbols, words)
•Jewelry which poses a threat to the health and safety of students or which by its size or
appearance is distracting in the learning environment (i.e., jewelry with sharp edges or which is
so long or dangling as to pose a safety hazard)
•There is no visible “body piercing,” allowed, and it is preferred boys do not wear earrings and
all students K-6 not to wear make-up or artificial nails

Additional Dress Standards:

The following attire is NOT to be worn at school:

•Insignias and logos of non-school sponsored organizations that may be associated with
inappropriate activities
•Hooded sweatshirts and jackets must be worn with hoods down
•Belt buckles, jewelry, bandanas, stocking caps, hair nets, rags, gloves, biker wallets or other
decorations with initials, inappropriate symbols or signs
•Any pants/shorts that are oversized and inappropriate for the wearer (all pants must fit and be
worn at waist level)
•Tattoos may not be visible
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•Any shirt with long sleeves which is dramatically oversized and inappropriate for the wearer,
any oversized tee shirt, sweatshirt or polo shirt which has been modified with the addition of
ironed-on creases or pleats on the front or back; net shirts
•Any clothing directly related to negative and/or inappropriate cultures

The Principal will handle decisions regarding the appropriateness of clothing. In the event
there is a concern regarding clothes or appearance, parents may call the school or the school
will contact the parents.
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D. Attendance/SARB Policy

Unexcused Absences Excused Absences

3rd unexcused/unverified/tardy
1. Notify site administrator.
2. Send 1st unexcused SARB letter to parents

indicating student is truant.
3. Send log to CWA monthly.

3rd excused absence
1. Monitor absences and document how the

absence was verified and why. Determine
if a health issue exists.

2. Monitor patterns: Monday/Friday or certain
days.

6th unexcused/unverified/tardy
1. Notify site administrator.
2. Send 2nd unexcused SARB letter to parents

and log to CWA.
3. Site administration will schedule a Group

Attendance Intervention Meeting (GAIM)
with parents(s) to resolve attendance issue.

4. Parents sign the pre-SARB contract.

6th excused absence
1. Continue to monitor absence.
2. Determine if a health issue exists.
3. Determine if excessive absences notice

should be sent when not related to health
issue.

4. Excused letter #1.

9th unexcused/unverified/tardy
1. Notify site administrator.
2. Submit home visit request form to CWA.
3. Principal or designee meets with student

and parents to discuss absence.

9th excused absence
1. Conduct a 1st attendance RtI to address

impact absences are having on educational
performance and develop a plan for
improvement.

12th unexcused/unverified/tardy
1. CWA office will send out 3rd SARB

truancy letter.

12th excused absence
1. Excused letter #2.

15th unexcused/unverified/tardy
1. Notify site administrator to submit a

referral to SARB.
2. CWA will send SARB letter to parent for a

mandatory meeting.
3. SARB panel will review documentation

and make recommendations.

15th or more excused absences
1. Conduct 2nd attendance RtI meeting.
2. Team determines if SARB is appropriate.

If truancy continues, CWA will schedule 2nd

SARB meeting for further interventions.
CWA will refer parents to the District Attorney
meetings.

If absences continue, parent will be referred to
SARB. Panel will determine plan of action: Social
Services, La Habra Police Department, District
Attorney Meetings, and Family Counseling, etc.
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Visitor/Volunteer Policy

Classroom Visitation

La Habra City School District believes that parents are important partners in the success of our
school program and welcomes parents and professionals to visit our school sites. In the effort
to maintain the integrity of instruction, ensure student confidentiality, maintain a safe school
environment and minimize disruption of the instructional process, LHCSD has developed
visitation guidelines, which are available in the school office. Please check-in at the office for
an I.D. badge before going to the classroom.

Purpose of the LHCSD School Volunteer program:

The purpose of the LHCSD School Volunteer Program is to enhance student achievement by
engaging and leveraging the rich talents and expertise of our local school communities.

School volunteers:

● Reinforce classroom learning by assisting teachers in classrooms with non-instructional
tasks

● Support school personnel in the effective operation of schools

● Promote positive partnerships between the home, schools and the community

● Serve as positive role models for students by helping students develop a more
positive attitude about themselves, schools and communities

Section I: Volunteer Application Process

Individuals are not allowed to begin a volunteer school assignment until the following are
completed:

● Volunteer Application Form

● Criminal History Declaration Form

● Expectation and Requirement Form
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Volunteers serving at more than one LHCSD school must have a completed application for
each school/office on file.

Volunteers serving less than 16 hours per week at a site do not need fingerprinting
clearance but need to be checked against the Megan’s Law website.

Student Teachers and School Counseling Interns shall be referred directly to the District’s
Human Resources Department at ext. 80103.

Section II: Health And Safety

Tuberculosis Clearance: Tuberculosis (TB) clearance must be presented to school personnel as
part of the application process. All TB clearances must be within the last four years prior to the
individual starting volunteer service. TB clearances that are older than four years from the time
the volunteer application is submitted will not be accepted. TB clearance is the responsibility of
the volunteer.

Sex Offender Statement and Megan’s Law: The school principal or an acceptable designee must
check all volunteer applicants against the California Megan’s Law online database for sex
offender clearance at http://www.meganslaw.ca.gov/. Any volunteer applicant whose name
appears on the Megan’s Law list and is required to register as a sex offender is prohibited from
serving as a school volunteer in any capacity including individuals participating in one-time
activities.

Required for persons volunteering for more than 16 hours per week:

▪ Fingerprinting (Background Clearance): Fingerprinting by the Department
of Justice (DOJ) and the Federal Bureau of Investigation (FBI) is required
prior to the school’s submission of the individual’s application.

▪ Fingerprinting must be conducted through LHCSD. Schools with
volunteer applicants requiring fingerprinting must contact Classified
Personnel at ext. 80302.

▪ LHCSD employees desiring to participate in a school volunteer program do
not have to resubmit a Fingerprinting Application; however, LHCSD
employees must complete a volunteer application.
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Section III: Exceptions

I. Volunteer Applications NOT required but verification on Megan’s Law website required
for the following individuals:

● Parents observing their child’s classroom and who remain under the direct
supervision of an administrator or designee at all times

● Individuals participating in one-time activities where there is limited contact with
students or staff and supervision is provided by a certificated District employee.
Examples include:

Chaperoning dances or one-day field trips (under 16 hours in
duration)

Providing clerical functions that do not involve access to confidential
documents or information

Guest speaking engagements

Job-shadowing events from local universities (less than 16 hours in
duration)

Field Day

● School volunteers, like all campus guests, are required to sign in at the
school office upon entering the school premises and sign out when they exit
the campus.
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Additional Policies and Regulations Related to Student Safety

Please see Board Policies and Administrative Regulations for more information about the
following:

Bomb Threats AR 3516.2

Bullying BP 5131.2

Child Abuse Prevention and Reporting BP 5141.4/AR 5141.4

Comprehensive Safety Plan BP 0450/AR 0450

Discipline BP 5144/AR 5144

Disruptions BP 3515.2/AR 3515.2

Dress and Grooming BP 5132/AR 5132

Earthquake Emergency Procedure System AR 3516.3

Fire Drills and Fires AR 3516.1

Gangs BP 5136

Hate-Motivated Behavior BP 5145.9

Nondiscrimination/Harassment BP 5145.3/AR 5145.3

Student Disturbances BP 5131.4/AR 5131.4

Search and Seizure BP 5145.12/AR 5145.12

Sexual Harassment BP 5145.7/AR 5145.7

Suspension and Expulsion/Due Process BP 5144.1/AR 5144.1

Suspension and Expulsion/Due Process (Students with Disabilities) AR 5144.2

Transportation Safety and Emergencies AR 3543

Visitors/Outsiders BP 1250

Weapons and Dangerous Instruments BP 5131.7/AR 5131.7

Student Handbook: A copy of Washington Middle School’s student handbook is available in
the school office and on our website.

60



Recommended Action

It is recommended the Board of Trustees approve Resolution #1-2024 - Classified Layoffs.  

Motion__________                    Second__________                   Board Action__________  
 

Supporting Documents

 Resolution 1-2024 Classified Layoffs

13. b. Action Item: Approval of Resolution #1-2024 - Classified Layoffs 

Regular Meeting
03/14/2024 - 06:00 PM



 
 

LA HABRA SCHOOL DISTRICT 

REDUCTION OR DISCONTINUANCE OF CLASSIFIED SERVICE 

RESOLUTION #1-2024 
 

 WHEREAS, the District’s governing board, upon recommendation of the 
Superintendent, hereby determines that due to lack of work, it shall reduce or 
discontinue certain particular kinds of services hereinafter enumerated. 
 

 NOW THEREFORE, IT IS HEREBY RESOLVED, DETERMINED AND ORDERED 

AS FOLLOWS: 

 
1. Pursuant to Education Code § 45117, the following particular kinds of service shall 

be reduced at the close of the 2023-2024 school year. These services performed by 
classified employees are as follows:   

 

Transitional Kindergarten (TK) Paraprofessionals: 
The four least senior Transitional Kindergarten (TK) Paraprofessionals currently 
employed.  

 

Educational Assistant 
The least senior Educational Assistant will be laid off by one of the four Transitional 
Kindergarten (TK) Paraprofessionals through the bumping process. 

 
2. The Superintendent or his designee is hereby directed to serve notices of 

termination in accordance with and in the manner prescribed by Education Code § 
45117.  In addition, the Superintendent/designee is authorized, where deemed 
necessary, to issue additional notices so that certain other employees whose rights 
may be affected will have an opportunity to be heard. 

 
3. The Board hereby determines that these reductions are related to the welfare of the 

schools and the students thereof in that there will be employed four less TK 
teachers for the 2024-2025 school year. 

 
4. Affected classified employees shall be notified of their displacement rights and re-

employment rights. 
 

Adopted by the Board of Trustees of the La Habra City School District on March 14, 2024, 

by the following vote: 

 
AYES:   Members: 

NOES: Members: 

ABSENT: Members:  

ATTEST:  Members:  

 
 
 



I,  , Clerk of the Board of Trustees of the La Habra City School District 
of Orange County, California, certify that the foregoing Resolution was adopted by the 
Board at a Regular Meeting thereof held at its regular place of meeting by the vote above 
stated, which Resolution is on file in the office of the Board. 
 

 

Dated:   March 14, 2024  

                                 

______________________________  ______________________________ 
Mario A. Carlos, Ed. D.    Ofelia Hanson, President 
Secretary to the Board     
       
 



14. BUSINESS MATTERS

Regular Meeting
03/14/2024 - 06:00 PM



Recommended Action

After discussion of the Second Interim Financial Report, it is recommended the Board of Trustees certify
the report. Included in this action will be authorization to:

Make budget transfers and adjustments as needed for the 2023-24 District budget.

Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 Second Interim 2023-24 Memo

 Second Interim 2023-24 Report

14. a. Information/Action Item: Certification of Second Interim Financial Report and Budget
Transfers/Income Adjustments 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

  

To:  Board of Trustees 

From:  Christeen Betz, Assistant Superintendent, Business Services 

Date:  March 14, 2024 

CC:  Superintendent 

  

Re:  2023-24 Second Interim Report 

Background: 

Local educational agencies (LEAs) are required to file two reports during a fiscal year (interim 

reports) on the status of the LEA's financial health. The first interim report must be Board 

approved by December 15 for the period ending October 31 and the second interim report must 

be approved by March 15 for the period ending January 31. County superintendents are to report 

to the Superintendent of Public Instruction and the State Controller the certification for all 

districts in their county within 75 days after the close of the reporting period. 

The interim reports must include a certification of whether or not the LEA is able to meet its 

financial obligations. The certifications are classified as positive, qualified, or negative. A 

positive certification is assigned when the district will meet its financial obligations for the 

current and two subsequent fiscal years. A qualified certification is assigned when the district 

may not meet its financial obligations for the current or two subsequent fiscal years. A negative 

certification is assigned when a district will be unable to meet its financial obligations for the 

remainder of the current year or for the subsequent fiscal year. In addition, the Superintendent 

of Public Instruction may reclassify the certification of any county office of education or 

reclassify a certification based on an appeal of a school district in accordance with the above 

standards. 

Rationale: 

The District is required to file and adopt a Second Interim Report. The report utilizes the most 

recent projections for revenue and expenditures and provides a multi-year projection for three 

fiscal years. 

 

Recommended Action:  

The District recommends the Board of Trustees approve the 2023-24 Second Interim Report. 

 

Financial Implications, if any:  

None. 
 





















































































































































































































































Recommended Action

It is recommended the Board of Trustees approve the California Mul ple Award Schedule (CMAS)
contract number 4-21-03-1001 Supplement No. 4 awarded to Weatherproofing Technologies, Inc. for
roofing products.
 
Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 Weatherproofing Technologies, Inc Memo

14. b. Action Item: Approval of the California Multiple Award Schedule Contract Number 4-21-03-
1001 Supplement No. 4 awarded to Weatherproofing Technologies, Inc. for Roofing Products 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 

To:  Board of Trustees 

From:  Manuel Tafoya, Supervisor Purchasing and Stores 

Date:  March 14, 2024 

CC:  Superintendent 

  

Re:  Weatherproofing Technologies, Inc. CMAS 4-21-03-1001 Supplement No. 4 for 

Roofing Products  

Background: 

Public Contract Code Sections 10298 & 10299 authorizes school districts to contract, without 

further competitive bidding, with suppliers awarded State of California Department of General 

Services (DGS) contracts, master agreements, multiple awards schedules or cooperative 

agreements, including agreements with entities outside the state which have a California 

Participating Addendum. The California Multiple Award Schedules (CMAS) program offers 

contracts with a wide variety of commodity, non-IT services and information technology 

products and services. These CMAS contracts are based on an existing previously bid and 

awarded Federal GSA multiple award schedule for the same product and/or service, at a price 

that is equal or lower, with added State of California contract terms and conditions, procurement 

codes, policies and guidelines.  

 

Rationale: 

The District has an ongoing need to maintenance or replace roofing systems throughout the 

District. Weatherproofing Technologies, Inc. has available a CMAS contract for roofing 

products that meet the standards of the District. Staff is requesting a delegation of authority for 

the Superintendent to approve purchases utilizing this CMAS contract. 

Recommended Action: 

It is recommended that the Board find that it is in the best financial and timely interest of the La 

Habra City School District to utilize the California Multiple Award Schedule (CMAS) contract 

number 4-21-03-1001 Supplement No. 4 awarded to Weatherproofing Technologies, Inc. for 

the as needed purchase of roofing products for the term of the awarded contract through 

February 28, 2025 inclusive of future contract renewals and all addendums thereto. 

Financial Implications, if any: 

Expenditures will be made on an as needed basis with funding from various sources. Purchase 

orders will be submitted to the Superintendent or Designee for approval.  This is not a request 

for any additional budgetary appropriation. 

 



Recommended Action

It is recommended the Board of Trustees Approve the contract with SHI Interna onal, Corp CMAS 3-23-
04-1001 for the purchase of outdoor security camera equipment, hardware, and software licenses. 
 
Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 LHCSD Board CMAS 3-23-04-1001 SHI International

14. c. Action Item: Approval of Contract with SHI International, Corp CMAS 3-23-04-1001 for the
Purchase of Outdoor Security Camera Equipment, Hardware, and Software Licenses 

Regular Meeting
03/14/2024 - 06:00 PM



 
La Habra City School District 

 

 

To:    Board of Trustees 

From:   Manuel Tafoya, Supervisor of Purchasing and Stores 

Date:  March 14, 2024 

CC:  Superintendent 

Re:  SHI International, Corp CMAS 3-23-04-1001 for the Purchase of Outdoor 

Security Camera Equipment, Hardware, and Software Licenses   

 

 

Background: 

Public Contract Code Sections 10298 & 10299 authorizes school districts to contract, 

without further competitive bidding, with suppliers awarded State of California 

Department of General Services (DGS) contracts, master agreements, multiple awards 

schedules or cooperative agreements, including agreements with entities outside the state 

which have a California Participating Addendum. The California Multiple Award 

Schedules (CMAS) program offers contracts with a wide variety of commodity, non-IT 

services and information technology products and services. These CMAS contracts are 

based on an existing previously bid and awarded Federal GSA multiple award schedule 

for the same product and/or service, at a price that is equal or lower with added State of 

California contract terms and conditions, procurement codes, policies and guidelines.  

 

Rationale: 

The District has a need for outdoor cameras, hardware and licenses throughout the 

District.  SHI International, Corp has available an awarded CMAS contract for the 

purchase, warranty, and installation of hardware, hardware maintenance and repair 

services, software, software maintenance as a product, electronic commerce services, 

infrastructure as a Service (IaaS), Platform as a Service (PaaS), and Software as a Service 

(SaaS) that can provide for these needs. Staff is requesting a delegation of authority for 

the Superintendent or designee to approve purchases utilizing this CMAS contract as 

needed.   

 

Recommended Action: 

It is recommended that the Board find that it is in the best financial and timely interest of 

the La Habra City School District to utilize the California Multiple Award Schedule 

(CMAS) contract no. 3-23-04-1001 awarded to SHI International, Corp for the as needed 

purchase of outdoor security cameras, hardware and software licenses for the term of the 

awarded contract through February 28, 2025 inclusive of future contract renewals and all 

addendums thereto. 
 

Financial Implication, if any: 

Expenditures will be made on an as needed basis with funding from various sources. 

Purchase orders will be submitted to the Superintendent or Designee for approval.  This 

is not a request for any additional budgetary appropriation. 



Recommended Action

It is recommended the Board of Trustees approve the revised Facility Use Form. 

Motion__________                    Second__________                   Board Action__________  

Supporting Documents

 Facility Use Form Memo

14. d. Action Item: Approval of Facility Use Form 

Regular Meeting
03/14/2024 - 06:00 PM



La Habra City School District 
 
 

To: Board of Trustees 

From: Jose Malvaez, Purchasing Assistant 

Date: March 14, 2024 

CC: Superintendent 

 

Re: Changes to Use of School Facility Form 

 

 

Background: 

In recent years, our school has experienced a growing demand for the use of our facilities by 

external groups and organizations. This increased interest reflects the central role our 

institution plays within the local community as a hub for educational, recreational, and cultural 

activities. While LHCSD welcomes the opportunity to share our resources with the 

community, this demand has also highlighted the need for a more structured and efficient 

process for managing requests and ensuring the responsible use of school property. 

Recognizing these challenges, the District has undertaken a comprehensive review of our 

procedures governing the use of school buildings, grounds, and equipment. Through these 

efforts, we aim to strike a balance between supporting community initiatives and safeguarding 

the interests of our schools and District. 

 

Rationale: 

The revised process includes a simplified form and clearer guidelines to assist applicants in 

submitting their requests accurately. Our team has reviewed and updated the policies governing the 

use of school facilities to align with current regulations and best practices. These updates address 

liability concerns, insurance requirements, and any legal considerations associated with external use 

of school property. We have revised our fee structure for the use of school facilities to better reflect 

the costs associated with maintenance, utilities, and staffing. 

 

These changes are intended to optimize the process for requesting and utilizing school facilities while 

upholding the highest standards of safety, accountability, and community engagement. We believe 

that these enhancements will benefit both the District and the community to continue fostering 

positive relationships by being the hub of educational, recreational, and cultural activities in the city 

of La Habra. 

 

Recommended Action: 

It is recommended that the Board of Trustees review and approve the revised “Request for use of 

School Building, Grounds, or Equipment” form. 

 

Financial Implications, if any: 

None. 



 

 

 

 

 

 

 

 

Revised  

“Use of School Facility” Form  

Jose Malvaez, Purchasing Department  

March 14, 2024 

Board of Trustees 

Superintendent 

 

 



Date: _________________ 
 

LA HABRA CITY SCHOOL DISTRICT  
500 N. Walnut St. La Habra, CA 90631  

(562) 690-2310   

 

REQUEST FOR USE OF SCHOOL FACILITY 
 

Person responsible for this request: 
 
Name: _____________________________ Email: _____________________________ Telephone: (____) _____________ 
 
Address: ______________________________________________________________ Cell Phone: (____) _____________ 
 
Name, phone number & email of second organization contact person to phone in case school is forced to cancel request: 
 
Name: _____________________________ Email: _____________________________ Telephone: (____) _____________ 
 
Address: ______________________________________________________________ Cell Phone: (____) _____________ 
 
For what purpose do you wish the use of this property? ______________________________________________________ 
___________________________________________________________________________________________________ 
 
School: _____________________________ Facility: _____________________________ Estimated Attendance: ________ 
 

DATE DAY OF WEEK TIME DATE DAY OF WEEK TIME 

 To   To  

 To   To  

 To   To  

 To   To  

 
BUILDING USE FEE: 

The fee for the use of the school's facilities, which includes access to the projector, screen, podium, and restrooms, 
is $75.00 / hour. Any other equipment request can be listed below and LHCSD will try to accommodate your requisition. 

Please note that it is required to have a custodian one hour before, during, and one hour after the event hours at any school 
facility. 
 
EQUIPMENT REQUESTS: 

Number of chairs: _____________________________  
Number of tables: _____________________________  
 
Other equipment request: ______________________________________________________________________________ 
 
*Use of any/all inside facilities are NOT available at no charge to user during school holidays or vacations* 
 

The School District Business Office will make request for payments. Signature of organization representative acknowledges 
fee and information printed on reverse and has signed the Disclaimer #16.  
 
_____________________________________  _________________________________________ 
 Organization Representative     Responsible Person in Attendance 
        (Sign #16 on reverse side) 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
Personnel Assigned: _____________________________ 
 
School Principal: _____________________________    Date: _____________________________ 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
Approved : _____________________________     Date: _____________________________ 
 
Denied: _____________________________     Date: _____________________________ 
 
 

Per Board Policy and Government Regulation, the use of tobacco products is prohibited on school property at any time. 

 
Rev. 1/2024 



Date: _________________ 
 

LA HABRA CITY SCHOOL DISTRICT 
RULES AND REGULATIONS GOVERNING THE USE OF BUILDING, GROUNDS AND EQUIPMENT FOR NON-SCHOOL 

PURPOSES 
 

1- Each school principal has the authority for, and responsibility of, approving the use of facilities in his/her respective school, 
provided such use is in compliance with all state laws, city ordinances and regulations of the Board of Trustees. All approvals 
for use by school principals shall be subject to review by the District Office. 
  

2- All applications from outside organizations or groups for the use of school premises shall be made on official forms provided 
by the La Habra City School District.  
 

3- These forms shall be obtained at the school where the facilities to be used are located and shall be filled out with the aid of 
the district employee immediately in charge of the school facility requested.  
 

4- Completed forms shall be left with the building principal, who in turn will forward them to the office of the district Administrator 
responsible for approved procedure.  
 

5- Applications must be filed at least three weeks in advance of the time the use of the premises is desired.  
 

6- School premises shall not be available on such occasions or during such hours as to interfere with the regular functions of 
the school.  
 

7- An employee of the school district shall be on duty at all times during public use of buildings. Keys will not be issued to 
individuals or groups.  
 

8- Pursuant to section 51500 of the Education Code, no public meeting or entertainment held on the school property will be 
permitted to reflect in any way upon citizens of the United States because of their race, color, or creed.  
 

9- Applications for uses or by users not covered in the Civic Center Act shall be approved only upon specific authorization of 
the Board of Trustees acting in accord with Education Code Section 16551, etc.  
 

10- The use of tobacco is prohibited on school property.  
 

11- School furniture or apparatus may not be removed or displaced by any group without permission from and under the 
supervision of the school district employee in charge.  
 

12- Any breakage, damage, or loss of District property, shall be paid for by the using organization even though such breakage, 
damage, or loss is caused by spectators or observers who are not official members of the organization.  
 

13- Organizations granted the use of school buildings or grounds under the Civic Center Act may be permitted, at the discretion 
of the principals, to use equipment that needs an operator, provided they agree to pay all costs, including labor, to which the 
District may be subjected by reason of such use. Only District personnel shall be allowed to operate District equipment.  
 

14- No vehicles are allowed in grassed, black top or recreational areas. All vehicles must use designated parking only.  
 

15- Where a rental charge is made, it shall be in conformance with the schedule adopted by the Board of Trustees. The 
schedule is subject to change at the will of the Board. All fees shall be paid directly to the Business Office.  
 

16- Disclaimer: "Applicant hereby agrees to hold the La Habra City School District, its Board of Education, the individual 

members thereof, and all District Officers, Agents, and Employees free and harmless from any loss, damage, liability, cost or 
expense that may arise during or be caused in any way by such use or occupancy of school property except for losses 
resulting from the active negligence of a district employee. The applicant agrees to furnish such liability or other insurance for 
the protection of the public and the District as the District may require." 

 

Signed: ________________________________________   Date: _______________________ 
 

17- Documentation of insurance is required from users naming the District as additional insured. Use of facilities would 
be suspended upon expiration of current insurance coverage unless renewed prior the expiration date. 
 
SCHOOL TELEPHONE: 

Arbolita School                                          (562) 690-2352 

El Cerrito School                                       (562) 690-2340  Las Positas School                                    (562)690-2356 

Imperial Middle School                              (562) 690-2344 Sierra Vista School                                    (562)690-2359 

Ladera Palma School                                (562) 690-2348 Walnut School                                            (562)690-2369 

Las Lomas School                                     (562) 690-2353 Washington Middle School                        (562) 690-2374 

 



 

 

 

 

 

 

 

 

Previous  

“Use of School Building, Grounds, or Equipment” Form  

Jose Malvaez, Purchasing Department  

March 14, 2024 

Board of Trustees 

Superintendent 

 

 

 

 

 

 

 

 

 

 

 







15. Board/Superintendent Comments

Regular Meeting
03/14/2024 - 06:00 PM



Recommended Action

Motion__________                    Second__________                   Board Action__________  

16. Adjournment

Regular Meeting
03/14/2024 - 06:00 PM



Recommended Action

The next regular meeting of the Board of Education is scheduled for April 11, 2024 at 6:00 p.m., at the
District Education Board Room, 500 N. Walnut Street, La Habra, California.

17. NEXT BOARD MEETING

Regular Meeting
03/14/2024 - 06:00 PM
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