HOW DOES METRO CHARTER PREPARE FOR EMERGENCIES?

We have emergency supplies
Metro Charter has emergency supplies, including a three-day supply of food and water,
as well as first aid supplies, rescue equipment, and other basic necessities. These
supplies are inspected regularly and used during drills.
We conduct regular drills
Metro Charter conducts regular emergency drills. In addition, we participate in the Great
California Shake Out in which we practice search and rescue and medical response
techniques. We also conduct a second supplementary drill in the spring to review
lockdown procedures. Our Safe School Plan is updated annually customized to meet
the school’s changing needs. A copy of the school safe plan is kept in the Main Office.
We have safe buildings
Public K-12 schools in California are legally required by the Field Act to be built to a
higher construction standard than other buildings and are inspected more frequently –
this makes them less likely to collapse during an earthquake. Metro Charter also has
fire alarms, sprinklers and extinguishers. Additionally our campus is a locked/secure
campus. During the school day, the entrances and exits are secured. Visitors must
request access the school before entering.
We have trained personnel
Our teachers and staff are trained in first-aid and CPR. There are numerous first aid and
CPR courses offered through the district for free to school personnel. If there is an
emergency at school, school personnel have been trained, and will react quickly to
protect children.
Keep Yourself Informed
Keep yourself informed of school procedures by attending parent meetings, reading the
student-parent handbook, and school newsletter, and checking the school website
periodically. Attend emergency drills at your child’s school, and make sure that your
family is prepared for emergencies, too.
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School Safety Plan
&
Emergency Preparedness Plan
2017 -2018

700 Wilshire Blvd. Suite 143, Los Angeles Ca. 90293
2009 W. Martin Luther King Blvd, Los Angeles Ca. 90062
Phone 213-377-5708
Fax 213-985-9313
Website www.metrocharter.org

Copy of Plan to be kept in School Office and posted on Website for public viewing
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Comprehensive School Safety Planning
Committee and Emergency Response Team
Kim Clerx
Principal, Metro Charter

kclerx@metrocharter.org
213) 377-5708 work
(310) 968-9710 cell

DeJuan Ruffin
Director of Operations, Metro Charter

dejuan@metrocharter.org
(213) 377-5708 work

Maria Del Buono
Administrative Coordinator, Metro Charter

mdelbuono@metrocharter.org
(213) 377-5708 work

Jill Deranian
Director of Student Services, Metro Charter

jderanian@metrocharter.org
(213)377-5708 work

Domeka Harrison
Administrative Coordinator, Metro Charter

dharrison@metrocharter.org
(213)377-5708

Alicia Valladares
Community Liaison, Metro Charter

avalladares@metrocharter.org

Zuzy Rodriguez
Parent School Site Council Member, Metro
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INTRODUCTION AND STATEMENT OF COMMITMENT
Metro Charter Elementary School recognizes the existence of the possibility of a
hostile attack, sabotage, or other violent action, as well as disaster/crisis resulting from
fire, natural causes, or acts of school violence. Because of the reality of such an event
and the state of the world today, Metro Charter Elementary School Faculty, Staff,
Students, Parents, and community leaders are committed to providing the safest
environment possible. We have prepared the Plan & Procedure for Crisis
Management/Prevention to provide a framework in which the school can plan for and
perform its respective emergency functions during school crisis situations. It is further
designed to assist the staff in following the procedure with the greatest possible speed
and safety. Regardless of the prescribed procedures, training, and instruction, we
acknowledge that the sound judgment of the administration and staff is an integral part
of safety management.
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SCHOOL FLOOR PLANS
The Metro Charter Elementary School floor plan is posted inside every classroom.
The evacuation route is clearly labeled for each classroom.

(A School Floor Plan is not included in this document for safety purposes. If you are a
stakeholder at the school, one is available for you in the Principal’s Office.)

EMERGENCY CONTACT INFORMATION
Home

Work

Kim Clerx
Principal
Cell: (310)968-9710

700 Wilshire Blvd Suite 400
Los Angeles, Ca 90017
(213) 377-5708

DeJuan Ruffin
Director of Operations

700 Wilshire Blvd Suite 400
Los Angeles, Ca 90017
(213) 377-5708
2009 W. MLK
Los Angeles, Ca 90062

Jill Deranian
Director of Student
Services
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Helpful Phone Numbers Emergency
Fire and Police (emergency only) ................................................ 911
LAPD ............................................................................................1-877-275-5273

LAFD……………………………………………………………...(213) 485-6210
California Emergency Management Agency.................................(562) 795-2900
Drug Abuse, Treatment, or Rehabilitation
Poison Control .............................................................................1-800-462-0800
California Medical Center Hospital ..............................................(213) 748-2411
The Midnight Mission .................................................................(213) 624-9258
Mental Health, Child Abuse, Neglect, and Sexual Assault
Eastside Mental Health ....................................................................338-7525
DHR Child Abuse.............................................................................812-2100
Suicide Prevention
National Suicide Helpline..................................................................1-800-273-8255
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EMERGENCY SUPPLIES AND LOCATION
Emergency supplies and first aid supplies are necessary when a disaster of any nature
occurs. Supplies are located in two areas on campus. Green cans located on the
playground of the lower grade site and in the office of the upper grade site. Each can
contains food, blankets and water for each person on campus. Items necessary for
search and rescue are located in the shed on the playground and in the main office.
The following lists contain items that may be useful during a crisis of varying types.
EMERGENCY
•
•
•
•
•
•
•
•

Blankets
3 day supply of water (per person)
3 day supply of food (per person)
Flashlights
Buckets
Batteries
Wet Wipes
Emergency Radio

FIRST AID
Tylenol
Gauze
Tape
Tweezers
Instant Ice Packs
Package of Sewing Needles
Anti-bacterial salve
Disposable latex gloves

Assorted Band Aids
Sterile Water (for burns)
Scissors
Bandages
Ace Bandages
Slings
Steri-strips or butterfly stitches
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PREVENTION AND CURRICULUM
School Climate
•
•

The school provides parents with a yearly survey in order for them to have input
into the school climate.
Results are used to evaluate and revise the existing safety plan.

Student/Faculty/Staff Records
•
•

•

•
•
•
•

Information on file is accurate, accessible on computer, current, updated at
regular intervals, and specified on the school calendar.
Student/Faculty/Staff Records are complete with life-threatening medical facts
such as the following:
• Allergies
• Ongoing or chronic medical conditions
• Medications
Records clearly identify persons authorized to pick up the student in the absence
of parent/guardian. Copies of court orders relevant to the children are on file in
the school office.
Procedures require that records and identification be checked prior to release of
student to any person (e.g., check photo identification upon check-out).
If computerized records are unavailable, records are alphabetized by grade level
so that information can be located quickly.
Staff/faculty records meet the same qualifications noted for student records.
Back-up copies of student/staff records are kept at an alternate site off campus.

Discipline Plan
•
•
•
•
•
•

The Family Handbook is disseminated to each child/parent each year. A signed
notice of receipt is kept on file in each child’s cumulative record.
Training is provided for faculty and staff by the school principal.
Students understand and respond to the discipline plan.
Parents are aware of the discipline plan and their supporting role.
The plan is consistently and fairly enforced for all students.
All faculty/staff are visible throughout the school day to support the discipline
plan.

8

Alcohol/Drug/Violence A “zero tolerance” policy is in place.
•
•

Rules are enforced consistently.
Opportunities are available for support groups as needed for students/staff.

Law-Related Education
•

Law-related education is implemented in content areas.

Health Education
•
•

Areas of safety have been identified and taught.
All staff is first aid trained to assist with the medical/health needs of our students.

Visitor Access Control
•

•

•
•

•

Procedures for visitor identification are in place. All visitors enter the front doors
to the building beside the office area. Visitors are immediately recognized and
they are given a visitor’s badge to wear. Badges are clearly identifiable. Visitors
are not allowed to proceed to classes unless they have received prior approval
from the office/principal.
Procedures for school visitation are covered in the school handbook and in the
teacher handbook. Signs are posted throughout the school campuses indicating
the procedure that visitors must follow upon entering the building.
The visitor procedure is consistently and efficiently implemented. Parents,
students, faculty, and staff are notified immediately if change in procedure takes
place.
Faculty and staff are alert to identified and non-identified visitors. Faculty and
staff follow a procedure in place for identifying strangers or unidentified visitors in
the building or on school ground.
If disruption is anticipated, visitors are escorted out and away from the building
and the local police department and /or school resource officer are notified.

First Aid/CPR/Heimlich/Blood Borne Pathogens Procedures and Equipment
•
•

Training for CPR/Heimlich procedures is available to all personnel by the school.
Each classroom is equipped with a basic first aid kit.

Personal Safety
a.

Safety is part of the classroom.

b.

Training for emergency evacuations occurs frequently throughout the year.
Training the faculty on school safety and procedures is done annually.

c.

Staff and students are informed of current problems in and around the school as
they occur. Memorandums, announcements, counselor and principal visits are
ways that problems are communicated.
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d.

Arrival/departure procedures are designated for each situation. Bus and car
riders each have a designated area to drop off and pick up, a designated time for
both, and a specific manner in which to load and unload. The procedures are
described at Orientation, beginning of school packets, and teacher handbook.

b.

A sufficient number of staff members supervise loading/unloading procedures.
Staff members have a schedule to follow that designates dates to monitor
loading and unloading procedures. Support staff has a designated area to
monitor during loading and unloading procedures daily.

c.
d.

School safety in-services are provided by the school.
Community Assistance is available and documented in the School Safety Plan.
The local community/city/county police and fire departments offer immediate
assistance when notified. Phone numbers are readily available in the event of an
emergency.

e. The classroom teacher identifies all students as roll is taken before the day’s activities
begin.
f.

Identification procedures are part of the crisis plan. Teachers have a student roster
located in the emergency folder.

g. Medical records for students who require medical attention/medications are kept on
file with teacher and administration. The school nurse or trained personnel are
required to attend field trips if any student needs medication.
BUILDINGS AND GROUNDS SECURITY
Alarm System
• Automated fire alarm system is utilized through out the buildings that can be activated
at given locations through out the buildings and can be heard from all points on
the school grounds.
• Intercom/Walkie Talkies/Text Messages and Emails are used to alert staff to
problems.
Playground and Playing Area
A properly maintained fence surrounds all play areas.
Privacy net surrounds all place area so that outsiders cannot see in.
School Location, Traffic Patterns, and Protective Barriers
At the beginning of every school year a school handbook is provided detailing the
procedures for the arriving and dismissing of all students.
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Students are monitored at all times when arriving and leaving school grounds by
certified personnel.
Limitations of Building Design
All buildings are utilized for instruction or storage. Every classroom has a floor plan for
the building in which it is located.
Exits
All exit doors open to the hallway and have a fire exit sign. Third through fifth grade
students exit to the hallway and precede to the stairwell. Transitional Kindergarten
through second grade exit into a hallway that leads outside.
Fire Extinguishers/Fire Alarms
Fire extinguishers are located as per local fire codes determine and maintained
annually.
Fire alarms are located in each classroom.
Electrical Safety and Appropriate Machinery/Equipment Use
Occupation Safety and Health Act (OSHA) guidelines are followed: All science
equipment and supplies are properly maintained. School lunchroom is free of hazards
as outlined in local safety codes.
Signs/Directions to Safety Areas
All exit signs are regularly maintained. Visitor entrance procedures are posted on all
exit doors.
Hall Passes
Student sign in/out procedures are followed in all classrooms. Students in hallways
have hall passes indicating their destination.
Security
All keys are secured in a locked cabinet easily accessible. All records are maintained in
a secure location daily.

COMMUNICATIONS
•

The existing intercom system permits communication to all rooms inside the
school building.
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•

Fire/severe weather alarm procedures are in place and cover all buildings and
school areas. Procedures and diagrams are posted in all locations of the school.

•

Alarms can be heard in all areas of the campus.

•

There is a back-up procedure for alarms due to power failure. Electronic alarms
use a battery back up if power failure occurs. If the electronic alarms will not
sound, there is a manual system that can be used.

•

A sufficient number of computers, lap top computers, fax, and e-mail capabilities
are available to serve emergencies. Batteries are kept charged and on hand.

•

Battery powered bullhorns are available to use inside and outside the building at
any time. Batteries are kept charged and are available at all times.

GENERAL SAFETY INFORMATION
1.

Fire drill evacuation charts are updated, posted, and reviewed with all the staff.

2.

Fire drills are practiced frequently throughout the school year.

3.

In the event of an emergency, school personnel will remain on site until all
students are signed out by parent or approved adult.

4.

Evacuation plans/codes include methods for managing students with disabilities
and or students with limited English proficiency.

5.

Alternative shelters are designated off campus in case of immediate evacuation
from the school

6.

Communication/telephone trees for all staff developed/communicated for all
types of emergencies are updated and distributed annually.

7.

Community evacuation plans that include the school/students are shared with all
staff/students. The community is aware that a plan is in place.

8.

Adults adequately monitor all areas of the campus at all times.

SUPERVISION OF STUDENTS
1. Responsibilities are assigned to school personnel regarding the supervision of
students. Rules are written and distributed through the Staff Handbook and revised on a
yearly basis.
2. When it becomes necessary for a teacher to leave the room, a neighbor teacher or
support staff is consulted and supervises until the classroom teacher returns. No
students are left unattended.
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3. Teachers when going to PE/library/playground/science lab supervise classes.
Students going to restroom or on errands to office have an approved pass.
4.

Teachers or other school staff members monitor classes while moving from one
area to another.

5.

All areas (hallways, play areas, classrooms, cafeteria) are carefully monitored.

6.

There are specific rules governing field trips that include permission slips and
students returning to school. Items included are nametags, medical records, and
telephone numbers of parents at work and/or home.

7.

Office staff or teachers carry emergency student information and class lists when
leaving the classroom for emergencies.

8.

A substitute folder is provided for each classroom/teacher with all related
information regarding students including schedules, procedures and emergency
information.

Training for Staff, Students, Parents, and Others
The principal or a designee shall meet not less than one time yearly with the school staff
at which time an orientation will take place. All concerned persons will be familiarized
with the Crisis Plan at this time.
Monthly drills are required of all schools in regard to fire. Earthquake and active shooter
drills are practiced as well. Students are trained in the correct procedures for both of
these potential dangers.
Volunteers and parents are informed that a Crisis Plan is on file in the school office.
Crisis Management Plan
1. Important information will be gathered as quickly as possible.
2. Students’ safety will be a priority.

1. Field Trips Student information is carried by teachers on any trips away from school.
This includes medical information, parental contact numbers, etc. Teachers carry
personal cellular phones and a listing of applicable phone numbers. The school
keeps a listing of students assigned to each bus. Each student wears
identification while on the trip. Safety procedures of the venue will be followed.
2. Bus Transportation is provided to and from the lower grade site. School personnel
carry rosters and first aid equipment. School personnel checks each student as
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they enter the bus. School Administration keep a copy to the bus rosters with
them as well. School Administration is notified once the bus has reached its
destination.
3. Parent Meetings and Trainings are held periodically on the school campus. The
principal or designee will be responsible for implementing the safety plan during
these meetings. The plan for that area of the campus, as listed in the Plan and
Procedure for Crisis Management/Prevention, will be followed. Parents will be
informed yearly of our plan and encouraged to follow in event of a crisis.
4. Extended Day Students attending Extended Day will follow the Crisis Prevention
Plan designed for that area of the school. The Director of Extended Day will be
responsible for knowing, practicing and implementing the plan with these
students. The director has emergency information on every student. The director
has phone access and emergency information on every student.
Special Activities (Winter Celebration, Fall Festival, , etc.)
Special activities are sometimes held on school campus outside of school hours. An
event coordinator will be responsible for implementation of the safety plan in the
absence of the principal.
After the Crisis: The Role of the Principal, Teacher, Office Staff and
Paraprofessionals
Principal/Director of Student Services
1. Support response efforts and be available for media.
2. Be visible, available, and supportive to empower staff.
3. Provide direction for teachers to alter the curriculum. Specifically,
consider testing, if postponement is necessary.
4. Communicate with board members
5. When appropriate, contact family of the deceased and inform staff and students
about funeral arrangements.
Director of Operations
1. Be available by canceling other activities.
2. Locate counseling assistance by checking community resources, and
system “Crisis Plan.”
3. Coordinate and greet support staff members and then take them to
their assigned location.
4. Keep records of affected students and provide follow-up services.
5. Establish a self-referral procedure. Make referral forms available.
6. Ensure that students who are closest to the victims are picked up by parents at
school.
14

Teacher’s Role
1. Provide accurate information to students, which may dispel rumors.
2. Lead classroom discussions, when warranted, that focus on helping students to
cope with loss.
3. Answer questions without providing unnecessary details.
4. Recognize and honor the various religious beliefs that may help the students to
cope.
5. Be understanding and receptive to students’ expressions of various emotions.
6. Be careful of the use of TV broadcasts in the classroom. Live newscasts can be
traumatizing.
7. Identify students who need counseling and refer to administration.
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School Safety Plan Introduction
The following guideline may be utilized to support the annual review and evaluation of
the individual school safety plan. This guide will also provide a time line and related
administrative tasks to provide a process to ensure compliance with the requirements of
Senate Bill 187, Comprehensive School Safety Plan.
The guideline/checklist has been organized into two parts:
1. An assessment by the School Safety Planning Committee of the School Site Council,
the School Site Council or equivalent of the school climate in relation to the
current status of school crime committed on campus and at school related
functions. Based on this assessment, safety goals will be set for the upcoming
school year.
2. The annual review and evaluation of the school comprehensive safety plan which is
certified by the members of the School Safety Planning Committee, the School
Site Council President, and the school Principal before being presented to the
Board of Trustees for final review and adoption. This review includes the
following mandated components of Senate Bill 187:
•

Child Abuse reporting procedures

•

Policies pursuant to Education Code 48915(c) and other school-designate
serious acts which would lead to suspension, expulsion, or mandatory
expulsion recommendations

•

Procedures to notify teachers and counselors of dangerous students

•

Sexual Harassment Policy

•

Safe ingress and egress to and from school

•

Rules and procedures on school discipline in order to create a safe and orderly
environment conducive to learning

•

Dress Code

•

Routine and emergency disaster procedures including natural
disasters, human created disasters or power outages. The written plan
will be distributed to all departments and will be made available to all
staff, students, parents, and the community to review in the main
offices and on the District and school website.
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School Safety Planning Committee
The school site council is responsible for developing the school site safety plan or for
delegating the responsibility to a school safety planning committee. Ed. Code 35294.1
The school site safety committee shall be composed of the following members: the
principal or designee, one teacher who is a representative of the recognized certificated
employee organization; one parent/guardian whose child attends the school; one
classified employee who is a representative of the recognized classified employee
organization; other members if desired. (Ed Code 35294.1) Local law enforcement has
been consulted (Ed. Code 39294,1) Other local agencies, such as health care and
emergency services, may be consulted if desired. (Ed Code 39294.2)
SITE COMPREHENSIVE SAFETY PLANety Goals
The School Safety Planning Committee shall make an assessment of the current status
of school crime committed on campus and at school-related functions and of
appropriate strategies and programs that will provide or maintain a high level of school
safety. (Ed. Code 35924.2)
Safety Plan Goals
Introduction Metro Charter is a small charter school located in Downtown Los Angeles.
Metro is composed of a very diverse population with very diverse language and cultural
needs. This is evident in the schools’ demographic makeup that is composed primarily
of Latino, Caucasian, Asian and African American students. Students attending Metro
Cahrter also come from very different language and cultural backgrounds.
The Safe School Plan was written by a representative group, in consultation with law
enforcement, to address the safety concerns identified by students, staff and the
community. Data used for the plan was obtained from annual suspension and expulsion
reports, student and staff surveys, and parent concerns. One plan to address the
common needs at all three sites would provide for continuity of services and activities
for all elementary students. In addition the school sites are less than six miles apart.
Staff members from each site participated in the revision of the plan.

Policies and Procedures
The School Safety Planning Committee has reviewed the site safety plan and made
necessary updates and revision. The safety plan must include the following
components: (Ed Code 35294.2)
•

Child abuse reporting consistent with Penal Code 11164.

•

Policies pursuant to Educational Code 48915 and other school-designated
serious acts which would lead to suspension, expulsion or mandatory expulsion
recommendations.
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•

Procedures to notify teachers and counselors (amended Welfare and Institutions
Code 827) of dangerous students pursuant to Education Code 49079.

•

A sexual harassment policy pursuant to Education Code 212.6

•

Procedures for safe entrance and exit of students, parents/guardians and
employees to and from the school

•

The rules and procedures on school discipline adopted pursuant to Education
Code 35291 and 35291.5 (5411-discipline) in order to create a safe and orderly
environment conducive to learning at school.

•

Routine and Emergency Disaster Procedures that include:
o Emergency and Disaster Preparedness Plan
o Fire Drills
o Bomb Threats
o Earthquake Emergency Procedure System
o Transportation Safety and Emergencies

CHILD ABUSE REPORTING PROCEDURES
For specific details, refer to LAUSD Board Policy and Los Angeles Unified School
District Child Abuse and Neglect Reporting Requirements Policy Bulletin no BUL1347.2
Mandated reporters include, but are not limited to, teachers; instructional aides;
teacher's aides or assistants; classified employees; certificated pupil personnel
employees; administrative officers or supervisors of child attendance;
administrators and employees of a licensed day care facility; Head Start teachers;
district police or security officers; licensed nurses or health care providers; and
administrators, presenters, and counselors of a child abuse prevention program.
(Penal Code 11165.7)
Reasonable suspicion means that it is objectively reasonable for a person to entertain
a suspicion, based upon facts that could cause a reasonable person in a like
position, drawing when appropriate on his/her training and experience, to suspect
child abuse or neglect. However, reasonable suspicion does not require certainty
that child abuse or neglect has occurred nor does it require a specific medical
indication of child abuse or neglect. (Penal Code 11166)
Reportable Offenses
A mandated reporter shall make a report using the procedures provided below
whenever, in his/her professional capacity or within the scope of his/her
employment, he/she has knowledge of or observes a child whom the mandated
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reporter knows or reasonably suspects has been the victim of child abuse or
neglect. (Penal Code 11166)
Responsibility for Reporting
The reporting duties of mandated reporters are individual and cannot be delegated to
another person. (Penal Code 11166)
No supervisor or administrator shall impede or inhibit a mandated reporter from
making a report. (Penal Code 11166)
Reporting Procedures
1. Initial Telephone Report
Immediately or as soon as practicable after knowing or observing suspected child
abuse or neglect, a mandated reporter shall make an initial report by telephone to
any police department (excluding a school district police/security department),
sheriff's department, county probation department if designated by the county to
receive such reports, or county welfare department. (Penal Code 11165.9, 11166)
Department of Children & Family Services- (800) 540-4000
2. Written Report
Within 36 hours of knowing or observing the information concerning the incident, the
mandated reporter shall then prepare and either send, fax, or electronically submit to
the appropriate agency a written follow-up report, which includes a completed
Department of Justice form (SS 8572). (Penal Code 11166, 11168)
Victim Interviews by Social Services/Law Enforcement
Whenever a representative from the Department of Social Services or another
government agency investigating suspected child abuse or neglect deems it
necessary, a suspected victim may be interviewed during school hours, on school
premises, concerning a report of suspected child abuse or neglect that occurred
within the child's home or out-of-home care facility. The child shall be given the
choice of being interviewed in private or in the presence of any adult school
employee or volunteer aide selected by the child. (Penal Code 11174.3)
A staff member or volunteer aide selected by a child may decline to be present at
the interview. If the selected person accepts, the principal or designee shall inform
him/her of the following requirements: (Penal Code 11174.3)
1. The purpose of the selected person's presence at the interview is to lend support
to the child and enable him/her to be as comfortable as possible.
2. The selected person shall not participate in the interview.
3. The selected person shall not discuss the facts or circumstances of the case with
the child.
4. The selected person is subject to the confidentiality requirements of the Child
Abuse and Neglect Reporting Act, a violation of which is punishable as specified in
Penal Code 11167.5.
If a staff member agrees to be present, the interview shall be held at a time during
school hours when it does not involve an expense to the school. (Penal Code
11174.3)
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Release of Child to Peace Officer
When a child is released to a peace officer and taken into custody as a victim of
suspected child abuse or neglect, the Superintendent or designee and/or principal
shall not notify the parent/guardian, but rather shall provide the peace officer with the
address and telephone number of the child's parent/guardian. It is the responsibility
of the peace officer or agent to notify the parent/guardian of the situation. (Education
Code 48906)
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Student Conduct
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GENERAL STUDENT EXPECTATIONS
Students are expected to respect themselves, others and others’ property. School rules
and regulations are established to maintain an atmosphere and environment conducive
to learning. Those students who fail to comply with established rules and regulations will
face disciplinary actions. Participation or attendance at extracurricular activities is
considered part of the educational program. Participants carry responsibilities as
representatives of their school and community. All rules and regulations of student
conduct also apply to all extracurricular/co- curricular activities and conduct to and from
school. Following an incident a conference will be held with a student and the site
administrator will investigate the incident. If a student is in violation of the school rules
discipline will be imposed and parents notified. The following chart indicates the
common behavioral problem areas, their brief explanations, and the general type(s) of
disciplinary action that may apply to each of the areas. This is not intended to be a
comprehensive list covering all possible problem areas or consequential disciplinary
actions taken by school officials. All actions, including those not listed below, will be
taken in accordance with established school board policies or state laws. Code

Dress Code
Metro Charter maintains a uniform dress code for students. Listed below are the school
uniform requirements. Modifications may be made annually to this list.
APPEARANCE/DRESS CODE/ SCHOOL UNIFORM
PANTS: Black or Gray
SHIRTS: Red, White or Gray Polo shirt with collar, Blouse with collar (K-5), Turtle neck
or mock neck, Long or short sleeved
Individual School Spirit Shirts are permitted in the dress code.
DRESS CODE VIOLATIONS
Students who are not in uniform are considered not ready to learn. Parents will be
notified to bring the uniform to school. Students with specific medical needs related to
the uniform must notify the office and have a doctor’s note on file. The school keeps
additional uniforms on campus should a family need assistance.
Metro Charter reserves the right to modify or change the dress code policy as
necessary to insure the safety of the students and the quality of instruction.
PARENT WAIVER
Parents may request a uniform waiver. Waivers are available at the district office and a
meeting with the administration is requested to discuss the waiver and dress code.
Students that have a uniform waiver must still adhere to the dress code guidelines listed
above
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Student Behavior
Metro Charter believes that all students have a right to a safe and healthy school
environment. The district, schools, and community have an obligation to promote mutual
respect, tolerance, and acceptance.
Staff will not tolerate behavior that infringes on the safety of any student. A student shall
not intimidate or harass another student through words or actions. Such behavior
includes direct physical contact, such as hitting or shoving; verbal assaults, such as
teasing or name-calling; and social isolation exclusion or manipulation.
Metro Charter expects students and/or staff to immediately address and report incidents
of bullying to the principal or designee. Staff members are expected to immediately
intervene when they see a bullying incident occur or are made aware of such an
incident. Each complaint of bullying should be promptly investigated according to site
procedures. This policy applies to students on school grounds, while they are traveling
to and from school or a school- sponsored activity. This policy also applies to incidents
of cyberbullying.
To ensure bullying does not occur on school campuses, Metro Charter will provide staff
development training in prevention of bullying and help cultivate acceptance and
understanding in all students and staff to develop each school’s ability to maintain a
safe and healthy learning environment.
Metro teachers will discuss this policy with students in ways appropriate to their ages.
Teachers will assure all students that they need not endure any form of bullying or
harassment and should not be either victims or bystanders to bullying. Students who
bully others are in violation of this policy and are subject to disciplinary action up to and
including expulsion.
The school has developed a Student Code of Conduct to be followed by every student
while on school grounds, or when traveling to and from school or a school-sponsored
activity, and during lunch period, whether on or off campus. The Student Code of
Conduct includes, but is not limited to:
• Any student who engages in bullying may be subject to disciplinary action up to and
including expulsion.
• Students are expected to immediately report incidents of bullying to the principal or
designee.
• Students can rely on staff to promptly investigate each complaint of bullying in a
thorough and confidential manner. Prevention, Intervention and Discipline
Plan
If the complainant student or the parent of the student feels that appropriate resolution
of the investigation or complaint has not been reached, the student or the parent of the
student should contact the principal or the Office of Student Services. The school
system prohibits retaliatory behavior against any complainant or any participant in the
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complaint process.
The procedures for intervening in bullying behavior include, but are not limited, to the
following:
• All staff, students and their parents will receive a summary of this policy prohibiting
bullying: at the beginning of the school year, as part of the District handbook.
and/or information packet
• The school will make reasonable efforts to keep a report of bullying and the results of
investigation confidential.
• Staff are expected to immediately intervene when they see a bullying incident occur.
• People witnessing or experiencing bullying are encouraged to report the incident;
such reporting will not reflect on the victim or witnesses in any
way. Reporting The Principal shall establish and publicize to students, staff, and
community how to report incidents of bullying and actions that may be taken. The
process for receiving and investigating instances of bullying of any kind, as
defined within this policy, includes complaints of discrimination, harassment,
intimidation, and bullying based on actual or perceived characteristics. School
personnel who witness such acts of bullying as defined within this policy shall
take immediate steps to intervene when safe to do so. Complaints of bullying
shall be investigated and resolved in accordance with site-level compliant
procedures. Reporting any act of bullying:
• The principal/designee is responsible for receiving oral or written complaints alleging
bullying or harassment.
• Students may report complaints of bullying to any school employee. Any such reports
of bullying allegations must be forwarded, in writing, to the principal/designee.
• Any member of the school community who may have credible information about an
act of bullying that may have taken place may file a report of bullying either as a
witness or a victim.
Procedures for Investigating and Responding to Bullying Incidents
Any student (or a parent or guardian on behalf of the complainant who is a minor) who
believes he/she is a victim of bullying, has witnessed an act of bullying, or has
knowledge of any incidents involving acts of bullying are strongly encouraged to report
the incidents to a school official.
The Principal/designee(s) shall document in writing all complaints regarding bullying to
ensure that incidents of bullying, or any other infractions, are appropriately addressed in
a timely manner, whether the original report of bullying is made verbally or in writing.
Anonymous reports of bullying may be made to the appropriate school official. School
officials should develop and publicize a system in which students, employees,
volunteers, parents/guardians can make an anonymous report of bullying.
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Investigation of Complaints
The principal/designee and/or Investigative Designee shall document all complaints in
writing and/or through the appropriate data system to ensure that problems are
addressed in a timely manner. This process is to be followed with all anonymous
complaints as well. School officials should investigate all complaints and reports of
harassment, whether or not the complaint is in writing.
The principal/designee has been trained in conducting comprehensive investigations.
1. The principal/designee or appropriate administrator shall begin a thorough
investigation with the alleged victim and accused within two (2) school days of
receiving a notification of complaint. The school administrators/designees will
provide immediate notification to the parents of both the victim and the alleged
perpetrator of an act of bullying or harassment upon completion of the
investigation. Any act of suspected disability based harassment or bullying will
also be reported to the Director of Student Support Services.
3. During the investigation, the principal/designee or appropriate administrator may
take any action necessary to protect the complainant, alleged victim, other
students or employees consistent with district policy and procedures.
4. Documented interviews of the alleged victim, alleged perpetrator, and witnesses are
conducted privately, separately, and are confidential. Each individual (victim,
alleged perpetrator, and witnesses) will be interviewed separately and at no time
will the alleged perpetrator and victim to be interviewed together.
5. Interviews will beconducted objectively with the student and witnesses safety in mind.
6. Ingeneral,student complainants and/or alleged victims will continue attendance at the
same school and pursue their studies as directed while the investigation is
conducted and the complaint is pending resolution. Any legal order of a court will
prevail.
6. When necessary to carry out the investigation or for other good reasons, and
consistent with federal and state privacy laws, the principal/designee or
appropriate administrator also may discuss the complaint with any school district
employee, the parent of the alleged victim, the parent of the complainant or
accused, and/or child protective agencies responsible for investigating child
abuse.
7. Within ten (10) school days of the notification as to the filing of the complaint, there
shall be a written decision by the Principal/Designee or appropriate administrator
regarding the completion and determination of the investigation. The
principal/designee shall make a decision about the validity of the allegations in
the complaint and about any corrective action.
8. The Principal/Designee or appropriate administrator will inform all relevant parties of
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the outcome of the investigation. A written copy of findings of the investigation
and any applicable discipline will be placed in the student’s cumulative file and
noted in all relevant data tracking systems.
Informal Resolution
The administrator, along with the alleged victim and the accused/student, may agree to
informally resolve the complaint. Documented interviews of the victim, alleged
perpetrator, and witnesses are conducted privately and are confidential. Each individual
(victim, alleged perpetrator and witnesses) will be interviewed separately, and at no time
will the alleged perpetrator and victim be interviewed together.

Enforcement of Standards
Employees are expected to provide appropriate supervision to enforce standards of
conduct and, if they observe or become aware of a violation of these standards, to
immediately intervene or call for assistance. If an employee believes a matter has not
been resolved, he/she shall refer the matter to his/her supervisor or administrator for
further investigation.
Students who violate district or school rules and regulations may be subject to
discipline, including but not limited to suspension, expulsion or transfer to alternative
programs in accordance with Board policy and administrative regulation. In addition,
when the conduct involves intimidation, harassment, or other endangerment of a
student or employee, the Superintendent or designee shall provide appropriate
assistance as necessary for the victim and the offender or make appropriate referrals
for such assistance.
Students also may be subject to discipline, in accordance with law, Board policy, or
administrative regulation, for any off-campus conduct during non-school hours, which
poses a threat or danger to the safety of students, staff, or district property, or
substantially disrupts school activities.
Students
Metro Charter desires to prepare students for responsible citizenship by fostering selfdiscipline and personal responsibility. The school believes that high expectations for
student behavior, effective classroom management and parent involvement can
minimize the need for discipline. Staff shall use preventative measures and positive
conflict resolution techniques whenever possible.
School policies and regulations shall delineate acceptable student conduct and provide
the basis for sound disciplinary practices. The school shall develop disciplinary rules in
accordance with law to meet the school's individual needs.
When misconduct occurs, staff shall implement appropriate discipline and attempt to
identify and address the causes of the student's behavior. Continually disruptive
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students may be assigned to alternative programs or removed from school. At all times,
the safety of students and staff and the maintenance of an orderly school environment
shall be priorities in determining appropriate discipline.
Staff shall enforce disciplinary rules fairly, consistently and without discrimination.
The Superintendent or designee shall provide professional development as necessary
to assist staff in developing classroom management skills and implementing effective
disciplinary technique:
Suspension and Expulsion Policies
STUDENT SUSPENSION AND EXPULSION PROCEDURES
“PROCEDURES BY WHICH PUPILS CAN BE SUSPENDED OR EXPELLED.” CA ED. CODE
§ 47605(B)(5)(J).

LAUSD-REQUIRED LANGUAGE
Charter School shall provide due process for all students, including adequate notice to
parents/guardians and students regarding the grounds for suspension and expulsion and their due
process rights regarding suspension and expulsion, including rights to appeal.
Charter School shall ensure that its policies and procedures regarding suspension and expulsion will
be periodically reviewed, and modified as necessary, including, for example, any modification of the
lists of offenses for which students are subject to suspension or expulsion.
Charter School shall be responsible for the appropriate interim placement of students during and
pending the completion of the Charter School’s student expulsion process.
Charter Schools will implement operational and procedural guidelines ensuring federal and state laws
and regulations regarding the discipline of students with disabilities are met. Charter Schools will also
ensure staff is knowledgeable about and complies with the District’s Discipline Foundation Policy. If
the student receives or is eligible for special education, the Charter School shall identify and provide
special education programs and services at the appropriate interim educational placement, pending
the completion of the expulsion process, to be coordinated with the LAUSD Special Education Service
Center.
Charter School shall document the alternatives to suspension and expulsion the Charter School utilizes
with students who are truant, tardy, or otherwise absent from compulsory school activities.
If a student is expelled from the Charter School, the Charter School shall forward student records upon
request of the receiving school district in a timely fashion. Charter School shall also submit an
expulsion packet to the Charter Schools Division immediately or as soon as practically possible,
containing:
−
−
−
−
−

pupil’s last known address
a copy of the cumulative record
transcript of grades or report card
health information
documentation of the expulsion proceeding, including specific facts supporting the expulsion
and documentation that the Charter School’s policies and procedures were followed
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−
−
−

−

student’s current educational placement
copy of parental notice of expulsion
copy of documentation of expulsion provided to parent stating reason for expulsion, term of
expulsion, rehabilitation plan, reinstatement notice with eligibility date and instructions for
providing proof of student’s compliance for reinstatement, appeal process and options for
enrollment; and
if the Student is eligible for Special Education, the Charter School must provide documentation
related to expulsion pursuant to IDEA including conducting a manifestation determination
IEP prior to expulsion. If the student is eligible for Section 504 Accommodations, the Charter
School must provide evidence that it convened a Link Determination meeting to address two
questions:
A. Was the misconduct caused by, or directly and substantially related to the students
disability:
B. Was the misconduct a direct result of the Charter School’s failure to implement 504 Plan?

Outcome Data LAUSD-REQUIRED LANGUAGE
Charter School shall maintain all data involving placement, tracking, and monitoring of student
suspensions, expulsions, and reinstatements, and make such outcome data readily available to the
District upon request.
Rehabilitation Plans LAUSD-REQUIRED LANGUAGE
Pupils who are expelled from the Charter School shall be given a rehabilitation plan upon expulsion as
developed by the Charter School’s governing board at the time of the expulsion order, which may
include, but is not limited to, periodic review as well as assessment at the time of review for
readmission. Terms of expulsion should be reasonable and fair with the weight of the expelling offense
taken into consideration when determining the length of expulsion. Therefore, the rehabilitation plan
should include a date not later than one (1) year from the date of expulsion when the pupil may
reapply to the Charter School for readmission.
Readmission LAUSD-REQUIRED LANGUAGE
The Charter School’s governing board shall adopt rules establishing a procedure for the filing and
processing of requests for readmission and the process for the required review of all expelled pupils for
readmission. Upon completion of the readmission process, the Charter School’s governing board shall
readmit the pupil, unless the Charter School’s governing board makes a finding that the pupil has not
met the conditions of the rehabilitation plan or continues to pose a danger to campus safety. A
description of the procedure shall be made available to the pupil and the pupil’s parent or guardian at
the time the expulsion order is entered and the decision of the governing board, including any related
findings, must be provided to the pupil and the pupil’s parent/guardian within a reasonable time.
Reinstatement LAUSD-REQUIRED LANGUAGE
The Charter School’s governing board shall adopt rules establishing a procedure for processing
reinstatements, including the review of documents regarding the rehabilitation plan. The Charter
School is responsible for reinstating the student upon the conclusion of the expulsion period in a timely
manner.
Special Education Students LAUSD-REQUIRED LANGUAGE
In the case of a student who has an Individualized Education Program (“IEP”), or a student who has a
504 Plan, the Charter School will ensure that it follows the correct disciplinary procedures to comply
with the mandates of state and federal laws, including IDEA and Section 504 of the Rehabilitation Plan
of 1973. As set forth in the MOU regarding special education between the District and the Charter
School an IEP team, including a District representative, will meet to conduct a manifestation
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determination and to discuss alternative placement utilizing the District’s Policies and Procedures
Manual. Prior to recommending expulsion for a student with a 504 Plan, the Charter School’s
administrator will convene a Link Determination meeting to ask the following two questions:
A. Was the misconduct caused by, or directly and substantially related to the student’s disability?
B. Was the misconduct a direct result of the Charter School’s failure to implement 504?
Gun Free Schools Act LAUSD-REQUIRED LANGUAGE
The Charter School shall comply with the federal Gun Free Schools Act.

DISCIPLINE POLICY
Metro Charter School will strive to develop and maintain a school culture that reinforces positive behavior
and eliminates the distractions caused by student misbehavior. Expectations for appropriate behavior will
be clearly articulated to students and families during orientation meetings and will be provided as written
policy in a Family Handbook.
Teachers will be trained during professional development meetings to use effective classroom
management strategies to maximize instruction and minimize student misbehavior, and there will be
school-wide systems for assigning both positive and negative consequences. Students who do not adhere
to stated expectations for behavior and who violate the school’s rules may expect consequences for their
behavior. Consequences may include, but are not limited to:
§ Warning, verbal and/or written
§ Individual conference with the teacher
§ Loss of privileges
§ Individual behavior contract
§ Referral to the Principal or other school staff member
§ Notices to parents by telephone or letter
§ Parent conference, at school or during a home visit
§ Suspension
§ Expulsion
Staff shall enforce disciplinary rules and procedures fairly and consistently among all students. This policy
and its procedures will clearly describe discipline expectations, and it will be printed and distributed as
part of the Family Handbook which is sent to each student at the beginning of the school year. The school
leaders shall ensure that students and their parents/guardians are notified in writing upon enrollment of
all discipline policies and procedures.
Corporal punishment shall not be used as a disciplinary measure against any student. Corporal
punishment includes the willful infliction of or willfully causing the infliction of physical pain on a student.
For purposes of the policy, corporal punishment does not include an employee’s use of force that is
reasonable and necessary to protect the employee, students, staff or other persons or to prevent damage
to school property.
Suspended or expelled students shall be excluded from all school and school-related activities unless
otherwise agreed during the period of suspension or expulsion.
A student identified as an individual with disabilities or for whom the Metro has a basis of knowledge of a
suspected disability pursuant to the Individuals with Disabilities Education Improvement Act of 2004
(“IDEIA”) or who is qualified for services under Section 504 of the Rehabilitation Act of 1973 (“Section
504”) is subject to the same grounds for suspension and expulsion and is accorded the same due process
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procedures applicable to regular education students except when federal and state law mandates
additional or different procedures. Metro will follow all applicable federal and state laws when imposing
any form of discipline on a student identified as an individual with disabilities or for whom Metro has a
basis of knowledge of a suspected disability or who is otherwise qualified for such services or protections
in according due process to such students.
Any student who engages in repeated violations of the school’s behavioral expectations, or a single severe
infraction, will be required to attend a meeting with the school’s staff and the student’s parents. The
school will prepare a specific, written agreement outlining future student conduct expectations, timelines,
and consequences for failure to meet the expectations which may include, but are not limited to,
suspension or expulsion.
Metro Charter School is exempt from Education Code requirements and procedures related to student
suspension and expulsion. Therefore, references in this charter to the Education Code are used as a
guideline. A student may be suspended or expelled for any of the acts enumerated in Education Code §
48900 related to school activity or school attendance that occurs at any time including, but not limited to:
• While on school grounds
• While going to or leaving from school
• During, or traveling to or from, a school-sponsored activity
CAUSE FOR SUSPENSION AND EXPULSION
City’s Principal bears primary responsibility for overseeing all student discipline. The Principal has the
authority to suspend students.
Mandatory Expulsion/Suspension: It is a federal mandate that a school expel, for a period of not less
than one year (except on a case-by-case basis), any student who is determined to have brought a
firearm to school.
In accordance with California Education Code § 48915, the following reasons shall constitute
mandatory grounds for immediate suspension and recommended expulsion:
• causing serious physical injury to another person
• brandishing a knife
• possession, selling, or furnishing of a firearm, knife, explosive, or other dangerous object
• robbery or extortion
• offering, negotiating a sale or selling a controlled substance listed in Chapter 2 of Division
10 of the Health and Safety Code, an alcoholic beverage, or an intoxicant of any kind.
• committed or attempted to commit sexual assault or committing a sexual battery (as
defined in Section 48900)
• Assault or battery upon any school employee.
• Violation of the Federal Guns Free School Act
Discretionary Expulsion/Suspension: In addition to the foregoing mandatory suspension/expulsion
infractions, students may be immediately suspended and recommended for expulsion upon a
determination that the student has committed one of the acts listed below:
• Causing, attempting to cause or threatening to cause serious physical injury to another
person, except in self-defense
• Hate violence (defined by Section 48900.3)
• Unlawfully possessed, used, or was under the influence of any controlled substance as
defined in Health and Safety Code 11053-11058, alcoholic beverage, or intoxicant of any
kind.
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•
•

•

•

•

•
•
•
•
•
•
•
•
•
•

Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug
paraphernalia, as defined in Health and Safety Code 11014.5.
Using tobacco or any products containing tobacco or nicotine products, including but not
limited to cigars, cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff,
chew packets, et al.
Harassed, threatened or intimidated a student who is a complaining witness or witness in a
school disciplinary proceeding for the purpose of preventing that student from being a
witness and/or retaliating against that student for being a witness.
Disrupted school activities or otherwise willfully defied the valid authority of teachers,
administrators, or other school officials or personnel engaged in the performance of their
duties.
Possessed an imitation firearm, i.e., a replica of a firearm that is so substantially similar in
physical properties to an existing firearm as to lead a responsible person to conclude that
the replica is a firearm unless, in the case of possession of any object of the type, the student
had obtained written permission to possess the item from a certified school employee, with
the administrator's or designee's concurrence.
Caused or attempted to cause damage to school property or private property.
Stole or attempted to steal school property or private property.
Committed an obscene act or engaged in habitual profanity or vulgarity.
Knowingly received stolen school property or private property.
Engaged in, or attempted to engage in, hazing as defined in Education Code Section 32050.
Aided or abetted the infliction or attempted infliction of physical injury to another person.
Engaged in sexual harassment as defined in Education Code Section 48900.2.
Engaged in harassment, threats, or intimidation directed against school district personnel
or pupils as defined in Education Code Section 48900.4.
Made terrorist threats against school officials, school property or both as defined in Section
48900.7.
Engaged in an act of bullying, including, but not limited to, bullying committed by means of
an electronic act, as defined in subdivisions (f) and (g) of Section 32261, directed
specifically toward a pupil or school personnel.

PROCESS FOR SUSPENSION AND/OR EXPULSION
Step 1: Informal Conference
Suspension shall be preceded by an informal conference conducted by the Principal and/or Assistant
Principal, with the student and the student’s parents. The conference may be omitted if the Principal
and/or Assistant Principal determine that an emergency situation exists. An “emergency situation”
involves a clear and present danger to the lives, safety or health of students or school personnel. If the
student is suspended without a conference, the parents will be notified of the suspension and a
conference will be conducted as soon as practicable.
Step 2: Notice to Parents
Parents and students will have due process rights with regards to suspensions and expulsions. At the time
of a student’s suspension, a school employee shall make a reasonable effort to contact the parents by
telephone or in person. Initial contact will be followed by a written notice. This notice will state the specific
offense committed by the student. In addition, the notice may also state the date and time the student
may return to school. If the school officials wish to confer with the parents regarding matters pertinent to
the suspension, the notice may note that the parents are required to respond without delay, and that
violation of school rules can result in expulsion from the school.
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Step 3: Determination of Length of Suspension
The length of the suspension will be determined by the Principal and/or Assistant Principal based on the
severity of the offense(s), as evidenced by witness statements, physical evidence, and other relevant
factors. The length of suspension for students may not exceed a period of 5 continuous days unless an
administrative recommendation has been made and agreed to by the student’s parent/guardian. If a
student is recommended for a period of suspension exceeding 5 continuous days, a second conference will
be scheduled between the parent/guardian and the school to discuss the progress of the suspension upon
the completion of the 10th day of suspension. A student may be suspended from school for not more than
20 school days in any school year; this restriction on the number of days of suspension does not apply,
however, when the suspension is extended pending an expulsion.
Arrangements shall be made to provide the student with classroom material and current assignments to
be completed at home during the length of the suspension.
Step 4: Recommendations for Expulsion
If the Principal and/or Assistant Principal recommend expulsion, the student and the student’s parents will
be invited to a conference to determine if the suspension for the student should be extended pending an
expulsion hearing. This determination will be made by the Principal/Assistant Principal upon either of the
following findings:
• The student’s presence will likely be disruptive to the educational process
• The student poses a threat or danger to others
Upon this determination, the student’s suspension will be extended pending the results of an expulsion
hearing.

Suspension from a Classroom/Out of Class Referrals
1. A administrator/designee may suspend a student from class for any of the
misconduct listed in the school’s responsibility Policy, for the day of the misconduct and
the day after.
2. The administrator will report the classroom suspension to the teacher and parent
3. As soon as possible, the administrator/teacher will request a parent/guardian
conference to discuss the suspension. If practicable, a school counselor or school
psychologist will also attend. When a teacher makes this request, the principal shall
send the parent/guardian a written notice that the parent/guardian’s attendance is
requested pursuant to law.
4. The student, who is suspended from a classroom, will be placed in another class
during the period of suspension or in the office.
Suspension from School
1. A site administrator or designee may suspend a student from school for up to five (5)
consecutive school days for misconduct listed in Metro’ Responsibility Policy. A special
needs student is subject to the same grounds for suspension that apply to students
without disabilities except as provided below.
2. The site administrator or designee will first hold an informal conference with the
student and, if possible, the teacher or staff member who referred the student for
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suspension. At the conference, the student shall be informed of the reason for the
disciplinary action and the evidence against him or her and shall be given an
opportunity to present his or her version and evidence in his or her defense.
a. This conference may be postponed if the principal determines that an
emergency situation exists that constitutes a clear and present danger to the life,
safety, or health of students or staff.
(1) If a student is suspended without a conference, the parent/ guardian
and student will be notified of the right to a conference and the student’s
right to return to campus for the conference.
(2) The conference should be held within two (2) school days of the
suspension, unless the student is physically unable to attend (for example,
hospitalized or incarcerated). If the student is physically unable to attend,
the conference should be held as soon as the student is able to attend.
3. A Metro staff member will immediately notify the parent/guardian of the student of the
suspension in person or by telephone. This notice will be followed by notification in
writing.
4. The parent/guardian of any pupil shall respond without delay to any request from
Metro staff to attend a conference regarding his or her child’s behavior. Failure of the
parent/guardian to attend shall not be held against the student in the form of penalties
or withholding reinstatement.
5. After a student is suspended, the site administrator/designee and, where possible,
the teacher, may meet with the parent/guardian of the student to discuss the
misconduct, length of suspension, school policy, and any other related matters.
6. A student may be suspended up to twenty (20) school days per school year, or thirty
(30) school days if the student enrolls in or transfers to another school. The school may
count suspensions from the former school district toward the maximum number of days
for the year.
7. Metro staff must monitor the number of days, including portions of days, in which a
special needs student has been suspended during the school year. After ten (10) days
of suspension in a school year, a special needs student is entitled to services. For
additional removals that do not constitute a change in placement as defined by 34
CFR 300.536, the school administrator along with the student’s teacher shall determine
the services provided. For additional removals that do constitute a change in placement,
services are to be determined by the IEP team. Within ten (10) business days after
removing a student for more than ten (10) school days in a school year or commencing
a removal that constitutes a change in placement, staff shall implement a behavioral
intervention plan in accordance with 34 CFR 300.524. Removals that constitute a
change in placement require a manifestation determination review before the removal
can be made.
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8. If the student does not pose an imminent danger or threat to the campus, students, or
LACOE staff, the student may attend a supervised classroom throughout the
suspension.
a. LACOE staff member must notify the student’s parent/guardian of this
placement by phone or in person. If the placement is longer than one class
period a written notification shall also be provided.
b. The classroom shall be appropriately staffed. Student should have access to
counseling services, and the classroom should promote the completion of
schoolwork and tests missed by the student.
c. The teacher of any class from which the student is suspended shall provide all
assignments and tests that the pupil will miss while suspended. (LACOE: Adopted
11/24/1998; Policy 7420 Revised and Renumbered 01/19/2010)

Involuntary Transfers
Involuntary transfer back to the district of residence of students enrolled in LACOE
schools may be used to promote the positive social adjustment of a particular student
and to promote school safety for all students.
When possible, staff should work with the student and the family to seek a voluntary
transfer that is in the best interest of the student and the school. Involuntary transfers
should generally be made only when other interventions fail to bring about student
improvement, except for expellable offenses.
For those students under IDEA or Section 504, the manifestation determination process
will be utilized to determine if the LACOE program is the Least Restrictive Environment
or if additional Behavioral Assessments and Behavior Intervention Plan is required.
Grounds for Involuntary Transfer back to the District of Residence
1. The student commits an act of misconduct enumerated in Education Code Sections
48900, 48900.2, 48900.3, 48900.4, and 48900.7.
2. Students who commit a mandatory expellable offense enumerated in Education Code
Section 48915(c).
3. The student is habitually truant or absent and the interventions specified in Policy
have failed to bring about student improvement.
4. For students attending a specialized LACOE school, additional grounds for
involuntary transfer include failure to pass arts probation, behavior probation, or
academic probation.
Process
1. A decision to involuntarily transfer a student shall be made within ten (10) days after it
is determined that grounds for transfer exist.
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2. Prior to an involuntary transfer, the student and parent/guardian shall be given written
notice that they may attend a meeting with the principal or designee.
At the meeting, the student and parent/guardian shall be informed of the specific facts
and reasons for the proposed transfer. The student and parent/guardian shall have the
opportunity to inspect all documents relied upon, question any evidence presented, and
present evidence on the student’s behalf. The student may designate one or more
representatives and witnesses to be present with him/her at the meeting.
3. The decision to involuntary transfer shall be made by the principal.
4. Written notice of the decision, stating the facts and reasons for the transfer, shall be
sent to the student and parent/guardian. The notice shall include to where the student
will be released, either the district of residence or, if the student qualifies, another
LACOE program. The student’s district of residence shall be sent a copy of the decision.
5. For students identified as needing special education and related services under the
Individuals with Disabilities Education Act (IDEA), and Section 504, or for students for
whom the school had prior knowledge that the student may qualify for special education
and related services, the following concerns must be addressed before an involuntary
transfer can be rendered:
a. Convene an IEP team to conduct a manifestation determination review in
accordance with SELPA guidelines.
b. If it is determined that the behavior is a manifestation of the student’s disability,
the student shall be returned to the placement from which he/she was removed,
unless the IEP team agrees to a change of placement. The IEP team shall also
conduct a functional behavioral assessment, unless one has already been
conducted and shall behavior intervention plan has already been developed, the
IEP team shall review the plan and modify it as necessary to address the
behavior.
c. If it is determined that the behavior is not a manifestation of the student’s
disability, the student may be transferred in accordance with the procedures for
students without disabilities..
Appeal

Procedures for Notifying Teachers about Dangerous Pupils
In order to fulfill the requirements made by Education Code 49079 and Welfare
and Institutions Code 827 that state teachers must be notified of the reason(s) a student
has been suspended. All information regarding suspension and expulsion is
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CONFIDENTIAL, is not to be shared with any student(s) or parent(s). Teachers are
asked to secure the list so students and others may not view it.
Pursuant to Welfare & Institution Code 827(b) and Education Code 48267, the
Court notifies the Superintendent/Administrator regarding students who have engaged
in certain criminal conduct. This information is forwarded to the site Principal. The site
Principal is responsible for prompt notification of the student’s teachers. Per Education
Code 49079, this information must be kept confidential. This information is also
forwarded to all administrators and the student’s counselor.
Sexual Harassment Policy
BP5145.7
Sexual Harassment
Metro will not tolerate sexual harassment by anyone participating in any program or
activity. This includes student-to-student or peer sexual harassment as well as
harassment between a student and any Metro participant. Metro shall take all
complaints of sexual harassment seriously, investigate and address identified sexual
harassment, and if the investigation results in the determination that sexual harassment
has occurred, take reasonable, immediate corrective action to stop the harassment,
eliminate a hostile environment, and prevent future sexual harassment. To the extent
possible, complaints shall be kept confidential. For situations of harassment or
suspected harassment involving Metro staff, Superintendent Policy on Personnel is
applicable.
Complaint Procedure for Victims of Sexual Harassment
1. Metro encourages any student who believes s/he is the target of sexual harassment
or who believes s/he has witnessed sexual harassment while participating in any
program or activity to report the incident as soon as possible to a Principal or designee.
2. The staff member will then contact the Principal or designee regarding the reported
incident immediately or as soon as practicably possible, no later than 48 hours after the
student’s report and make a written note that the report was forwarded to the Principal
or designee.
3. Confidentiality
a. All complaints and investigations regarding sexual harassment will be held
confidential to the extent possible.
b. Retaliation for complaints of harassment by complainants or witnesses is
prohibited.
Investigations of Complaints of Sexual Harassment
1. Metro will treat complaints of sexual harassment seriously. Upon receiving a
complaint of sexual harassment, the Metro staff person shall provide the student with a
copy of this policy and the regulations implementing this policy. The school Principal or
other administrator shall conduct an investigation of the allegations.
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2. The investigator will notify the parents of the complainants and the Alleged Harasser,
if they are students, of the reported incident, the school’s intent to investigate and the
potential consequences if the complaint is substantiated.
3. The investigator will conduct a private, confidential interview with the Alleged
Harasser to get the Alleged Harasser’s response to the allegations.
4. The investigator will notify the complainant and his/her parent or legal guardian of the
investigation's progress.
5. No more than 30 school days after receiving the complaint, the Principal or other
administrator shall conclude the investigation and prepare a written a report of his/her
findings. This timeline may be extended for good cause. If an extension is needed, the
Principal shall notify the student who complained and explain the reasons for the
extension. The Principal or designee will write a report for each complaint, to be
completed within three days of the completion of the investigation. This report will
include:
a. A description of the incident
b. The claims
c. The Alleged Harasser’s response
d. The results of the investigation’s fact-finding
e. Conclusions based on the factual findings
f. Recommendations for disciplinary action or other reasonable, age-appropriate,
specific corrective actions to end the harassment, eliminate the hostile
environment, or future harassment (see Part V below)
6. Metro will maintain records of all sexual harassment investigations. These records
shall be kept confidential and may be used for tracking purposes or to substantiate
claims of repeated harassment or retaliation.
Consequences
If a complaint of sexual harassment is substantiated, the site administrator or designee
shall determine reasonable, age-appropriate, specific corrective actions to end the
harassment, eliminate the hostile environment, or eliminate future harassment. If a
student, the Harasser may be suspended up to five days or expelled involuntary release
to student’s district of residence. Retaliation for reporting harassment is also grounds for
suspension or involuntary release to student’s district of residence.
1. Appeal of determination of harassment. The student charged with harassment may
appeal the decision of a suspension or involuntary release to student’s district of
residence in accordance with Board policy 7430, Suspensions & Expulsions. For lesser
corrective actions, the student may request a conference between the student, his/her
parent or guardian, and the site Principal.
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2. Unsubstantiated complaints
a. If an investigation does not support the complaint, the complainant and the
Alleged Harasser will be notified. No disciplinary action may be taken but
counseling may be offered to both parties.
b. If an investigation determines that the sexual harassment claim was false and
the complainant made the claim knowing it was false, the complainant is subject
to discipline, including suspension or involuntary release to student’s district of
residence
c. If the complainant is dissatisfied with the determination of unsubstantiation, he
or she complainant may invoke an appeal of this determination by following the
Board Policy, at whichever step the complainant feels appropriate.
Instruction/Information
The administrator or designee will ensure that all students receive age appropriate
instruction and information on sexual harassment. Such instruction and information shall
include:
1. What acts and behavior constitute sexual harassment, including the fact that sexual
harassment could occur between people of the same sex
2. A clear message that students do not have to endure sexual harassment
3. Encouragement to report observed instances of sexual harassment, even where the
victim of the harassment has not complained
4. Information about Metro’s procedure for investigating complaints and the person(s) to
whom a report of sexual harassment should be made
Any Student who feels that he/she is being or has been sexually harassed by a school
employee, another student, or a non-employee on school grounds or at a school-related
activity (e.g., a visiting athlete or coach) shall immediately contact his/her teacher or any
other employee. An employee who receives such a complaint shall report it to the
school Principal or designee.
The administrator or designee will ensure that any complaints regarding sexual
harassment are immediately investigated in accordance with administrative regulation.
When the County Superintendent or designee has determined that harassment has
occurred, he/she shall take prompt, appropriate action to end the harassment and to
address its effects on the victim.
Disciplinary Actions
Any student who engages in sexual harassment of anyone at school or at a schoolsponsored or school-related activity is in violation of this policy and shall be subject to
disciplinary action. For Metro, disciplinary action may include suspension and/or
involuntary release to student’s district of residence, provided that, in imposing
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All complaints and allegations of sexual harassment shall be kept confidential except as
necessary to carry out the investigation or take other subsequent necessary action. (5
CCR
4964)
The administrator or designee will maintain a record of all reported cases of sexual
harassment to enable LACOE to monitor, address, and prevent repetitive harassing
behavior in the schools.
AR5145.7
Definitions
1. Complainant: the person(s) subject to sexual harassment.
2. Alleged Harasser: person(s) identified as sexually harassing the Target.
3. Participant: includes students, employees, guests and other individuals involved in
programs and activities.
4. Unwelcome: unwanted and inappropriate.
5. Program: any program sponsored by Metro.
6. Activity: any activity sponsored by Metro.
7. Sexual harassment: unwelcome attention of a sexual nature that interferes with the
educational performance, learning environment and/or full participation in a Metro
program or activity by any individual. Sexual harassment may, for example, come in
physical (including but not limited to pinching, touching, patting, or blocking
movements), visual (including but not limited to posters, cartoons, sketches, gestures or
other visual displays of a clearly sexual nature), or verbal (including but not limited to
spoken or written comments of a clearly sexual nature) forms and may be used to
intimidate or to coerce.
Prohibited sexual harassment includes, but is not limited to, unwelcome sexual
advances, unwanted requests for sexual favors, or other unwanted verbal, visual, or
physical conduct of a sexual nature made against another person of the same or
opposite sex in the educational setting, when made on the basis of sex and under any
of the following conditions:
(Education Code 212.5; 5 CCR 4916)
1. Submission to the conduct is explicitly or implicitly made a term or condition of a
student's academic status or progress
2. Submission to or rejection of the conduct by a student is used as the basis for
academic decisions affecting the student
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3. The conduct has the purpose or effect of having a negative impact on the student's
academic performance or of creating an intimidating, hostile, or offensive educational
environment
4. Submission to or rejection of the conduct by the student is used as the basis for any
decision affecting the student regarding benefits and services, honors, programs, or
activities available at or through any program or activity
Examples of types of conduct that are prohibited at Metro Charter and that may
constitute sexual harassment include, but are not limited to:
1. Unwelcome leering, sexual flirtations, or propositions
2. Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments, or
sexually degrading descriptions
3. Graphic verbal comments about an individual’s body or overly personal conversation
4. Sexual jokes, derogatory posters, notes, stories, cartoons, drawings, pictures,
obscene gestures, or computer-generated images of a sexual nature
5. Spreading sexual rumors
6. Teasing or sexual remarks about students enrolled in a predominantly single-sex
class
7. Massaging, grabbing, fondling, stroking, or brushing the body
8. Touching an individual’s body or clothes in a sexual way
9. Impeding or blocking movements or any physical interference with school activities
when directed at an individual on the basis of sex
10. Displaying sexually suggestive objects
11. Sexual Assault, sexual battery, or sexual coercion
School-Level Complaint Process/Grievance Procedure
1. Notice and Receipt of Complaint: Any student who believes he/she has been
subjected to sexual harassment or who has witnessed sexual harassment may file a
complaint with any school employee. Within 24 hours of receiving a complaint, the
school employee shall report it to the Principal or designee. In addition, any school
employee who observes any incident of sexual harassment involving a student shall,
within 24 hours, report this observation to the Principal or designee, whether or not the
victim files a complaint.
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In any case of sexual harassment involving the Principal to whom the complaint would
ordinarily be made, the employee who receives the student’s report or who observes
the incident shall instead report to Labor Relations.
2. Initiation of Investigation: The Principal or other administrator shall initiate an impartial
investigation of an allegation of sexual harassment within five school days of receiving
notice of the harassing behavior, regardless of whether a formal complaint has been
filed. Metro shall be considered to have “notice” of the need for an investigation upon
receipt of information from a student who believes he/she has been subjected to
harassment, the student’s parent/guardian, an employee who received a complaint from
a student, or any employee or student who witnessed the behavior.
3. Initial Interview with Student: When a student or parent/guardian has complained or
provided information about sexual harassment, the Principal shall describe Metro’s
grievance procedure and discuss what actions are being sought by the student in
response to the complaint. The student who is complaining shall have an opportunity to
describe the incident, identify witnesses who may have relevant information, provide
other evidence of the harassment, and put his/her complaint in writing. If the student
requests confidentiality, he/she shall be informed that such a request may limit Metro’s
ability to investigate.
4. Investigation Process: The Principal or other administrator shall keep the complaint
and allegation confidential, except as necessary to carry out the investigation or take
other subsequent necessary action. (5 CCR 4964)
The Principal or other administrator shall interview individuals who are relevant to the
investigation, including, but not limited to, the student who is complaining, the person
accused of harassment, anyone who witnessed the reported harassment, and anyone
mentioned as having relevant information. The Principal may take other steps such as
reviewing any records, notes, or statements related to the harassment or visiting the
location where the harassment is alleged to have taken place.
When necessary to carry out his/her investigation or to protect student safety, the
Principal or other administrator also may discuss the complaint with the Superintendent
or designee, the parent/guardian of the student who complained, the parent/guardian of
the alleged harasser if the alleged harasser is a student, a teacher or staff member
whose knowledge of the students involved may help in determining who is telling the
truth, law enforcement and/or child protective services, and legal counsel.
5. Interim Measures: The Principal or other administrator shall determine whether
interim measures are necessary during and pending the results of the investigation,
such as placing students in separate classes or transferring a student to a class taught
by a different teacher.
6. Optional Mediation: In cases of student-to-student harassment, when the student who
complained and the alleged harasser agree, the Principal or other administrator may
arrange for them to resolve the complaint informally with the help of a counselor,
teacher, administrator, or trained mediator. The student who complained shall never be
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asked to work out the problem directly with the accused person unless such help is
provided and both parties agree, and he/she shall be advised of the right to end the
informal process at any time.
7. Factors in Reaching a Determination: In reaching a decision about the complaint, the
Principal may take into account:
a. Statements made by the persons identified above
b. The details and consistency of each person's account
c. Evidence of any past instances of harassment by the alleged harasser
d. Evidence of any past harassment complaints that were found to be untrue
To judge the severity of the harassment, the Principal may take into consideration:
a. How the misconduct affected one or more students' education
b. The type, frequency, and duration of the misconduct
c. The identity, age, and sex of the harasser and the student who complained,
and the relationship between them
d. The number of persons engaged in the harassing conduct and at whom the
harassment was directed
e. Other incidents at the school involving different students
8. Written Report on Findings and Follow-Up: No more than 30 school days after
receiving the complaint, the Principal or other administrator shall conclude the
investigation and prepare a written a report of his/her findings. This timeline may be
extended for good cause. If an extension is needed, the Principal shall notify the student
who complained and explain the reasons for the extension.
The report shall include the decision and the reasons for the decision and shall
summarize the steps taken during the investigation. If sexual harassment occurred, the
report shall also include any corrective actions that have or will be taken to address the
harassment and prevent any retaliation or further harassment. A summary report shall
be presented to the student who complained, the person accused, the
parents/guardians of the student who complained and the student who was accused,
and the County Superintendent or designee.
In addition, the Principal or designee shall ensure that the harassed student and his/her
parent/guardian are informed of the procedures for reporting any subsequent problems.
The Principal shall also make follow-up inquiries to see if there have been any new
incidents or retaliation and shall keep a record of this information.
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Enforcement of Metro Policy
The County Superintendent or designee will take appropriate actions to reinforce
Metro’s sexual harassment policy. As needed, these actions may include any of the
following:
1. Removing vulgar or offending graffiti
2. Providing training to students, staff, and parents/guardians about how to recognize
harassment and how to respond
3. Disseminating and/or summarizing policy and regulation regarding sexual
harassment
4. Consistent with the laws regarding the confidentiality of student and personnel
records, communicating the school's response to parents/guardians and the community
5. Taking appropriate disciplinary action.
In addition, disciplinary measures may be taken against any person who is found to
have made a complaint of sexual harassment which he/she knew was not true.
F. Staff Training
New staff are trained annually. Site discipline procedures are discussed with staff by the
Site Principal. Procedures are also included in the Employee Handbook which every
staff member receives annually.Staff Notification of Dangerous Students
48900. A pupil may not be suspended from school or recommended for expulsion
unless the superintendent or the principal of the school in which the pupil is enrolled
determines that the pupil has committed an act as defined pursuant to one or more of
subdivisions (a) to (o), inclusive:
. (a) (1) Caused, attempted to cause, or threatened to cause physical injury to another
person; or (2) Willfully used force or violence upon the person of another, except
in self-defense.
. (b) Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other
Dangerous object, unless, in the case of possession of any object of this type,
the pupil had obtained written permission to possess the item from a certificated
school employee, which is concurred in by the principal or the designee of the
principal.
. (c) Unlawfully possessed, used, sold, or otherwise furnished, or been under the
influence of, any controlled substance listed in Chapter 2 (commencing with
Section 11053) of Division 10 of the Health and Safety Code, an alcoholic
beverage, or an intoxicant of any kind.
. (d) Unlawfully offered, arranged, or negotiated to sell any controlled substance listed
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in Chapter 2 (commencing with Section 11053) of Division 10 of the Health and
Safety Code, an alcoholic beverage, or an intoxicant of any kind, and then either
sold, delivered, or otherwise furnished to any person another liquid, substance,
or material and represented the liquid, substance, or material as a controlled
substance, alcoholic beverage, or intoxicant.
. (e) Committed or attempted to commit robbery or extortion.
. (f) Caused or attempted to cause damage to school property or private property.
. (g) Stolen or attempted to steal school property or private property.
. (i) Committed an obscene act or engaged in habitual profanity or vulgarity.
. (j) Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any
drug paraphernalia, as defined in Section 11014.5 of the Health and Safety
Code.
. (k) Disrupted school activities or otherwise willfully defied the valid authority of
supervisors, teachers, administrators, school officials, or other school personnel
engaged in the performance of their duties.
. (l) Knowingly received stolen school property or private property.
. (m) Possessed an imitation firearm. As used in this section, "imitation firearm" means
a replica of a firearm that is so substantially similar in physical properties to an
existing firearm as to lead a reasonable person to conclude that the replica is a
Firearm.
. (n) Committed or attempted to commit a sexual assault as defined in Section 261,
266c, 286, 288, 288a, or 289 of the Penal Code or committed a sexual battery as
defined in Section 243.4 of the Penal Code.
. (o) Harassed, threatened, or intimidated a pupil who is a complaining witness or
witness in a school disciplinary proceeding for the purpose of either preventing
that pupil from being a witness or retaliating against that pupil for being a
witness, or both.
. (p) A pupil may not be suspended or expelled for any of the acts enumerated unless
that act is related to school activity or school attendance occurring within a
school under the jurisdiction of the superintendent or principal or occurring within
any other school district. A pupil may be suspended or expelled for acts that are
enumerated in this section and related to school activity or attendance that occur
at any time, including, but not limited to, any of the following: (1) While on school
grounds. (2) While going to or coming from school. (3) During the lunch period
whether on or off the campus. (4) During, or while going to or coming from, a
school sponsored activity.
. (q) It is the intent of the Legislature that alternatives to suspensions or expulsion be
imposed against any pupil who is truant, tardy, or otherwise absent from school
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activities. 48900.2. In addition to the reasons specified in Section 48900, a pupil
may be suspended from school or recommended for expulsion if the
superintendent or the principal of the school in which the pupil is enrolled
determines that the pupil has committed sexual harassment as defined in Section
212.5.
For the purposes of this chapter, the conduct described in Section 212.5 must be
considered by a reasonable person of the same gender as the victim to be sufficiently
severe or pervasive to have a negative impact upon the individual's academic
performance or to create an intimidating, hostile, or offensive educational environment.
This section shall not apply to pupils enrolled in kindergarten and grades 1 to 3,
inclusive.
48900.3. In addition to the reasons set forth in Sections 48900 and 48900.2, a pupil in
any of grades 4 to 12, inclusive, may be suspended from school or recommended for
expulsion if the superintendent or the principal of the school in which the pupil is
enrolled determines that the pupil has caused, attempted to cause, threatened to cause,
or participated in an act of hate violence, as defined in subdivision (e) of Section 233.
48900.4. In addition to the grounds specified in Sections 48900 and 48900.2, a pupil
enrolled in any of grades 4 to 12, inclusive, may be suspended from school or
recommended for expulsion if the superintendent or the principal of the school in which
the pupil is enrolled determines that the pupil has intentionally engaged in harassment,
threats, or intimidation, directed against a pupil or group of pupils, that is sufficiently
severe or pervasive to have the actual and reasonably expected effect of materially
disrupting class work, creating substantial disorder, and invading the rights of that pupil
or group of pupils by creating an intimidating or hostile educational environment.
48900.7. (a) In addition to the reasons specified in Sections 48900, 48900.2, 48900.3,
and 48900.4, a pupil may be suspended from school or recommended for expulsion if
the superintendent or the principal of the school in which the pupil is enrolled
determines that the pupil has made terrorist threats against school officials or school
property, or both.
(b) For the purposes of this section, "terrorist threat" shall include any statement,
whether written or oral, by a person who willfully threatens to commit a crime which will
result in death, great bodily injury to another person, or property damage in excess of
one thousand dollars ($1,000), with the specific intent that the statement is to be taken
as a threat, even if there is no intent of actually carrying it out, which, on its face and
under the Circumstances in which it is made, is so unequivocal, unconditional,
immediate, and specific as to convey to the person threatened, a gravity of purpose and
an immediate prospect of execution of the threat, and thereby causes that person
reasonably to be in sustained fear for his or her own safety or for his or her immediate
family's safety, or for the protection of school district property, or the personal property
of the person threatened or his or her immediate family.
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School Map with Emergency Evacuation Routes and Off-Campus Evacuation
Locations are listed in the back of this plan.

Routine and Emergency Disaster Procedures: Drillsarthquake Drills
The earthquake emergency procedure system shall, but not be limited to, all of the
following:
A school building disaster plan, ready for implementation at any time, for maintaining
the safety and care of students and staffs.
A drop procedure. As used in this article, "drop procedure" means an activity whereby
each student and staff member takes cover under a table or desk, dropping to his or her
knees, with the head protected by the arms, and the back to the windows. A drop
procedure practice shall be held at least once each school quarter in elementary
schools.
Protective measures to be taken before, during, and following an earthquake. A
program to ensure that the students and that both the certificated and classified staff are
aware of, and properly trained in, the earthquake emergency procedure system. (Code
of Regulations, Section 35297)
Whenever an earthquake alarm is sounded, all students, teachers and other employees
shall immediately begin Duck, Cover, and Hold procedures:
• DUCK, or DROP down on the floor.
• Take COVER under a sturdy desk, table, or other furniture with backs to the
windows. Protect head and neck with arms.
• HOLD onto the furniture and be prepared to move with it.
• Stay in this position for at least one minute or, in a real situation, until shaking
stops. Evacuation. An Evacuation should NEVER be automatic. There may be
more danger outside the building than there is inside. If administrative directions
are not forthcoming, the teacher will be responsible for assessing the situation
and determining if an evacuation is required.
Pre-determined evacuation areas should be in open areas, without overhead hazards
and removed from potential danger spots (covered walkways, large gas mains, chain
linked fences [electric shock potential]).
Make it clear that a post-earthquake route differs from a fire evacuation route, and that
appropriate non-hazardous alternate routes may be needed.
Practice evacuation using alternate routes to the assembly areas.
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Students are to remain with their teacher in the evacuation area. Teachers shall take
their attendance roster, take roll once in the evacuation area, and be prepared to
identify missing students to administrators and first responders.
The principal or designee shall keep a copy of each drill conducted on the Emergency
Drill Report form.
Standards for a Successful Fire Drill:
1. The Fire Alarm can be heard by all staff and students.
2. Orderly evacuation begins immediately and is completed within 5 minutes of the initial
alarm, with minimal congestion at exit gates.
3. Teachers and students are staged in an orderly fashion away from fire lanes.
4. Teachers have taken roll once in the evacuation area. Any missing students are
immediately reported to the Principal/designee.
5. Upon sounding of the all clear students and staff return to their appropriate classroom
and the teacher takes roll once more. Missing students are reported to the
attendance office.
There are a number of steps that are recommended in the Lockdown Training in order
to successfully conduct your drill. They involve:
1.

Conduct a staff meeting. Plan on a 20 minute timeframe to review expectations and
standards in terms of:
a.

Locking doors

b.

Covering windows

c.

Turning off lights

d.

Building barricades

e.

Reviewing classroom and all clear procedures

f.

Reviewing off site evacuation locations.

2.

Send a follow-up reminder memo to your staff

3.

Organize your assessment team.

4.

Conduct the assessment.
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5.

Complete follow-up tasks.

DISASTER RESPONSE PROCEDURES
Definitions: Incidents, Emergencies, Disasters
Incident
An incident is an occurrence or event, either human-caused or caused by natural
phenomena, that requires action by emergency response personnel to prevent or
minimize loss of life or damage to property and/or natural resources.
Incidents may result in extreme peril to the safety of persons and property and may lead
to, or create conditions of disaster. Incidents may also be rapidly mitigated without loss
or damage. Although they may not meet disaster level definition, larger incidents may
call for managers to proclaim a "Local Emergency".
Incidents are usually a single event that may be small or large. They occur in a defined
geographical area and require local resources or, sometimes, mutual aid. There is
usually one to a few agencies involved in dealing with an ordinary threat to life and
property and to a limited population. Usually a local emergency is not declared and the
jurisdictional EOC is not activated. Incidents are usually of short duration, measured in
hours or, at most, a few days. Primary command decisions are made at the scene along
with strategy, tactics, and resource management decisions
Emergency
The term emergency is used in several ways. It is a condition of disaster or of extreme
peril to the safety of persons and property. In this context, an emergency and an
incident could mean the same thing, although an emergency could have more than one
incident associated with it.
Emergency is also used in Standardized Emergency Management System (SEMS)
terminology to describe agencies or facilities, e.g., Emergency Response Agency,
Emergency Operations Center, etc.
Emergency also defines a conditional state such as a proclamation of "Local
Emergency". The California Emergency Services Act, of which SEMS is a part,
describes three states of emergency:
• State of War Emergency
• State of Emergency
• State of Local Emergency
Disaster A disaster is defined as a sudden calamitous emergency event bringing great
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damage, loss, or destruction. Disasters may occur with little or no advance warning,
e.g., an earthquake or a flash flood, or they may develop from one or more incidents,
e.g., a major wildfire or hazardous materials discharge.
Disasters are either single or multiple events that have many separate incidents
associated with them. The resource demand goes beyond local capabilities and
extensive mutual aid and support are needed. There are many agencies and
jurisdictions involved including multiple layers of government. There is usually an
extraordinary threat to life and property affecting a generally widespread population and
geographical area. A disaster's effects last over a substantial period of time (days to
weeks) and local government will proclaim a Local Emergency. Emergency Operations
Centers are activated to provide centralized overall coordination of jurisdictional assets,
departments and incident support functions. Initial recovery coordination is also a
responsibility of the EOCs.

EVACUATION PLAN
Types of Crisis: Fire, Flood or Emergency

A disaster of a significant nature may require the evacuation of the school. Immediately
upon notification by outside authorities that the school must be evacuated, the
administrative staff will verify the name and position of the person placing the alert.
In an Emergency Building Evacuation teachers will:
• Once the source is confirmed, the administrative staff will give the evacuation code
word over the intercom/walkie talkies.
• Teachers will proceed with their students to the nearest school exit indicated on the
evacuation map.
• Before leaving the room, teachers will make sure they have their class attendance
roster and red/orange backpacks with them.
• Students who are not in a classroom at the time the intercom signal is given will
attach themselves to the nearest teacher exiting the building for purposes of getting
to the designated evacuation site.
• Prior to evacuation, offices, bathrooms, and all other common areas, including
outdoor facilities will be searched by designated administrative staff in accordance
with the safe school plan.
• Once at the designated evacuation site, teachers and other staff will ensure that all
students find their respective teachers.
• Teachers will then take roll to ensure that all students are accounted for.
• The names of any missing students will be given to the office personnel and an
individual will be assigned the task of finding any missing students.
•
Teachers will work together to take care of students with injuries, respiratory
problems, or other medical conditions.
• Teachers will stay with their classes for the duration of the emergency.
• In the event of an evacuation, all school employees will be immediately designated
“Civil Defense Workers” and will not be allowed to leave school until they are given
official clearance to do so by the administrative staff.
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Students will remain with their teachers at the designated evacuation site until the
administrative staff gives the “all clear” signal. In the event students cannot return to the
school site, the administrative staff will notify parents and/or the media as to where
students can be picked up. The office personnel will sign out students as they are being
picked up by a parent or other adult listed on the emergency information card. Parents
will be asked to remain in a designated area, and students will be escorted to the
designated area for release.
1 . FIRE DRILLS Fire on or off school grounds which endangers students and staff
•

At least one fire drill will be held each month that the school is in session.

•

Office personnel will maintain a record of fire drills held and total required time for
complete evacuation.

•

The fire drill shall require complete evacuation of the building.

•

The fire alarm will sound to notify occupants in the building that an evacuation is
needed. In the event of a power failure, a bullhorn will be used.

•

Students will be instructed by teachers to quickly and quietly leave the building in
an orderly manner.

•

A fire drill evacuation plan is posted in all rooms.

•

All exit doors will remain unlocked from the inside and clear of obstructions at all
times.

•

Students who are not in a classroom at the time the fire drill signal is given will
attach themselves to the nearest teacher exiting the building for purposes of
getting to the designated evacuation site.

•

Once at the designated evacuation site, teachers and other staff will ensure that
all students find their respective teachers.

•

Teachers will then take roll to ensure that all students are accounted for.

•

The names of any missing students will be given to the office personnel and the
administrative staff will attempt to locate missing students.

•

Students will remain with their teachers at the designated evacuation site until
the administrative staff gives the “all clear” signal.

Fire Drill Procedure:
1. Students will be instructed by teachers to quickly and quietly leave the building in
an orderly manner.
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2. Teachers will take class roll once students are in a safe area to ensure all are
present. Any missing student must be reported to the school’s administration at
once.
3. The emergency response team will check all areas of the building to ensure all
students are in the designated areas.
4. The office clerk will take the hard copy of the student information sheets to the
designated areas.
5. No one will be allowed to re-enter the building until the clear signal is given by the
administration.

Fire in or near the Building Procedure:
1. Determine the need to execute an evacuation if nearby fire poses an immediate
threat to the students or the building.
2. Notify the Fire Department by call 911.
3. Students will be evacuated immediately with the use of the fire alarm.
4. Teachers will supervise all students and exit to designated area.
5. Teachers will call roll to ensure all students are accounted for and alert the
administration if any student is missing.
6. Teachers will reassure students of their safety and keep them out of harm’s way.
7. Notify students and staff when it is safe to return to the school site under the
direction of the Fire Department and in consultation with the school administrator or
designee.
Fire Near School
The Principal or designee shall:
• Determine the need to execute an evacuation if nearby fire poses an immediate threat
to the students or the building.
• Notify the Fire Department by calling 911.
• Notify students and staff when it is safe to return to the school site under the direction
of the Fire Department and in consultation with the Superintendent or designee.

2. Earthquake or other natural disasters
Types of Crisis: Earthquake, Windstorm, Tornado, or Explosion
Duck or Drop, Cover and Hold Procedures
A duck or drop procedure means an activity whereby each student and staff member
takes cover under a table or desk, dropping to his or her knees, with the head protected
by the arms, and the back to the windows. A drop procedure practice shall be held at least
once every two months. Whenever an earthquake alarm is sounded or announced, all
students, teachers and other employees shall immediately begin Duck, Cover and Hold
procedures.
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DUCK, or DROP down on the floor
Take COVER under a sturdy desk, table or other furniture with back to the windows.
Protect head and neck with arms.
HOLD onto the furniture and be prepared to move with it.
STAY in this position for at least one minute or, in a real situation, until shaking stops.
Teachers will instruct students on the “duck and cover” routine. The “duck and cover” drill
will be initiated by an announcement over the intercom. Staff and students will hear “This
is an emergency drill. Duck and cover.” During the “duck and cover” routine in the
classroom, teachers will turn off the lights and have students get under a desk or table or
against the wall away from the windows. Students will be instructed to remain quiet and
orderly so that they are able to hear additional instructions when given. All drills will
conclude with an “all clear” announcement on the intercom or a visible signal from the
administrative staff.
In the case of a real earthquake, everyone will engage in the “duck and cover” routine
immediately and remain in position until the teacher determines that it is safe to leave the
building. If remaining in the room becomes dangerous, or when the shaking stops,
teachers will proceed with their students to the evacuation site or another safety zone. If
students are on the playground or other outdoor area when a disaster drill is called or
during an actual earthquake, students will be instructed to drop immediately to the ground,
away from trees and power lines, and cover their heads with their hands. They will remain
in that position until given additional instructions.
In the case of disasters other than earthquakes, the administrative staff will contact each
room, advise staff of potential dangers, and give further directions or orders. Teachers
and students will remain in their classrooms until instructions are received for an all clear
or an evacuation. For safety purposes, no one will leave the room.
If there has been a chemical spill, the teacher will make sure that all doors, windows, and
vents remain closed. The school site maintenance staff will turn off the gas. All
unassigned staff will report to the office for assignments such as searching offices,
bathrooms, and all other common areas, including outdoor facilities.
Teachers will stay with their classes for the duration of the emergency. In the event of an
earthquake or other national disaster, all school employees are immediately designated
“Civil Defense Workers” and are not allowed to leave school until they are given official
clearance to do so by the administrative staff.
Earthquake procedures in other parts of the building
At the first indication of ground movement, you should DROP to the ground.
Take COVER under any available desk, table, or bench. If in a hallway, drop next to an
inside wall in a kneeling position and cover the back of the neck with your hands.
After ground movement ends, check for injuries and safely evacuate the building. Move
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to a safe, open area, away from power lines and other overhead hazards.

Earthquake procedures while outside
At the first indication of ground movement, move away from overhead hazards such as
power lines, trees, and buildings. DROP to the ground and COVER the back of the neck
with your hands. Be aware of aftershocks. Do not enter buildings until it is determined
safe to do so.
If walking to or from school, DO NOT RUN. Stay in the open. If the student is going to
school, continue to the school. If going home, the student should continue home.
All classrooms and offices shall have an Emergency Exit sign and Evacuation Chart
posted in a prominent location.

3. ATTACK OR DISTURBANCE, OR THREAT OF ATTACK OR DISTURBANCE, BY
AN INDIVIDUAL OR GROUP
LOCKDOWN PROCEDURES
Principal or Designee will announce LOCKDOWN.
LOCKDOWN -MEANS AN ITRUDER/GUNMAN IS BELIEVED TO BE IN THE
BUILDING AND THERE IS EMINENT DANGER! Teachers should lock all doors and
windows. Teachers and students should move away from the door/window so they are
not visible to the intruder. If teacher has pertinent information regarding perpetrator it
would be helpful to text administrator this information. Everyone will remain in this
lockdown mode until an administrator or authorities instruct otherwise. Teachers receive
training annually on hide, run or fight choices.
. School employee will contact law enforcement agencies for assistance regarding any
threat.
. School administration will announce when a situation has been neutralized.
. Signs are posted for visitors to report to the office when entering the school building. If
access to office is denied due to lockdown, a note is placed on the front door
asking parents to call the school or wait for further instructions.
• Lock out- There is danger in the immediate Metro Charter campus area. There will be
a code announced for Lock out by school administration.
Examples: A police helicopter is seen circling the area for a duration longer than a few
53

minutes. The principal or designee will announce that on LOCKOUT all outer doors to
the building will be secured and locked. A regular daily schedule will continue with the
EXCEPTION OF NO OUTSIDE ACTIVITIES. NO CLASS IS TO GO OUTSIDE FOR
SNACK OR RECESS.

4. BOMB THREAT
THE PERSON RECEIVING THE BOMB THREAT WILL:
• Attempt to gain as much information as possible when the treat is received. Do not
hang up on the caller.
• Use the “bomb threat checklist” form as a guide to collect information needed.
• Delay the caller or keep the caller on the phone as long as possible. If the threat is
received by phone, attempt to gain more information.
• This person will delay the caller as long as possible, while they alert another adult
to the crisis. That adult will immediately notify the telephone company to trace the
call and immediately thereafter, notify the police using 911.
• The most important information: When will the bomb explode and where is it
located?
• Immediately after receiving the bomb threat, the person receiving the call will
verbally notify the building administrator of the threat received. Complete the “bomb
threat checklist” form (attached).
• Turn off cellular phones and/or walkie-talkie radios (radio waves – could trigger a
bomb).

BOMB THREAT REPORT FORM
Time Call Received:

School:

Call Taken By:

Time Caller Hung Up:

Date:

Title:

Caller ID Info (*69)

Questions to Ask:

Exact Wording of Threat: “
“

1. When will the bomb explode?

2. Where is the bomb right
now?

Caller’s Voice:

Caller’s Language:

(circle all that apply)

(circle all that apply)

Calm

Nasal

Deep
Breathing

Cracking
Voice

Well
Spoken

Educated
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3. What does it look like?

Angry

Stutter

Disguised

Accent

Foul

Message T
aped?

4. What kind of bomb is it?

Excited

Lisp

Serious

Used Slang

Message
Read?

Young (child)

5. What will cause it to
explode?

Slow

Raspy

Incoherent

Joking

Young
(adult)

Rapid

Deep

Slurred

Distinct

Old

Ragged

Clearing
Throat

Normal

Laught
er

Crying

6. Did you place the bomb?
7. Why?

Soft

8. How did the bomb get in the
school?

Loud

9. Where are you calling from?

If voice is familiar, who did it sound like?

10. What is your name,
address, phone

Other Observations:

Frightene d

Middle Aged

Caller Demographics
(Circle One)
Ma
le

Female

Unknown

Approximate Age:

Building Administrator will (if necessary):
• Call 911. Give the following information.
o Your name and call back phone number.
o Exact street location with the nearest cross street
o Nature of incident
o Number and location of people involved and/or injured
• Evacuate involved buildings using fire drill procedures.
• Based on the information at hand and recommendation of law enforcement, the
administrative staff will make a decision as to whether or not an immediate
evacuation is warranted. If so, the evacuation code word (provided to all staff and
faculty in advance) will be given over the intercom and established evacuation
procedures will be followed. The office personnel will coordinate information
requests to and/or from law enforcement, the telephone company, and parents.
If an immediate evacuation is not warranted, the administrative staff will notify teachers to
inspect their room for any suspicious materials or unknown packages, without alarming
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students. All unassigned staff will report to the office for assignments such as searching
offices, bathrooms, and all other common areas, including outdoor facilities.
6. Biological, radiological, chemical, and other activities, or heightened warning of such
activities
POISONING:
If a student ingests a poisonous substance:
q

Call 9-1-1

q

Poison Control Center Link Line

q

1-800-222-1222.

Take appropriate first aid measures.

q

Call parents

q

Notify the Health Services Office

CHEMICAL SPILL ON SITE: The following are guidelines for Chemical Spills:
Evacuate the immediate area of personnel
Call 911 and report the incident
Determine whether to initiate Shelter In Place Protocol
Secure the area (block points of entry)
Identify the chemical and follow the procedures for that particular chemical.

CHEMICAL SPILL OFF SITE INVOLVING DISTRICT EQUIPMENT/PROPERTY
Call 9-1-1
Report the emergency and then notify the Principal’s Office with the following
information:
1. Date, time, and exact location of the release or threatened release
2. Name and telephone number of person reporting
3. Type of chemical involved and the estimated quantity
4. Description of potential hazards presented by the spill
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5. Document time and date notification made
6. Other emergency responders (Highway Patrol, CALTRANS ,etc.) 7. Locate a fire
extinguisher and have present, should the need arise
8. Place reflective triangles or traffic cones if in street or highway. DO NOT LIGHT
FLARES! If spill response equipment is available use it to take the necessary
measures to prevent the spill from spreading
Reporting Chemical Spills
Once an emergency spill response has been completed, the person reporting the initial
spill must complete a SPILL RESPONSE EVALUATION and submit it to the
Superintendent WITHIN 24 HOURS OF THE SPILL.
Spill Clean Up
Chemical Spills may not be cleaned up by school personnel. Call the CHMC On-duty
Supervisor. The cleanup will be coordinated through a designated contractor.
HAZARDOUS SUBSTANCES
Hazardous Substances include the following, but are not limited to the following:
Gasoline
Solvents
Motor Oil
Diesel Fuel
Kerosene
Anti-Freeze
Airborne Gases/Fumes
Lacquer Thinner
Paint
Agricultural Spray
Paint Thinner
Stain
Break Fluid
Always call for assistance and:
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1. Extinguish all ignition sources
2. Shut off main emergency switch to fuel pump, if appropriate
3. Move appropriate fire extinguishing equipment to area
4. If possible, contain the spill to prevent further contamination
5. Move people/personnel away or evacuate from contamination area If the spill is too
great to handle, contact the CHMC On-duty Supervisor
Health, Safety and Emergency Plan LAUSD-REQUIRED LANGUAGE
The Metro Charter School will have a Health, Safety and Emergency Plan in place prior
to beginning the operation of the Charter School. The Metro Charter School will ensure
that staff has been trained in health, safety, and emergency procedures and will
maintain a calendar and conduct emergency response drills for students and staff.
The school will adopt and implement a comprehensive set of health, safety, and risk
management policies, developed in consultation with the school's insurance carriers. The
Health and Safety Policy will be kept on file in the main office and will be available for
review upon request. All school staff will be trained annually on safety procedures. The
policies will be reviewed on an ongoing basis in the school's staff development efforts and
governing board policies. At a minimum, the Policy will address the following topics:
§

A requirement that all enrolling students and staff provide records documenting
immunizations to the extent required for enrollment in non-charter public schools.
Records of student immunizations shall be maintained, and staff shall honor
County requirements for periodic Mantoux Tuberculosis (TB) tests.

§

Policies and procedures for response to natural disasters and emergencies,
including fires and earthquakes.

§

A policy requiring that instructional and administrative staff receive training in
emergency response, including appropriate "first responder" training or its
equivalent.

§

Policies relating to the administration of prescription drugs and other medicines.

§

A policy that the school will be housed in facilities that has a valid certificate of
occupancy. Periodic inspections shall be undertaken, as necessary, to ensure
such applicable safety standards are met.

§

A policy establishing that the school functions as a drug, alcohol, and tobacco
free workplace.

§

A requirement that each employee of the School to submit to a criminal
background check and furnish a criminal record summary as required by
Education Code Section 44237.

§

A policy for reporting child abuse, acts of violence, and other improprieties as
mandated by federal, state, and local agencies.
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§

Compliance with all health and safety laws and regulations that apply to noncharter public schools, including those required by CAL/OSHA, the California
Health and Safety Code, and EPA.

§

A policy that details pest management at the school that is in compliance with the
Healthy Schools Act (Ed Code §17608).

IT IS THE School's INTENT THAT SCHOOLS WILL REMAIN OPEN DURING A
POWER OUTAGE.
There are several stages of alerts that are being broadcast over the radio:
• STAGE 1 EMERGENCY indicates that the operating reserves in the real-time market
are forecasted to be less than the California Independent System Operator
(CAISO) Minimum Operating Reserves criteria.
• STAGE 2 EMERGENCY indicates that the operating reserves in the real-time market
are forecasted to be less than five (5) percent.
• STAGE 3 EMERGENCY indicates that the operating reserves in the real-time market
are forecasted to be less than 1.5 percent. If the district is notified of a STAGE 3
EMERGENCY, possible-affected sites will be contacted as soon as practicable.
Once notified, turn off PCs, monitors, printers, copiers, and lights when not in use
or not needed. If you cannot turn off the whole computer, turn off the monitor and
the printer. Shut off lights in unoccupied rooms. In spite of everyone's best effort
to communicate, it is possible that an outage will occur with no notice to the
district. To keep abreast of the daily situation, listen to 740AM (KCBS) radio
station as you are driving into work for the status of the day. PREPARING FOR
AN OUTAGE
Update each student's emergency card.
Determine availability of portable lighting at site, i.e. flashlights & batteries.
Find out that when power is lost, do emergency lights go on and do the "Exit"
signs remain lit?
Clear away materials and boxes from hallways and pathways.
Check school district’s PG&E Block list to determine in which PG&E
block your site is located. As a note, Block 50's power will not be
interrupted.
Ask your teachers to have alternative teaching methods and plans to be used
at STAGE 3 only.
Conduct a survey of your site for the classrooms and offices with no windows
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and prepare relocation plans.
Plan alternative communication methods that suit your site, such as runners,
cell phones, or radios.
Develop a site plan such as a buddy system or chaperone, for restrooms or any
other necessary leave during this period.
Have flashlights & replacement batteries available for the restrooms and other
locations with no windows.
Ask your staff and students to have seasonal warm clothing available.
Use surge protectors for all computer equipment, major appliances
and electronic devices.
If you have electric smoke detectors, use a battery-powered smoke detector as a
back up. DURING AN OUTAGE
CONTACT MAINTENANCE & OPERTIONS IMMEDIATELY IF YOUR SITE IS
EXPERIENCING A BLACKOUT.
According to the Telephone Company, phones connected directly to a phone
jack will be operable. Phones that require power from an electrical outlet will not
work.
If an outage lasts more than 30 minutes, have pre-designated people walk
through the campus and check on the status of individuals in each building.
Use a buddy system when going to the restrooms.
DO NOT USE barbeques, Coleman-type stoves, hibachis, and other outdoorcooking devices indoors.
DO NOT USE candles or gas lanterns.
Turn off PCs, monitors, printers, copiers, major appliances, and lights when not
in use or not needed. If you cannot turn off the whole computer, turn off the
monitor and the printer.
Shut off lights in unoccupied rooms. The rolling outages should not last more
than two hours, and, with some preparation, business can be conducted as close
to normal as possible. If a power outage is prolonged, the principal should
contact the Superintendent for directions (release students/staff, evacuation to
another site, etc.).
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Triagehemical Spills, Hazardous Materials
Triage is defined as the sorting of patients into categories of priority for care based on
injuries and medical emergencies. This process is used at the scene of multiple-victim
disasters and emergencies when there are more victims than there are rescuers trained
in emergency care.
Incidents that involve large numbers of casualties, and have a delay in the response
time of emergency medical services, require a special form of triage. The modified
triage system that is in most common use is the S.T.A.R.T. (Simple Triage And Rapid
Treatment) Plan. In this plan, patients are triaged into very broad categories that are
based on the need for treatment and the chances of survival under the circumstances of
the disaster. These categories are listed below:
TRIAGE Priorities
Highest Priority - RED TAG
1. Airway and breathing difficulties
2. Cardiac arrest
3. Uncontrolled or suspected severe bleeding
4. Severe head injuries
5. Severe medical problems
6. Open chest or abdominal wounds
7. Severe shock
Second Priority - YELLOW TAG
1. Burns
2. Major multiple fractures
3. Back injuries with or without spinal cord damage
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Third Priority - GREEN TAG
1. Fractures or other injuries of a minor nature
Lowest Priority - BLACK
2. Obviously mortal wounds where death appears reasonably certain
3. Obviously deceased
S.T.A.R.T. Plan Triage Checklist
This method allows rapid identification of those patients who are at greatest risk
for early death and the provision for basic life-saving stabilization techniques.
Initial contact Identify self, and direct all patients who can walk to gather and remain
in a safe place. Tag these people GREEN
Begin evaluating the non-ambulatory patients where they are lying. Assess
respiration (normal, rapid, absent)
If absent, open airway to see if breathing begins
If not breathing, tag BLACK (dead) DO NOT PERFORM C P R
If patient needs assistance to maintain open airway, or respiratory rate is greater
than 30 per minute, tag RED (attempt to use a bystander to hold airway open)
If respiration is normal, go to next step Assess perfusion (pulse, bleeding)
Use the capillary refill test to check radial (wrist) pulse
If capillary refill test is greater than 2 seconds, or radial pulse is absent, tag RED
If capillary refill is less than 2 seconds, or radial pulse is present, go to next step.
Any life threatening bleeding should be controlled at this time, and if possible,
raise patient's legs to treat for shock (attempt to use a bystander to hold
pressure/bleeding control) Assess Mental Status (commands, movement)
Use simple commands/tasks to assess
If patient cannot follow simple commands, tag RED
If patient can follow simple commands, they will be tagged YELLOW or GREEN
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This will depend on other conditions, where their injuries will determine the
priority of YELLOW versus GREEN (i.e. multiple fractures would require a higher
level of treatment than superficial lacerations)
Identify self, and direct all patients who can walk to gather and remain in a safe
place. Tag these people GREEN
Begin evaluating the non-ambulatory patients where they are lying. Assess
respiration (normal, rapid, absent)
If absent, open airway to see if breathing begins
If not breathing, tag BLACK (dead) DO NOT PERFORM C P R
If patient needs assistance to maintain open airway, or respiratory rate is greater
than 30 per minute, tag RED (attempt to use a bystander to hold airway open)
If respiration is normal, go to next step Assess perfusion (pulse, bleeding)
Suicide Prevention
Do’s
Listen to what the person is saying and take her/his suicidal threat seriously. Many
times a person may be looking for just that assurance.
Observe the person’s nonverbal behavior. In children and adolescents, facial
expressions, body language, and other concrete signs often are more telling than what
the person says.
Ask whether the person is really thinking about suicide. If the answer is “YES,” ask how
she/he plans to do it and what steps have already been taken. This will convince the
person of your attention and let you know how serious the threat is.
GET HELP by contacting an appropriate Crisis Response Team member. Never
attempt to handle a potential suicide by yourself.
STAY with the person. Take the person to a CRT member and stay with that person for
awhile. The person has placed trust in you, so you must help transfer that trust to the
other person.
Don’ts
Don’t leave the person alone for even a minute.
Don’t act shocked or be sworn to secrecy.
Don’t underestimate or brush aside a suicide threat (“You won’t really do it; you’re not
the type”), or to shock or challenge the person (“Go ahead. Do it”). The person may
already feel rejected and unnoticed, and you should not add to the burden.
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Don’t let the person convince you that the crisis is over. The most dangerous time is
precisely when the person seems to be feeling better. Sometimes, after a suicide
method has been selected, the person may appear happy and relaxed. You should,
therefore, stay involved until you get help.
Don’t take too much upon yourself. Your responsibility to the person in a crisis is limited
to listening, being supportive, and getting her/him to a trained professional. Under no
circumstances should you attempt to counsel the person.Mass Casualty
In the event of a Mass Casualty Incident (MCI):
Determine what the problem is and call 9-1-1 for local emergency services. Note: A
casualty is a victim of an accident or disaster.
Identify the problem and give the school address.
Site administrators decide whether or not to activate the School Site Disaster First
Aid Team protocols (See School Site Disaster Plan).
Determine if problem will continue or if it is over.
School representative will meet Incident Command Officer (Fire Department or Police
Official) who will determine exact nature of incident.
Site administrators/First Responders will implement Mass Casualty Tracking
Protocols as appropriate to the situation.
Keep calm, reassure students.
Fire Department will notify appropriate agencies for additional help.
Crisis Team will convene.
Contact Superintendent to determine need to send students home
Some characteristics of suspicious letters or packages include the following:
Excessive postage
Handwritten or poorly typed addresses
Incorrect titles
Title, but no name
Misspellings of common words
Oily stains, discolorations or odors
No return address
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Excessive weight
Lopsided or uneven envelop
Protruding wires or aluminum foil
Excessive security material such as masking tape, string, etc.
Visual distractions
Ticking sound
Marked with restrictive endorsements, such as “Personal” or “Confidential.”
Shows a city or state in the postmark that does not match the return address.
Do not shake or empty the contents of any suspicious envelop or package.
Place the envelope or package in a plastic bag or some other type of
container to prevent leakage of contents.
If you do not have any container, then cover the envelope or package
with anything (e.g., clothing, paper, trash can, etc.) and do not remove this cover.
Then leave the room and close the door, or section off the area to prevent others from
entering.
Wash your hands with soap and water to prevent spreading any powder to your face.
If you are at home, report the incident to the local police. If you are at
work, report the incident to the local police and your site administrator.
List all people who were in the room or area when this suspicious letter
or package was recognized. Give the list to both the local public health SITE
authorities and law enforcement officials for follow-up investigations and
advice.ith powder or powder spills out onto a surface
Do not try to clean up the powder. Cover the spilled contents immediately with
anything and do not remove this cover.
Leave the room and close the door or section off the area to prevent others
from entering.
Wash your hands with soap and water to prevent spreading any powder to your
face.
If you are at home, CALL 9-1-1 to report the incident. If you are at work, CALL
9-1-1 and your site administrator to report the incident.
Remove heavily contaminated clothing as soon as possible and place in a
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plastic bag, or some other container that can be sealed. The clothing bag should
be given to the emergency responders for proper disposal.
Shower with soap and water as soon as possible. Do not use bleach or other
disinfectant on your skin.
If possible, list all people who were in the room or area, especially those who
had actual contact with the powder. Give the list to both the local police and
public health authorities so that proper instructions can be given for medical
follow-up and further investigation. Possible room contamination by
aerosl (Examples: small devices triggered warning that air handling systems is
contaminated, or warning that a biological agent is released in a public space.)
Turn off local fans or ventilation units in the area.
Leave the area immediately.
Close the door or section off the area to prevent others from entering.
Move upwind, uphill, or upstream.
If you are at home, report the incident to the local police. If you are at
work, report the incident to the local police and your site administrator.
Shut down air handling systems in the building if possible.
If possible, list all people who were in the room or area, especially those
who had actual contact with the powder. Give the list to both the local police and
public health authorities so that proper instructions can be given for medical
follow-up and further investigation. DO NOT PANIC Anthrax organisms can
cause infection in the skin, gastrointestinal system, or the lungs. In order for this
to happen, the organism must be rubbed into abraded skin, swallowed, or
inhaled as a fine, aerosolized mist. Disease can be prevented after exposure to
the anthrax spores by early treatment with the appropriate antibiotics. Anthrax is
not spread from one person to another person. For anthrax to be effective as a
covert agent, it must be aerosolized into very small particles. This is difficult to
do, and requires a great deal of technical skill and special equipment. If these
small particles are inhaled, life-threatening lung infection can occur, but prompt
recognition and treatment are effective.
Botulism
Foodbourne Botulism
Botulism infection is extremely rare, with fewer than 200 cases report in the U.S. each
year. There are two forms of botulism which are associated with a terrorist act:
The bacterium is ingested with the contaminated food source.
Symptoms begin within 6 hours to 2 weeks, but most commonly between 12
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to 36 hours after eating contaminated foods.
Double or blurred vision, drooping eyelids, slurred speck, difficulty swallowing,
dry mouth, and a descending muscle weakness that effects the shoulders first,
then upper arms, lower arms, thighs, calves, etc.
These symptoms may be proceeded by gastrointestinal disorder such as
abdominal cramps, nausea, vomiting, and diarrhea. Paralysis of the respiratory
muscles will cause death unless the person is assisted by mechanical ventilation.
Botulism toxin can occur naturally in undercooked food, but the frequency of this
is extremely rare. Inhalational Botulism Inhalation botulism results from the
inhalation of the aerosolized toxin. A small amount of aerosolized toxin released
into the wind can have a devastating effect on the surrounding population.
Notwithstanding, inhalational botulism could be inflicted upon a more limited
number of victims by introducing a contaminated object into an enclosed area
such as inside of a building. The symptoms are indistinguishable form those of
foodbourne botulism, except that the gastrointestinal signs sometimes associated
with foodbourne botulism may not occur. Botulism cannot be transmitted from
one person to another. There is no vaccine for botulism treatment at this time.
However, treatment consists of passive immunization with equine anti-toxins and
supportive patient care. Smallpox infection results from the variola virus. The
disease was once worldwide in scope. Before people were vaccinated, almost
everyone contracted the disease. The virus was effectively eradicated from the
world in the late 1970’s, and the World Health Organization recommended
governments cease routine vaccinations in 1980. Vaccination has proven
effective in preventing the disease in exposed persons if administered within 4
days of exposure. Smallpox is a highly contagious infectious disease that has a
mortality rate of about 30%. Since the discontinuation of vaccination in the early
1980’s, virtually no one is protected against the disease today. The U.S.
government is currently working to address the need for vaccinations. There is
no proven treatment should infection occur.
Inident Command System
Responsibilities for a School Disaster Everyone at a school will have some
responsibilities in an emergency based on their job, and some people will have
additional responsibilities.
Every emergency, no matter how large or small, requires that certain tasks be
performedAll teachers and staff in the school should use the same words to refer to the
same actions. The terminology should be known before a disaster. If the fire department
or other responding agencies come on campus, they will coordinate better with the site's
command structure if similar situations and actions are described with similar wording
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Earthquake Evacuation Procedures
MLK (TK-2)
Command
Post
Clerx
Jill

Search and
Rescue
Muller
Morales

First
Student
Aid/Earthquake
Checkout
Supplies
Stephanie/Nancy Del Buono
Soper
Alicia

Zenon (check
in with admin)

Student
Watch
Lee
Modi
Cohen
Valencia
Nathaly

¨ Drop, Cover, Hold until shaking is over. In the case of a drill, someone will come
over the intercom to indicate that shaking is over.
¨ Evacuate with students following the evacuation route. If a student is injured and
cannot leave on their own, leave them in the classroom and report it on your sheet.
If teacher is injured, have class evacuate and report to the nearest adult.
o During evacuation, office staff grab:
§ Walkie talkies
§ Emergency forms
§ First Aid Kit
o During the evacuation, teachers take
§ Red/Orange Backpacks
§ Clipboard/folder with class roster and reporting sheets
§ Walkie Talkie
¨ Take roll and fill out your report. Deliver report to command post. For Drill,
evacuate to parking lot. In real earthquake, evacuate to parking lot.
¨ Supper staff: check in with Ms. Del Buono before heading to your post.
¨ After taking and turning in attendance,
• Muller- pass students to Valencia
• Morales- pass students to Lee/Modi
• Soper- pass students to Cohen
¨ Search and rescue check in with command and take a walkie. Grab a hardhat,
flashlight, gloves and tape. Check each classroom/office/bathroom for students.
Mark each one as all clear, placing blue chalk on the door. If a person is found, radio
the first aid center to come help. Report how many first aid people are needed.
¨ Earthquake Supplies are located in the back playground in the green trash bins.
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Earthquake Evacuation Procedures
Wilshire (3-5)
Command
Post
Clerx
Jill

Search and
Rescue
Caba
Adrian/Zenon

First
Student
Aid/Earthquake
Checkout
Supplies
Stephany
DeJuan
Aurelio
Domeka

Zenon(check
in with
command)

Student
Watch
Rosebrugh
Ng
Morgan
King

¨ Drop, Cover, Hold until shaking is over. In the case of a drill, someone will come
over the intercom to indicate that shaking is over.
¨ Evacuate with students following the evacuation route. If a student is injured and
cannot leave on their own, leave them in the classroom and report it on your sheet.
If teacher is injured, have class evacuate and report to the nearest adult.
o During evacuation, office staff grab:
§ Walkie talkies
§ Emergency forms
§ First Aid Kit
o During the evacuation, teachers take
§ Red Backpacks
§ Clipboard/folder with class roster and reporting sheets
¨ Take roll and fill out your report. Deliver report to command post. For Drill,
evacuate to across Wilshire to the Wells Fargo tower. In real earthquake, evacuate
to the front of the building, take roll and then walk towards library park. Search and
rescue and 1 first aid will stay behind to insure that the building is safe.
¨ Supper staff: check in with Ms. Domeka before heading to your post.
¨ After taking and turning in attendance,
-Caba: pass students to Rosebrugh
-Aurelio pass students to Ng
¨ Search and rescue check in with command and take a walkie. Grab a hardhat,
flashlight, gloves and tape. Check each classroom/office/bathroom for students.
Mark each one as all clear, placing blue chalk on the door. If a person is found, radio
the first aid center to come help. Report how many first aid people are needed.
¨ Earthquake Supplies are located in the office in the green trash bins.
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