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Comprehensive School Safety Plan Purpose
Effective January 1, 2019, Assembly Bill 1747 (Rodriguez), School Safety Plans, became law. This bill requires that during the writing
and development of the comprehensive school safety plan (CSSP), the school site council or safety committee consult with a fire
department and other first responder entities in addition to currently required entities. It requires the CSSP and any updates made
to the plan to be shared with the law enforcement agency, the fire department, and the other first responder entities.
The California Education Code (sections 32280-32288) outlines the requirements of all schools operating any kindergarten and any
grades 1 to 12, inclusive, to write and develop a school safety plan relevant to the needs and resources of that particular school.
In 2004, the Legislature and Governor recast and renumbered the Comprehensive School Safety Plan provisions in SB 719 and AB
115. It is the intent ofthe Legislature in enacting the provisions to support California public schools as they develop their mandated
comprehensive safety plans that are the result of a systematic planning process, that include strategies aimed at the prevention of,
and education about, potential incidents involving crime and violence on school campuses.
The historical requirement of the Comprehensive School Safety Plan was presented in Senate Bill 187, which was approved by the
Governor and chaptered in 1997. This legislation contained a sunset clause that stated that this legislation would remain in effect
only until January I, 2000. Senate Bill 334 was approved and chaptered in 1999 and perpetuated this legislation under the
requirement of the initial legislation.
Comprehensive School Safety Plans are required under SB 719 & AB 115 and contains the following elements:
Assessment of school crime committed on school campuses and at school-related functions
• Child abuse reporting procedures
• Disaster procedures
• Suspension and expulsion policies
• Procedures to notify teachers of dangerous pupils
• Discrimination and harassment policies
• School wide dress code policies
• Procedures for safe ingress and egress
• Policies enacted to maintain a safe and orderly environment
• Rules and procedures on school discipline
• Hate crime reporting procedures
The Comprehensive School Safety Plan will be reviewed and updated by March 1st every year. In July of every year, the school will
report on the status of its school safety plan including a description of its key elements in the annual school accountability report
card.
https://cava.k12.com/
A copy of the Comprehensive School Safety Plan is available for review at .

Safety Plan Vision

Our school will support students with a culture that provides a positive and encouraging environment allowing each individual
student to thrive and achieve their maximum academic success.
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Components of the Comprehensive School Safety Plan (EC 32281)
California Virtual Academy at Sutter Safety Committee
Assessment of School Safety
• Site based surveys: parents, students, and staff
• Annual school safety protocols and procedures review

Strategies and Programs to Provide and Maintain a High Level of Safety (EC 32281(a)1, items A-J)
In accordance with Ed Code 32281 (Comprehensive School Safety Plan), section (f)
(1) A school district or county office of education may, in consultation with law enforcement officials, elect to not have its school site
council develop and write those portions of its comprehensive school safety plan that include tactical responses to criminal incidents
that may result in death or serious bodily injury at the schoolsite. The portions of a school safety plan that include tactical responses
to criminal incidents may be developed by administrators of the school district or county office of education in consultation with law
enforcement officials and with a representative of an exclusive bargaining unit of employees of that school district or county office
of education, if he or she chooses to participate. The school district or county office of education may elect not to disclose those
portions of the comprehensive school safety plan that include tactical responses to criminal incidents.
(2) As used in this article, "tactical responses to criminal incidents" means steps taken to safeguard pupils and staff, to secure the
affected school premises, and to apprehend the criminal perpetrator or perpetrators.
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(A) Child Abuse Reporting Procedures (EC 35294.2 [a] [2]; PC 11166)
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Child Abuse Reporting
Approved by Boards: March 2021
Information
The California Virtual Academies are committed to supporting the safety and well-being of our students and desires to facilitate the
prevention of and response to child abuse and neglect. The policy was created to ensure that all employees are provided training
and support for preventing, recognizing, and promptly reporting known or suspected child abuse or neglect.
Definitions
Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)
1. A physical injury or death inflicted by other than accidental means on a child by another person
2. Sexual abuse of a child, including sexual assault or sexual exploitation, as defined in Penal Code 11165.1
3. Neglect of a child as defined in Penal Code 11165.2
4. Willful harming or injuring of a child or the endangering of the person or health of a child as defined in Penal Code 11165.3
5. Unlawful corporal punishment or injury as defined in Penal Code 11165.4
Child abuse or neglect does not include:
1. A mutual affray between minors (Penal Code 11165.6)
2. An injury caused by reasonable and necessary force used by a peace officer acting within the course and scope of his/her
employment (Penal Code 11165.6)
3. An injury resulting from the exercise by a teacher, vice principal, principal, or other certificated employee of the same degree of
physical control over a student that a parent/guardian would be privileged to exercise, not exceeding the amount of physical control
reasonably necessary to maintain order, protect property, protect the health and safety of students, or maintain proper and
appropriate conditions conducive to learning (Education Code 44807)
4. An injury caused by a school employee's use of force that is reasonable and necessary to quell a disturbance threatening physical
injury to persons or damage to property, to protect himself/herself, or to obtain weapons or other dangerous objects within the
control of the student (Education Code 49001)
5. Physical pain or discomfort caused by athletic competition or other such recreational activity voluntarily engaged in by the
student (Education Code 49001)
6. Homelessness or classification as an unaccompanied minor (Penal Code 11165.15)
Mandated reporters include, but are not limited to, teachers; instructional aides; classified employees; certificated pupil personnel
employees; administrative officers; athletic coaches, administrators, and directors; 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 or dependent adult whom the mandated
reporter knows or reasonably suspects has been the victim of abuse or neglect. (Penal Code 11166 and Welfare and Institutions
Code 15630)
• Any mandated reporter who has knowledge of or who reasonably suspects that a child is suffering serious emotional damage or is
at a substantial risk of suffering serious emotional damage, based on evidence of severe anxiety, depression, withdrawal, or
untoward aggressive behavior toward self or others, may make a report to the appropriate agency. (Penal Code 11166.05, 11167)
• Any person shall notify a law enforcement agency if he/she reasonably believes that he/she has observed the commission of a
murder, rape, or lewd or lascivious act by use of force, violence, duress, menace, or fear of immediate and unlawful bodily injury,
where the victim is a child under age 14. (Penal Code 152.3, 288)
Responsibility for Reporting
• The reporting duties of mandated reporters are individual and cannot be delegated to another person. (Penal Code 11166)
Comprehensive School Safety Plan
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• When two or more mandated reporters jointly have knowledge of a known or suspected instance of child abuse or neglect, the
report may be made by a member of the team selected by agreement and a single report may be made and signed by the selected
member of the reporting team. Any member who has knowledge that the member designated to report has failed to do so shall
thereafter make the report. (Penal Code 11166 and Welfare and Institutions Code 15630)
• No supervisor or administrator shall impede or inhibit a mandated reporter from making a report. (Penal Code 11166 and Welfare
and Institutions Code 15630)
Reporting Procedures
Initial Telephone Report
• Mandated reporters shall call 9-1-1 for immediate emergencies.
• Immediately or as soon as practicable after knowing or observing suspected child abuse or neglect, a mandated reporter as
defined by law shall make an initial report by telephone. When the initial telephone report is made, the mandated reporter shall
note the name, address, and age of child involved, provide a clear description of suspected child abuse or neglect, and note the
name of the screening social worker who took the call and any instructions given. (Penal Code 11165.9, 11166)
• Where the situation is not an emergency needing the police, reports should be made to the Child Protective Services (CPS) in the
county that the student lives.
o County Emergency Response Child Abuse Reporting Telephone Numbers https://www.cdss.ca.gov/reporting/report-abuse/childprotective-services/report-child-abuse
Written Report
• After making the initial phone call and 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, Suspected Child Abuse Report (SS 8572). (Penal Code 11166, 11168)
o The Department of Justice forms are available: https://oag.ca.gov/sites/all/files/agweb/pdfs/childabuse/ss_8572.pdf?
• The mandated reporter shall make a report even if some of this information is not known or is uncertain to him/her. (Penal Code
11167)
• Information relevant to the incident of child abuse or neglect also may be given to an investigator from an agency that is
investigating the case. (Penal Code 11167)
• The mandated reporter may give to an investigator from an agency investigating the case, including a licensing agency, any
information relevant to an incident of child abuse or neglect or to a report made for serious emotional damage pursuant to Penal
Code 11166.05. (Penal Code 11167)
• Employees shall keep a copy of the complete written report that is filed.
Internal Reporting
• The mandated reporter shall not be required to disclose his/her identity to the employer, supervisor, school principal, school
counselor, co-worker, or other person. (Penal Code 11166)
• Employees reporting abuse or neglect to an appropriate agency are encouraged, but not required, to notify their supervisor,
principal, school counselor, co-worker, or other person as soon as possible after the initial telephone report to the appropriate
agency. When so notified, they shall provide the mandated reporter with any assistance necessary to ensure that reporting
procedures are carried out in accordance with law, and Board policy.
• Reporting the information to a supervisor, principal, school counselor, co-worker, or other person shall not be a substitute for
making a mandated report to the appropriate agency. (Penal Code 11166)
Internal Action for Incidents Involving School Employees
• If an employee has knowledge of or reasonably suspects that another school employee, or contractor is engaged in conduct that
may be an indication of suspected abuse or neglect, they must take the following actions:
o Call 9-1-1- for immediate emergencies
o File a Suspected Child Abuse Report by telephone to the police
o Submit a Suspected Child Abuse Report form
o Immediately notify their supervisor of the alleged inappropriate conduct and complete a confidential student/staff incident report
• The director or designee so notified shall provide the mandated reporter with any assistance necessary to ensure that reporting
procedures are carried out in accordance with law, and Board policy.
• After completion of the appropriate written follow-up report, and after providing the form to the appropriate agency, the
mandated reporter shall provide that form to the director or designee. The mandated reporter shall not be required to disclose
Comprehensive School Safety Plan
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his/her identity and may remove his/her name from the form. (Penal Code 11166)
• The director or designee shall maintain a record of all reported cases of suspected student abuse regarding employees or others.
All complaints and allegations of student abuse shall be kept confidential except as necessary to carry out the investigation or take
other subsequent necessary action.
• No student shall be required or asked to meet with the employee, or contractor who has allegedly abused that student. If the
employee, or contractor suspected of sexual misconduct is a school employee, or contractor, then during the investigation, he/she
shall discontinue contact with students.
Discipline
• Any school employee, or contractor who is determined, after an investigation, to have engaged in any activity in violation of this
policy/administrative regulation, including, but not limited to failure to report known or reasonably suspected child abuse and
neglect, will be subject to disciplinary action up to and including discharge.
• The school will discipline any individual who retaliates against any person who reports suspected child abuse and/or neglect or
who retaliates against any person who testifies, assists, or participates in an investigation, a proceeding, or a hearing relating to a
child abuse and/or neglect complaint. Retaliation includes, but is not limited to, any form of intimidation, reprisal or harassment.
Failure to Report
• Any person mandated by Penal Code who fails to report any instance of child abuse or neglect that he/she know or reasonably
suspects to exist may incur criminal, civil, and/or professional liability. Failure to report is a misdemeanor and punishable by
confinement in county jail for a term not to exceed six months or by a fine of not more than one thousand dollars ($1,000) or by
both. However, if “death or great bodily injury” happens to the child as a result of the abuse, the mandated reporter is guilty of a
misdemeanor punishable by not more than one year in a county jail, by a fine of not to exceed five thousand dollars ($5,000) or by
both. (Penal Code 11166)
Training
• Within the first six weeks of each school year, the school shall provide training on mandated reporting requirements to employees
and persons working on their behalf who are mandated reporters as defined by law. Any school personnel hired during the school
year shall receive training within the first six weeks of employment. (Education Code 44691; Penal Code 11165.7)
• Training of mandated reporters shall include, but not necessarily be limited to, training in identification and mandated reporting
of child abuse and neglect. In addition, the training shall include information that failure to report an incident of known or
reasonably suspected child abuse or neglect as required by law is a misdemeanor punishable by imprisonment and/or a fine as
specified. (Education Code 44691; Penal Code 11165.7)
• The school shall obtain and retain proof of each mandated reporter’s completion of the training. (Education Code 44691)
• Unless otherwise specifically provided, the absence of training shall not excuse a mandated reporter from the duties imposed
under the Penal Code.
Parent/Guardian Complaints
• Upon request, the school shall provide parents/guardians with a copy of this board policy which contain procedures for reporting
suspected child abuse occurring at a school site to appropriate agencies. For parents/guardians whose primary language is other
than English, such procedures shall be in their primary language and, when communicating orally regarding those procedures, an
interpreter shall be provided.
• To file a complaint against a school employee, parents/guardians may file a report by telephone, in person, or in writing with any
appropriate agency identified above under "Reporting Procedures." If a parent/guardian makes a complaint about an employee to
any other employee, the employee receiving the information shall notify the parent/guardian of procedures for filing a complaint
with the appropriate agency. The employee also is obligated pursuant to Penal Code 11166 to file a report himself/herself using the
procedures described above for mandated reporters.
• In addition, if the child is enrolled in special education, a separate complaint may be filed with the California Department of
Education pursuant to 5 CCR 4650.
Notifications
• The school shall provide to all new employees who are mandated reporters as defined by Penal Code, Welfare and Institutions
Code, and this policy a statement that informs them of their status as mandated reporters, of their reporting obligations under Penal
Code 11166, and of their confidentiality rights under Penal Code 11167.
• Before beginning employment, employees shall sign a statement indicating that they have knowledge of the reporting obligations
under Penal Code 11166 and that they will comply with those provisions. The signed statements shall be retained by the school.
(Penal Code 11166.5)
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• The school also shall notify all employees that:
1. A mandated reporter as defined by the Penal Code who reports a known or suspected instance of child abuse or neglect shall not
be held civilly or criminally liable for making a report and this immunity shall apply even if the mandated reporter acquired the
knowledge or reasonable suspicion of child abuse or neglect outside of his/her professional capacity or outside the scope of his/her
employment. Any other person making a report shall not incur civil or criminal liability unless it can be proven that he/she knowingly
made a false report or made a report with reckless disregard of the truth or falsity of the report. (Penal Code 11172)
2. If a mandated reporter as defined by the Penal Code fails to report an incident of known or reasonably suspected child abuse or
neglect, he/she may be guilty of a crime punishable by a fine and/or imprisonment. (Penal Code 11166)
3. No employee shall be subject to any sanction by the school for making a report unless it can be shown that he/she knowingly
made a false report or made a report with reckless disregard of the truth or falsity of the report. (Penal Code 11166)
Confidentiality
• Reports of suspected child abuse or neglect and information contained therein are confidential and may be disclosed only as
follows:
o The identity of the reporting person(s) shall be disclosed only between child protective agencies; to counsel representing a child
protective agency; to the district attorney in a criminal prosecution or in an action initiated under the Welfare and Institutions Code
section 602 arising from alleged child abuse or neglect; to counsel appointed pursuant to subdivision (c) of the Welfare and
Institutions Code section 317; to the county counsel or district attorney in an action initiated under Welfare and Institutions Code
section 300 (dependent children); to a licensing agency when abuse or neglect in out-of-home care is suspected; by court order; in a
criminal or civil proceeding; or when the person who reports waives confidentiality.
o The contents of the report shall only be disclosed to persons or agencies permitted under Section D.5.a. and Penal Code 11167(d)
and 11675.5 which require that the identity of all person who report child abuse or neglect remain confidential.
(B) Disaster Procedures (EC 35295-35297; GC 8607 and 3100)
Disaster Plan (See Appendix C-F)
Since our school is a non-classroom based independent study program with no school buildings, the procedures for different
emergency types apply to school events held in buildings not owned by the school. For example, for in-person state testing the
school will rent or borrow space from school districts, county office of education, churches, libraries, and clubs. The emergency
response procedures can apply to any of these settings.
Public Agency Use of School Buildings for Emergency Shelters
Non-classroom based charter school with no school buildings.
(C) School Suspension, Expulsion and Mandatory Expulsion Guidelines
This Student Suspension and Expulsion Policy has been established to promote learning and protect the safety and well-being of all
students. When the policy is violated, it may be necessary to suspend or expel a student from regular classroom instruction.
Staff shall enforce disciplinary rules and procedures fairly and consistently amongst all students.
Discipline includes but is not limited to advising and counseling students, conferring with parents/guardians, detention during and
after school hours, and the use of alternative educational environments, suspension, and expulsion.
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 school has a basis of knowledge of a suspected disability
pursuant to the Individuals with Disabilities in Education Improvement Act (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 procedures applicable to regular education students except when federal and state law mandates additional or
different procedures. The School will follow Section 504 of the Rehabilitation Act, Individuals with Disabilities in Education
Improvement Act (IDEIA), the Americans with Disabilities Act (ADA) of 1990 and all federal and state laws when imposing any form
of discipline on a student identified as an individual with disabilities or for whom the School has a basis of knowledge of a suspected
disability or who is otherwise qualified for such services or protections in according due process to such students.
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(D) Procedures to Notify Teachers of Dangerous Pupils (EC 49079)
Procedures to Notify Teachers of Dangerous Pupils
The school is committed to supporting the safety and well-being of our students and employees. The school has an affirmative duty
to take reasonable steps to protect all students and provide employees with a safe work environment.
This Board Policy is adopted pursuant to Education Code section 49079.
A school must inform any teacher, counselor or administrator in a supervisory or disciplinary position when, based on records
maintained by the school or received from law enforcement, it has information that, during the three previous school years, a pupil
has engaged in, or is reasonably suspected to have engaged in, the following criminal or disruptive conduct at school, while going to
or from school, or during a school sponsored activity:
a. Causing, attempting, or threatening physical injury to another;
b. Possessing, selling, or otherwise furnishing, a firearm, knife, or other dangerous object;
c. Possessing, using or selling illegal drugs, alcohol, or drug paraphernalia;
d. Committing or attempting to commit robbery or extortion;
e. Committing an obscene act or engaging in habitual profanity or vulgarity;
f. Possessing, offering, arranging or negotiating to sell, any drug paraphernalia;
g. Pupils in grades 9-12, who were suspended from school due to disrupting school activities or otherwise willfully defying the valid
authority or supervisors, teachers, administrators, school officials, or other school personnel engaged in the performance of their
duties.
Any information received by a teacher pursuant to this Board Policy shall be received in confidence for the limited purpose for which
it was provide and shall not be further disseminated by the teacher.
The information provided shall be from the previous three school years.
Education Code section 49079 provides that no school administrator or employee shall be civilly or criminally liable for providing
information under this statute unless it is proven that the information was false and that the officer or employee knew that the
information was false, or was made with a reckless disregard for the truth or falsity of the information provided.
An employee who knowingly fails to provide mandated information about a pupil is guilty of a misdemeanor punishable by up to six
months in jail, or up to $1,000 fine or both.
A student or his/her parent or guardian must notify a school at the time of enrollment if the student was expelled previously from
another school and must disclose the reason for the expulsion. Ed. Code 48915.1.
(E) Sexual Harassment Policies (EC 212.6 [b])
Prevention of Sexual Misconduct and Abuse
Board Policy June 2020 (reviewed annually in the Parent/Student Handbook and Employee Handbook as needed)
Information
Education code requires that schools post their staff/student interaction and professional boundaries policies on the school’s
website as well as distribute the policy to students and staff each year.
Policy Statement
California Virtual Academy is committed to providing students with a safe and supportive learning environment and to protecting its
students from sexual misconduct and abuse. The responsibility to protect students from sexual misconduct and abuse is shared by
the Board, administrators, teachers, other employees, volunteers, parents, state agencies, and law enforcement.
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Sexual misconduct or abuse in any form and as defined in this policy is expressly prohibited by California Virtual Academy. While the
School recognizes the importance of safe and appropriate communication and interaction between students and adults in student
achievement, successful learning, and instruction, clear and reasonable boundaries for educator-student relationships are necessary
to protect students from sexual misconduct and abuse and to protect adults from misunderstandings and false accusations. This
policy outlines safe and appropriate boundaries for stakeholder interactions with students and strictly prohibits inappropriate or
questionable conduct toward students by any stakeholders, including employees.
This policy applies to all stakeholders, including administrators, employees, volunteers, and vendors providing instructional services
to students. In this policy, these individuals will be referred to as “adults.” This policy must be reviewed and applied in conjunction
with the School’s mandating reporting policy and Professional Boundaries Policy.
Sexual Misconduct and Abuse Prohibited
Adults are prohibited from engaging in sexual misconduct and abuse of students, which includes unnecessary or intimate physical
touching; dating; making sexual advances; seeking romantic or sexual relationships; seeking an emotional bond for the benefit of the
adult; giving personal gifts that are intimate in nature; intentionally being alone with a student away from school; telling/allowing
inappropriate sexual jokes or stories; becoming overly interested or attached, or showing undue attention toward, a specific student
or students; any behavior that could be described as “grooming” behavior; having conversations of an intimate or sexual nature not
related to the adult’s professional responsibilities; and sexual contact.
This is a non-exhaustive list. Adults must also generally avoid any other conduct toward a student that would cause a reasonable
person to suspect inappropriate behavior. Although this policy gives specific, clear direction, it is each adult’s obligation to avoid
situations that could prompt suspicion by parents, students, colleagues, or school leaders.
In-Person Communication and Interaction
Personal contact between adults and students must be nonsexual, appropriate to the circumstances, and unambiguous in meaning.
Adults should avoid the appearance of impropriety in their interactions with students. Behaviors that can create an appearance of
impropriety include, but are not limited to:
 Conducting ongoing, private conversations with individual students that are unrelated to academics, school activities, or
the well-being of students and that take place in locations inaccessible to others;
 Inviting a student or students for home visits;
 Visiting the homes of students for any reason other than professional duties;
 Inviting students for social contact off school grounds without the permission or knowledge of parents/guardians; and
 Transporting students in personal vehicles without the parents or supervisors.
Adults, including employees and volunteers of the School, should respect boundaries consistent with their roles as educators,
mentors, and caregivers. Violations of these boundaries include:
 Physical contact with a student that could be reasonable interpreted as constituting sexual harassment;
 Exposing students to sexualized content via pictures, videos, internet, or social media;
 Unnecessarily invading a student’s personal privacy or physical space;
 Singling out a particular student or group of students for personal attention and friendship beyond the bounds of an
appropriate adult/student relationship;
 Conversation of a sexual nature with students not related to the adult’s professional responsibilities or role; and
 A flirtatious, romantic, or sexual relationship with a student.
Electronic Communication
Digital technology and social networking provide multiple means for adults, educators and other employees to communicate
appropriately with students and personalize learning. Such communication between adults and students must be transparent,
accessible to supervisors and parents/guardians, nonsexual, appropriate to the circumstances, unambiguous in meaning, and
professional in content and tone.

Comprehensive School Safety Plan

10 of 38

2/26/21

As with in-person communications, adults should avoid appearances of impropriety and refrain from inappropriate electronic
communications with students. Factors to consider in determining whether an electronic communication is inappropriate include,
but are not limited to:
 The subject, content, purpose, authorization, timing, and frequency of the communication;
 Whether there was an attempt to conceal the communication from supervisors and/or parents/guardians;
 Whether the communication could be reasonably interpreted as soliciting sexual contact or a romantic relationship; and
 Whether the communication was sexually explicit.
Adults must restrict one-on-one, electronic communications with individual students to accounts, systems, and platforms that are
provided by and accessible to the School.
If an adult does not have access to a Board-approved communication account, system, or platform and there is a time-sensitive or
emergency School-related matter that must be communicated to students, the adult may use a personal communication account,
system, or personal social media to communicate this information. The adult must note the date, time, and nature of the contact
and make this information available to the School upon request as communications with the student on behalf of the School are the
property of the School.
Parents/guardians are encouraged to have access to their student’s social networking and digital communications and to supervise
their student’s use of these methods of communication.
Reporting of Violations
Adults are required to report any case of suspected sexual misconduct or abuse to their supervisor (or to the Principal for nonemployees), who shall report such information to the Head of School. This requirement is in addition to the requirements for
reporting cases of suspected child abuse or neglect under any mandatory reporting laws.
In addition, adults are required to report suspected violations of this policy regarding in-person and electronic communications with
students to their supervisor (or to the Principal for non-employees), who shall report such information to the Head of School.
Adults should not attempt to confront the perpetrator or conduct their own investigation. Instead, the matter must be referred to
the School and a child protective agency as stated herein. For the privacy of the student and to avoid circulating harmful or incorrect
information, adults must not unnecessarily disseminate information about a pending incident.
Training
The Board will provide training for employees and volunteers on the prevention of misconduct and abuse, in addition to any
required training under mandated reporting laws. Information about this policy will also be disseminated to employees, volunteers,
students and parents and posted on the School’s website.
Investigation and Consequences for Violations
All complaints of sexual abuse or misconduct shall be investigated by the School. Such investigations shall occur within 30 days of a
report.
Violations of this policy may be considered egregious and gross misconduct and form the basis for immediate termination without
regard to the principles of progressive discipline. Employees found to be in violation of this policy may be disciplined, up to and
including termination from employment. Volunteers found to be in violation of this policy may be ineligible for continued/future
volunteer services and may be removed from their volunteer role.
(G) Procedure for Safe Ingress and Egress of Pupils, Parents, and Staff to and from School (EC 35294.2)
We are a nonclassroom-based charter schools with no school facilities.

Comprehensive School Safety Plan

11 of 38

2/26/21

(I) School Discipline Rules and Consequences (EC 35291 and EC 35291.5)
California Virtual Academy at Sutter Student Conduct Code
Code of Classroom Etiquette
Freedom of speech and expression is valued not only throughout society but also, and particularly, in the academic setting. No more
is this so than in the classroom.
In CA Virtual Academy, a classroom is defined as many different locations. These may include but are not limited to:
 Virtual classroom sessions
 Class Connect and other online meeting rooms
 Online discussion boards
 Outings or other in-person events
 Any school community areas
As a diverse community of learners, students must strive to work together in a setting of civility, tolerance, and respect for each
other in an environment that does not distract from the mutual commitment to academic inquiry and reflection. To that end, the
following code of classroom etiquette has been established.
1. When participating in class dialogue, no one monopolizes discussions to the exclusion of others, either in terms of time or
opinions expressed.
2. Conflicting opinions among members of a class are respected and responded to in a professional manner.
3. No side conversations or other distracting behaviors are engaged in during class discussions or presentations.
4. No offensive comments, language, or gestures are part of the classroom environment.
5. Posting anonymous messages is not permitted unless authorized by the course’s online teacher. Impersonating another person is
also strictly prohibited.
6. Use only your username and password, and do not share these with anyone.
7. Do not post personal information (Instagram, YouTube, Facebook, email address, etc.)
8. Do not interfere with other users’ ability to access the online school or disclose anyone’s password to others or allow them to use
another user’s account. You are responsible for all activity that is associated with your username and password.
9. Do not download, transmit or post material that is intended for personal gain or profit, non-school commercial activities, nonschool product advertising or political lobbying on a school owned instructional computing resource.
10. Do not use school instructional computing resources to sell or purchase any illegal items or substances.
11. Do not upload or post any software on school instructional computing resources that are not specifically required and approved
for your assignments.
12. Do not post any MP3 files, compressed video, or other non-instructional files to any school server.
13. Do not post material that is obscene or defamatory or which is intended to annoy, harass or intimidate another person. This
includes distributing “spam” mail, chain email, viruses, or other intentionally destructive content.
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Conduct Code Procedures
Adherence to this code of etiquette will enable students to receive the most from their academic endeavors and should be seen as a
regular and voluntary compact among faculty and students. Any infraction of this code, however, that is deemed to be materially or
substantially disruptive of the learning environment is cause for removal of a student from a class or for student disciplinary
proceedings.
Consequences
 First warning
 Certified letter
 If problem continues, administrator phone conference
 Possible withdrawal
 Depending on the severity of each action, school reserves the right to withdraw student upon each action
This document describes the policies and guidelines and exists to ensure that all students are aware of and understand their
responsibilities when accessing and using school resources.
As a student enrolled in CA Virtual Academy, you should be aware of the following guidelines and expectations. Any activity that is
not listed here, which violates local, state, or federal laws, is considered a violation of the Student Code of Conduct and Acceptable
Use Guidelines.
Failure to follow these guidelines will result in the:
 Removal of your access to school instructional computing resources, which would result in your inability to complete
learning activities.
 Involvement with law enforcement agencies and possible legal action.
 Withdrawal from our program.

(K) Hate Crime Reporting Procedures and Policies
Hate-Motivated Behaviors and Hate Crime Reporting Procedure
Approved by Boards: March 2021
Information
Every student has the right to be protected from "hate-motivated" behavior. The Head of School shall promote harmonious
relationships that enable students to gain a true understanding of the civil rights and social responsibilities of people in our society.
Behavior or statements that degrade an individual on the basis of his/her race, ethnicity, culture, heritage, gender, gender identity
or expression, sexual orientation, physical/mental attributes or religious beliefs or practices shall not be tolerated and may be
considered “hate-motivated” speech or "hate-motivated" behavior. A “hate-motivated" comment or “bias incident” is biased
conduct, speech, or expression that has an impact, but does not involve a criminal action.
Hate crimes (vandalism, physical assault, arson, etc.) are crimes which are motivated, in whole or in part, by bias, by the targeted
individual or group’s characteristics or perceived characteristics of disability, gender, gender identity or expression, nationality, race
or ethnicity, religion, sexual orientation, religious beliefs or association with a person or group who has one of these characteristics.
“Hate crimes” should be reported to law enforcement.
School Climate
Everyday acts of intolerance and/or hate may manifest in a variety of ways: name-calling, slurs, sexual harassment, casual put downs
regarding race, ethnicity, gender, size, abilities, perceived sexual orientation or gender identification. Administrators and teachers
should actively work to promote a positive school climate. School staff are encouraged to:
 Work to establish a climate where casual slurs are uncommon and are challenged when they do occur. Set expectations
of how students should speak to each other (in person and online), whether they are in or out of earshot of a teacher or
administrator.
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Create a no-slur school by stating clear support for a safe, open learning environment free of slurs. Be specific: no insults
related to ability, appearance, culture, gender, home language, race, ethnicity, religion, sexual orientation or social class
will be tolerated.
Check for signs of hostility, depression, or a marked change in behavior or academic performance, and reach out to the
student’s parents or guardians and/or the school counselor as appropriate.
Model inclusive, pro-social behavior and interrupt moments of bias among staff.

If a "hate-motivated" comment or action occurs, school staff should be prepared to discuss how the school will respond.
Reporting
Any student who feels that they are a victim of "hate-motivated" behavior shall immediately contact the principal or any trusted
staff member with whom the student has a relationship. Reports can be made in writing or verbally and all complaints should be
reported to an administrator. If the student believes that the situation has not been remedied by the principal or designee, the
student may file a complaint through the Uniform Complaint Procedures.
Staff who receive notice of "hate-motivated" behavior or personally observe such behavior shall notify the principal.
Grievance Procedures & Investigation
When a staff member first hears "hate speech" or "bias speech," they should immediately interrupt, address, and admonish the
student making such comments. The staff member should do an initial inquiry with the victim-student to determine if a full
investigation is needed. Included in that initial inquiry should be questions regarding the harm that the student has suffered,
frequency and persistence of the behavior, and the history between the students. If the administrator determines that a full
investigation is needed to learn more about the incident and/or to determine what happened, s/he should reference and complete
the “Hate Speech/Discrimination Investigation Form” as they conduct their investigation. At the completion of the investigation, the
administrator is responsible for providing the Investigation Form and supporting documents to the Director.
Once an administrator receives a report of "hate-motivated" behavior, and determines that a full investigation is needed, the
administrator/investigator should begin their investigation immediately. If the administrator determines that a full investigation is
needed, the administrator shall conduct a thorough and equitable investigation into the allegations and inform the victimstudent/family regarding the status of the investigation. During the course of the investigation, the administrator should consider
the following factors:


Put safety first,

Denounce the act,
Investigate,
Involve others where necessary,
Provide accurate information and dispel misinformation, Support targeted students,
 Seek justice, avoid blame, and Promote healing.
 A student who has been found to have demonstrated "hate-motivated" behavior shall be subject to discipline in
accordance with law, and Code of Conduct.
 Once the full investigation is complete, the administrator should:
o Debrief with their Director, investigation team, and staff to discuss the investigation process to review lessons learned,
o Expand the discussion to include relevant students, parents and guardians and community members, keeping in mind that an
individual student's disciplinary record is confidential under state law and FERPA,
o Take notes about all suggestions and comments and include those with the Investigation Form, and Discuss all follow-up steps and
use them to create a road map for change (if needed).
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Training
As necessary, the school shall provide counseling and appropriate sensitivity training and diversity education for students exhibiting
"hate-motivated" behavior. The school shall also provide counseling, guidance and support, as necessary, to those students who are
the victims of "hate-motivated" behavior.
The Head of School or designee shall ensure that staff receive training on recognizing "hate-motivated" behavior and on strategies
to help respond appropriately to such behavior.
At the beginning of each school year, students and staff shall receive a copy of the school's board policy on "hate-motivated"
behavior. The school shall provide age-appropriate instruction to help promote an understanding of and respect for human rights,
diversity, and tolerance in a multicultural society and to provide strategies to manage conflicts constructively.
(J) Procedures to Prepare for Active Shooters
Active Shooter / Armed Assailant Situations
“Active shooter situations” are defined as those where an individual or individuals is “actively engaged in killing or attempting to kill
people in a confined and populated area.” Active shooters / armed assailants frequently use firearms but attacks of this type can
also be made with other types of weapons (knifes, swords, etc.). These situations are unpredictable and evolve quickly. Because of
this, individuals must be prepared to deal with an active shooter / armed assailant situation before law enforcement personnel
arrive on the scene.
No single response fits all active shooter / armed assailant situations; therefore it is essential all members of the school staff know
their options for response and are prepared to act decisively to protect their students and themselves.
ACTIONS – ALL SCHOOL STAFF
1. All employees are authorized to take immediate action to protect themselves and students if they see or hear anything that
causes them to believe an active shooter / armed assailant situation is occurring or is to about to occur.
a. Act immediately if you or your students:
 hear a sound that might be gunfire.
 see something that looks like a weapon being carried or used on or near the campus.
 sense any other indication of active shooter / armed assailant threat.
b. Quickly evaluate which option (Run, Hide or Fight) will best protect you and your students.
c. Be decisive. Communicate your plan to your students and act quickly.
d. Call 911 and the School Office as soon as it is safe to do so.
2. Options: Run, Hide or Fight
a. RUN: If you can get yourself and your students safely away from danger, do so immediately.


Do not evacuate unless you…

o know with certainty, the exact location of assailant (do not trust unofficial, second hand accounts),
o and can visualize a route that will get your students and yourself safely off campus.


Don’t carry anything with you.
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o Police may mistake an item in your hands as a weapon.
o Leave everything behind.


If you encounter people along the way…

o Adults: Warn them and take them with if you can but don’t stop if they refuse to come.
o Students: Warn any students you encounter and take them with if you. You may use reasonable force to take a student with you if
you can do so without endangering yourself or the other students in your care.
 Place terrain and buildings between you and the assailant to cover your escape.
 Keep going until you are certain you are out of danger.
 Call 911 as soon as it is safe to do so.
 Keep your students with you.
b. HIDE: If you do not know the exact location of the assailant, get your students and yourself into the most secure location available
and LOCKDOWN.
 Lock the doors
 Close and lock windows and close blinds or cover windows;
 Turn off lights;
 Barricade the doors with heavy furniture; be sure your barricade covers any glass in or near the door;
 Silence all electronic devices;
 Remain silent;
 Position occupants spread out and out of line of site from room entrance.
 Use text or email to communicate your location, the number of students or staff with you, if you have any wounded and
the extent of the injuries;
 Call 911 as soon as it is safe to do so.
 Remain in place until evacuated by identifiable law enforcement officers.
c. FIGHT: Never seek out confrontation with an active shooter / armed assailant. If you are confronted by an active shooter / armed
assailant and you have no safer option, take immediate action to disrupt or incapacitate the assailant. If you choose the FIGHT
option, commit to your actions.


If you are in LOCKDOWN (Hide), prepare yourself and your students for the possibility that the assailant may attempt to
get in the room you are in.

o Construct a strong barricade.
o If you have another way out (a window or back door) use it while the assailant is attempting to get in.
o If no other exit is available be prepared to disrupt the assailant by throwing objects at the assailant and running for the exit as
soon as the assailant enters the room.
o Use items in the environment as improvised weapons (fire extinguishers, staplers, books, cups, etc.)


Staff members may consider using aggressive and violent force to surprise and overwhelm the assailant.

3. Call 911 and initiate a LOCKDOWN announcement as soon as you can do so safely. Work with the people you are with to do both
calls simultaneously if possible.
a. Provide as much information as possible (slow down – be calm):


State the emergency: “I hear gunfire.” “I saw...”
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o Give information on people who are wounded.
 Location of the assailant (if known):
 Description of the assailant (if known):
 Your precise location: “room __”
 The number of children with you:
b. Keep the line open, even if you can’t talk, unless instructed by the dispatcher to end the call.
4. Special Topics
a. Injuries: Your response to injured persons will need to vary given the specific circumstances that are present and the response
option (Run, Hide or Fight) you are engaged in.
 Run – If you encounter injured persons while you are trying to get out of danger and you have children with you, you
must place their safety ahead of the injured person. Take note of where the injured person is and report the location as
soon as you get to safety.
 Hide – If someone is injured where you are hiding, secure the room before tending to the wounded. As soon as it is safe
to do so, apply first aid using any supplies that are available. If necessary, use articles of clothing as improvised dressing
for wounds and apply direct pressure to control bleeding.
 Fight – This is always the option of last resort because the probability of injury is highest when you are in close proximity
to the assailant. Commit to your plan. Do not stop to tend to the wounded until it is safe to do so.
o If you’re intention is to disrupt the assailant to allow as many people to escape as possible, stick to that plan.
o If your plan is to incapacitate the assailant, keep fighting until the assailant is incapacitated and the weapon and assailant are
under control.
b. Law Enforcement: If you encounter law enforcement officers…
 Immediately raise your hands in the air and display your open palms.
 Don’t run up to officers or attempt to hug or talk to them.
 Don’t talk unless they ask you a question.
 Do exactly what they tell you to do.
c. Weapons: If the assailant loses control of a weapon, exercise extreme care when securing it:
 Do not pick up the weapon. Law enforcement may shoot you if they see you holding a weapon.
 Secure the weapon by placing an empty trash can over it and sliding it to a location where it can be kept covered and
under control until a law enforcement officer can take possession of it.

Procedures for Preventing Acts of Bullying and Cyber-bullying
Prohibiting Harassment and Bullying
Board Policy June 2019 (reviewed annually in the Parent/Student Handbook and Employee Handbook as needed)
Information
The California Virtual Academies strive to provide a safe and welcoming environment for all students to learn. Harassment and
bullying on the basis of actual or perceived characteristics including disability, gender, gender identity, gender expression,
nationality, race or ethnicity, religion, sex, sexual orientation, or association with a person or group with one or more of these actual
or perceived characteristics is unlawful and will not be tolerated. No individual or group shall, through physical, written, verbal, or
other means, harass, sexually harass, threaten, intimidate, retaliate, cyberbully, cause bodily injury to, or commit hate violence
against any student or school personnel.
Cyberbullying includes the electronic creation or transmission of harassing communications, direct threats, or other harmful texts,
sounds, or images as defined in Education Code 48900. Cyberbullying also includes breaking into another person's electronic account
and assuming that person's identity in order to damage that person's or another's reputation.
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Harassment or bullying on the basis of sex includes sexual harassment or bullying and gender-based harassment or
bullying. Sexual harassment or bullying is unwelcome conduct of a sexual nature, such as unwelcome sexual advances,
requests for sexual favors, and other verbal, nonverbal, or physical conduct of a sexual nature. Gender-based
harassment or bullying is nonsexual intimidation or abusive behavior toward a student based on the student’s actual or
perceived sex, including harassment based on gender identity, gender expression, and nonconformity with gender
stereotypes. Harassing conduct may take many forms, including verbal acts and name-calling, as well as non- verbal
behavior, such as graphic and written statements, or conduct that is physically threatening, harmful or humiliating. The
conduct can be carried out by school employees, other students, and non-employee third parties. Both male and female
students can be victims of harassment or bullying on the basis of sex, and the harasser or bully and the victim can be of
the same sex. Bullying on the basis of sex constitutes sexual harassment.
Harassment or bullying on the basis of race, color, or national origin refers to intimidation or abusive behavior toward a
student based on actual or perceived race, color or national origin. Harassing conduct may take many forms, including
verbal acts and name-calling, as well as non-verbal behavior, such as graphic and written statements, or conduct that is
physically threatening, harmful or humiliating. The conduct can be carried out by school employees, other students, and
non-employee third parties. Bullying on the basis of race, color, or national origin constitutes racial harassment.
Harassment or bullying on the basis of disability refers to intimidation or abusive behavior toward a student based on
actual or perceived disability. Harassing conduct may take many forms, including verbal acts and name-calling, as well as
non-verbal behavior, such as graphic and written statements, or conduct that is physically threatening, harmful or
humiliating. The conduct can be carried out by school employees, other students, and non-employee third parties.
Bullying on the basis of disability constitutes disability harassment.

Complaint and Reporting Procedure
Any student, employee, or agent who believes he or she has been harassed by an employee, agent, or student of the school should
promptly report the facts of the incident(s) and the name of the individual(s) involved to the Principal. If the alleged harasser is the
Principal, the person may report the incident to the Director and/or Head of Schools. A written report of the alleged incident will be
developed by the Director or Head of Schools. A copy of the report, along with a copy of this policy, shall be mailed to the parent of
the student who initiated the complaint.
All staff, upon personal knowledge of an incident of sexual harassment, are obligated to report it to the Director, or if the harasser is
the Director, the report shall be made to the Head of Schools. Failure to do so is a violation of this policy. Failure of staff to report
student allegations of sexual harassment within three (3) school days is a violation of this policy.
Students who feel aggrieved because of unwelcome conduct that may constitute sexual harassment are not required to inform the
person engaging in such conduct that the conduct is unwanted, offensive and must stop, but are encouraged to do so. An aggrieved
individual is not required to complain to his or her instructor if that instructor is the individual who is harassing the student. Any
individuals making a report may bring an advocate to assist them.
Filing Complaints with State and Federal Agencies
Aggrieved parties may wish to file complaints with other appropriate state and federal agencies, including:
U.S. Office for Civil Rights
50 United Nations Plaza, Room 239,
San Francisco, CA 94102
(415) 556-7000
Confidentiality
An allegation of sexual harassment and the results of the investigation shall be kept confidential to the extent reasonably possible
under the investigative process. Witnesses and those interviewed shall be informed of the confidential nature of the issues and the
investigation and shall be informed that it will be a violation of this policy to disclose the allegation or the nature of the investigation
to others and shall be subject to disciplinary action as defined in this policy.
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Retaliation Is Prohibited
The initiation of an allegation of sexual harassment will neither cause any negative reflection on the individual reporting the incident
or witnesses nor will it affect such persons’ future business dealings with the school, his or her employment, compensation or work
assignments, or, in the case of students, his/her grades, class section or other matters pertaining to his/her status as a student of
any school programs. It shall be a violation of this policy to engage in such retaliation. An allegation of retaliation shall be considered
as a separate incident, shall be investigated, and shall be subject to disciplinary action.
Time Limits
Allegations of sexual harassment shall be reported by the complainant as soon as reasonably possible after the conduct in question
has taken place. Students, employees, or agents of the school wishing to report allegations to additional agencies, such as the U.S.
Office for Civil Rights, should know that this agency follows a 180-day time limit for reporting alleged incidents of sexual harassment.
Disciplinary Action
When an allegation of sexual harassment is supported by the investigation and disciplinary action is necessary, the Director will
determine what course of action is appropriate, depending upon whether the harasser is a student, staff member, or agent of the
school.
Employees who violate this policy may be subject to discipline up to and including dismissal. Such disciplinary action shall be in
accordance with applicable policies and laws. Students who violate this policy may be subject to discipline up to and including
expulsion. Such disciplinary action shall be in accordance with board policy and state law. Agents of the school who violate this
policy may be subject to penalties and sanctions as may be available to the school, including termination of business relationships
and contracts or the privilege of volunteering on campus.
Appeal Procedures
Either the complaining party or the accused may appeal the findings of an investigation to the Governing Board of the school.
Appeals shall be made in writing within ten (10) business days from the date of a finding.
Prevention Strategies
CAVA shall focus on the prevention of bullying and harassment by establishing clear rules for student conduct and implementing
strategies to promote a positive, collaborative school climate. Students shall be informed, through student handbooks and other
appropriate means, of district and school rules related to bullying, mechanisms available for reporting incidents or threats, and the
consequences for engaging in bullying.
Training and Professional Development
As part of the school’s commitment to bullying prevention, the Head of School or designee will develop training for teachers and
other school staff to raise their awareness about the legal obligation of the school and its employees to prevent discrimination,
harassment, intimidation, and bullying.
Such training shall be designed to provide staff with the skills to:
 Discuss the diversity of the student body and school community, including their varying immigration experiences
 Discuss bullying prevention strategies with students, and teach students to recognize the behavior and characteristics of
bullying perpetrators and victims
 Identify the signs of bullying or harassing behavior
 Take immediate corrective action when bullying is observed
 Report incidents to the appropriate authorities, including law enforcement in instances of criminal behavior.
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Safety Plan Review, Evaluation and Amendment Procedures
The plan is monitored by administration with discussion at staff and stakeholder meetings.
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Emergency Response Guidelines
Step One: Identify the Type of Emergency
Emergency Actions are a set of simple directives and alert level procedures that may be implemented across a number of emergency
situations. When an emergency occurs, it is critical that staff members take immediate steps to protect themselves and others.
With Emergency Actions in place, staff can follow specific directions without having to learn extensive protocols for each of several
dozen different emergency situations. The Principal/Site Admin will decide which Emergency Actions to implement, based on the
situation. The first response to an emergency is to determine the type of emergency that has occurred. Procedures for different
types of emergencies are listed in the following section.
Step Two: Identify the Level of Emergency
The second step in responding to an emergency is to determine the level of the emergency. For schools, emergency situations can
range from a small fire to a major earthquake. To assist schools in classifying emergency situations, there is a three-tiered rating
below:
Level 1 Emergency: A minor emergency that is handled by school personnel without the assistance from outside agencies, e.g., a
minor earthquake, or a minor injury.
Level 2 Emergency: A moderate emergency that requires assistance from outside agencies, such as a fire or a moderate earthquake.
Level 3 Emergency: A major emergency event that requires assistance from outside agencies such as a major earthquake, civil
disturbance or a large-scale act of terrorism. For Level 3 emergencies, it is important to remember that the response time of outside
agencies may be seriously delayed.

Step Three: Determine the Immediate Response Action
Once the type and extent of an emergency have been identified, school personnel can determine if an immediate response action is
required. The most common immediate response actions initiated during emergencies are: Lockdown, Shelter in Place, Duck, Cover
and Hold, and Evacuation.
LOCKDOWN is initiated to isolate students and staff from danger on or near the building when movement within the building and
within rooms might put students and staff in jeopardy. LOCKDOWN is used to prevent intruders from entering occupied areas of the
buildings.
 Lock the doors;
 Close and lock windows, and close blinds or cover windows;
 Turn off lights;
 Silence all electronic devices;
 Remain silent;
 Use strategies to silently communicate with first responders if possible,
 Hide along the wall closest to the exit but out of the view from the hallway (allowing for an ambush of the intruder and
for possible escape if the intruder enters the room); and
Remain in place until the release from lockdown by school administration or evacuated by law enforcement.
SHELTER IN PLACE is implemented when there is a need to isolate students and staff from the outdoor environment to prevent
exposure to airborne contaminants. The procedures include closing and sealing doors, windows and vents; shutting down the
building heating, ventilation and air conditioning systems to prevent exposure to the outside air; and turning off pilot lights. SHELTER
IN PLACE allows for the free movement of staff and students within the building, although one should not leave the room until
further instructions are received. It is appropriate for, but not limited to, gas leaks, external chemical release, dirty bombs and
hazardous material spills.
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DUCK, COVER AND HOLD ON is the action taken during an earthquake to protect students and staff from flying and falling debris.
DUCK, COVER AND HOLD ON is an appropriate action for use during an earthquake or explosion. Immediate EVACUATION and an
emergency damage assessment must be performed prior to occupancy of the building, following any event prompting the use of
DUCK, COVER AND HOLD ON.
EVACUATION is implemented when conditions make it unsafe to remain inside the building(s). This action provides for the orderly
movement of students and staff along prescribed routes from inside the building to a designated outside area of safety.
ALL CLEAR: Notification is given that normal school operations should resume.

Step Four: Communicate the Appropriate Response Action
Principal/Site Admin should use any means available to them to communicate with staff and inform them which response action to
take.
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Types of Emergencies & Specific Procedures
Aircraft Crash
Emergency response will depend on the size of the aircraft, nature of the crash, and proximity to the building. If it is safe to remain
inside the building, all students should be kept inside under supervision. The crash may also result in an explosion, chemical spill or
utility interruption.
STAFF ACTIONS:
Move students away from immediate vicinity of the crash.
Call 911
EVACUATE students from the building using primary and/or alternate fire routes to a safe assembly area away from the crash scene.
Take class roster.
Check site to assure that all students have evacuated.
Take attendance at the assembly area.
Report missing students to the Principal /Site Admin and emergency response personnel.
Maintain control of the students a safe distance from the crash site.
Care for the injured, if any.
Escort students back to the to the site when emergency response officials have determined it is safe to return to the building.
SITE ADMINISTRATOR ACTIONS:
Call 911, if someone else hasn't already done so.
Determine immediate response procedures, which may include EVACUATION, or OFF-SITE EVACUATION.
Arrange for first aid treatment and removal of injured occupants from building.
Secure area to prevent unauthorized access until the Fire Department arrives. Ensure that students and staff remain at a safe
distance from the crash.
Account for all building occupants and determine extent of injuries.
Do not re-enter building until the authorities provide clearance to do so.
Notify the Director
Animal Disturbance
If there is a rabid or uncontrollable animal at the location, implement this procedure when any wild animal threatens the safety of
the students and staff
SITE ADMINISTRATOR ACTIONS:
Isolate the students from the animal. Close doors and lock tables as a means to isolating the animal.
If the animal is outside, keep students inside and institute Lockdown.
If the animal is inside, initiate an EVACUATION outside to a protected area away from the animal
Call 9-1-1
If the animal injures anyone, seek medical assistance.
Notify parent/guardian and recommended health advisor.
STAFF/TEACHER ACTIONS:
If the animal is outside, keep students inside. Lock doors and keep students away from the windows.
If the animal is inside, EVACUATE students to a sheltered area away from the animal.
Notify the site admin if there are any injuries.
Armed Assault on Campus
Active Shooter / Armed Assailant Situations
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“Active shooter situations” are defined as those where an individual or individuals is “actively engaged in killing or attempting to kill
people in a confined and populated area.” Active shooters / armed assailants frequently use firearms but attacks of this type can
also be made with other types of weapons (knifes, swords, etc.). These situations are unpredictable and evolve quickly. Because of
this, individuals must be prepared to deal with an active shooter / armed assailant situation before law enforcement personnel
arrive on the scene.
No single response fits all active shooter / armed assailant situations; therefore it is essential all members of the school staff know
their options for response and are prepared to act decisively to protect their students and themselves.
ACTIONS – ALL SCHOOL STAFF
1. All employees are authorized to take immediate action to protect themselves and students if they see or hear anything that
causes them to believe an active shooter / armed assailant situation is occurring or is to about to occur.
a. Act immediately if you or your students:
 hear a sound that might be gunfire.
 see something that looks like a weapon being carried or used on or near the campus.
 sense any other indication of active shooter / armed assailant threat.
b. Quickly evaluate which option (Run, Hide or Fight) will best protect you and your students.
c. Be decisive. Communicate your plan to your students and act quickly.
d. Call 911 as soon as it is safe to do so.
2. Options: Run, Hide or Fight
a. RUN: If you can get yourself and your students safely away from danger, do so immediately.


Do not evacuate unless you…

o know with certainty, the exact location of assailant (do not trust unofficial, second hand accounts),
o and can visualize a route that will get your students and yourself safely off campus.


Don’t carry anything with you.

o Police may mistake an item in your hands as a weapon.
o Leave everything behind.


If you encounter people along the way…

o Adults: Warn them and take them with if you can but don’t stop if they refuse to come.
o Students: Warn any students you encounter and take them with if you. You may use reasonable force to take a student with you if
you can do so without endangering yourself or the other students in your care.
 Place terrain and buildings between you and the assailant to cover your escape.
 Keep going until you are certain you are out of danger.
 Call 911 as soon as it is safe to do so.
 Keep your students with you.
b. HIDE: If you do not know the exact location of the assailant, get your students and yourself into the most secure location available
and LOCKDOWN.
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Lock the doors
Close and lock windows and close blinds or cover windows;
Turn off lights;
Barricade the doors with heavy furniture; be sure your barricade covers any glass in or near the door;
Silence all electronic devices;
Remain silent;
Position occupants spread out and out of line of site from room entrance.
Use text or email to communicate your location, the number of students or staff with you, if you have any wounded and
the extent of the injuries;
Call 911 as soon as it is safe to do so.
Remain in place until evacuated by identifiable law enforcement officers.

c. FIGHT: Never seek out confrontation with an active shooter / armed assailant. If you are confronted by an active shooter / armed
assailant and you have no safer option, take immediate action to disrupt or incapacitate the assailant. If you choose the FIGHT
option, commit to your actions.


If you are in LOCKDOWN (Hide), prepare yourself and your students for the possibility that the assailant may attempt to
get in the room you are in.

o Construct a strong barricade.
o If you have another way out (a window or back door) use it while the assailant is attempting to get in.
o If no other exit is available be prepared to disrupt the assailant by throwing objects at the assailant and running for the exit as
soon as the assailant enters the room.
o Use items in the environment as improvised weapons (fire extinguishers, staplers, books, cups, etc.)


Staff members may consider using aggressive and violent force to surprise and overwhelm the assailant.

3. Call 911 and initiate a LOCKDOWN announcement as soon as you can do so safely. Work with the people you are with to do both
calls simultaneously if possible.
a. Provide as much information as possible (slow down – be calm):


State the emergency: “I hear gunfire.” “I saw...”

o Give information on people who are wounded.
 Location of the assailant (if known):
 Description of the assailant (if known):
 Your precise location: “room __”
 The number of children with you:
b. Keep the line open, even if you can’t talk, unless instructed by the dispatcher to end the call.
4. Special Topics
a. Injuries: Your response to injured persons will need to vary given the specific circumstances that are present and the response
option (Run, Hide or Fight) you are engaged in.
 Run – If you encounter injured persons while you are trying to get out of danger and you have children with you, you
must place their safety ahead of the injured person. Take note of where the injured person is and report the location as
soon as you get to safety.
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Hide – If someone is injured where you are hiding, secure the room before tending to the wounded. As soon as it is safe
to do so, apply first aid using any supplies that are available. If necessary, use articles of clothing as improvised dressing
for wounds and apply direct pressure to control bleeding.
Fight – This is always the option of last resort because the probability of injury is highest when you are in close proximity
to the assailant. Commit to your plan. Do not stop to tend to the wounded until it is safe to do so.

o If you’re intention is to disrupt the assailant to allow as many people to escape as possible, stick to that plan.
o If your plan is to incapacitate the assailant, keep fighting until the assailant is incapacitated and the weapon and assailant are
under control.
b. Law Enforcement: If you encounter law enforcement officers…
 Immediately raise your hands in the air and display your open palms.
 Don’t run up to officers or attempt to hug or talk to them.
 Don’t talk unless they ask you a question.
 Do exactly what they tell you to do.
c. Weapons: If the assailant loses control of a weapon, exercise extreme care when securing it:
 Do not pick up the weapon. Law enforcement may shoot you if they see you holding a weapon.
 Secure the weapon by placing an empty trash can over it and sliding it to a location where it can be kept covered and
under control until a law enforcement officer can take possession of it.

Biological or Chemical Release
This is an incident involving the discharge of a biological substance in a solid, liquid or gaseous state. Such incidents may include the
release of radioactive materials. A biological agent can be introduced through:
 postal mail, via a contaminated letter or package
 a building’s ventilation system
 a small explosive device to help it become airborne
 a contaminated item such as a backpack, book bag, or other parcel left unattended
 the food supply
 aerosol release (for example, with a crop duster or spray equipment)
Defense against biological release (e.g. anthrax, smallpox, plague, ricin etc.) is difficult because usually appear after some time has
lapsed. Indicators that may suggest the release of a biological or chemical substance include multiple victims suffering from: watery
eyes, choking or breathing difficulty, twitching or the loss of coordination. Another indicator is the presence of distressed animals or
dead birds. Determine which scenario applies and implement the appropriate response procedures.
Outside the building
STAFF ACTIONS:
Notify site admin
Move students away from immediate vicinity of danger (if outside, implement Take Cover).
Segregate individuals who have been topically contaminated by a liquid from unaffected individuals. Send affected individuals to a
designated area medical attention.
Follow standard student assembly, accounting and reporting procedures.
SITE ADMINISTRATOR ACTIONS:
Initiate SHELTER IN PLACE.
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Shut off HVAC units.
Move to central location where windows and doors can be sealed with duct tape.
Call 911. Provide location and nature of the emergency and school actions taken.
Notify Director of the situation.
Turn on a battery-powered commercial radio and listen for instructions.
Remain inside the building until the Department of Health or Fire Department determines it is safe to leave.
Arrange for psychological counseling for students and staff.
Inside the building
STAFF ACTIONS:
Notify the site administrator.
Segregate individuals who have been topically contaminated by a liquid from unaffected individuals.
Implement EVACUATION as appropriate. Send affected individuals to a designated area for medical attention.
Follow standard student assembly, accounting and reporting procedures.
Prepare a list of those who are in the affected area to provide to emergency response personnel.
SITE ADMINISTRATOR ACTIONS:
Initiate EVACUATION to move students away from immediate vicinity of danger.
Move up-wind from the potential danger.
Call 911. Provide exact location and nature of emergency.
Designate security team to isolate and restrict access to potentially contaminated areas.
Wait for instructions from emergency responders-- Health or Fire Department.
Notify Director of the situation.
Arrange for immediate psychological counseling for students and staff.
Wait to return to the building until it has been declared safe by local HazMat or appropriate agency.
THOSE WHO HAVE DIRECT CONTACT WITH BIOLOGICAL AGENT:
Wash affected areas with soap and water.
Immediately remove and contain contaminated clothing
Do not use bleach on potentially exposed skins.
Remain in safe, but separate area, isolated from those who are unaffected, until emergency response personnel arrive.
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Bomb Threat/ Threat Of violence
In the event that the site receives a bomb threat by telephone, follow the Bomb Threat Checklist (attachment) to document
information about the threat. Keep the caller on the telephone as long as possible and listen carefully to all information the caller
provides.
PERSON RECEIVING THREAT BY TELEPHONE:
Listen. Do not interrupt caller.
Keep the caller on the line with statements such as "I am sorry, I did not understand you. What did you say?"
Alert someone else by prearranged signal to notify the telephone company to trace the call while the caller is on the line.
Notify site administrator immediately after completing the call.
Complete the Bomb Threat Checklist.
PERSON RECEIVING THREAT BY MAIL:
Note the manner in which the threat was delivered, where it was found and who found it.
Limit handling of item by immediately placing it in an envelope so that fingerprints may be detected. Written threats should be
turned over to law enforcement.
Caution students against picking up or touching any strange objects or packages.
Notify site administrator.
SITE ADMINISTRATOR ACTIONS:
Call 911.
If the caller is still on the phone, contact the phone company to trace the call. Tell the telephone operator the name of building,
name of caller, phone number on which the bomb threat came in. This must be done quickly since the call cannot be traced once
the caller has hung up.
Instruct staff and students to turn off any pagers, cellular phones or two-way radios. Do not use those devices during this threat
since explosive devices can be triggered by radio frequencies.
Determine whether to evacuate the threatened building and adjoining buildings. If the suspected bomb is in a corridor, modify
evacuation routes to bypass the corridor.
Use the intercom, personal notification by designated persons, or the PA system to evacuate the threatened rooms.
If it is necessary to evacuate the entire building, use the fire alarm.
Notify the Director of the situation.
Direct a search team to look for suspicious packages, boxes or foreign objects.
Do not return to the building until it has been inspected and determined safe by proper authorities.
Avoid publicizing the threat any more than necessary.
SEARCH TEAM ACTIONS:
Use a systematic, rapid and thorough approach to search the building and surrounding areas.
Check rooms, public areas (foyers, offices, bathrooms and stairwells), unlocked closets, exterior areas (shrubbery, trash cans, debris
boxes) and power sources (computer rooms, gas valves, electric panels, telephone panels).
If suspicious item is found, make no attempt to investigate or examine object.
STAFF ACTIONS:
Evacuate students as quickly as possible, using primary or alternate routes.
Upon arrival at the designated safe site, take attendance. Notify the site administrator of any missing students.
Do not return to the building until emergency response officials determine it is safe.
Disorderly Conduct
A risk to the life and safety of students and staff may exist there is a serious display of disordered thought or behavior. Possible
symptoms include: hallucinations, extreme paranoia, impaired judgment that may lead to unsafe decision-making and dangerous
behavior (to self or others), incoherent or disjointed speech and self-injurious behavior such as: hitting head, cutting self. Attempts
should be made to use de-escalation strategies, calming techniques (e.g., deep breathing), and to implement behavior plans, crisis
plans or strategies in IEP, if in place.
SITE ADMINISTRATOR ACTIONS:
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Keep the individual under continuous adult supervision.
Keep the individual on campus until parent/guardian has been notified.
Arrange appropriate support services for necessary care of individual.
If the individual actively displays dangerous behavior or there is reason to believe the student cannot be safely transported, call
agencies as appropriate to coordinate emergency mental health services (e.g., mental health facilities, juvenile court, law
enforcement).
School professional (psychologist, counselor, social worker, nurse) should recommend next steps to the principal. The next steps
may include:
Provide parents/guardian with the names and phone numbers of mental health resources
Recommend that the parents make an immediate contact with a therapist.
Request that parents/guardian to sign release forms to allow two-way communication between the school and the treating agency.
Make a follow-up check with the treating agency, family and student as appropriate, to ensure that appropriate care has been
arranged.
Provide follow-up collaborative support for the student and parents (as indicated)
Document actions taken on behalf of the student (referrals, phone contacts, follow-up activities, etc.)
STAFF ACTIONS:
Take immediate action to isolate the individual and provide safety to the student body. Do not leave the irrational individual alone.
Notify site administrator.
Protect individual from injury.
Complete Threat Assessment Form
Earthquake
Earthquakes strike without warning. Fire alarms or sprinkler systems may be activated by the shaking. The effect of an earthquake
from one building to another will vary. Elevators and stairways will need to be inspected for damage before they can be used. The
major shock is usually followed by numerous aftershocks, which may last for weeks.
The major threat of injury during an earthquake is from falling objects, glass shards and debris. Many injuries are sustained while
entering or leaving buildings. Therefore, it is important to quickly move away from windows, free-standing partitions and shelves
and take the best available cover under a sturdy desk or table, in a doorway or against an inside wall. All other actions must wait
until the shaking stops. If persons are protected from falling objects, the rolling motion of the earth may be frightening but not
necessarily dangerous.
Inside Building
SITE ADMINISTRATOR ACTIONS:
Direct inspection and assessment of buildings. Report building damage and suspected breaks in utility lines or pipes to fire
department responders.
Send search and rescue team to look for trapped students and staff.
Post guards a safe distance away from building entrances to assure no one re-enters.
Notify Director of school and personnel status. Determine who will inform public information media as appropriate.
Do NOT re-enter building until it is determined to be safe by appropriate facilities inspector.
Determine whether to close the site. If the site must be closed, notify staff members, students and parents.
STAFF ACTIONS:
Give DROP, COVER and HOLD ON command. Instruct students to move away from windows, bookshelves and heavy suspended light
fixtures. Get under table or other sturdy furniture with back to windows.
Check for injuries, and render First Aid.
After shaking stops, EVACUATE building. Avoid evacuation routes with heavy architectural ornaments over the entrances. Do not
return to the building. Bring attendance roster and emergency backpack.
Check attendance at the assembly area. Report any missing students to site administrator.
Warn students to avoid touching electrical wires and keep a safe distance from any downed power lines.
Stay alert for aftershocks
Do NOT re-enter building until it is determined to be safe.
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Outside Building
STAFF ACTIONS:
Move students away from buildings, trees, overhead wires, and poles. Get under table or other sturdy furniture with back to
windows. If not near any furniture, drop to knees, clasp both hands behind neck, bury face in arms, make body as small as possible,
close eyes, and cover ears with forearms. If notebooks or jackets are handy, hold over head for added protection. Maintain position
until shaking stops.
After shaking stops, check for injuries, and render first aid.
Check attendance. Report any missing students to site administrator.
Stay alert for aftershocks.
Keep a safe distance from any downed power lines
Do NOT re-enter building until it is determined to be safe.
Follow instructions of principal/site administrator.
Explosion or Risk Of Explosion
Emergency response will depend on the type of explosion (smoke bomb, chemical lab incident, etc.) and proximity to the building.
All students should be kept away from the explosion and under supervision.
SITE ADMINISTRATOR:
Determine whether site evacuation should be implemented. If so, sound fire alarm. This will automatically implement action to
EVACUATE the building. EVACUATION may be warranted in some buildings but others may be used for
SHELTER IN PLACE.
Notify Fire Department (call 911). Provide building name, address, exact location within the building, your name and phone number
and nature of the emergency.
Secure area to prevent unauthorized access until the Fire Department arrives.
Advise the Director of status.
Notify emergency response personnel of any missing students.
Notify utility company of breaks or suspected breaks in utility lines or pipes. Provide building name, address, location within
building, your name and phone.
Direct a systematic, rapid and thorough approach to search the building and surrounding areas. Check classrooms and work areas,
public areas (foyers, offices, bathrooms and stairwells), unlocked closets, exterior areas (shrubbery, trash cans, debris boxes) and
power sources (computer rooms, gas valves, electric panels, telephone panels).
Determine if Student Release should be implemented. If so, notify staff, students and parents.
If damage requires the site to be closed, notify parents and staff of status. Do not return to the building until it has been inspected
and determined safe by proper authorities.
STAFF ACTIONS:
Initiate DROP, COVER AND HOLD ON.
If explosion occurred inside the building, EVACUATE to outdoor assembly area. Keep students and staff at a safe distance from the
building(s) and away from fire-fighting equipment.
Check to be sure all students have left the site. Remain with students throughout evacuation process.
Upon arrival at assembly area, check attendance. Report status to site administrator immediately.
Render first aid as necessary.
Do not return to the building until the emergency response personnel determine it is safe to do so.
If explosion occurred in the surrounding area, initiate SHELTER IN PLACE. Keep students at a safe distance from site of the explosion.
Fire in Surrounding Area
A fire in an adjoining area, such as a wild land fire, can threaten the building and endanger the students and staff. Response actions
are determined by location and size of the fire, its proximity to the building and the likelihood that it may endanger the building.
SITE ADMINISTRATOR ACTIONS:
Determine if EVACUATION of site is necessary.
Contact local fire department (call 911) to determine the correct action for your site.
If necessary, begin evacuation of site to a safe site using site evacuation plan.
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Direct inspection of premises to assure that all students and personnel have left the building.
Notify the Director where the site has relocated and post a notice on the office door stating the temporary new location.
Monitor radio station for information.
Do not return to the building until it has been inspected and determined safe by proper authorities.
STAFF ACTIONS:
If students are to be evacuated, take attendance to be sure all students are present before leaving the building site.
Stay calm. Maintain control of the students a safe distance from the fire and firefighting equipment.
Take attendance at the assembly area. Report any missing students to the site administrator and emergency response personnel.
Remain with students until the building has been inspected and it has been determined safe to return to.
Fire on School Grounds
Should any fire endanger the students or staff, it is important to act quickly and decisively to prevent injuries and contain the spread
of the fire. All doors leading to the fire should be closed. Do not re-enter the area for belongings. If the area is full of smoke,
students and employees should be instructed to crawl along the floor, close to walls, which will make breathing easier and provide
direction. Before opening any door, place a hand an inch from the door near the top to see if it is hot. Be prepared to close the door
quickly at the first sign of fire. All fires, regardless of their size, which are extinguished by staff, require a call to the Fire Department
to indicate that the “fire is out”.
Within Building
SITE ADMINISTRATOR ACTIONS:
Sound the fire alarm to implement EVACUATION of the building.
Immediately EVACUATE the site using the primary or alternate fire routes.
Notify the Fire Department (call 911).
Direct search and rescue team to be sure all students and personnel have left the building.
Ensure that access roads are kept open for emergency vehicles.
Notify District Office of situation.
Notify appropriate utility company of suspected breaks in utility lines or pipes.
If needed, notify bus dispatch for OFF-SITE EVACUATION.
Do not allow staff and students to return to the building until the Fire Department declares that it is safe to do so.
STAFF ACTIONS:
EVACUATE students from the building using primary or alternate fire routes Take emergency backpack and student kits. Maintain
control of the students a safe distance from the fire and firefighting equipment.
Take attendance. Report missing students to the site admin and emergency response personnel.
Maintain supervision of students until the Fire Department determines it is safe to return to the building.
Near the Site
SITE ADMINISTRATOR ACTIONS:
Notify the Fire Department (call 911). The Fire Marshall will direct operations once on site.
Determine the need to implement an EVACUATION. If the fire threatens the site, execute the actions above. If not, continue with
the routine.
Flooding
Flooding could threaten the safety of students and staff whenever storm water or other sources of water threaten to inundate
grounds or buildings. Flooding may occur if a water pipe breaks or prolonged rainfall causes urban streams to rise. Flooding may
also occur as a result of damage to water distribution systems such as failure of a dam or levee. If weather-related, an alert message
will be broadcast over the weather radio station.
SITE ADMINISTRATOR ACTIONS:
Issue STAND BY instruction. Determine if evacuation is required.
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Notify local police department of intent to EVACUATE, the location of the safe evacuation site and the route to be taken to that site.
Delegate a search team to assure that all students have been evacuated.
Monitor AM radio weather station for flood information.
Notify Director of site status and action taken.
Do not allow staff and students to return to the building until proper authorities have determined that it is safe to do so.
STAFF ACTIONS:
If warranted, EVACUATE students using evacuation plan. Take the class roster and emergency backpack. Take attendance before
leaving the campus.
Remain with students throughout the evacuation process.
Upon arrival at the safe site, take attendance. Report any missing students to site administrator and emergency response personnel.
Do not return to the building until it has been inspected and determined safe by property authorities.
Loss or Failure Of Utilities
Failure of any of the utilities (electricity, gas, water) constitutes a condition that must be dealt with on a situational basis. Advance
notice may be received from a utility company regarding loss of service. In many cases, such loss of service will be of short duration
and require no special action other than notifying staff of the temporary interruption of service.
SITE ADMINISTRATOR:
Notify the site owner. Provide the following information:
Affected areas of the site
Type of problem or outage
Determine length of time service will be interrupted.
Determine desired action, which may include students going home and notification of parents.
If disruption in service will severely hamper school operation, notify students and staff by appropriate means.
Use messengers with oral or written word as an alternate means of faculty notification.
Notify Director of loss of service.
Motor Vehicle Crash
A motor vehicle crash may result in a fuel or chemical spill at the site. If the crash results in a utility interruption, refer to the section
on Utility Failure.
SITE ADMINISTRATOR ACTIONS:
Notify police and fire department (call 911).
Determine immediate response procedures, which may include EVACUATION.
Arrange for first aid treatment and removal of injured occupants from building.
Secure area to prevent unauthorized access until the public safety officials (police, sheriff, fire department) arrive.
Ensure that students and staff remain at a safe distance from the crash.
Account for all building occupants and determine extent of injuries.
Notify Director.
STAFF ACTIONS:
Notify Site Admin
Move students away from immediate vicinity of the crash.
EVACUATE students to a safe assembly area away from the crash scene. Take class roster/nametags and emergency backpack.
Check site to assure that all students have evacuated.
Take attendance at the assembly area.
Report missing students to the site admin and emergency response personnel.
Maintain control of the students a safe distance from the crash site.
Care for the injured, if any.
Escort students back to the to the site when emergency response officials have determined it is safe to return to the building.
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Pandemic
Influenza is a highly contagious viral disease. Pandemic influenza differs from both seasonal influenza (flu) and avian influenza in the
following aspects:
It is a rare global outbreak which can affect populations around the world.
It is caused by a new influenza virus to which people do not have immunity.
Depending upon the specific virus, it can cause more severe illness than regular flu and can affect young healthy people more so
than older, sick people.
The Department of Health and Human Services will take the lead in mobilizing a local response to pandemic influenza. Public health
alerts will be reported to schools and the community. Individual schools may be closed temporarily to contain spread of the virus.
SITE ADMINISTRATOR ACTIONS:
Activate heightened surveillance of illness within site. Gather data on symptoms of students and staff who are sick at home.
Insure that students and staff members who are ill stay home.
Send sick students and staff home from the site immediately.
Provide fact sheets and guidelines for families to make them aware of symptoms and remind them of respiratory hygiene etiquette
Monitor bulletins and alerts from the Department of Health and Human Services.
Keep staff informed of developing issues.
Assist the Department of Health and Human Services in monitoring outbreaks.
Respond to media inquiries regarding attendance status.
Implement online education, if necessary, so that students can stay home.
Maintain surveillance after the initial epidemic in the event a second wave passes through the community.
STAFF and STUDENT ACTIONS:
Stay home when ill with cough or other flu-like symptoms (chills, fever, muscle aches, sore throat).
Practice “respiratory hygiene etiquette”.
Disinfect surfaces contaminated with infected respiratory secretions with a diluted bleach solution (1 part bleach to 100 parts
water).
Implement online homework assignments so that students can stay home.
Psychological Trauma
SUICIDE
Action Plan for Suicide Attempts During-School Hours
If a suicide attempt is made during the school day, it is important to remember that the health and safety of the student and those
around him/her is critical. The following steps should be implemented. Follow Threat Assessment Process, and remember the
following:
· Remain calm, remember the student is overwhelmed, confused, and emotionally distressed;
· Call 911 and provide as much information about student as possible, including location/address of student;
· Move all other students out of the immediate area (when in-person for outing or testing) or remove from online classroom;
· Student should only be released to parents/guardians/caregivers or to a person who is qualified and trained to provide help.
Action Plan for After Hours Suicide Attempts
If a suicide attempt by a student is after hours, it is crucial that the school protects the privacy of the student and maintain a
confidential record of the actions taken to intervene, support, and protect the student. The following steps should be implemented:
· Contact the parents/guardians/caregivers and offer support to the family;
· Discuss with the family how they would like the school to respond to the attempt;
· Obtain permission from the parents/guardians to share information with staff;
· Students shall be encouraged to notify a staff member when they are experiencing emotional distress or suicidal ideation, or when
they suspect or have knowledge of another student’s emotional distress, suicidal ideation, or attempt.
Board approved Suicide Prevention and Postventoin Policy is attached.
THREAT ASSESSMENT
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A threat/risk assessment is an assessment of a student’s ability and/or intent to harm him or herself or someone else. All concerns
must be taken extremely seriously. If there is a concern, do NOT assume that the student’s comment (either verbally, in an email
and/or in a writing assignment) is only an attention getter or over dramatization. If you see any indication of inappropriate
comments, you must follow proper procedure.
Reasonable suspicion of a student's intent to harm him or herself or someone else, includes the following.
· Staff eye witness of person or behavior
· Student's verbal statements
· Student's written statements to include things written in/on their assignments
Process
· Immediately call the local authorities or 911. Make sure you know the physical location of the student.
· Complete the online Threat Assessment report form (See Attachments)
· Contact your student’s assigned School Psychologist
· Include your Principal in the referral email as well as all follow-up and outcome information.Immediately call the local authorities
· Keep documentation of any conversations that you have with the student.
· Also, keep any emails or writing assignments that are cause for concern.
After the necessary steps have been followed, contact regional school psychologist with the pertinent information below:
· Student ID
· Reporting party name (whomever made the call)
· Numbers of any agencies and persons called to include the phone number
· Action taken (welfare check, etc.)
· Report # if welfare check was done
· Include your Principal in the referral email as well as all follow-up and outcome information.
The assigned School Psychologist will then follow up with authorities/family as appropriate and then, will follow up with involved
staff members and file a copy of the necessary information with the office
THREAT ASSESSMENT LIVE CLASS CRISIS
If a student is in immediate harm or someone in their home is in immediate harm during a live class session, follow the steps as
outlined to call the local authorities and clear all of the other students from the virtual class environment immediately.
These steps should be followed during a Live Class Crisis Event:
1. Immediately call the local authorities
2. Remove all students from the online classroom
3. Complete the online Threat Assessment form
4. Contact your student’s assigned School Psychologist
5. Include your Principal in the referral email as well as all follow-up and outcome information
Please review and follow disciplinary code of conduct as outlined in Parent Student Handbook as needed. Refer to FERPA policy for
any implications to student records.
STUDENT DEATH
A student’s death may be the result of a suicide, homicide, car accident, illness or other causes. It may have a profound effect on
the school and may be one of the most difficult situations an administrator will face. A communications strategy developed in
advance of such tragedy will help the administrator know what to say to the student’s family and the school community.
Principal/Site Administrator Actions:
Call 911 (If death happened at site)
Verify the death and obtain as much information about it as possible.
Contact the student’s family or visit the home to offer condolence and support. Obtain information about the funeral/memorial
service. Respect their wishes.
Protect the privacy of the family; the school neither gives nor confirms information to the media or others without consent.
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Notify teachers prior to notification of students.
Meet with front line staff/crisis team as soon as possible so that everyone understands the response plan.
Determine whether additional resources are needed and make appropriate requests.
Schedule a staff meeting as soon as possible to share the details that are known, review procedures for the day and discuss the
notification of students, availability of support services and the referral process for students and staff who want or need counseling
support and assistance.
Develop a plan for notifying other students and sharing information about availability of support services.
Prepare a parent/guardian information letter and distribute it to students at the end of the day.
Contact parents of those students who are affected by the crisis to determine appropriate support needed. Offer assistance to
parents of impacted students. If necessary, designate areas for crisis team/community resource persons to meet with affected
students.
Meet with your staff/crisis team to evaluate the response and determine what additional resources might be needed.
Staff Actions:
Allow students who wish to meet with a counselor.
Encourage students to report any other students who might need assistance.
STAFF MEMBER DEATH
A staff members reported death or serious illness among the school community may have a profound affect on students and staff
alike.
Principal/Site Administrator Actions:
Verify the death and obtain as much information about it as possible.
Protect the privacy of the family; the school neither gives nor confirms information to the media or others without consent.
Notify teachers prior to notification of students.
Contact the decedent’s family to offer condolence and support. Obtain information about the funeral/memorial service. Respect
the wishes of the family.
Meet with front line staff/crisis team as soon as possible so that everyone understands the response plan.
Determine whether additional resources are needed and make appropriate requests.
Develop a plan for notifying students and sharing information about availability of support services.
Schedule a staff meeting as soon as possible to share the details that are known, review procedures for the day and discuss the
notification of students, availability of support services and the referral process for staff who want or need support and assistance.
Facilitate a small group discussions for students.
Prepare a parent/guardian information letter.
Continue to monitor staff and students for additional supportive needs.
Suspected Contamination of Food or Water
This procedure applies if there is evidence of tampering with food packaging, observation of suspicious individuals in proximity to
food or water supplies or suspicion of possible food/water contamination. Indicators of contamination may include unusual odor,
color and/or taste or multiple individuals with unexplained nausea, vomiting or other illnesses.
SITE ADMINISTRATOR ACTIONS:
Call 911.
Isolate suspected contaminated food/water to prevent consumption. Restrict access to the area.
Maintain a log of affected students and staff and their systems, the food/water suspected to be contaminated, the quantity and
character of products consumed and other pertinent information.
Provide list of potentially affected students and staff to responding authorities.
Provide staff with information on possible poisonous materials in the building.
Notify Director of situation and number of students and staff affected.
Confer with Department of Health and Human Services before the resumption of normal activities.
Prepare communication for families advising them of situation and actions taken.
STAFF ACTIONS:
Notify site administrator.
Call the Poison Center Hotline 1-800-222-1222 if food or water was ingested.
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Administer first aid as directed by poison information center.
Seek additional medical attention as needed.
Tactical Responses to Criminal Incidents
Weapon Found on Property
Don't handle unless necessary. The weapon is evidence.
If necessary, handle with care. Always wear rubber gloves or use a cloth to touch.
Have a staff member stay with the weapon.
Notify HOS/designee.
HOS/designee should call 9-1-1.
Cover the weapon from view of the public (cloth, wastebasket, etc.).
Close off traffic from the area of the weapon.
HOS/designee should assign someone to meet police to lead to weapon location.
If there is a need to handle the media, contact K12's PR.
HOS/designee will complete an incident report.
Weapon Suspected on Student
Possession of a weapon on the property is a crime and is best handled by law enforcement personnel.
The safety of students and staff is always first. Apprehension of violators and weapon retrieval is second.
Treat all weapon related information (rumors) to be accurate and plan appropriately.
Do not put anyone in harm's way. When faced with a suspected weapon on a person, school personnel should consider the
following circumstances:
Type of weapon
Age of suspect
Age of suspect
Mental state of suspect
Victim risk factor
History of suspect, if known
Suspected location of weapon (on person or elsewhere)
ACTION
Notify HOS/designee.
HOS/designee will call 9-1-1.
Don't attempt to stop suspect if flight from building is attempted.
Attempt, in a non-confrontational way, to get suspect to a private office near an exit.
Allow non-essential persons to flee from area.
Do not allow access to book bags, backpacks without first checking contents.
Avoid confrontation.
FOLLOW-UP
HOS/designee will complete an incident report.
If there is a need to handle the media, contact K12's PR.
Rape/Suspected Rape
Get the victim to a private office free from any disruptions.
Do not leave the victim alone.
Notify the HOS/designee.
Do not attempt to interview the victim, however, make note of any statements made by the victim.
Do not allow victim to remove any items of clothing. If victim has removed clothing, bag each piece in its own paper bag using latex
gloves.
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HOS/designee will contact call 9-1-1.
Get permission from police if the school is to contact parents.
If there is a need to handle the media, contact K12's PR group.
HOS/designee will assure a written account of the school's actions is on file.
Missing Child
Notify HOS/designee immediately.
Follow lockdown procedure.
HOS/designee will notify police with the following information:
child's name
address
physical and clothing description
medical status, if appropriate
time last seen
HOS/designee will notify parents/legal guardian of missing child and inform of steps taken.
HOS/designee will complete incident report.
Kidnapping
Notify HOS/designee immediately.
HOS/designee will call 9-1-1 immediately.
Give police information
Name, gender, age, address, dress, general physical description
Any suspect info, vehicle info, direction of travel
Secure all outside doors.
HOS/designee will notify emergency contact or parent/legal guardian if a minor.
Have information including picture, if possible, available to the police upon their arrival.
HOS/designee will complete incident report.
If there is a need to handle the media, contact K12's PR group.
Unlawful Demonstration or Walkout
When an advance notice of a planned protest is given, inform the staff of the planned demonstration. An information letter to
parents should be developed.
SITE ADMINISTRATOR ACTIONS:
Obtain information on when, why and how many people are expected. Identify the spokesperson for the group
Contact local police department and advise them of the situation.
Notify staff of the planned demonstration.
Develop an information letter to parents.
Assign a staff member to act as liaison with police, media and, possibly the demonstrating group.
Designate a staff member to handle incoming calls during the demonstration.
Establish areas where demonstrators can set up without affecting the operation of the site
STAFF ACTIONS:
Do not allow students to be interviewed by the media or join in the demonstration
A civil disturbance is an unauthorized assemblage on the building grounds with the potential to:
disrupt school activities;
cause injury to staff and students; and/or
damage property.
Comprehensive School Safety Plan
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Precautionary measures must be taken to keep school personnel and students from undue exposure to danger. Efforts should be
made to remain calm, to avoid provoking aggression, and to keep students in rooms.
Inside Building
STAFF ACTIONS:
Report disruptive circumstances to site administrator.
Avoid arguing with participant(s).
Have all students and employees leave the immediate area of disturbance.
Lock doors. Account for all students and remain in classroom unless instructed otherwise by the site admin or law enforcement.
Stay away from windows and exterior doors.
SITE ADMINISTRATOR ACTIONS:
If the students are engaging in civil disobedience, keep the students confined to one room in the building.
Set up a communication exchange with the students, staff and principal. Try to restore order.
If unable to calm students and violent or uncontrolled behavior is probably, notify police of situation and request assistance.
Send home with students for their parents/guardians a brief written description of the emergency, how it was handled and, if
appropriate, what steps are being taken in its aftermath.
Outside of the Building
SITE ADMINISTRATOR ACTIONS:
Call 911.
Move any students who are outside into the building. If unable to do so, have students lie down and cover their heads.
Once students are in the building, lock and secure all exterior doors, including restrooms.
Maintain an accurate record of events, conversations and actions.
STAFF ACTIONS:
Close and lock room doors. Close all curtains and blinds. Keep students away from windows and take precautions to protect them
from flying glass in the event windows are broken.
Instruct students to DUCK AND COVER, lie on the floor and keep students calm.
Care for the injured, if any.
Remain with students within locked rooms until all clear is given.
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BOMB THREAT
PROCEDURES

BOMB THREAT CHECKLIST

This quick reference checklist is designed to help employees and decision
makers of commercial facilities, schools, etc. respond to a bomb threat in an
orderly and controlled manner with the first responders and other stakeholders.
Most bomb threats are received by phone. Bomb threats are serious until
proven otherwise. Act quickly, but remain calm and obtain information with
the checklist on the reverse of this card.

TIME:

TIME CALLER
HUNG UP:

PHONE NUMBER WHERE
CALL RECEIVED:

Ask Caller:

If a bomb threat is received by phone:
1. Remain calm. Keep the caller on the line for as long as possible. DO
NOT HANG UP, even if the caller does.

is the bomb located?
• Where
(building, floor, room, etc.)

2. Listen carefully. Be polite and show interest.
3. Try to keep the caller talking to learn more information.
4. If possible, write a note to a colleague to call the authorities or, as soon as
the caller hangs up, immediately notify them yourself.
5. If your phone has a display, copy the number and/or letters on the window display.
6. Complete the Bomb Threat Checklist immediately. Write down as much
detail as you can remember. Try to get exact words.
7. Immediately upon termination of call, DO NOT HANG UP, but from a different
phone, contact authorities immediately with information and await instructions.
If a bomb threat is received by handwritten note:

•
•

DATE:

Call _____________________________________

• When will it go off?
• What does it look like?
• What kind of bomb is it?
• What will make it explode?
• Did you place the bomb? Yes
• Why?
• What is your name?

Handle note as minimally as possible.

Exact Words of Threat:

If a bomb threat is received by e-mail:

•
•

No

Call _____________________________________
Do not delete the message.

Signs of a suspicious package:

•
•
•
•
•
•

No return address
Excessive postage
Stains
Strange odor
Strange sounds

•
•
•
•
•

Information About Caller:

Poorly handwritten

Where is the caller located?
• (background/level
of noise)

Misspelled words

• Estimated age:
• Is voice familiar? If so, who does it sound like?
• Other points:

Incorrect titles
Foreign postage
Restrictive notes

Caller’s Voice

Unexpected delivery

* Refer to your local bomb threat emergency response plan for evacuation
criteria

DO NOT:

•
•

Use two-way radios or cellular phone. Radio signals have the potential to
detonate a bomb.
Touch or move a suspicious package.

WHO TO CONTACT (Select One)

•
•

911
Follow your local guidelines

For more information about this form contact the
Office for Bombing Prevention at: OBP@cisa.dhs.gov

V2

□ Female
□ Male
□ Accent
□ Angry
□ Calm
□ Clearing throat
□ Coughing
□ Cracking Voice
□ Crying
□ Deep
□ Deep breathing
□ Disguised
□ Distinct
□ Excited
□ Laughter
□ Lisp
□ Loud
□ Nasal
□ Normal
□ Ragged
□ Rapid
□ Raspy
□ Slow
□ Slurred
□ Soft
□ Stutter

Background Sounds

□ Animal noises
□ House noises
□ Kitchen noises
□ Street noises
□ Booth
□ PA system
□ Conversation
□ Music
□ Motor
□ Clear
□ Static
□ Office machinery
□ Factory machinery
□ Local
□ Long distance

Other Information:

Threat Language

□ Incoherent
□ Message read
□ Taped message
□ Irrational
□ Profane
□ Well-spoken

50 Moreland Road
Simi Valley, CA 93065
Phone 805.581.0202
Fax 805.581.0330
www.caliva.org

Bullying and Harassment Incident Reporting Form
Please send completed form to your CAVA Principal.

Date:

Time:

Reporting Person:

Student Name (Target of the Bullying):

SID#:

Name(s) of Alleged Bully:
On what date(s) did the incident occur?
Location of the incident?
Describe what occurred:

Witnesses: Names of staff or students who witnessed this incident:

Was administration or school staff notified of this incident? If yes, please indicate the
administrator notified and the date and time of notification:

Any other relevant information or details about the incident:

The school is not permitted to provide information about other
students or discipline issued to other students with the reporting parent.

Grade:

50 Moreland Road
Simi Valley, CA 93065
Phone 805.581.0202
Fax 805.581.0330
www.caliva.org

Hate-Motivated Behaviors and Hate Crime
Investigation Form
[For School recording purposes only]

I. SCHOOL: __________________________________________________________________________
II. NAME OF INVESTIGATOR: ____________________________________________________________
III. DATE COMPLAINT RECEIVED: __________________________________________________________
IV: WHO REPORTED? (If student, must notify parent): _________________________________________
V. WHAT WAS REPORTED? ______________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
VI. INTERVIEW LIST
Person: ___________________________________________ Date: ______________________________
Person: ___________________________________________ Date: ______________________________
Person: ___________________________________________ Date: ______________________________
Person: ___________________________________________ Date: ______________________________
Person: ___________________________________________ Date: ______________________________
VII. DOCUMENTS REVIEWED:
____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
VIII. FINDINGS/DETERMINATION:
Evidence to Support Allegations: _________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Evidence Disproving Allegations: _________________________________________________________
_____________________________________________________________________________________
1 of 3

_____________________________________________________________________________________
_____________________________________________________________________________________
IX. ADDITIONAL FACTORS TO CONSIDER:
Has this incident reached a threat level? _________
Is there evidence that this incident is part of a larger pattern of bullying or bias? _____ If yes, explain
previous incidents: _____________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Were there any subsequent/retaliatory incidents: ___________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
X. CORRECTIVE ACTIONS (Check all that apply):
Involving Accused Person(s)



Parent Informed of Complaint






/

/

/

/

Conference
Letter
Telephone

Parent Informed of Findings





Date

Conference
Letter
Telephone



Provide/Explain School Nondiscrimination Policy

/

/









Explain Non-Retaliation & Harassment

/

/

Referral for School Counseling

/

/

Education/Behavior Contract

/

/

School Discipline Provided

/

/

Disciplinary Conference

/

/

Suspension

/

/

Expulsion

/

/
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Accused Person’s Parents Notified of Resolution of
Incident/Complaint

/

/






Safety Plan

/

/

XI. Remedies for Reporting Party:
Involving Accused Person(s)



Parent Informed of Findings









Date
/ /

Conference
Letter
Telephone

Provide/Explain School Nondiscrimination Policy

/ /

Referral for School Counseling

/ /

Other

/ /



PROVIDE A COPY OF THE COMPLETED RECORD TO THE DIRECTOR
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STATE OF CALIFORNIA
BCIA 8572
(Rev. 04/2017)

DEPARTMENT OF JUSTICE
Page 1 of 2

SUSPECTED CHILD ABUSE REPORT

Print Form

(Pursuant to Penal Code section 11166)

CASE NAME:

To Be Completed by Mandated Child Abuse Reporters

B. REPORT
NOTIFICATION

A. REPORTING
PARTY

PLEASE PRINT OR TYPE

CASE NUMBER:

NAME OF MANDATED REPORTER

MANDATED REPORTER CATEGORY

TITLE

REPORTER'S BUSINESS/AGENCY NAME AND ADDRESS

Street

City

DID MANDATED REPORTER WITNESS THE INCIDENT?

Zip

YES
REPORTER'S TELEPHONE (DAYTIME)
LAW ENFORCEMENT

NO
TODAY'S DATE

SIGNATURE
AGENCY

COUNTY PROBATION

COUNTY WELFARE / CPS (Child Protective Services)
ADDRESS

Street

City

DATE/TIME OF PHONE CALL

Zip

OFFICIAL CONTACTED - NAME AND TITLE

TELEPHONE
BIRTHDATE OR APPROX. AGE

NAME (LAST, FIRST, MIDDLE)
ADDRESS

C. VICTIM
One report per victim

Clear Form

Street

City

PRESENT LOCATION OF VICTIM

NO

SCHOOL

CLASS

GROUP HOME OR INSTITUTION

GRADE

PRIMARY LANGUAGE SPOKEN IN HOME

IF VICTIM WAS IN OUT-OF-HOME CARE AT TIME OF INCIDENT, CHECK TYPE OF CARE:
DAY CARE
CHILD CARE CENTER
FOSTER FAMILY HOME
FAMILY FRIEND

ETHNICITY
TELEPHONE

Zip

PHYSICALLY DISABLED? DEVELOPMENTALLY DISABLED? OTHER DISABILITY (SPECIFY)
YES
NO
YES
NO
IN FOSTER CARE?
YES

SEX

TYPE OF ABUSE (CHECK ONE OR MORE):
PHYSICAL
MENTAL
SEXUAL

RELATIVE'S HOME

NEGLECT

OTHER (SPECIFY)

VICTIM'S
SIBLINGS

RELATIONSHIP TO SUSPECT
NAME

PHOTOS TAKEN?
YES
NO
BIRTHDATE

SEX

3.

2.

4.
BIRTHDATE OR APPROX. AGE

VICTIM'S
PARENTS/GUARDIANS

Street

City

BIRTHDATE OR APPROX. AGE

NAME (LAST, FIRST. MIDDLE)
Street

City

ADDRESS

Street

Zip

ETHNICITY

ETHNICITY

SEX

ETHNICITY
BUSINESS PHONE

SEX

ETHNICITY
TELEPHONE

OTHER RELEVANT INFORMATION
IF NECESSARY, ATTACH EXTRA SHEET(S) OR OTHER FORM(S) AND CHECK THIS BOX

E. INCIDENT
INFORMATION

SEX

BUSINESS PHONE

HOME PHONE

Zip

BIRTHDATE OR APPROX. AGE
City

SEX

HOME PHONE

Zip

SUSPECT'S NAME (LAST, FIRST. MIDDLE)
SUSPECT

D. INVOLVED PARTIES

NAME (LAST, FIRST. MIDDLE)

ADDRESS

BIRTHDATE

NAME

ETHNICITY

1.

ADDRESS

DID THE INCIDENT RESULT IN THIS VICTIM'S
DEATH?
NO
UNK
YES

DATE/TIME OF INCIDENT

IF MULTIPLE VICTIMS, INDICATE NUMBER:

PLACE OF INCIDENT

NARRATIVE DESCRIPTION (What victim(s) said/what the mandated reporter observed/what person accompanying the victim(s) said/similar or past incident's involving the
victim(s) or suspect)

DO NOT submit a copy of this form to the Department of Justice (DOJ). The investigating agency is required under Penal Code section 11169 to submit to DOJ a
Child Abuse or Severe Neglect Indexing Form BCIA 8583 if (1) an active investigation was conducted and (2) the incident was determined to be substantiated.

STATE OF CALIFORNIA
BCIA 8572
(Rev. 04/2017)

DEPARTMENT OF JUSTICE
Page 2 of 2

SUSPECTED CHILD ABUSE REPORT
(Pursuant to Penal Code section 11166)

DEFINITIONS AND GENERAL INSTRUCTIONS FOR COMPLETION OF FORM BCIA 8572
All Penal Code (PC) references are located in Article 2.5 of the California PC. This article is known as the Child Abuse and Neglect
Reporting Act (CANRA). The provisions of CANRA may be viewed at: http://leginfo.legislature.ca.gov/faces/codes.xhtml (specify "Penal
Code" and search for sections 11164-11174.3). A mandated reporter must complete and submit form BCIA 8572 even if some of the
requested information is not known. (PC section 11167(a).)
I.

MANDATED CHILD ABUSE REPORTERS
Mandated child abuse reporters include all those individuals
and entities listed in PC section 11165.7.

II. TO WHOM REPORTS ARE TO BE MADE ("DESIGNATED
AGENCIES")
Reports of suspected child abuse or neglect shall be made
by mandated reporters to any police department or sheriff's
department (not including a school district police or security
department), the county probation department (if designated
by the county to receive mandated reports), or the county
welfare department. (PC section 11165.9.)
III. REPORTING RESPONSIBILITIES
Any mandated reporter who has knowledge of or observes a
child, in his or her professional capacity or within the scope
of his or her employment, whom he or she knows or
reasonably suspects has been the victim of child abuse or
neglect shall report such suspected incident of abuse or
neglect to a designated agency immediately or as soon as
practically possible by telephone and shall prepare and send
a written report thereof within 36 hours of receiving the
information concerning the incident. (PC section 11166(a).)
No mandated reporter who reports a suspected incident of
child abuse or neglect shall be held civilly or criminally liable
for any report required or authorized by CANRA. Any other
person reporting a known or suspected incident of child
abuse or neglect shall not incur civil or criminal liability as a
result of any report authorized by CANRA unless it can be
proven the report was false and the person knew it was false
or made the report with reckless disregard of its truth or
falsity. (PC section 11172(a).)
IV. INSTRUCTIONS
SECTION A – REPORTING PARTY: Enter the mandated
reporter's name, title, category (from PC section 11165.7),
business/agency name and address, daytime telephone
number, and today's date. Check yes/no whether the
mandated reporter witnessed the incident. The signature
area is for either the mandated reporter or, if the report is
telephoned in by the mandated reporter, the person taking
the telephoned report.

IV. INSTRUCTIONS (continued)
SECTION B – REPORT NOTIFICATION: Complete the
name and address of the designated agency notified, the
date/time of the phone call, and the name, title, and
telephone number of the official contacted.
SECTION C – VICTIM (One Report per Victim): Enter the
victim's name, birthdate or approximate age, sex, ethnicity,
address, telephone number, present location, and, where
applicable, enter the school, class (indicate the teacher's
name or room number), and grade. List the primary
language spoken in the victim's home. Check the
appropriate yes/no box to indicate whether the victim may
have a developmental disability or physical disability and
specify any other apparent disability. Check the appropriate
yes/no box to indicate whether the victim is in foster care,
and check the appropriate box to indicate the type of care if
the victim was in out-of-home care. Check the appropriate
box to indicate the type of abuse. List the victim's
relationship to the suspect. Check the appropriate yes/no
box to indicate whether photos of the injuries were taken.
Check the appropriate box to indicate whether the incident
resulted in the victim's death.
SECTION D – INVOLVED PARTIES: Enter the requested
information for Victim's Siblings, Victim's Parents/Guardians,
and Suspect. Attach extra sheet(s) if needed (provide the
requested information for each individual on the attached
sheet(s)).
SECTION E – INCIDENT INFORMATION: If multiple
victims, indicate the number and submit a form for each
victim. Enter date/time and place of the incident. Provide a
narrative of the incident. Attach extra sheet(s) if needed.
V. DISTRIBUTION
Reporting Party: After completing form BCIA 8572, retain a
copy for your records and submit copies to the designated
agency.
Designated Agency: Within 36 hours of receipt of form
BCIA 8572, the initial designated agency will send a copy of
the completed form to the district attorney and any additional
designated agencies in compliance with PC sections
11166(j) and 11166(k).

ETHNICITY CODES
1
2
3
4
5

Alaskan Native
American Indian
Asian Indian
Black
Cambodian

6
7
8
9
10

Caribbean
Central American
Chinese
Ethiopian
Filipino

11
12
13
14
15

Guamanian
Hawaiian
Hispanic
Hmong
Japanese

16
17
18
19
21

Korean
Laotian
Mexican
Other Asian
Other Pacific Islander

22
23
24
25
26

Polynesian
Samoan
South American
Vietnamese
White

27
28
29
30
31

White-Armenian
White-Central American
White-European
White-Middle Eastern
White-Romanian

Policy: Suicide Prevention/Postvention

Suicide Prevention/Postvention
Updated by boards March 2021 (reviewed annually as part of the CSSP)
Information
California Virtual Academies recognizes that suicide is a leading cause of death among youth and that an even greater
amount of youth consider (17 percent of high school students) and attempt suicide (over 8 percent of high school
students) (Centers for Disease Control and Prevention, 2015).
The possibility of suicide and suicidal ideation requires vigilant attention from our school staff. As a result, we are ethically
and legally responsible for providing an appropriate and timely response in preventing suicidal ideation, attempts, and
deaths. We also must work to create a safe and nurturing environment. Recognizing that it is the duty of the school to
support the health, safety, and welfare of its students, this policy aims to safeguard students and staff against suicide
attempts, deaths and other trauma associated with suicide, including ensuring adequate supports for students, staff, and
families affected by suicide attempts and loss. As it is known that the emotional wellness of students greatly impacts
school attendance and educational success, this policy shall be paired with other policies that support the emotional and
behavioral wellness of students.
This policy is based on research and best practices in suicide prevention and has been adopted with the understanding
that suicide prevention activities decrease suicide risk, increase help-seeking behavior, identify those at risk of suicide,
and decrease suicidal behaviors. Empirical evidence refutes a common belief that talking about suicide can increase risk
or “place the idea in someone’s mind.”
In an attempt to reduce suicidal behavior and its impact on students and families, the Head of School or Designee shall
develop strategies for suicide prevention, intervention, and postvention, and the identification of the mental health
challenges frequently associated with suicidal thinking and behavior. These strategies shall include professional
development for all school personnel in all job categories who regularly interact with students or are in a position to
recognize the risk factors and warning signs of suicide. The Head of School or Designee shall develop and implement
preventive strategies and intervention procedures that include the following:
Overall Strategic Plan for Suicide Prevention
The Head of School or Designee shall involve all stakeholders in planning, implementing, and evaluating the school’s
strategies for suicide prevention and intervention. To ensure the policies regarding suicide prevention are properly
adopted, implemented, and updated, California Virtual Academies will have the Compass Team serve as the suicide
prevention point of contact for the school.
Messaging about Suicide Prevention
Messaging about suicide has an effect on suicidal thinking and behaviors. Consequently, California Virtual Academies has
reviewed and will continue to review all materials and resources used in awareness efforts to ensure they align with best
practices for safe messaging about suicide.
Suicide Prevention Training and Education
Training shall be provided for all school staff members.
•
•

All staff shall receive training annually on the risk factors and warning signs of suicide, suicide prevention,
intervention, referral, and postvention.
All suicide prevention trainings shall be offered under the direction of mental health professionals who have
received advanced training specific to suicide and may benefit from collaboration with one or more county

California Virtual Academy
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•

and/or community mental health agencies. Staff training can be adjusted year-to-year based on previous
professional development activities and emerging best practices.
At a minimum, all staff shall participate in training on the core components of suicide prevention (identification
of suicide risk factors and warning signs, prevention, intervention, referral, and postvention) at the beginning of
their employment. Previously employed staff members shall attend a minimum of one-hour general suicide
prevention training. Core components of the general suicide prevention training shall include:

o
o
o
o
o
o

Suicide risk factors, warning signs, and protective factors;
How to talk with a student about thoughts of suicide;
How to respond appropriately to the youth who has suicidal thoughts.
Emphasis on immediately referring (same day) any student who is identified to be at risk of suicide for
assessment;
Emphasis on reducing stigma associated with mental illness and that early prevention and intervention can
drastically reduce the risk of suicide;
Reviewing the data annually to look for any patterns or trends of the prevalence or occurrence of suicide
ideation, attempts, or death. Data from the California School Climate, Health, and Learning Survey (CalSCHLS) should also be analyzed to identify school climate deficits and drive program development..

In addition to initial orientations to the core components of suicide prevention, ongoing annual staff professional
development for all staff should include the following components:
o
o
o
o
o
o
o

o
o
o
o
o
o

The impact of traumatic stress on emotional and mental health;
Common misconceptions about suicide;
Suicide prevention resources;
Appropriate messaging about suicide (correct terminology, safe messaging guidelines);
The factors associated with suicide (risk factors, warning signs, protective factors);
How to identify youth who may be at risk of suicide;
Appropriate ways to interact with a youth who is demonstrating emotional distress or is suicidal. Specifically,
how to talk with a student about their thoughts of suicide and (based on district guidelines) how to respond
to such thinking; how to talk with a student about thoughts of suicide and appropriately respond and
provide support based on district guidelines;
School-approved procedures for responding to suicide risk (including multi-tiered systems of support and
referrals);
School-approved procedures for responding to the aftermath of suicidal behavior (suicidal behavior
postvention);
Responding after a suicide occurs (suicide postvention);
Resources regarding youth suicide prevention;
Emphasis on stigma reduction and the fact that early prevention and intervention can drastically reduce the
risk of suicide;
Emphasis that any student who is identified to be at risk of suicide is to be immediately referred (same day)
for assessment

The professional development also shall include additional information regarding groups of students judged by the school,
and available research, to be at elevated risk for suicide. These groups include, but are not limited to, the following:
o
o
o
o
o
o

Youth affected by suicide;
Youth with a history of suicide ideation or attempts;
Youth with disabilities, mental illness, or substance abuse disorders;
Lesbian, gay, bisexual, transgender, or questioning youth;
Youth experiencing homelessness or in out-of-home settings, such as foster care;
Youth who have suffered traumatic experiences.

California Virtual Academy
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Employee Qualifications and Scope of Services
Employees of the California Virtual Academies must act only within the authorization and scope of their credential or
license. While it is expected that school professionals are able to identify suicide risk factors and warning signs, and to
prevent the immediate risk of a suicidal behavior, treatment of suicidal ideation is typically beyond the scope of services
offered in the school setting. In addition, treatment of the mental health challenges often associated with suicidal
thinking typically requires mental health resources beyond what schools are able to provide.
Specialized Staff Training (Assessment)
Additional professional development in suicide risk assessment and crisis intervention shall be provided to mental health
professionals employed by California Virtual Academies.
Parents, Guardians, and Caregivers Participation and Education
•

•
•
•

To the extent possible, parents/guardians/caregivers should be included in all suicide prevention efforts. At a
minimum, schools shall share with parents/guardians/caregivers the school’s suicide prevention policy and
procedures.
This suicide prevention policy shall be prominently displayed on the school’s web page and included in the parentstudent handbook.
Parents/guardians/caregivers should be invited to provide input on the development and implementation of this
policy.
All parents/guardians/caregivers should have access to suicide prevention training that addresses the following:
o
o
o

Suicide risk factors, warning signs, and protective factors;
How to talk with a student about thoughts of suicide;
How to respond appropriately to the student who has suicidal thoughts. Such responses shall include
constant supervision of any student judged to be at risk for suicide and referral for an immediate suicide risk
assessment.

Student Participation and Education
Students shall:
•
•
•
•

Receive developmentally appropriate, student-centered education about the warning signs of mental health
challenges and emotional distress;
Receive developmentally appropriate guidance regarding the school’s suicide prevention, intervention, and referral
procedures.
Receive student-focused suicide prevention education that can be incorporated into classroom curricula.
The content of the education shall include:
o
o
o
o

Coping strategies for dealing with stress and trauma;
How to recognize behaviors (warning signs) and life issues (risk factors) associated with suicide and mental
health issues in oneself and others;
Help-seeking strategies for oneself and others, including how to engage school-based and community
resources and refer peers for help;
Emphasis on reducing the stigma associated with mental illness and the fact that early prevention and
intervention can drastically reduce the risk of suicide.

California Virtual Academy
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Intervention, Assessment, Referral
Action Plan for Suicide Attempt During-School Hours
If a suicide attempt is made during the school day, it is important to remember that the health and safety of the student
and those around him/her is critical. The following steps should be implemented. Follow Threat Assessment Process, and
remember the following:
•
•
•
•

Remain calm, remember the student is overwhelmed, confused, and emotionally distressed;
Call 911 (local authorities based on location of student) and provide as much information about student and your
concerns;
Move all other students out of the immediate area (when in-person for outing or testing) or remove from online
classroom;
Please follow Threat Assessment Process for documentation, communication processes and follow-up.

Action Plan for Suicide Attempt After-School Hours
If a suicide attempt by a student is after hours, it is crucial that the school protects the privacy of the student and
maintain a confidential record of the actions taken to intervene, support, and protect the student. The following steps
should be implemented:
•
•
•

Contact the parents/guardians/caregivers and offer support to the family;
Discuss with the family how they would like the school to respond to the attempt;
Obtain permission from the parents/guardians to share information with staff;

Students shall be encouraged to notify a staff member when they are experiencing emotional distress or suicidal ideation,
or when they suspect or have knowledge of another student’s emotional distress, suicidal ideation, or attempt.
Parental Notification and Involvement
California Virtual Academies shall identify a process to ensure continuing care for the student identified to be at risk of
suicide. The following steps should be followed to ensure continuity of care:
•

•

After Threat Assessment process is followed, administrator shall verify with the parent/guardian/caregiver that
follow-up treatment has been accessed. Parents/guardians/caregivers will be required to provide documentation of
care for the student.
If parents/guardians/caregivers refuse or neglect to access treatment for a student who has been identified to be atrisk for suicide or in emotional distress, the administrator will meet with the parents/guardians/caregivers to identify
barriers to treatment (e.g., cultural stigma, financial issues) and work to rectify the situation and build understanding
of the importance of care.

Re-Entry to School After a Suicide Attempt
A student who threatened or attempted suicide is at a higher risk for suicide in the months following the crisis. Having a
streamlined and well-planned re-entry process ensures the safety and wellbeing of students who have previously
attempted suicide and reduces the risk of another attempt. An appropriate re-entry process is an important component
of suicide prevention. Involving students in planning for their return to school provides them with a sense of control,
personal responsibility, and empowerment. California Virtual Academies administration will follow the re-entry process
to ensure the student’s successful re-integration into the school, or successful transfer to another setting.

California Virtual Academy

50 Moreland Road
Simi Valley, CA 93065
Ph. 805-581-0202
Fx. 805-581-8824

THREAT ASSESSMENT FORM
Directions: This form is to be completed if any teacher or staff member has a reasonable
suspicion that a student is in immediate risk to harm him or herself, or another. Call the
authorities immediately to ensure the student’s safety and then complete this Threat
Assessment Report Form.
Before proceeding, please indicate if you have reasonable suspicion that a student is in
immediate to harm him/herself or another? *
Yes
No
*If yes, please continue; if no, please review the Threat Assessment process and/or contact
your supervisor for clarification.
*If your concern is regarding the possibility of child abuse or a child welfare check please
refer to your administrator for these processes and do not complete this form.
After the authorities have been notified, email the Regional School Psychologist for the
student’s school. Please include school Principal in Threat Assessment referral email and
in all follow-up and outcome information.
Employee Name:

School:

Date:

Student First Name:

M.I.:

Last Name:

Student’s ID:

Student’s Age:

Student’s Grade:

Mother’s/Guardian’s Name:
Father’s/Guardian’s Name:
Student’s Complete Address of Residence:

Please List All Siblings:
Name:

Age:

Gender

Incident Date:

Report #:

Presenting Concerns (summary of the incidents, concerns, input, observations, etc.):

Action Taken by Reporting staff member (include specific information about
authorities contacted -e.g. names, numbers, etc. along with any actions taken involving
contacting student, parent, RLT, etc.):

Regional Psychologist Notes (include information regarding conversations held with
parent, student, and staff):

Follow-Up Needed (Include specific information regarding program considerations,
interventions, SST meeting recommendations):

