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Education Cod82280. It is the intent of the Legislature that all California public schools, in kindergarten,
and grades 1 to 12, inclusive, operated by school districts, in cooperation with local law enforcement
agencies, community leaders, parents, pupils, teacheénsinistrators, and other persons who may be
interested in the prevention of campus crime and violence, develop a comprehensive school safety plan that

addresses the safety concerns identified through
section, a "safety plan" means a plan to develop strategies aimed at the prevention of, and education about,
potenti al i ncidents involving crime and violence
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DISTRICT OFFICE EMPLOYEE LIST

POSITION NAME ROOM #
Superintendent Ralph Porras 12
Executive Assistant to the Superintendent Mandi Freitag 12
Assistant Superintendent Rick Miller 10
Assistant to the Assistant Superintendent/Accounts Receivable |Denise Engles 9
Director of Human Resources Billie Mankey 1
Assistant to Human Resources Angela Lippert 1
Human Resources Sub Clerk Kelly Van Houtan 1
Director of Curriculum & Special Projects Ani Silva 13
Administrative Specialist to Curriculum & Special Projects Leslie Ternullo 13
Director of Student Services Clare Davies 11
Administrative Specialist to Student Services Lindsey Terry 11
Director of Information Technology Bruce Cates 3
Director of Education Technology Matthew Binder 5
TOSA- Elementary Ed. Tech Data Analysis Juliana Daycuyan 5
District Fiscal Officer Nancy Bernahl 8
Payroll and Benefits Specialist Monica Valero 4
Accounts Payable Elyse Thomas 6
Nutrition Director Dianne Hobson 2
Director of Maintenance, Transportation & Operations Matt Kelly Maintenance Yard
District Nurse Katrina Powley 5

Grounds Efren Torres Maintenance Yard
Grounds Che Burns Maintenance Yard
Maintenance/Utility Stacy Kinney Maintenance Yard
Maintenance/Utility Tony Molinski Maintenance Yard
Maintenance/Utility Robert Bullas Maintenance Yard
Maintenance/Utility Jeff Stutzman Maintenance Yard
Maintenance/Utility Mark Mahaney Maintenance Yard
Maintenance/Utility Greg Ellis Maintenance Yard
Transportation Lisa Stacks Transportation Office
Transportation Joel Drucker Transportation Office
Transportation Vicki Miller Transportation Office
Transportation Mark Mahaney Transportation Office
Transportation Greg Ellis Transportation Office




DISTRICT OFFICE SAFETY AND SECURITY

The District Office(DO) is located athenorthwestcorner of Hillcrest and Carmel Avenues, adjacent to
the Middle Schoo{(MS) playing fieldandthe Maintenance and Operations Facilities (MOBgcupancy
of thesiteoccurred in early 2011.

Both the DO and MOF were approved for nonstudent occupancy and require secure fencing to be
compliant.The eightfoot chain link fence that separates the MS from the DO and MOF has two gates: a
pedestrian gte behind the DO and a vehicle gate at the far end of the vehicle storage building, located at
thenorth sideof the property. The vehicle gate can also be used for emergency vehicles needing access to
the MS playing field when it is used as a helicofgading siteor other emergency situatians

The DistrictOffice is a onestory, predominately 4shaped building thatontainsl6 offices,one
mailroom,two conference rooms, a staff loudgechenand two restrooms. All rooms except tlesets
andrestoomsare equipped wht doublepane slider windows with lift-out screen. All insideloors
except closets and restrooms, contaimarrow vertical window above the door handle. The building is
constructed of firgetardant materials andésdecompliantin all areag environmental and ADA

The District Office hasix outside doorgone main door, one staff lounge/kitchen door, two in the Jessie
Bray Board Room, one in the Supe.OnynthedMainiEenmancds of f i
is kept unlocked7:30a.m.i 5:00 p.m. during the work weekhe othefive doors open from the inside

but require a key to open from the outsikhean effort to monitor District Office traffic a clerk was hired

for reception, visitors are asked to sign in atate their purpos@here is ainternal dor that, when

shut, securethe office area from the kitchen and restroofitss door should be opened at times when

the front office staff is unavailable or absent.

Theparking lotlights areset on a timer. Mtion-sensollights are attachedt intervas around the
perimeter of the buildiqn There are no security cameras.

A key-box is attached to theole outside theéMain Entrancdor access bgmergency personné&hutoff
valves for gas, water and electricity both the DO and MORre located in the storage building on the
eastside of the parking lot. The gas valve is motg@msitive as a safety precaution in the event of an
earthquake.

Emergencyprotocolsto the District Office site arthe same as for the school sitegarding
intruderlockdown, fire, and earthquakie the event of aigh-level emergency at a school site,
appropriate DO personnel are notified and assist in the emergency. In the ewdistridtavide
emergencythe DO becomes the COMMAND CENTER aspEecificpersonnehssumevarious
predeterminedoles for the duration of the evefither District Office staff will be assigned to duties as
necessarnyin the event of an emergency

1 Matt Kelly will be in charge of facilies maintenance and transportation

1 Denise Engles will be in charge of communication with maintenance, facilities and transportation

1 Katrina Powley will be in charge of firstid

1 Ralph Porra, Rick Miller, Barbara Martineand MandiAckermarnwill be in charge of

communication



IMMEDIATE ACTION RESPONSE:
THE BIG FIVE

When an emergency occurs, it 1s critical that staff members take immediate steps to protect
themsclves, their students, and other people on campus. Become familiar with The BIG FIVE
and be prepared to perform all assigned responsibilitices.

THE BIG FIVE

ACTION

DESCRIPTION

SHELTER IN
PLACE

Implement to 1solate students and staff from the outdoor
environment and provide greater protection from external
airborne contaminants or wildlife. Close windows and air vents
and shut down air conditioning/hcating units

DROP, COVER,
AND HOLD ON

Implement during an carthquake or explosion to protect
building occupants from flying and falling debris

Initiate for a potential threat of danger in the surrounding
community. All classroom/office doors are closed and locked
and all students and staff remain inside until otherwise directed.
Instruction continues as planned

LOCKDOWNY/
BARRICADE

Initiate for an immediate threat of danger to occupants of a
campus or school building and when any movement will put
students and staff in jeopardy. Once implemented, no one 1s
allowed to enter or exit rooms for any reason unless directed by
law enforcement

Implement when conditions outside the building or off-site are
safer than mside or on-site. Requires the orderly movement of
students and staff from school buildings to a pre-determined
safe location




THE BIG FIVE
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Immediate Action Response: The Big Five

RESPONSE

Response is the process of implementing appropriate actions while an emergency situation is
unfolding. In this phase, schools mobilize the necessary resources to address the emergency at
hand.

CALLING 911

When calling 911 be prepared to remain on the phone and answer specific questions. In order

to complete an accurate assessment of the situation, the 911 Dispatcher must obtain as much

information as possible to best inform emergency responders and engage the appropriate level
of medical response.

WHEN REPORTING AN EMERGENCY

A Remain calm and speak slowly and clearly

A Be prepared to provide name, llocationtifdifferentof t he
from the scene of the emergency

A Although caller ID information may transfer immediately to the 911 Dispatcher, it is not

available in all locations. The 911 Dispatcher will confirm and verify the phone number
and address for EVERY call received
A Answer all questions asked by the 911 Dispatcher, even those that seem repetitious
A Do not hang up until the Dispatcher says to do so

CALLING 911 FROM A CELL PHONE

A 911 calls from cell phones may need to be transferred to another agency because cell
phone calls are often sent to a 911 answering point based on cell radio coverage. Cell
coverage ar e amatct politibat boumdares y s

A Know your cell phone number and be prepared to give the dispatcher an exact address

When calling 911, time is of the essence. Remain calm;
speak slowly and clearly. The 911 Dispatcher needs to gather
the correct information the first time he/she asks for it.

DROP)COVER, LOCKDOWN/
ANDHOLD'ON 3 BARRICADE




Immediate Action Response: The Big Five

IMMEDIATE ACTION RESPONSE: THE BIG FIVE

An Immediate Action Response is a protocol that can be implemented in a variety of different
emergency situations. When an emergency occurs, it is critical that staff members take
immediate steps to protect themselves, their students, and other people on campus. With an
Immediate Action Response, staff can follow specific directions without having to learn
extensive protocols for each of several dozen different emergency situations.

Staff members must become familiar with each Immediate Action Response and be prepared to
perform assigned responsibilities. All students must be taught what to do in the event that any of
these response actions is implemented.

IMMEDIATE ACTION RESPONSES: THE BIG FIVE

ACTION

DESCRIPTION

SHELTER IN PLACE

Implement to isolate students and staff from the outdoor

environment and provide greater protection from external
airborne contaminants or wildlife. Close windows and air
vents and shut down air conditioning/heating units

DROP, COVER &
HOLD ON

Implement during an earthquake or explosion to protect
building occupants from flying and falling debris

SECURE CAMPUS

Initiate for a potential threat of danger in the surrounding
community. All classroom/office doors are closed and
locked and all students and staff remain inside until
otherwise directed. Instruction continues as planned

LOCKDOWN /
BARRICADE

Initiate for an immediate threat of danger to occupants

of a campus or school building and when any movement will
put students and staff in jeopardy. Once implemented, no one
is allowed to enter or exit rooms for any reason

unless directed by law enforcement

EVACUATION

Implement when conditions outside the building or off-site
are safer than inside or on-site. Requires the orderly
movement of students and staff from school buildings to a
pre-determined safe location




Immediate Action Response: The Big Five

SHELTER IN PLACE

SHELTER IN PLACE is a short-term measure implemented to isolate students and staff from
the outdoor environment and prevent exposure to airborne contaminants or threats posed by
wildlife or other hazards. The procedures include closing and sealing doors, windows, and
vents; shutting down the classroom/building heating, ventilation and air conditioning systems to
prevent exposure to the outside air; and turning off pilot lights.

SHELTER IN PLACE is considered appropriate for, but is not limited to, the following types of
emergencies:

A External Chemical Release

A Fire in the Community

A Hazardous Material Spills

During a Shelter-in-Place response as a result of air contamination, the HVAC
systems must be shut down to provide protection from outside air. Students and
staff may freely move about inside the buildings, but no one should leave the
room until directed by fire officials, law enforcement, or site administration.

SHELTER IN PLACE:

A Requires an understanding that all heating, air conditioning, and ventilation systems may
be shut down immediately

A Requires an understanding that all pilot lights and sources of flame may need to be
extinguished

bl

Requires an understanding that any gaps around doors and windows may need to be
sealed

A Allows for free movement within classrooms or offices




Immediate Action Response: The Big Five

SHELTER IN PLACE

STAFF ACTIONS:

A

A

p2i

I

Immediately clear students from the halls. Stay away from all doors and
Windows

Keep all students in the classroom until further instructions are received.
Support those needing special assistance

Secure individual classrooms: a) close doors and windows; b) shut down
the classroom HVAC system; c) turn off fans; d) seal gaps under doors
and windows with wet towels, duct tape, or other materials if instructed by
School Incident Commander

Take attendance and call or e-mail status to school secretary, according to
site protocol

Wait for another action or, if ALL CLEAR announcement is issued, return to normal class

routine

10



