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Richmond School Mission Statement

It is the mission of Richmond School to provide the following while maintaining a small school
setting:

e A high-standard, quality education

e Strong community connections
e Astrong foundation
e Preparation for success in academics, athletics, the arts, technology, and citizenship

e Enrichment, excitement, and desire for lifelong learning.
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This document is available for public inspection during regular business
hours at Richmond Elementary School.

Note: Tactical information is excluded from the public inspection document. A “Public
Inspection Log” will be used to record the name, address, phone number and method used for
verifying the identity of all individuals requesting to inspect this plan. This document is not
available for inspection on the website.



School Profile

Located in rural, northeastern California, Richmond Elementary School is the oldest and longest
continuously operated school in Lassen County. In 2014, Richmond celebrated its 150t
anniversary. Serving a population of approximately 190 students, Richmond provides an
enriching, yet standards-based curriculum for all students in grades kindergarten through
eighth grade.

Learning Climate

Teachers and support staff are committed to positive discipline plans with clearly stated rules
and consequences. Students are expected to attend school promptly and regularly to achieve
optimum academic growth and a sense of responsibility. School personnel endeavor to work
proactively with students to prevent problems from arising. A major strength is the location and
condition of the physical site. The campus is well maintained, with a gym and auditorium
available for student events. A multipurpose room is available for smaller gatherings and for
lunch. Additional facilities include a library, dedicated computer lab, soccer field, 200m track,
cross country course, and basketball courts.
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Emergency and Disaster Preparedness Plan

A. School Climate Assessment

During the Fall of 2021, Richmond Elementary students, staff, and parents participated in
California’s Healthy Kids Survey (CHKS). Those results are included below for review:

During the 2021-22 school year, 23 out of 24 staff members took the online School Climate
Survey. 71% of those taking the survey strongly agreed that Richmond School is a supportive
and inviting place for staff to work. 78% of staff members felt that Richmond School is
supportive and inviting place for students to learn and promotes academic success for all
students. 100% of the staff strongly agree or agree that Richmond is a safe place.

Participation in the CHKS for Fall 2021 school included; 19 (66%) of the fifth-grade students, 13
(76%) of the seventh-grade students, and 15 (63%) of the eighth-grade students participated in
the CHKS. The fifth graders took the elementary survey, while the seventh and eighth graders
took the middle school survey. Sixth graders did not complete the CHKS due to teacher and
student quarantines and parents not giving permission for students to participate in the survey.

Elementary Survey Results: An average of 77% of our 5" grade students feel like they have a
strong connection to school, and 91% feel like they are academically motivated. 89% of these
students feel very safe at this school. In addition, 68% of the students said that they are
treated with respect.

Middle School Survey Results: An average of 78% of 7" and 89% of 8'" grade students feel like
they have a strong connection to school, and 81% and 85% respectively feel like they are
academically motivated. 85% of 7t" and ninety-three percent of 8" grade students feel very safe
at this school. Regarding being harassed or bullied in the month leading up to the survey, 23%
of 7t and 7% of 8™ grade students indicated they had such experiences.

The California Healthy Kids Survey asked all parents from our school to participate in a School
Climate Survey. Twenty-six of our parents responded. 92% of these parents either agree or
strongly agree that this school encourages me to be an active partner in educating my child,
and 92% of the parents feel that Richmond School is a safe place for students. 92% of parents
say that teachers communicate with parents about what students are expected to learn in
class, and 96% of the parents say that the school provides high quality instruction.



B. Child Abuse Reporting Procedures



Board Policy Manual
Richmond Elementary School District

Policy 5141 .4: Child Abuse Prevention And Reporting Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The Board of Trustees is committed to supporting the safety and well-being of district students and desires to
facilitate the prevention of and response to child abuse and neglect. The Superintendent/Principal or designee shall
develop and implement strategies for preventing, recognizing, and promptly reporting known or suspected child
abuse and neglect.

The Superintendent/Principal or designee may provide a student who is a victim of abuse with school-based mental
health services or other support services and/or may refer the student to resources available within the community

as needed.
Child Abuse Prevention

The district's instructional program may provide age-appropriate and culturally sensitive child abuse prevention
curriculum which explains students' right to live free of abuse, includes instruction in the skills and techniques
needed to identify unsafe situations and react appropriately and promptly, informs students of available support
resources, and teaches students how to obtain help and disclose incidents of abuse.

The district's program also may include age-appropriate curriculum in sexual abuse and sexual assault awareness and
prevention. Upon written request of a student's parent/guardian, the student shall be excused from taking such
instruction. (Education Code 51900.6)

The Superintendent/Principal or designee may display posters, in areas on campus where students frequently
congregate, notifying students of the appropriate telephone number to call to report child abuse or neglect.
(Education Code 33133.5)

In addition, student identification cards for students in grades 7-12 shall include the National Domestic Violence
Hotline telephone number. (Education Code 215.5)

The Superintendent/Principal or designee shall, to the extent feasible, seek to incorporate community resources into
the district's child abuse prevention programs and may use these resources to provide parents/guardians with
instruction in parenting skills and child abuse prevention.

Child Abuse Reporting

The Superintendent/Principal or designee shall establish procedures for the identification and reporting of known
and suspected child abuse and neglect in accordance with law.

Procedures for reporting child abuse shall be included in the district and/or school comprehensive safety plan.
(Education Code 32282)

District employees who are mandated reporters, as defined by law and administrative regulation, are obligated to
report all known or suspected incidents of child abuse and neglect.

The Superintendent/Principal or designee shall provide training regarding the duties of mandated reporters as
required by law and as specified in the accompanying administrative regulation. (Education Code 44691; Penal Code

11165.7)



Board Policy Manual
Richmond Elementary School District

Regulation 5141.4: Child Abuse Prevention And Reporting Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

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 employment (Penal Code 11165.5, 11165.6)

3. Aninjury resulting from the exercise by a teacher, vice Superintendent, Superintendent/Principal, or other
certificated employee of the same degree of physical control over a student that a parent/guardian would be
legally 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. Aninjury 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, for purposes of self-defense, or to obtain
weapons or other dangerous objects within the control of a student (Education Code 49001)

5. Physical pain or discomfort caused by athletic competition or other such recreational activity voluntarily
engaged in by a 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; teacher's aides or assistants;
classified employees; certificated pupil personnel employees; administrative officers or supervisors of child
attendance; athletic coaches, administrators, and directors; licensees, administrators, and employees of a licensed
child day care facility; Head Start program teachers; district police or security officers; licensed nurses or health care
providers; and administrators, presenters, and counselors of a child abuse prevention program. (Penal Code 11165.7)

Reasonable suspicion means that it is objectively reasonable for a person to entertain a suspicion, based upon facts
that could cause a reasonable person in a like position, drawing when appropriate on the person's 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, acting in a professional
capacity or within the scope of employment, the mandated reporter has knowledge of or observes a child whom the
mandated reporter knows or reasonably suspects has been the victim of child abuse or neglect. (Penal Code 11166}

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 11165.9,11166.05, 11167)

Any district employee who reasonably believes to have 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 against a
victim who is a child under age 14 shall notify a peace officer. (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)

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 mutual 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)

No supervisor or administrator shall impede or inhibit a mandated reporter from making a report. {Penal Code
11166)

Any person not identified as a mandated reporter who has knowledge of or observes a child whom the person knows
or reasonably suspects has been a victim of child abuse or neglect may report the known or suspected instance of
child abuse or neglect to the appropriate agency. (Penal Code 11166)

Reporting Procedures
1. Initial Telephone Report

Immediately or as soon as practicable after knowing or observing suspected child abuse or neglect, a mandated
reporter shall make an initial report by telephone to any police department (excluding a school district
police/security department), sheriff's department, county probation department if designated by the county to
receive such reports, or county welfare department. (Penal Code 11165.9, 11166)

Such reports shall be made to the following agency:

Lassen County Child and Family Services
1616 Chestnut Street

Susanville, CA 96130

(530) 251-8277

When the initial telephone report is made, the mandated reporter shall note the name of the official contacted,
the date and time contacted, and any instructions or advice received.

2. Written Report
Within 36 hours of knowing or observing the information concerning the incident, the mandated reporter shall

prepare and either send, fax, or electronically transmit to the appropriate agency a written follow-up report,
which includes a completed California Department of Justice {DOJ) form (BCIA 8572). (Penal Code 11166,

11168)

The DOJ form may be obtained from the district office or other appropriate agencies, such as the police
department, sheriff's department, or county probation or welfare department.

Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167)

a. The name, business address, and telephone number of the person making the report and the capacity
that makes the person a mandated reporter

b. The child’'s name and address, present location, and, where applicable, school, grade, and class
c. The names, addresses, and telephone numbers of the child's parents/guardians

d. The name, address, telephone number, and other relevant personal information about the person(s) who



might have abused or neglected the child

e. The information that gave rise to the reasonable suspicion of child abuse or neglect and the source(s) of
that ihfarmation

The mandated reporter shall make a report even if some of this information is not known or is uncertain to the
mandated reporter. (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)

3. Internal Reporting

The mandated reporter shall not be required to disclose the mandated reporter's identity to a supervisor or the
Superintendent/Principal or designee. (Penal Code 11166)

However, employees reporting child abuse or neglect to an appropriate agency are encouraged, but not
required, to notify the Superintendent/Principal as soon as possible after the initial telephone report to the
appropriate agency.

The Superintendent/Principal so notified shall provide the mandated reporter with any assistance necessary to
ensure that reporting procedures are carried out in accordance with law, Board policy, and administrative
regulation. At the mandated reporter's request, the Superintendent/Principal may assist in completing and
filing the necessary forms.

Reporting the information to an employer, supervisor, Superintendent/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)

Training

Within the first six weeks of each school year, or within the first six weeks of employment if hired during the school
year, the Superintendent/Principal or designee shall provide training on mandated reporting requirements to district
employees and persons working on their behalf who are mandated reporters. (Education Code 44691; Penal Code
11165.7)

The Superintendent/Principal or designee shall use the online training module provided by the California Department
of Social Services (CDSS). (Education Code 44691)

The training shall include, but not necessarily be limited to, training in identification and 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 Superintendent/Principal or designee shall obtain and retain proof of each mandated reporter's completion of
the training. (Education Code 44691)

In addition, at least once every three years, school personnel may receive training in the prevention of child abuse,
including sexual abuse, on school grounds, by school personnel, or in school-sponsored programs. (Education Code
44691)

Victim Interviews by Social Services

Whenever CDSS or another government agency is investigating suspected child abuse or neglect that occurred
within the child's home or out-of-home care facility, the student may be interviewed by an agency representative
during school hours, on school premises. The Superintendent/Principal or designee shall give the student the choice
of being interviewed in private or in the presence of any adult school employee or volunteer aide selected by the
student. {Penal Code 11174.3)

A staff member or volunteer aide selected by a child may decline to be present at the interview. If the selected
person accepts, the Superintendent/Principal or designee shall inform the person of the following requirements prior



to the interview: (Penal Code 11174.3)

1. The purpose of the selected person’s presence at the interview is to lend support to the child and enable the
child to be as comfortable as possible.

2. The selected person shall not participate in the interview.
3. The selected person shall not discuss the facts or circumstances of the case with the child.

4. The selected person is subject to the confidentiality requirements of the Child Abuse and Neglect Reporting
Act, a violation of which is punishable as specified in Penal Code 11167.5.

If a staff member agrees to be present, the interview shall be held at a time during school hours when it does not
involve an expense to the school. (Penal Code 11174.3)

Release of Child to Peace Officer

When a child is released to a peace officer and taken into custody as a victim of suspected child abuse or neglect, the
Superintendent/Principal or designee shall not notify the parent/guardian, but rather shall provide the peace officer
with the address and telephone number of the child's parent/guardian. (Education Code 48906)

Parent/Guardian Complaints

Upon request, the Superintendent/Principal or designee shall provide parents/guardians with procedures for
reporting suspected child abuse occurring at a school site to appropriate agencies. For parents/guardians whose
primary language is not English, such procedures shall be in their primary language and, when communicating orally
regarding those guidelines and/or procedures, an interpreter shall be provided.

To file a complaint against a district employee or other person suspected of child abuse or neglect at a school site,
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 shall also file a report when obligated to do so pursuant to
Penal Code 11166 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 3200-3205.

Notifications

The Superintendent/Principal or designee shall provide to all new employees who are mandated reporters a
statement that informs them of their status as mandated reporters, their reporting obligations under Penal Code
11166, and their confidentiality rights under Penal Code 11167. The district also shall provide these new employees
with a copy of Penal Code 11165.7, 11166, and 11167. (Penal Code 11165.7, 11166.5)

Before beginning employment, any person who will be a mandated reporter by virtue of the person's position shall
sign a statement indicating knowledge of the reporting obligations under Penal Code 11166 and compliance with
such provisions. The signed statement shall be retained by the Superintendent/Principal or designee. (Penal Code

11166.5)

Employees who work with dependent adults shall be notified of legal responsibilities and reporting procedures
pursuant to Welfare and Institutions Code 15630-15637.

The Superintendent/Principal or designee also shall notify all employees that:

1. A mandated reporter 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 the mandated reporter’s
professional capacity or outside the scope of employment. Any other person making a report shall not incur
civil or criminal liability unless it can be proven that the person 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 fails to timely report an incident of known or reasonably suspected child abuse or
neglect, the mandated reporter may be guilty of a crime punishable by a fine and/or imprisonment. (Penal
Code 11166)No employee shall be subject to any sanction by the district for making a report unless it can be
shown that the employee knowingly made a false report or made a report with reckless disregard of the truth
or falsity of the report. (Penal Code 11166, 11172)




C. Emergency Response Procedures
Media

All media must be referred to the administration and the media contact person (Michael Cosgove). Do
not give interviews under any circumstances unless requested by an administrator.

Emergency Response Team

In cases of a serious, widespread (e.g.-shooter on campus) situation, the Sheriff's Dept. will be activated.
Team members have been given specific training in responding to an emergency situation. Please help
the team as needed.

WHEN AND HOW TO CALL 911 |

Call 911 anytime you feel there is a critical issue and delay may cause unnecessary harm to students or
staff. Examples include:

a severely bleeding injury

an unconscious person

a non-breathing person

a person in convulsions

an armed person/riot/civil disorder

Yell for help or send someone to get help or call 911

If possible and safe, stay with the injured/incapacitated individual(s)

If you need to call, remember the following guidelines.

Stay calm.

State your emergency.

Give your name and address. Be specific about building and room number.
Allow communications center (911) employee to direct conversation.

Be prepared to answer questions in a clear, calm manner.

Remain on the telephone. DO NOT hang up until the dispatcher says that you may do so.
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After the call, contact an administrator and inform them that you have called 911 for emergency
assistance.

CONTAINING STUDENT/STAFF SCHOOL LOCKDOWN

An announcement over the P.A. System will be made, “All Students and Staff Go into Lock-Down!”
Teachers should lock doors, close drapes/window blinds, and turn off lights. Keep students quiet and
away from windows and doors. Wait for instructions and stay off the phones. Keep students away from
windows and in maximum shelter until the all clear signal is given.

We will be implementing the ALICE method- barricading the door and attacking the intruder.

ALICE stands for Alert, Lockdown, Inform, Counter, Evacuate

Teachers on prep or lunch should go to the nearest room. During lunch, students will run and hide.

All Clear Signal: An announcement will be made that the campus is clear over the intercom system.
This is for a drill only. The sheriff’s office MUST be contacted for anything other than a drill. At that
time, they are the only ones that can determine if a lockdown is clear.

This indicates that the danger situation is under control and you can return to normal patterns.

STUDENT ACCOUNTABILITY PLAN

In the event of an emergency where students are evacuated from the classrooms or in a TAKE COVER
mode, and there have been injuries, the following procedures will be initiated:

NOTE: The student accountability procedure will be initiated only when the emergency is over and
the campus is safe.

Each teacher will fill out an “Individual Room Survey” (Sample on following page). It is recommended
that Elementary Schools place an “Individual Room Survey” inside the teacher’s roll book. Teachers are
required to take their roll book with them in any situation requiring evacuation.

The Administrative Team will pick up the “Individual Room Surveys” from the teachers or other support
staff with identified groups.

The Administrative Team will deliver the surveys to the Sheriff’'s Dept. The Sheriff's Dept. will then
inform administration of the situation and take whatever steps are necessary.

**¥ A Student Accountability Plan SHOULD be attached or incorporated into every procedure where
the possibility of an off campus evacuation or alternative dismissal method may be the next required
or recommended step.



INDIVIDUAL ROOM SURVEY

Pupils Enrolled

Teacher

(please print) (please print)

Pupils Absent

Room Number

STUDENT ACCOUNTABILITY CARD

TEACHERS: Please list names on this chart as soon as your class is in the appropriate assembly area.
STUDENT NAME ABSENT MINOR MAJOR MISSING
INJURIES INJURIES

Please list the names of any non-students present in your class:

AN ADMINISTRATIVE TEAM LEADER WILL PICK UP THIS FORM AT YOUR ASSEMBLY AREA.



ARMED PERSON ON CAMPUS (STUDENT/NON-STUDENT)

Definition: A person is in possession of a knife, stun gun, or other weapon (other than a gun) either on
the campus grounds or in the classroom. The weapon is not currently being used in a threatening

manner.

Who:
What:

In class

Qutside

Rumors
Who:

What:

TEACHERS/OTHER STAFF

Do NOT approach or confront the person!

Remain calm.

Dial 911 from the classroom and wait on the line until somecne speaks with you.
Administration/law enforcement will respond. Explain the situation without alarming the
person. Security will remove the person.

If you feel that calling 911 or administration will be too conspicuous, write a note that a
responsible student can take to a teacher next door so that they can make the appropriate
call

Contact the Administrator if you see a weapon. Send a runner if necessary.

Try to keep the person in sight. Do NOT confront the person!

After situation is resolved, please fill out a Witness Statement with the administration and
law enforcement.

Contact and inform an administrator.
YARD DUTY STAFF
Remain calm. Call 911.

Call an administrator to assist.

Ask for witness statements.



SHOOTINGS/RIOTS/CIVIL DISORDER

Definition: Shootings, riots, or civil disorder on the school campus or vicinity.

Who:

What:

What:

TEACHERS/OTHER STAFF

If you observe such a situation, first secure the safety of the students and yourself by the
steps below, then contact a member of the administrative team or dial 911.

Office personnel will contact the Administrator.
If the lock down code is announced, take the following steps:
-Stay calm.
-If you hear the lock-down signal, direct all students to follow the procedures se:
in place.
-Lock the door, close the drapes/blinds, and turn off the lights.
-Have students proceed to their designated areas.
-Remain quiet and wait for further instructions by the administration via the
P.A. system.

YARD DUTY STAFF

Lock down code will be announced.

Stay calm.

Direct all students into classrooms and/or safety areas outside.

Do NOT contact law enforcement. A member of the Administrative Team will notify Sheriff’s
Department Dispatch or call 911.

Wait for further instructions.
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THREATENING INDIVIDUAL/GROUP

Definition: A threatening individual or group of individuals is on the campus. They may or may not be
students. This includes situations where a student is followed or threatened on their way home.

Who: TEACHERS/OTHER STAFF

What: Threatening situation

If you may be the first to report the incident, notify administration, or if the situation is critic:
and in your area, call 911.

Office personnel will contact 911 and administration.
Stay calm.

If the individual or group is threatening a specific student or group of students, lock the
threatened student(s) in a classroom.

If you hear the lock down code, direct all students into the buildings and/or track area.
Lock the door, close the drapes/blinds, and turn off all lights.
Have students proceed to their designated areas.

Remain quiet and wait for further instructions by the administration via the P.A. system.

Who: YARD DUTY STAFF
What: Contact Administration or 911.
Stay calm.

If you hear the lock down code, direct all students into the buildings and/or track area.

Wait for further instructions.
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SUSPICIOUS PACKAGE

Definition: Any suspicious package, material, or mechanism found in a classroom, around any building
on school grounds or in any school parking lot.

Who:

What:

Who:

What:

TEACHERS/OTHER STAFF

Notify administration if you see a suspicious package. Give the office personnel the location
and description of the suspicious package. Direct persons away from the area. DO NOT use
any electrical signal transmission device, i.e., cellular phones, radios, or walkie-talkies. (If

cellular telephone is your only means of communication, SEND A RUNNER.)

Office personnel will contact administration and/or call 911. DO NOT use electronic devices
to make notifications if the suspicious package is in or near the office.

Stay calm. Wait for further instructions from administration.

Never touch or move any suspicious objects. There may be a secondary package. Visually
scan the area.

Follow instructions for evacuation if directed and account for all students and staff.
Wait for an “all clear” announcement or further instructions.

If you hear rumors of a potential incident, contact an administrator.

YARD DUTY STAFF

DO NOT use any electrical signal transmission device, i.e., cellular phones, radios, or walkie-
talkies.

Stay calm.

Never touch or move any suspicious objects. Report their location to administration or
responding law enforcement personnel. Send someone with the message while you stay to
control the area.

Direct all persons at least 300 feet away from the area.

Wait for further instructions.

Assist in evacuation if needed.
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BOMB THREAT

Definition: Any warning or notification that an explosive or destructive device has been left or planted
at the school. This includes but is not limited to telephone warnings, e-mails, voice mails, letters or

notes.

Who:

What:

Who:

What:

TEACHERS/OTHER STAFF
Notify administration if you receive a threat. DO NOT use any electrical signal transmission
device, i.e., cellular phones, radios, or walkie-talkies. (If a cellular telephone is your only mea

of communication, SEND A RUNNER.)

Stay calm.

Office personnel will contact administration or 911. DO NOT use electronic devices to make
notifications if the suspicious package is in or near the office.

Conduct a search of your classroom and work area for suspicious packages. Wait for further
instructions from administration.

Never touch or move any suspicious objects. Report their location to administration or
responding law enforcement personnel.

Follow instructions for evacuation if directed and account for all students and staff. Students
MUST take their backpacks and purses with them.

Wait for an “all clear” announcement or further instructions.
If you hear rumors of a potential incident, contact an administrator.
YARD DUTY STAFF

DO NOT use any electrical signal transmission device, i.e., cellular phones, radios, or walkie-
talkies.

Stay calm.

Search the exterior of the buildings and bathrooms you are instructed to search.

Never touch or move any suspicious objects. Report their location to administration or
responding law enforcement personnel. Send someone with the message while you stay to
control the area.

Direct all persons at least 300 feet away from the area.

Wait for further instructions.

Assist in evacuation if needed.
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CHEMICAL ACCIDENT/GAS LEAK/EXPLOSION

Who: TEACHERS/OTHER STAFF

When possible make a determination whether to evacuate the affected area. If evacuation
is necessary, direct students and staff up/cross wind away from the affected areas.

Notify administration of location, situation, and needs.

Office personnel will contact the administration and/or sheriff’s dept.

Account for all students and staff (classroom teachers will follow established fire drill
procedures, take roll, and assess medical emergency needs). Remember to take your
current roll book.

Always move up/cross wind away from any smoke or gas cloud and clear of affected area.

Refer all injured/affected students and staff to school nurse or designated staff or
emergency responding personnel.

Who: YARD DUTY STAFF

What: Direct all students up/cross wind away from the area.
Wait for further instructions.

Assist in evacuation if needed.
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FIRE

Who: TEACHERS/OTHER STAFF
What: If it is a small fire, secure student safety and then attempt to use the extinguisher to put out
the fire.

Notify administration of location, situation, and needs. Office personnel will notify the fire
dept.

Stay calm.

Direct evacuation of buildings using room fire emergency procedures. Refer to your
classroom evacuation map.

Account for all students and staff (classroom teachers will follow established fire drill
procedures, take roll, and assess medical emergency needs.) Remember to take your
current roll book.
Wait for further instructions or an “all clear” signal.

Who: YARD DUTY STAFF

What: Direct all students away from the area.

Wait for further instructions.

Assist in evacuation if needed.

FIRE ALARM

A blaring pulsating siren.

This is used to signal an evacuation of the buildings. Follow the fire alarm evacuation procedures posted
in each classroom and building.

Teachers are responsible for bringing roll books and staying with their class to account for students.

All Clear Signal

This indicates that the dangerous situation is under control and you can return to normal patterns.

15



ATTEMPTED OR ACTUAL CHILD ABDUCTION

Definition: Any situation where a student is forcibly and against their will, removed or attempted to be
removed from the campus, or while to or from school by known or unknown person(s).

MISSING STUDENT

Who:

What:

Who:

What:

TEACHERS/OTHER STAFF

Notify administration. Report the location of abduction, abducted persons name (if
known), name and/or description of abductor, abductors vehicle description (make, model,
year, color and license plate number), and any other descriptions of persons involved.

Office personnel will contact Administration or 911.

Identify persons who may have witnessed the attempted abduction and do not allow them
to leave. These persons need to be interviewed by administration and law enforcement.

Obtain parent/guardian and emergency contact person notification information, picture,
and physical and clothing description of the missing/abducted student. Have available for
responding law enforcement. (Wait for instructions regarding notification from law
enforcement.)

Write/give a witness statement to the administration and law enforcement.

Administration will inform neighboring schools of the incident and develop a parent alert
notice and distribute it in a timely manner in the event of an attempt only.

Suppress rumors and fears by obtaining facts.
Refer media to administration. DO NOT give interviews.
YARD DUTY STAFF

Follow the same procedure as above.

Definition: Student is missing from campus or did not arrive to their identified after school destination

Who:
What:

TEACHER/ADMINISTRATION
Determine last time student was seen and by whom. Make contact with that person.

Obtain picture identification of student and develop a complete and recent description.
Conduct a search of campus and general vicinity around campus.
Call the Sheriff’s Dept.

Have teacher identify possible friends student may have gone with and call.Contact
identified people on emergency information card.
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DEATH/SUICIDE ON CAMPUS

Definition: Death or suicide of student, staff member, or any person located on a school campus that is
dead or suspected of committing suicide.

Who: TEACHERS/OTHER STAFF

What: Notify the administrator. Report the location, person’s name (if known), method of suicide
or death. Activate EMS/911 and attempt first aide and/or CPR.

Remove all students from the area, but do not allow them to leave. These persons need to
be interviewed by administration and law enforcement.

Write/give a witness statement to the administration and law enforcement.
Administrator activates school’s crisis response plan.
Refer media to administration. DO NOT give interviews.

Who: YARD DUTY STAFF

What: Follow the same procedure as above.

DEATH/SUICIDE OFF CAMPUS

Definition: Death or suicide of student, staff member, or person who is closely connected with
Richmond School when the suicide or death occurs off-campus.

Who: TEACHERS/OTHER STAFF
What: Notify the administrator to make them aware of the incident.
Administrator activates school’s crisis response plan.

Refer media to administration. DO NOT give interviews.
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SUSPECTED NEGLECT/ABUSE/MOLESTATION/RAPE

Definition: Any act upon a child (person under 18 years of age) against his or her will that is sexual in
nature or causes harm or injury. This includes physical abuse, sexual abuse, physical neglect or
emotional maltreatment. Abuse can be within or outside of family members. The abuser can be any
age, including other students. Rape and sexual assault of any kind is child abuse.

Mandated Reporters: Any employee who has direct contact with children must report suspected child

abuse to an appropriate child protective agency (Penal Code 11166).

Who:

What:

ILL STUDENTS

Who:

What:

TEACHERS/OTHER STAFF
In cases of observed abuse or suspicion of abuse either by marks or student disclosure.

Report incident to administration immediately.

As a mandated reporter, you must report the incident to Child Protective Services on a SCAR
form.

TEACHERS/OTHER STAFF
In cases of non-serious illness, and if it is safe for the student, send them to the health clerk.

In cases of sudden iliness of a serious nature, call the health clerk at extension 1318, or
contact the office for an escort, if needed.

If the situation appears life threatening call 911, and then follow the steps above.

Call office for the student’s emergency card ASAP. Ambulance or other emergency personne
will need it.

Inform administration of the details so they may contact the student’s home.

Health Clerk/Nurse will document in SchoolWise the situation, treatment, and disposition.
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INJURED STUDENTS

Who:

What:

Who:

What:

TEACHERS/OTHER STAFF
For minor injury: offer to send student to wash injury and offer Band-Aid.

When there is serious injury, call the health clerk at extension 1318 or the administration.
Stay on the line until someone speaks with you.

If the situation appears life threatening, call 911, then follow the steps above.

Give first aid as needed. Do not move injured students.

In cases where the student is bleeding, use non-latex gloves when available to avoid contact
with bodily fluids, since they can pass along diseases. Wash afterwards, and contact the
custodial staff for a safe cleanup.

***|f the injury is the result of an assault, fight, or suicide attempt, DO NOT contact custodial
for clean up until the area has been cleared by law enforcement.

Call office for the student’s emergency card ASAP. Ambulance or other emergency personne
will need it.

Inform administration of the details so they may contact the student’s home.

Refer media to administration. DO NOT give interviews.

YARD DUTY STAFF

Follow the same procedure as the teachers.

Security will direct ambulances.

If the injury is the result of an assault, fight or attempt suicide:

Contact the Administrator.
Secure the scene. Identify witnesses and detain them separately for statements.
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STUDENTS UNDER THE INFLUENCE OF DRUGS AND/OR ALCOHOL

Who: TEACHERS/OTHER STAFF

What: If you suspect the student is under the influence, call an administrator. They will be sent to
get the student. DO NOT send the student alone.

If the situation appears life threatening, call 911 and then follow the steps above.

In cases where the student is vomiting, avoid contact with fluids. Wash afterwards and
contact the custodial staff for a safe cleanup.

Call office for the student’s emergency card ASAP. Ambulance or other emergency
personnel will need it.

Inform administration of the details so they may contact the student’s home.

Who: YARD DUTY STAFF

What: Take the student to an administrator.
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VICIOUS/SUSPECTED RABID ANIMALS

Who: TEACHERS/OTHER STAFF
What: Direct students and staff to quietly enter buildings.
Stay in classrooms/buildings.
Close all doors and windows.
Notify other teachers in the vicinity.
Notify administration of location, situation, and needs.
Office personnel will contact the Sheriff’'s Dept if needed.
Remain in building until an “all clear” announcement has been made.

Refer all injured/affected students and staff to school health clerk or designated staff of
emergency responding personnel.

Who: YARD DUTY STAFF

What: Direct all students away from the area.
Wait for further instructions.
Assist in evacuation if needed.

Contact the Administrator.
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EARTHQUAKE

Who:

What:

Who:

What:

TEACHERS/OTHER STAFF
Instruct students to “drop and cover” until motion ceases.
Keep all students and staff away from windows.

Evacuate students to an open area, away from all windows, upon receiving the all clear signa
If there is time, evacuate students to the normal fire drill areas.

Keep students together and calm.

Take roll and assess any injuries. Administer first aid if needed.

If there are serious injuries, contact the health clerk.

Do not re-enter the building until the all clear is sounded, due to potential aftershocks.
YARD DUTY STAFF

Help evacuate students as needed.

Locate students in immediate need of medical care and relay messages to the administrator.
Evaluate damage to buildings in your area.

Wait for further instructions.
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TORNADO

Who:

What:

Who:

What:

TEACHERS/OTHER STAFF
Open windows part way in each room.
Keep all students and staff away from windows.

Have students “duck and cover” in the most sheltered part of the room until the all clear is
sounded.

Keep students together and calm.

Assess any injuries. Administer first aid if needed.

If there are serious injuries call 911, call administration.
YARD DUTY STAFF

Find shelter for yourself inside, away from windows. Open at least one window, if time
allows.

When the tornado is over, locate and assist with students in immediate need of medical care
Evaluate damage to buildings in your area.

Wait for further instructions.
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FLOOD

Who:

What:

Who:

What:

TEACHERS/OTHER STAFF

Keep students together and calm.

Collect and secure roll books and other important records.

Do not let students or others use the telephones.

Wait for instructions on mass evacuations. Do not let students leave individually.

Try to remove books, computers, etc., to high areas in your room to minimize damage.
Remember to use students to help, it will keep them calm.

If there are serious injuries call 911 and contact the administrator.
YARD DUTY STAFF
Wait for further instructions.

If students and teachers are evacuated by car, know the safe routes from the area and help
direct traffic.
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FIRST AID (QUICK REFERENCE)

1. BEE STINGS
o Ask student if allergic to bee stings. If allergic, start emergency procedures.
e Contact health technician (if available).
e If student is symptomatic (short of breath, raspy voice), call 911 and parents.

2. BLISTERS
e Contact health technician (if available).

3. FALLS
e DO NOT HELP STUDENT STAND!

e |[f student can, always let him/her get up from a fall; otherwise, keep student lying down, warm and
quiet.
e DO NOT MOVE STUDENT if any of the following signs are present:
-complaint of severe headache
-inability to move extremities
-inability to feel another’s touch
-severe neck or back pain

o CALL ADMINISTRATION, BY DIALING (Extension 1311)

e |Ifinjury is life threatening, call 911 (using site procedures) and notify parent(s)/guardian(s).

4. HEAD INJURY
e Keep the student quiet.

e NEVER POSITION THE STUDENT SO THAT THE HEAD IS LOWER THAN THE REST OF THE BODY.

e Stay with student — do not move until assessed by health care.

e Contact administration by dialing (Extension 1311} and health technician (Extension 1318).
e Administration will notify the parent(s)/guardian(s), and emergency services, if necessary.
e Ifinjury is life threatening, call 911 (using site procedures).

5. MINOR SCRAPES
e Have student wash injury with water and soap.

e Dryand apply a Band-Aid if necessary.
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FIRST AID (QUICK REFERENCE) (cont.)

6. NOSE BLEEDS
e Have student sit with head erect.

e  Wear non-latex gloves.
e Have student blow nose to expel any clots.
e Have student pinch nose between thumb and index finger until nose stops bleeding.

¢ Remind student to breathe through mouth.

Notify health technician (if available).

7. SEVERE ALLERGIC REACTIONS
o Refer to student’s health plan

e Epinephrine Auto-Injectors are available in the office (AR 5141.2)

e Notify parent(s)/guardian(s)

8. SPLINTERS
e DO NOT REMOVE

e Send student to health technician (if available).
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Emergency First Aid Guidelines for California Schools

RECOMMENDED FIRST AID EQUIPMENT AND

SUPPLIES FOR SCHOOLS

Current National American Red Cross First Aid Manual or equivalent.
American Academy of Pediatrics First Aid Chart.

Portable stretcher

Cot: mattress with waterproof cover

10 Triage Tags

Blankets, sheets/pillows/pillow cases (disposable covers are suitable)
Wash cloths, hand towels, small portable basin

Covered waste receptacle with disposable liners

Manual resuscitation bag (Ambu bag) [optional]

Bandage scissors, tweezers

Disposable thermometer or electronic thermometer with disposable covers

Sink with running water
Expendable supplies (refer to hitp://www.redcross.org/disaster/masters/supply.html for

recommended inventory):

Pocket mask/face shield for CPR
Disposable gloves (including latex free gloves for persons with a latex allergy)

Soap (plain)

Cotton tipped applicators, individually packaged
Assorted Band-Aids (1"x3")

Gauze squares (2"x2"; 4"x4”), individually packaged
Adhesive tape (1" width)

Gauze bandage (2” and 4” widths) rolls

+ Ace bandage (2" and 4” widths)

Splints (long and short)
Cold packs

- Triangular bandages for sling & Safety pins
« Tongue blades

Disposable facial tissues

Paper towels

Sanitary napkins

One flashlight with spare bulb and batteries

Hank’s Balanced Salt Solution (HBSS) — Available in the Save-A-Tooth emergency
tooth preserving system or 1/3 cup of powdered milk for dental first-aid (for mixing with
water to make a liquid solution)

Bleach for cleaning contaminated surface

=
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Emergency First Aid Guidelines for California Schools

~ HOW TO USE THE EMERGENCY GUIDELINES

The last page of this document provides space for important emergency phone numbers in your area. It
is important to complete this information, when you receive the document, to have this information ready
in an emergency situation.

A colored flow chart format is used to guide you easily through all symptoms and management steps
from beginning to end. See the Key to Shapes and Colors (pg. 7).

Emergency Procedures for an Injury or lliness section (pg. 8) gives a general overview of the
recommended steps in an emergency situation and the safeguards that should be taken.

Additional information includes when to call EMS (pg. 10), developing a school wide emergency plan
(pg. 11), infection contro! procedures (pg. 12), and planning for persons with special healthcare needs

(pg. 12).

If medical assistance is needed, have someone contact the 9-1-1 system as soon as possible.
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KEY TO SHAPES & COLORS

Initial Information, questions, actions

Provides First-Aid
Instructions

Additional Information
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Emergency First Aid Guidelines for California Schools

EMERGENCY PROCEDURES =

Remain calm and assess the situation. Be sure the situation is safe for you to approach.
The following dangers will require caution: live electrical wires, gas leaks, chemical exposure,
building damage, unstable structures, fire or smoke, traffic, agitated or violent students.

A responsible adult should stay at the scene and give help until the person designated to
handle emergencies arrives. For serious injury or illness, call 9-1-1 without delay.

Notify the responsible school nurse or administrator designated to handle emergencies. Upon
arrival this person should take charge of the emergency.

Do NOT give medications unless there has been prior written approval by the person’s
parent or legal guardian and doctor. Administer medications according to local school board
policy and state or federal laws and regulations.

Do NOT move a severely injured or ill person unless absolutely necessary for immediate
safety. If moving is necessary, protect the neck by keeping it straight to prevent further injury,
see the “Neck and Back Pain” guideline (pg. 56).

Call Emergency Medical Services (EMS 9-1-1), if appropriate, or arrange for transportation of
the ill or injured person, if necessary. Provide EMS personnel with copies of physician/parents’
signed record of medical instructions for emergencies (i.e., pupil emergency card).

The responsible school nurse, administrator, or a designated employee should notify the
parent/legal guardian of the emergency as soon as possible to determine the appropriate
course of action.

If the parent/legal guardian cannot be reached, notify a parent/legal guardian substitute and
call either the physician or the hospital designated on the Emergency Information Card, so they
will know to expect the injured or ill person.

Each person should have an emergency information record (i.e., student emergency card)

on file that provides essential contact information, medical conditions, medications and an
emergency care plan if appropriate. Provide a copy of student's emergency information to EMS
upon arrival, if authorized by parent/legal guardian.

Fill out a report for all injuries and illnesses requiring above procedurés if indicated by
school policy.
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9-1-1 GUIDELINES FOR SCHOOLS |

84 immediately

Address
ANSWeER@UESTions
Eollowiinstriclions

Nottkangitp
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These guidelines are not intended to limit good judgment in emergency situations!
g-1-1 brings medical professionals to the scene of the emergency.

Delays in accessing the 9-1-1 system can cause harm to the injured. Consult your
local policies on the management of health emergencies.
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~WHEN TO CALL EMERGENCY MEDICAL SERVICES

_(9-1-1).

Call EMS if:

The person is not breathing.

The person is having difficulty breathing, shortness of breath or is choking.
The person has no pulse.

The person is unconscious, semi-conscious or unusually confused.

The person has bleeding that won't stop.

The person is coughing up or vomiting blood.

The person has chest pain or pressure persisting more than 3-5 minutes, or has chest pain that
goes away and comes back.

The person has been poisoned or taken an overdose.

The person has a seizure for the first time, a seizure that lasts more than
5 minutes, multiple seizures, or has a seizure and is pregnant or diabetic.

The person has received anti-seizure medication as allowed under the provisions of Education
Code Section 49414.7.

The person has injuries to the head, neck or back.
The person has sudden, severe pain anywhere in the body.

The person has an open wound over a suspected fracture or where bone or muscle is exposed.

RN N NN NRRRAAAEE

The person’s condition is limb-threatening or other injuries that may leave the person
permanently disabled unless he/she receives immediate care; for example: lack of feeling or
normal color on injured limb (arm or leg); amputation; severe eye injury or chemical exposure to
the eye.

|ZI Moving the person could cause further injury.
IZ[ The person needs the skills or equipment of paramedics or emergency medical technicians.

Distance or traffic conditions would cause a delay in getting the person to the hospital.

If any of the above conditions exist, or if you are not sure, it is best to call
EMS (9-1-1).

Sources: American Red Cross & American College of Emergency Physicians
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EMERGENCY PHONE NUMBERS

Complete this page as soon as possible, review annually and update as needed. Copy and
post near all phones.

EMERGENCY MEDICAL SERVICES (EMS) INFORMATION
EMERGENCY PHONE NUMBER 9-1-1

Location(s) of Automated External Defibrillator(s) (AED)
The AED is located in the gymnasium.

Location of First Aid Supplies
First Aid Supplies can be found in the Main Office.

BE PREPARED TO GIVE THE FOLLOWING INFORMATION &
DO NOT HANG UP BEFORE THE OTHER PERSON HANGS UP!

» Address
- Exact location of injured person (e.g., parking lot C, big oak tree)
- Provide easy directions to make it easier to find you
» School Telephone Number: _1-530-257-2338
o Cell phone number, if applicable
» Your name
» School name
- Nature of Emergency

Other Important Phone Numbers

School Nurse

Responsible School Administrator 1-630-257-2338

Poison Control Center (National) 1-800-222-1222
Suicide Hotline 1-800-273-8255
Fire Department 9-1-1
Police 9-1-1

1-530-252-2000

Hospital or Nearest Emergency Facility
1-530-257-8277

Child Protective Services
1-530-257-5979

Rape Crisis Center

Local Heaith Department 1-530-251-8183

Other Medical Services Information
(i.e., physicians, urgent care centers, dentists, etc.)

- © >
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e e ; .-_. - ___._INFECTION.CONTROL e s L

To reduce the spread of infectious diseases (diseases that can be spread from one person to
another), it is important to follow Universal Precautions when providing care to any ill or injured
student, whether or not the person is known to be infectious. Universal precautions are a set of
guidelines that assume that all blood and certain other body fluids are potentially infectious.
The following list describes universal precautions:

M Wash hands thoroughly with soap and water for at least 20 seconds. When hands are
visibly dirty or visibly soiled with blood or other body fluids (be sure to scrub between
fingers, under fingernails, and around the tops and palms of hands). If hands are not
visibly soiled you may use an alcohol-based hand rub.

Wash hands: -
1. Before and after physical contact with any person

(even if gloves have been worn).

Before and after eating or handling food

After contact with a cleaning agent

After using the restroom

After providing any first-aid

agreN

Wear disposable gloves when in contact with blood and other body fluids.

R

Wear protective eyewear when body fluids may come in contact with eyes
(e.g., squirting blood).

&N

Wipe-up any blood or body fluid spills as soon as possible (wear disposable gloves).
Double-bag the trash in plastic bags, or place in a Ziploc bag and dispose immediately.
Clean the area with an approved disinfectant or a bleach solution (one part liquid bleach
to 10 parts water).

&

Send all soiled clothing (i.e., clothing with blood, feces or vomit) home with the person in a
double-bagged plastic bag.

|Z’ Do not eat, touch your mouth, or touch your eyes while giving any first aid.

Guidelines:

= Remind students to wash hands thoroughly after coming in contact with any blood or body
fluids.

* Remind students to avoid contact with another person’s blood or body fluid.

% 17
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ALLERGIC REACTION |

A person may experience a delayed allergic
reaction up to 2 hours following food or medication

ingestion, bites, bee sting or exposure to
chemicals, plants, etc

+ Ask if person is having difficulty breathing or swallowing
» Ask person if they have a history of allergic reachon
+ Check for a medical bracelet or medalhon» 1

avallable

- Administer
school protocolﬁ

« Administer other doctor and
parent/guardlan-appmVed medlcatl@n as
prescribed - CALL EMS 911

¥

- Keep quiet & in position of comfort
+ Be prepared to use “CPR”

Return to class

(" Symptoms of a Severe Allergic Reaction after Exposure ")
Difficulty breathing, wheezing Pale, gray, blue or flushed skinflips
Difficulty swallowing, drooling Poor circulation (See “Seriously 1ll/Shock”)
Continuous coughing or sneezing Nausea and/or vomiting
Tightening of throat or chest Weakness, dizziness
Swelling of face, neck or tongue Seizures

Confusion or loss of consciousness Suddenly appears seriously sick/Generalized rash or hives

Symptoms Of A Mild Allergic Reaction
Red, watery eyes ltchy, sneezing, runny nose
Rash or hives in local area or widely scattered Localized swelling, redness
B
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ASTHMA/WHEEZING/DIFFICULTY BREATHING

Asthma/wheezing attacks may be triggered by
many substances/activities. Hypersensitive
airways become smaller, causing wheeze, cough,
and difficulty breathing. Attacks may be mild,
moderate or severe. Refer to emergency

- care plan.

~Sit person upright in position of comfort

A

d‘dc'ta ; 'ancl parenb’guardlan approﬁed' r;_
di cahon as drrected ' - i

A

'CALL EMS 9-1-1

+ May give room
temperature water to drink

* Person may return to class
when recovered

( Signs of Breathing Difficulty R

Rapid/Shallow breathing

Tightness in chest

*Excessive coughing

Not able to speak in full sentences ~ Widening of nostrils <Appears very anxious
Wheezing {high pitched sound) - Increased useW of stomach
and chest muscles
\, .
19
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BEHAVIORAL EMERGENCIES

Refer to your school’s policy for addressing behavioral
emergencies. Behavioral or psychological emergencies
may take many forms (e.g., depression, anxiety/panic,
phobias, destructive or assaultive behavior, etc.).

Intervene only if the situation is safe for you.
Call for assistance

TR

Communications should be non-threatening. Acknowledge tha “he" er on is upset, offer to
help, make eye contact, and avoid physical contact. Stay out of reach - d:'ensure an
accessible escape route. DO NOT challenge or argue. Attempt to/involve people who the
person trusts, and talk about what is wrong. If available, have anether adult stand nearby, in
a nonthreatening manner, in case student’s behavior escalates. Check Ermergency
Action/Care Plan for more information.

( The cause of unusual behavior may be psychological/lemotional or physical (e.g., fever, diabetic emergency,
poisoning/overdose, alcohol/drug abuse, head injury, etc.).
The person should be seen by a health care provider to determine the cause.

Suicidal and violent behavior should be taken seriously. If the person has threatened to harm himself/herself

or others, contact the responsible school authority immediately.
\, S
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BITES (HUMAN & ANIMAL)

Wear disposable gloves
when exposed to blood
or other body fluids.

YES

= Press firmly with a clean
dressing/cloth on bleeding site,
see “Bleeding” (pg. 24)

W

INTROL CENTER
| 1-800:222-1222
See "Snake Bite", if appropriate (pg. 23)

4

| If bite is from an animal:
Don't try to catch or touch

the animal

Get description and location

of animal

Report to Animal Control or
proper authority, usually the local
Health Department, so that
animal can be caught & watched
for rabies

Check immunization.record for DT, .
DPT, Tdap, or DTaP (tetanus). See
“Tetanus” (pg. 68) for more.information.
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BITES & STINGS (INSECT)

Also see
Bites & Stings for:
Human (pg. 20)
Marine (pg. 22) &
Allergic Reaction (pg. 17

"_S'_.ét-;{‘-Algl(é'lfg-_i_c‘Réaction" (pg. 17)
- Pasition of Comfort
: Be prépared to perform “CPR”

- Obsetve for at least 20 minutes or
= Call EMS 9-1-1 ifiperson’s symptoms worsen

Return to class, ensure adult supervisor aware
of bite and possible delayed allergic reaction.

-
e Allergic reactions may be delayed up to two (2) hours
. See “Allergic Reaction” for sign and symptoms (pg. 17)
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-BITES' & STINGS -'(SNAKE)' '

Treat all snakebites as poisonous unless
snake is positively identified as harmless.
* DO NOT cut wound

« DO NOT apply tourniquet
+ DO NOT apply ice

CALL EMS 911

blte occurred Do. not cut 0 :ﬁaloe - .

» Parents may transport for medical evaluatlon if condition is
not life threatening

« |If capable and off-road, walk slowly to road or trailhead and
then take to emergency department

Signs & Symptoms of Poisonous Bite: h
Severe:
= Fang marks or mark « Swelling of tongue or throat
= Swelling, discoloration or pain at site + Rapid swelling and numbness
- Rapid pulse, weakness, sweating, fever + Severe pain
+ Shortness of breath - Shock
» Burning, numbness or tinling sensation = Pinpoint pupils
= Blurred vsion, dizziness, fainting « Twitching, seizures
= Nausea & vomiting + Paralysis and unconsciousness
+ Loss of muscle coordination
\. y
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Wear disposable gloves when exposed to blood or other
body fluids. Do not remove impaled object.

CALL EMS 9-1-1

YES

R\

b 4

1S ated plastic bag and place bag s Sk
RT DIRECTLY ON ICE :

- Relnforce WIth :'énother dressmg over eXIStmg dressing/bandage, and
= Hold firm prggs__u_ra ,fqr,i(_)\m‘lnutes

CALL EMS 9-1-1

Maintain Direct Pressure on wound.

A 4

< Wash surrounding area with soap and water
« Rinse, pat dry, and apply bandage l

« If deep or gaping, wounds may need stitches—
RECOMMEND MEDICAL CARE
= Keep person warm but not hot

ad 1n‘|stratc')r'& ‘parer ]
legal quardian. = Reinforce existing dressing and apply
) pressure to wound as needed
s

% 25

+ Have person lie down

- Elevate feet 8-10 inches, unless this causes
pain/discomfort, OR a neck/back/hip injury is
suspected

A
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BLEEDING —

Wear disposable gloves when exposed to blood and other
body fluids.

+ Wash area with soap and water: -
DO NOT BREAK BL]STER_ ‘

If Intact bllster apply dressmg
if possible)
If red sensitive but no bllste 'S,

Blisters heal best when kept clean and dry with
avoidance of further friction at blister site.

26
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A bruise is bleeding under the skin. Bleeding is usually
self-limited by pressure of surrounding tissues.
Initially red, later turning dark colors like purple.

An old bruise later may turn yellow then green.
Painful, large bruises or marked swelling areas may indicate
more severe damage of muscle, bone, or intgrnal tissues
that need medical care.

YES

than 20 min)

» Restinjured part
» Apply cold compress or ice bag covered with
a cloth or towel, to injured part (not more

1
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ee appropriate guide; .

CALL EMS 9-1-1
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Always make sure that the situation is safe for you
before helping the person.

Burns may be associated with other injuries,

see appropriate topic.

ELECTRICAL

CALL EMS 9-1-1

4 CHEMICAL OR HEAT

(THERMAL)

I

» Turn off electrical power
+ Check for breathing and other injuries

Maintain normal body temperature

medical attention
= See "Electric Shock”

Cover with a dry, preferably sterile, clean dressing

Electric shock that leaves a visible burn requires

Egp. 28



Emergency First Aid Guidelines for California Schools

BURNS (conr)

Heat (Thermal)

shall b wih ool
L

(M

'Efjiu'_o ‘_‘.n.., W

1 ' CALL POISON

+ Cover with dry dressing € cci?g%%%g?;g;l?

g L
sheet. Follow directions received.

Keep air off burn

+ DO NOT USE ointment on
burns unless directed by
a physician

!

= Keep wound/burn clean
= Treat other injuries

» Persons with small and
superficial burns (e.g.,
sunburn without blisters)
may return to class unless so
unccemfortable they are
unable to participate

Check person’s immunization record for DT, DPT
{tetanus). See “Tetanus” for more information.

29
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AUTOMATED EXTERNAL DEFIBRILLATORS (AED)

AED

Automated External Defibrillator

CHECK WHICH APPLIES:

0 NO AED AVAILABLE AT THIS
SCHOOL ;

Persons must be tra:ned 1o use an AED. After receiving training oan how: to use the

AED, remember to:

Check for unr.,e,sponsﬁveness

Call 9-1-1 and retrieve the AED

Check for unresponsiveness or gasping breathing

If unresponsive or breathing only gasping begin chest compressions

Turn on AED and follow directions

Attach AED electrode pads, analyze rhythm

When the AED recommends the patient needs to be shocked, make sure no one is
touching the person and press the “Shock” button

Follow instructions from AED unit

If instructed to do so by AED, resume CPR for 2 minutes and follow instructions from

AED device
If no signs of circulation, resume CPR

%. 31
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| LAY PERSON CPR

CHECK FOR
UNRESPONSIVENESS
(Call out, rub arms/chest).
If responsive, ho CPR needed.

If unresponswe, call 9-1-1.
lf anyone else:avallable, have them call

dellver 30 compressmns
‘f'_n ersin- middle of bréast bone

mlddle of breast bone and compress at least 2" —
allow: for full recoil of chest

Infant CPR

Child CPR

If Breathing

!

If trained - Give 2 rescue breaths
Tilt head back and open jaw

- Cover mouth with your mouth
Give breaths until chest rises

- Continue with 30 compressions and 2
breaths

If untrained ~ continue "Hands only”
- Continue breathing and chest
compressions as needed
REASSESS EVERY 2 MINUTES for
responsiveness; if unresponsive,
continue CPR
If patient starts breathing, place on left
side and protect airway

-

A

Head Tilt

Adult CPR

Place on left side and
protect airway

o
CALL 9-1-1
See "Loss of
Consciousness” and

provide first aid as
needed (pg. 53).
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LAY PERSON CPR (conm
FOR CHILDREN ONE YEAR OLD TO ADULT

CPR is to be used when a child or adult is unresponsive or when breathing or heart beat stops.

1. Tap or gently shake the shoulder. Shout “Are you OK?" If that person is unresponsive,
shout for help and send someone to call EMS 9-1-1.

2. Turn the person onto his/her back as a unit by supporting the head and neck. If head
or neck injury is suspected, DO NOT BEND OR TURN NECK.

3. Lift chin up and out with one hand while pushing down on the forehead with the other
to open the AIRWAY. If head or neck injury suspected, hold head still and move jaw
forward to open airway.

4. Check for normal breathing by observation of chest, if there is no breathing or the patient is making gasping breaths
then begin chest compressions at a rate of 100 per minute. Compress 30 times before beginning rescue breaths.

5. If child is not breathing, seal your lips tightly around his/her mouth; pinch nose shut.
While keeping the airway open, give 2 slow breaths (1 to 1% seconds per breath) until chest rises.
IF AIR GOES IN: IF AIR WON'T GO IN:
(Chest rises with rescue breath) (Chest does NOT rise with rescue breath)
6. Place heel of one hand on the lower half of 6. Re-tilt head back (Steps 3-5). Try to give 2
breastbone. Do NOT place your hand over the very breaths again.

bottom of the breastbone.
IFAIR GOESIN. FOLLOW LEFT COLUMN,
7a Compress chest 30 times with heel of one hand IF AIR STILL WON'T GO IN:
(at least 2 inches). Lift fingers to avoid pressure on ribs.

7. Find hand position near center of breastbone.
Do NOT place your hand over the very bottom
of the breastbone.

8. Compress chest 30 times with the heel of 1
hand (at least 2 inches). Lift fingers to avoid
pressure on ribs.

9. Lift jaw and tongue and look in mouth. If foreign
object is seen, sweep it out with finger. If object
is not seen, Do Not Sweep With Finger Blindly.

10. REPEAT STEPS 6-9 UNTIL BREATHS GO

9. REPEAT CYCLES OF 30 COMPRESSIONS TO IN, CHILD STARTS TO BREATH EFFECTIVELY
2 BREATHS AT A RATE OF 100 COMPRESSIONS ON OWN, SHOWS OTHER SIGNS OF
PER MINUTE UNTIL PERSON SHOWS SIGNS OF CIRCULATION OR HELP ARRIVES.
BREATHING EFFECTIVELY ON OWN, SHOWS

OTHER SIGNS OF CIRCULATION. OR HELP 1. Reproduced with permission, Pediatric Basic Life Support ©
' 1997, Copyright American Heart Association

ARRIVES. 2. Text based on_ Carpmunity First Aid & Safely, 2602 American
Red Cross
3. 2010 American Heart Association Guidelines for CPR
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CHOKING

FOR CONSCIOUS VICTIMS

Call 9-1-1 or activate EMS after starting rescue efforts.

INFANTS UNDER ONE YEAR OF AGE

Begin the following if the infant is choking and is unable to
breathe. However, if the infant is coughing or crying, DO
NOT do any of the following, but call EMS 9-1-1, try to calm
the child and watch for worsening of symptoms. If cough
becomes ineffective (loss of sound), begin step 1 below.

8 Position the infant, with head
slightly lower than chest, face
down on your arm and support the
head (support jaw; do NOT
compress throat).

2. Give up to 5 back blows with the
heel of the hand between infant's shoulder blades.

3. If object is not coughed up,
position infant face up on your
forearm with head slightly lower
than rest of body.

4. With 2 or 3 fingers, give up to
chest thrusts near center of breastbone, about one

finger width below the nipple line.

51 Open mouth and look. If foreign
object is seen sweep it out with
finger.

6. Tilt head back and ift chin up

and out to open the airway. Try
to give 2 breaths.

7. Repeat steps 1-6 until object is coughed up, infant
starts to breathe or infant becomes unconscious.

IF INFANT BECOMES UNCONSCIOUS, LAY ON BACK
AND GO TO PAGE 32, RIGHT COLUMN, STEP 6 OF
CPR INSTRUCTIONS USING 2 FINGERS IN MIDDLE OF
BREAST BONE FOR COMPRESSIONS.

CHILDREN OVER ONE YEAR OF AGE & ADULTS

Begin the following if the child/adult is choking and is unable
to breathe. However, if the child/adult is coughing or crying,
DO NOT do any of the following, but call EMS 8-1-1, try to
calm the child/adult and watch for worsening of symptoms. If
cough becomes ineffective (loss of sound), begin step 1.

1. Stand or kneel behind person and place your arms
under the armpits to encircle the chest.

2. Place thumb side of fist against
middle of abdomen just above
the navel. DO NOT place your
hand over the very bottom of
the breastbone. Grasp fist
with other hand. Press with

quick backward and upward

thrusts.
3! Give up to 5 quick inward and upward thrusts.
4. Repeat steps 1-2 until object is coughed up, or

person starts to breathe or becomes unconscious.

IF PERSON BECOMES UNCONSCIOUS, LAY ON BACK
AND GO TO PAGE 32, RIGHT COLUMN, STEP 6 OF CPR

INSTRUCTIONS.
FOR OBESE OR PREGNANT PERSON

Stand behind person and place your amms under the armpits
to encircle the chest. Place thumb side of fist against lower
half of breastbone and thrust backwards.

1. Reproduced with permission, Pediatric Basic Life Support,
© 1997, Copyright American Heart Association

2. Text based on Community First Aid & Safety, 2002,
American Red Cross
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CHEST PAIN (POSSIBLE HEART ATTACK)

Chest pain can be caused by:
+ Injury

+ Esophageal spasm
+ Lung inflammation
* Pneumonia

+ Gastric disturbance
. Anmety!Stress

- Heart conditions

Ask’ aaﬁ i%_this has :
m'cel.l‘rree-ﬂbefere and:what :

T ok )H q AYy
madeit better

* Place m}pesuﬂon of !
- comfort; usually reclining; : | w {5t
and‘keep quiet | B GIVEM NS'UNLESS
- Loosen tight clothing AUTH@R"ZEB
( Signs & Symptoms Of A Heart Attack )

Chest pain described as constant heavy pressure, vise fike, or pain in the middle or upper chest. The
discomfort may travel across the chest to arm, neck or jaw and also include:

Left arm/shoulder pain

Jaw/neck pain

Sudden unexplained weakness or dizziness with or without nausea

Sweaty, clammy, pale, ashen or biuish skin

Shortness of breath or breathing is abnormal

© 00 0 C
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CHILD ABUSE & NEGLECT

If child has visible injuries,
refer to the appropriate
guideline to provide first aid.

Call EMS 9-1-1 if any injuries require
immediate medical-care.

; bruises or

“Glove—llke or sock—llk‘ ,"burns onh hands or feet i

- Unusual knGWIedge ofisex, inappropriate tounhmg or engaglng in sexual play with
other children

» Poor hygiene, underfed appearance

» Severe injury or illness without medical care

y

If a child reveals abuse fo you:

« Stay calm

- Take the child seriously

+ Tell the child that he/she did the right thing by telling you

« Do not make promises that you cannot keep

« Respect the sensitive nature of the child’s situation. Remember each case is individual and use

your best judgment to act in the best interest of the child

+ Follow appropriate reporting procedures
- See Department of Social Services, Publication 132 "The California Child Abuse & Neglect

Reporting Law - Issues and Answers for Mandated Reporters,” at
http://www.dss.cahwnet.gov/pdf/PUB132 pdf

@» 36
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'COMMUNICABLE DISEASES

For more information on protecting yourself from upper
respiratory infections listed under the "Emergency
Procedures” tab, see “Infection Contral” (pg. 16).

\

In general, there will be little that you can do for a person in school who has an infection: however, limit the exposure and
spread of disease to others by encouraging student(s) to cover mouth and nose when coughing or sneezing; use a tissue
and encourage hand washing or use of alcohol based hand gel. Refer to your school's exclusion policy for illness.

Common diseases include: Chicken pox, head lice, pink eye, strep throat and influenza (flu).

N

w
=~
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| DIABETES

following signs & symptoms:

« Irritability and upset
= Sweating and feeling “shaky”
= Change in behavior

» Unconsciousness

- Rapid, deep breathing

- Seizure

_ Fruity or sweet breath

]

S

A person having a diabetic reaction could have the

Rapid pulse
Cramping
Dizziness
Listlessness
Pallor
Confusion

= Allow person to bheck blood sugar*
- Follow Emergency Action/Care Plan

e |€“
%b&espo
ﬁr At

)
00i! U]'SEEJ

place

N

CALL EMS 9-1-1.

If unconscious, see “Loss of
Consciousness” (pg. 53)
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‘DIARRHEA

Wear disposable gloves when exposed to
blood or other body fluids. A person may come
to the office because of repeated diarrhea, or
after an “accident” in the bathroom.

+ Checktemperature.. =~ .- . o _

- Allow the person to rest if experiencing any.stemach pain :

- Give the persen I, sportdrink, etc.) to drink to
prevent dehj,gdratibw o TR L

+ Juice or SpOl‘tS ‘

medical care if: -
*+ Has three or more

- Blood is presentin ti
» The person is dizzy and pal
- The person has severe stomat

If the person’s clothing is soiled:

» Maintain privacy, offer change of clothing or a blanket to wrap up in
= \Wear disposable gloves

+ Double-bag the clothing to be sent home
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DRAINAGE FROM EAR or EARACHE

DO NOT:
= Try ta clean out ear Take & record
+ Plug ear canal temperature
+ Stop flow of drainage
OBJECT IN EAR CANAL
Gently filt head

NO or NOT SURE

NO

v

DO NOT ATTEMPT TO
REMOVE INSECT OR
OBJECT

Do Not use a light to
attract an insect out, it
may excite the insect.

F 41
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ELECTRICAL INJURY

* Injury from any electric source other than household,
Call 9-141

« |f exposed power source, TURN OFF POWER
SOURCE, if possible

- DO NOT TOUCH PERSON UNTIL POWER
SOURCE IS SHUT OFF

* Once power is off and situation is safe, approach the

person and.ask, “Are you okay?”
~» Any:electrical shock with injury needs medical

If a.person has signs of an electrical burn, it~
- may. be subtle: ~

+ Check for other injuries

* Apply clean, dry dressing e

- DO NOT use ointments - _Send someone to

» Protect from hot and cold CALL EMS 9-1-1

» Ali electrical burns need medical attention.
Electrical current can travel through the
underlying tissues and cause unseen injury

\_ IMMEDIATE MEDICAL
CARE

42




Keep person comfortable
with head and chest in
sitting position or elevated

and quiet.

Emergency First Aid Guidelines for California Schools
EYES (INJURY)
& W Z: asﬁ_;” B :
PR

If an objectwh _:”fpenetrat _'j'\_'the eye
or eye socket,
DO NOT REMOVE OBJECT.
A large object should be support-
ed with dressings to minimize

CALL EMS 9-1-1
movement.

!

Keep person from rubbing eye, or moving object.
DO NOT TOUCH THE EYE
OR
PUT ANY PRESSURE ON THE EYE OR THE OBJECT

EYES CONTINUED ON
NEXT PAGE (pg. 43)
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"EYES (cont)

PARTICLE IN EYE:

+ Have person blink repeatedly to flush out particle
*+ If necessary, lay person down, & tip head toward
affected side
Gently pour cool tap water over open eye to flush
out particle

Keep person from
rubbing eyé. '

Ask what is |n
eye? v

CHEMICALS IN EYE:

"th Iarge amounts of tepid or cool, clean water

affected eye is below the unaffected eye washing
(o] side of face for 5-10 minutes

- While ﬁushlng eye try to determine substance that entered eye and

Call POISON CONTROL CENTER
1-800-222-1222
Follow Instructions

l

If eye has been injured by a chemical or con-
tinued pain or visual change

\\P .-

L@y

CALL EMS 9-1-1

<< © B
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If you observe, or the person complains of any
of the following signs or symptoms of fainting,
have the person lie down to prevent injury from
falling:

- Extreme weakness or fatigue

Dizziness or light-headedness

Extreme sleepiness

Pale; sweaty skin

Nausea

.

ciiy CALL EMS 9 1-1

l - Conscaousness _(pg 53).

See appropriate guideline. If head
or neck injury suspected. Treat as
possible neck injury.

See “Neck & Back Pain” (pg. 56)

_ ﬁerson ln ﬂat posatron Iylng on‘back
c Elevate feet above level of heart
- Loosen cIothlng around neck and waist

i

‘I’ DO NOT MOVE PERSON

Keep airway clear and monitor breathing
Keep person warm, but not hot

Control bleeding if needed , see “Bleeding” (pg. 24) —
Give nothing to eat or drink

Check for a medical alert tag or bracelet

If person feels
better, and there
is no danger of
neck injury, he/

she may be ' S
mGved tara GUTEL _ Contact respons:b!e i
private area ' > school nurse’or- admmlstrator' -

& parent/legal guardlan:




Emergency First Aid Guidelines for California Schools
| FEVER & NOT FEELING WELL :

Take person’s temperature, if possible.
Note temperature over 100.0 degrees F as fever.

« If alert; give. fluids (i.e., juices, water,
soup or geldtin) as tolerated

+ Avoid overheating with excessive '
clothing/blankets CALL EMS 9-1-1

p.a
N

b

46



Emergency First Aid Guidelines for California Schools

FINGERNAIL/TOENAIL INJURY

Assess history of injury and examine injury.
A crush injury to fingertip may result in fracture or bleeding under
intact fingernail, creating pressure that may be very painful.

Return to class

b 47
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FRACTURES, DISLOCATIONS, SPRAINS OR STRAINS

Treat all injured parts as if they
Could be fractured (See Signs &
Symptoms at bottom of page)

nade,

& (&

CALL EMS 9-1-1

Signs & Symptoms of Fracture, Dislocation, Sprains or Strains §
+ Pain and/or swelling in one area » Cold and numb
» Large bruise/discoloration » Loss of sensation or movement
» Sounds/feels like bones moving - Disfigurement at joint
rubbing
= Bent or deformed bone/extremity
\. /
48
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FROSTBITE

Exposure to cold even for short periods of time may
cause "Hypothermia” (a low temperature) in chlldren
see “Hypothermia™ (pg. 52) The nose, ears, chin, °
cheeks, fingers and:toes are parts most often affected

by frostbite:

! :ensatmn) il - :
1 ’such asa water bottle or hot running water

Keep person and part warm

X Qﬁg tj

A ——

CALL EMS 9-11

Keep person and affected
area warm

A4

'ENCOURAGE
MEmCALCARE

<« @ P> -
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HEAD INJURIES

If person only bumped head and

Many he
does not have any other T

26 = L Tt s it { AN '1\3&-@;’ E::;"‘:: A B ea R r 1710

appen at schoo

g
0 i

- Watshipersonclosely.

‘3__16)“@"!*_&&'-\?4,{ g :;:@?'\1 )

A & a di = H‘;,.i-’; et
TCH ip@pe - YED;,S‘(MPTGJMS' &
E C@’RAGE MEBICAI:GAR R

Look, listen & feel for
breathing. If person stops
breathing,
see "CPR” (pg. 32)
GIVE NOTHING TO EAT
OR DRINK
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HEADACHE

Have person lie down for a -
short time in a room that affords
privacy. Headache ean be due
o the lack of adequate food or
water. Ask person when and
Wwhat they ate last.

Has a head injury occurred?

If not alert & in abnormal
mental state call 9-1-1.

& 51
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HEAT EXHAUSTION/HEAT STROKE

Heat exhaustion is common and is due to lack of body
fluids. Heat Stroke is life-threatening and occurs when the
body is overwhelmed by heat and caninot regulate body
temperature. Strenuous activity in the heat may cause
heat-related illness. See signs & symptoms of heat
emergencies below.

Remove outer clothing, as
appropriate. Cool rapidly by
completely wetting clothing/skin
with room temperature water.
DO NOT USE ICE WATER.

+ Give clear fluids frequently (water, sport drink, etc.), in small
amounts, if fully awake and alert

« If condition improves, may return to class. NO P.E./Sports

* If no improvement, child NEEDS IMMEDIATE

MEDICAL CARE

W
@ . . A
Signs & Symptoms of Heat Related Injury
Heat Exhaustion Heat Stroke
-Cool, moist, pale skin -Hot skin (usually dry)
‘Weakness & fatigue *High temperature
-Sweating, headache -Rapid, weak pulse
-Vomiting, nausea <Rapid, shallow breathing
-Confusion, dizziness -Seizure
*Muscle cramping -Loss of consciousness
N S
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HYPOTHERMIA (EXPOSURE TO COLD)

Hypothermia can occur af-
ter being outside in the cold
or in cold water.

Give nathlng to eat or drmk

. Continue to warm with blankets

- If sleepy or losihg consciousness, place] on left
side and protect airway, see “Loss of
Consciousness” (pg. 53)

« Look, listen and feel for breathing. If breathlng
stops, see "CPR” (pg. 32)

£ R
Signs & Symptoms of Hypothermia (COLD)
- Confusion - Shivering
* Clumsy + Lethargic
» Blurry vision - Abnormal behavior
+ Slurred speech - Impaired judgment
- Uncoordinated -« Slow, irregular pulse

b 53
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LOSS OF CONSCIOUSNESS | |

Loss of consciousness may have many causes including:
injuries, blood loss, poisoning, severe allergic reaction, diabetic
reaction, heat exhaustion, illness, fatigue, stress, not eatlng,
etc. If you know the cause of the unconsciousness, see the

appropriate guideline.

Elevate feetiand keep'warm?
"'-T'.':"Egs'tsn%%‘f‘eedln ifpres%nt
« Give nothlng by mouth .
. Keep person lying down 10-15
minutes.

W W

If not breathing or gasping for breath
Begin "CPR”

CALL EMS 9-1-1
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MENSTRUAL PROBLEMS

Menstrual problems may present
with:

| »+ Abdominal pain, cramping

+ Abnormal menses
+ Abnormal bleeding

These may. provide relief:
+ Short period of quiet rest
+ Warm (not hot) heating pad over lower abdomen

(if allowed by the school district)

I8

"_:.ar-* T,
Y bdominal pain?i
AT e S T

+ Encourage medical care if disabling cramps occur
» ENCOURAGE IMMEDIATE MEDICAL CARE,
if heavy vaginal bleeding occurs (greater than
5 pads/tampons per day or continued bleeding for
7 or more days)
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MOUTH & JAW INJURIES

Wear disposable gloves when
exposed to blood or other body
fluids. Use direct pressure to
control bleedmg

tooth.i mjury
= Control bleeding W|th dlrect pressure

See
“Teeth &
Gums’

(pg. 66)

-Place cold compress over the
area to minimize swelling

Signs of jaw fracture include:
* Marked tenderness from outer edge of jaw
*  Teeth do not fit together narmally
Cannat open jaw widely
Painful to clench teeth

56
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NECK & BACK PAIN

Suspect a neck/back injury if pain results from:

» Falls over 8 feet or falling on head

+ Being thrown from a moving vehicle

- Sports

» Violence

Being struck by a car or other fast moving object

Allow. i _s_
. Keep head straight’

ADVISE PERSON NOT TO MOVE
HEAD OR NECK.

, WALK-IN A4

k4

Keep person quiet and warm
Hold head still until EMS takes over care by gently J’
placing a hand on each side of head, OR

« Place rolled up towels/clothing on both sides of
head so it will not move

Symptoms of Possible Spinal Nerve Injury
Loss of sensation «Numbness or

- Loss of movement tingling of arms

- Electric shock-like pains  or legs

b 57

evaluatron




Emergency First Aid Guidelines for California Schools

OBJECT in NOSE

Can you see an.object’in
nose or did person put
something in their nose?

DO NOT ATTEMPT TO REMOVE OBJECT.

k4

YES or NOT SURE See Wounds—Puncture (pg 72)if objec '

If object cannot be
removed easily,

DO NOT ATTEMPT
TO REMOVE.

BROKEN NOSE (swollen and/or defermed with nose bleed)

Care as in "Nosebleed” on next page. Contact responsi-
N
ENCOURAGE MEDICAL CARE ( NEXT PAGE (pg. 58)

ble school authority and parent/legal guardian. OSE CONTINUED ONJ

p 58
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NOSE (conr)

NOSEBLEED
Nosebleed may be caused by k pers: .
injury, allergy, blowing or 1ay: spit Up blood from throat:

picking nose, or dryness.
Wear disposable gloves when
exposed to blood or other body
fluids

‘miol
- nose blowing, repeated
L5

ontinued bleeding after pressuré or
if injury to nose, apply cold pack to
nose for 10-15 minutes and continue to
pinch for bleeding
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POISONING & OVERDOSE

Ask person if they ingested any medications or other
substances. Possible warning signs of poisoning include:
- Pills, berries or unknown substance in mouth

= Burns around mouth or on skin

» Strange odor on breath

+ Sweating, chest or abdominal pain

+ Upset stomach, vomiting, diarrhea

» Dizziness or fainting

» Seizure or convulsions "
Remove source of ponsomng or get persen awa /i
: om toxic fumes

If possnble fi nd out:

= Age and weight of person % e
= What was swallowed or what type of * p0|son It was 3
» How much & when was it taken “t

. CALL EMS 9.1.-1

4,
CALL POISON CONTROL CENTER
& follow instructions.
Phone # 1-800-222-1222

- DO NOT INDUCE VOMITING or
give anything UNLESS Poison
Conitrol instructs you to. With some
poisons, vomiting can cause greater
damage.

b

DO NOT follow the antidote label on
the container; it may be incorrect.

¥

« If person has any changes in level of
consciousness, place on his/her side and
look, listen and feel for breathing. If
breathing stops, see “CPR” (pg. 32)

> Contact responsible school nurse or
administrator & parent or legal guardian

@ 60
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PREGNANCY

For morning sickness,
see “Vomiting” (pg. 69).

Pregnancy may. be
complicated by any of
the following: -

\
Seizure A
~ This may be a serious ecomplication of late
pregnancy, see “Seizure” (pg. 62).
@ l CALL EMS 9-1-1
\ J/

taff'sheuld be made aw:
PR Al e o
sK. J’z’" son mig

Amniotic Fluid Leakage

legal guardian.

\

This is NOT normal and may indicate the beginning of labor or may lead to
infection. Contact responsible school nurse or administrator, and parent or

~

61
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-Some rashes may be contagious by direct contact or
respiratory droplets
Wear dlsposab[e gloves to protect self when in contact

e L b St g

fo _".'?‘bﬁmg B)iiptoms are found in

¥e

rash,- -contact

j ENéGURAGE MEDICAL CARE

. Fever (See "Fever") (pg. 45)

- Headache

* Diarrhea

« Sore throat 5

» Vomiting

= Rash is bright red and sore to touch.

» Rash (hives) is all over body

+ If person is so uncomfortable {e.g., itchy,
sore, feels ill) that he/she is not able to
participate in school activities
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| Refer to person’s Emergency Action/Care
Plan, if available, follow instructions from
person’s guardian or physician.

« During or immediately after a seizure, place on
the floor (preferably a mat) for observation and
safety

+ DO:-NOT RESTRAIN MOVEMENTS

o Mave surroundmg objects to avoid injury

et head and neck ualng a jack to r padd" .

‘placing person on’ ft!
sﬂpport the head in:a: nedﬁ‘a’f-pas ition
,..a_-towel roll’ e

. Selzures are often followed by e
sleepiness and confusion. This may last
from 15 minutes to an heur or more

Atfter the sleeping period, the person
should return to normal and be
encouraged to participate in all
normal class activities.

CALL EMS 9-1-1

Signs & Symptoms of Seizure
+ Episodes of staring and nonresponsive
«  Staring with twitching of the arm and/or leg muscles
+  Generalized jerking movement of arms and/or legs with unconsciousness
« Sudden unusual behavior for that person (e.g., strange sounds, belligerence, running)
- If trained personnel and medication available, administer Diastat.
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SERIOUSLY ILL/ISHOCK

Any serious injury or illness may lead to shock which
is a lack of blood and oxygen getting to tissue.

+ STAY CALM and get medical assistance

« Shock is a life-threatening condition

+ Check for medical bracelet or medallion

« Minimize pain by po'h ltlon

suspected’
- Keep body normal temperature, if cold provide blankets. Avoid chilling
+ NOTHING to EAT OR DRINK

+ Elevate feet 8-10 inches, ﬁrﬁess thls causeés pain/discomfort, OR a neck/back/ip injury:is

W

il Signs of SHOCK
= Pale, cool, moist skin » Unresponsive .
= Motiled, ashen, blue skin = Abnormal behavior .
= Altered consciousness » Restlessness/irritability

»  Nausea, dizziness, thirsty

Generalized weakness
Rapid or difficulty breathing

<
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SPLINTERS or IMBEDDED PENCIL LEAD

Gently wash area
with clean water
and soap.

Wear disposable gloves
when exposed to blood
or other body fluids.

iyt

DO N@’T‘PR‘&BE UNDER SKIN' .

* Wash the area again
- Apply clean dressing

Check immunization record for DT, DPT (tetanus).
See “Tetanus Immunization” (pg. 68).
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STOMACH ACHES/PAIN

Stomach aches may have many causes including:
+ lliness « Menstrual difficulties

+ Hunger * Psychological issue

= Overeating . Canstlpatlon

= Diarrhea . Gas pain

» Food poisoning -.-;:Pregnancy

Trauma

wn in 2 oo

Have person lie down in. nat affore
Ask female wh_enl st méhsﬁyaff eriod:w

+ Take temperature : :
- Note temperature over 100. 0 degfé“e’sa
fever, see “Fever (pg. 45)

: Alipw person to return
+ to.class/work

Iegal'guardlan
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TEETH & GUMS

LEEDING GUMS

Generally, related to -
chronic infection.

Presentsilimited threat
to general health.

No first aid measure
in the school will be
of any significant
value.

Relief of pain in the school often postpones dental care.
Administer pain reliever, ibuprofen or acetaminophen as
school protocol allows. '

DO NOT place pain relievers (e.g., Aspirin, Tylenol) on the
gum tissue of the aching tooth since they can cause burns to

the tissue!

A few comfort measures:

» If cavities present, a warm sait-water rinse
may remove food

NOTE:
A loose temporary tooth may ache

TEETH GONTINUED ON
NEXT PAGE (pg. 67)
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"TEETH (cont)

+ Have student bite on folded gauze to
stop bleeding

+ Place tooth in container or envelope to take
home

* Return to normal, activities

For primary: (temporary) teeth:
« Find Tooth-

Do ot handle root of tooth
' ble Glnves

emember to take the tooth v{n you

TOOTH MUST NOT DRY. QUT -

DISPLACED TOOTH (Still in Socket)

DO NOT try to move
tooth into correct
position.

% 68




Emergency First Aid Guidelines for California Schools

Refer to your school’s policy
regarding the removal of ticks.
Proceed if not in conflict with
policy. Wear disposable gloves

when exposed to blood and
other body fluids.

. After removal, wash the tick area thoroughly with soap and water

~» Wash your hands
- Apply a Band-Aid type dressing. If permitted by school policy, use an
antiseptic or antibiotic ointment

Placing ticks in a container of alcohol or flushing them down
the toilet will safely dispose of them.

If any head or mouth parts remain in skin,

ENCOURAGE MEDICAL CARE.
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VOMITING

Vomiting may have many causes including:

* lllness or Injury » Food Poisoning
- Pregnancy » Heat Exhaustion
= Qverexertion » Drugs or Alcohol
« Toxic Exposure or Ingestion » Near Fainting

+ Intestinal lliness

* Have a bucket available

- Apply a cool, damp cloth to face or forehead

= Have person recline or lie down in a position of
comfort in a room that affords privacy

B
« Give no food or medications
« Offer ice chips or small sips of clear fluids (e.g.,
water, diluted 7-up, diluted Gatorade) and assess
ability to tolerate fluids

N
Does patient have altered level of
consciousness, pain, and associated fever,
diarrhea, dizziness or lethargy?
See appropriate guidelines.

MEDICAL CARE /
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WOUNDS
(CUTS, SCRATCHES & SCRAPES
INCLUDING ROPE & FLOOR BURNS)

sure on the wound.to

bleeding.

+ Rinse under running water
+ Pat dry with clean gauze or paper towel
« Apply clean gauze dressing
(non-adhering/non-sticking type)
and bandage

i Some Signs of Internal Bleeding

Include persistent abdominal pain, rapid-weak pulse,
cool-moist skin, paleness, confusion or fainting, weakness,
vomiting or blood in sputum. Internal bleeding needs
emergency medical attention.
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WOUNDS (PUNCTURE)

Wear disposable
gloves when exposed
to blood or other body
fluids. Apply direct
pre L:ré to control

N4
Dot N OT TRY TO PROBE /DO NOT REMOVE OBJECT
RS! : *Try to calm person

If wound is deep or bleeding
freely, treat as bleeding, N
see “Bleeding” (pg. 24).

Check person’s immunization record
for DT, DPT (tetanus).

l See “Tetanus” (pg. 68) for more
information.

+ Wash the wound gently with soap
and water
Cover with a clean bandage
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| WOUNDS (STABS & GUNSHOT) |

A

zg@

CALL the police via 9-1-1
+ Tell dispatcher if Emergency Medical
Services are also needed
. Intervene only if the situation is safe for you
 toapproach n e
* Get someone to assist you

Open the aarway and look;
listen and feel for breathing,
see “CF R*(pg. 32).

W

)

«If impaled object, do not remove

*Press firmly with a clean bandage to stop bleeding, see
“Bleeding” (pg. 24)

*Have person lie down

Elevate feet 8-10 inches

-Elevate injured part gently, if possible

-Cover with a blanket or sheet







MANAGEMENT PROCEDURES FOR ILLNESS AND INJURY

BLEEDING

1. Contact health technician (if available) for severe bleeding.
Wear non-latex gloves.

3. Place sterile gauze directly over the wound. (If sterile material is not available, use cleanest cloth or
material available).

4. If bleeding is severe and continuous, apply pressure directly over the wound with gauze until
bleeding stops. If no broken bones are suspected, elevate wound above level of heart.

5. Never remove initial dressing. If additional dressings are needed, place over old dressing and
continue direct pressure.

6. Contact parent(s)/guardian(s), and 911, if necessary.

BURNS

1. Contact health technician (if available) for severe burns.

2. Place burned area under cold running water, or place cold compress on area. Do not apply ice or
cold compresses directly on the skin.

3. Cover with sterile gauze. Do not apply any ointments.

4. Contact parent(s)/guardian(s), and 911, if necessary.

CHEMICAL BURNS

1. Notify health technician (if available} immediately!
If possible, remove all contaminated clothing. Run water over area for at least 15 minutes.

3. Ifin eye, turn the head to the side and pour water from the inner corner of the eye outward. Hold
the eye open and do not wash the chemical into the other eye.

4. Cover burn area with sterile gauze.

Contact parent(s)/guardian(s), and 911, if necessary.

()]

CHOKING

1. Contact health technician (if available).

2. If student is breathing adequately, DO NOT attempt to dislodge the object. If the student s
coughing, encourage them to continue coughing.

3. Ifthe student is not breathing, try to dislodge the object by use of abdominal thrusts. (Position self
behind student and wrap arms around his/her waist. Place the thumb side of fist against the
abdomen, slightly above the navel and below the tip of the breastbone. Grasp fist with other hand
and press into the abdomen with a quick upward thrust.) Repeat if necessary.

4. Contact parent(s)/guardian(s), and 911, if necessary.

DRUG EMERGENCIES

1. If a student appears to be intoxicated, and routine action is indicated, notify administration.
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2. Ascertain the nature of the intoxication by questioning and/or observing the student.

3. Insure the student’s safety.

4. If emergency action is necessary, contact the health technician (if available).

5. Breathing and circulation may be impaired; therefore, CPR should be used IF indicated.

6. Contact parent(s)/guardian(s), and 911, if necessary.

FAINTING

1. Have the student lie on his/her back, and if possible, have the head lower than the rest of the body.

2. Notify the health technician (if available).

3. Keep student warm.

4. To prevent a fainting attack, the student who feels weak or dizzy should lie down or bend over with
is/her head at knee level.

5. Contact parent(s)/guardian(s).

NOSE BLEEDS

1. Have student sit with head erect, leaning forward, if possible.

2. Wear non-latex gloves.

3. Have student blow nose to expel any clots.

4. Apply firm but gentle pressure over the bleeding nostril(s) with gauze pad.

5. May apply cold compress.

6. If bleeding continues for more than five minutes, contact health technician (if available).

7. Keep the student from blowing or picking at nose, once bleeding has stopped, for at least two hours.
SEIZURES

1. Contact health technician (if available) immediately!

2. Make no attempt to stop the seizure.

3. |If standing or sitting at beginning of attack, ease down to floor immediately.

4. Loosen restrictive clothing.

5. Remain calm and stay with student, use reassuring voice and words, and protect their privacy.
6. DO NOT force any object between the teeth when the jaw is tightly closed.

7. DO NOT restrain movements any more than necessary to prevent self-injury.

8. DO NOT forcibly struggle with student unless absolutely necessary for student’s safety.

9. DO NOT try to revive with fluids, or walking.

10. A blanket or other small material may be placed under the student’s head for protection.

A medical emergency may involve life threatening situations including, but not limited to: breathing
difficulties, choking, and severe bleeding. A medical emergency may also evolve from a situation where

first aid is not promptly administered to prevent further injury.

Procedures to follow in the event of a medical emergency, as approved by the school administration, are
as follows:
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Contact the health technician (if available-1318). If the health technician is unavailable, contact
administration (Extension 1311).

When contacting the health office, please provide the following information: student name, location
(room name and number), and nature of injury.

If situation necessitates, evacuate class to nearest classroom or have students line up outside
classroom door.

Stay with student; refer to management procedures for specific ailments or injuries, until health
technician arrives.

29



D. Suspension & Expulsion Policies
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Board Policy Manual
Richmond Elementary School District

Policy 5144: Discipline Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The Board of Trustees is committed to providing a safe, supportive, and positive school environment which is
conducive to student learning and to preparing students for responsible citizenship by fostering self-discipline and
personal responsibility. The Board believes that high expectations for student behavior, use of effective school and
classroom management strategies, provision of appropriate intervention and support, and parent involvement can
minimize the need for disciplinary measures that exclude students from instruction as a means for correcting student
misbehavior.

The Superintendent/Principal or designee shall design a complement of effective, age-appropriate strategies for
maintaining a positive school climate and correcting student misbehavior at the district school. The strategies shall
focus on providing students with needed supports; communicating clear, appropriate, and consistent expectations
and consequences for student conduct; and ensuring equity and continuous improvement in the implementation of
district discipline policies and practices.

In addition, the Superintendent/Principal or designee's strategies shall reflect the Board's preference for the use of
positive interventions and alternative disciplinary measures over exclusionary discipline measures as a means for
correcting student misbehavior.

Disciplinary measures that may result in loss of instructional time or cause students to be disengaged from school,
such as detention, suspension, and expulsion, shall be imposed only when required by law or when other means of
correction have been documented to have failed. (Education Code 48900.5)

School personnel and volunteers shall not allow any disciplinary action taken against a student to result in the denial
or delay of a school meal. (Education Code 49557.5)

Seclusion and behavioral restraint are prohibited as a means of discipline and shall not be used to correct student
behavior except as permitted pursuant to Education Code 49005.4 and in accordance with district
regulations. (Education Code 49005.2)

At all times, the safety of students and staff and the maintenance of an orderly school environment shall be priorities
in determining appropriate discipline. When misconduct occurs, staff shall attempt to identify the causes of the
student's behavior and implement appropriate discipline. When choosing between different disciplinary strategies,
staff shall consider the effect of each option on the student's health, well-being, and opportunity to learn.

Staff shall enforce disciplinary rules fairly, consistently, and in accordance with the district's nondiscrimination
policies.

The Superintendent/Principal or designee shall provide professional development as necessary to assist staff in
developing the skills needed to effectively implement the disciplinary strategies adopted for district schools,
including, but not limited to, consistent school and classroom management skills, effective accountability and positive
intervention techniques, and development of strong, cooperative relationships with parents/guardians.

District goals for improving school climate, based on suspension and expulsion rates, surveys of students, staff, and
parents/guardians regarding their sense of school safety, and other local measures, shall be included in the district's
local control and accountability plan, as required by law.

At the beginning of each school year, the Superintendent/Principal or designee shall report to the Board regarding
disciplinary strategies used in district schools in the immediately preceding school year and their effect on student

learning.




Board Policy Manual
Richmond Elementary School District

Regulation 5144: Discipline Status: ADOPTED
Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022
Site-Level Rules
Site-level rules shall be consistent with state law and Board policies and administrative regulations. In developing
site-level disciplinary rules, the Superintendent/Principal or designee shall solicit the participation, views, and advice

of one representative selected by each of the following groups: (Education Code 35291.5)

1. Parents/guardians

2. Teachers

3. School administrators

4. School security personnel, if an
Annually, site-level discipline rules shall be reviewed and, if necessary, updated to align with any changes in state
law, district discipline policies and regulations, and/or goals for school safety and climate as specified in the district's
local control and accountability plan. A copy of the rules shall be filed with the Superintendent/Principal or designee
for inclusion in the comprehensive safety plan.

School rules shall be communicated to students clearly and in an age-appropriate manner.

It shall be the duty of each employee of the school to enforce the school rules on student discipline. (Education
Code 35291.5)

Disciplinary Strategies

To the extent possible, staff shall use disciplinary strategies that keep students in school and participating in the
instructional program. Except when students' presence causes a danger to themselves or others or they commit a
single act of a grave nature or an offense for which suspension or expulsion is required by law, suspension or
expulsion shall be used only when other means of correction have failed to bring about proper conduct. Disciplinary
strategies may include, but are not limited to:

1. Discussion or conference between school staff and the student and parents/guardians

2. Referral of the student to the school counselor or other school support service personnel for case
management and counseling

3. Convening of a study team, guidance team, resource panel, or other intervention-related team to assess the
behavior and develop and implement an individual plan to address the behavior in partnership with the student
and parents/guardians

4. When applicable, referral for a comprehensive psychosocial or psychoeducational assessment, including for
purposes of creating an individualized education program or a Section 504 plan

5. Enrollment in a program for teaching prosocial behavior or anger management

6. Participation in a restorative justice program

7. A positive behavior support approach with tiered interventions that occur during the school day on campus

8. Participation in a social and emotional learning program that teaches students the ability to understand and
manage emotions, develop caring and concern for others, make responsible decisions, establish positive

relationships, and handle challenging situations capably

9. Participation in a program that is sensitive to the traumas experienced by students, focuses on students'
behavioral health needs, and addresses those needs in a proactive manner

10. Recess restriction as provided in the section below entitled "Recess Restriction"



11. In accordance with Board policy and administrative regulation, restriction or disqualification from participation
in extracurricular activities

12. Suspension and expulsion in accordance with law, Board policy, and administrative regulation

When, by law or district policy, other means of correction are required to be implemented before a student could be
suspended or expelled, any other means of correction implemented shall be documented and retained in the
student's records. (Education Code 48900.5)

Recess Restriction

Teachers may restrict a student's recess time only when they believe that this action is the most effective way to
bring about improved behavior. When recess restriction involves the withholding of physical activity from a student,
teachers shall try other disciplinary measures before imposing the restriction. Recess restriction shall be subject to
the following conditions:

1. The student shall be given adequate time to use the restroom and get a drink or eat lunch, as appropriate.

2. The student shall remain under a certificated employee's supervision during the period of restriction.

3. The student's teacher shall inform the Superintendent/Principal of any recess restrictions imposed.
Notice to Parents/Guardians and Students

At the beginning of the school year, the Superintendent/Principal or designee shall notify parents/guardians, in
writing, about the availability of district rules related to discipline. (Education Code 35291, 48980)

The Superintendent/Principal or designee shall also provide written notice of disciplinary rules to transfer students at
the time of their enroliment in the district.




E. Procedures for Notifying Teachers of Dangerous
Pupils

The Richmond Elementary School District will obtain information on each pupil who has: (1)
during the previous three school years, engaged in any suspendable or expellable act. This
information is used to develop awareness, assign appropriate disciplinary consequences, assist
in allocating resources, and is a factor in determining which services are provided to the pupil
or recommended to the parent/guardian.

In order to fulfill the requirements made by Education Code 49079 and Welfare and Institutions
Code 827 that states teachers must be notified of the reason(s) a student has been suspended.
When a student is suspended, the superintendent/principal will provide the student’s
teacher(s) with a suspension letter. The information provided is for the student’s current
teacher(s) only. All information regarding suspension and expulsion is CONFIDENTIAL, and is
not to be shared with any student(s) or parent(s). Teachers are asked to secure the form so
students and others may not view it.

Pursuant to Welfare & Institution Code 827(b) and Education Code 48267, the Court will notify
the Superintendent/Principal of the Richmond Elementary District regarding students who have
engaged in certain criminal conduct. The Superintendent/Principal is responsible for prompt
notification of the student’s teachers. Per Education Code 49079, this information must be
kept confidential.
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F. Sexual Harassment Policy
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Board Policy Manual
Richmond Elementary School District

Policy 4119.11: Sexual Harassment Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The following policy shall apply to all district employees, interns, volunteers, contractors, job applicants, and other
persons with an employment relationship with the district.

The Board of Trustees is committed to providing a safe work environment that is free of harassment and
intimidation. The Board prohibits sexual harassment against district employees and retaliatory behavior or action
against any person who complains, testifies, or otherwise participates in the complaint process established for the
purpose of this policy.

Sexual harassment includes, but is not limited to, harassment that is based on the sex, gender, gender identity, gender
expression, or sexual orientation of the victim and harassment based on pregnancy, childbirth, or related medical
conditions.

The Superintendent/Principal or designee shall take all actions necessary to ensure the prevention, investigation, and
correction of sexual harassment, including but not limited to:

1. Providing training to employees in accordance with law and administrative regulation

2. Publicizing and disseminating the district's sexual harassment policy to employees and others to whom the
policy may apply

3. Ensuring prompt, thorough, fair, and equitable investigation of complaints

4. Taking timely and appropriate corrective/remedial action(s), which may require interim separation of the
complainant and the alleged harasser and subsequent monitoring of developments

The Superintendent/Principal or designee shall periodically evaluate the effectiveness of the district's strategies to
prevent and address harassment. Such evaluation may involve conducting regular anonymous employee surveys to
assess whether harassment is occurring or is perceived to be tolerated, partnering with researchers or other agencies
with the needed expertise to evaluate the district's prevention strategies, and using any other effective tool for
receiving feedback on systems and/or processes. As necessary, changes shall be made to the harassment policy,
complaint procedures, or training.

Sexual Harassment Reports and Complaints

District employees who feel that they have been sexually harassed in the performance of their district
responsibilities or who have knowledge of any incident of sexual harassment by or against another employee shall
immediately report the incident to their direct supervisor, a district administrator, or the district's Title IX
Coordinator. Employees may bypass their supervisor in filing a complaint if the supervisor is the subject of the
complaint. A supervisor or administrator who receives a harassment complaint shall promptly notify the Title IX
Coordinator.

Once notified, the Title IX Coordinator shall ensure the complaint or allegation is addressed through AR
4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaint Procedures or AR 4030 - Nondiscrimination in
Employment, as applicable. Because a complaint or allegation that is dismissed or denied under the Title IX
complaint procedure may still be subject to consideration under state law, the Title IX Coordinator shall ensure that
any implementation of AR 4119.12/4219.12/4319.12 concurrently meets the requirements of AR 4030.

The Title IX Coordinator shall offer supportive measures to the complainant and respondent, as deemed appropriate
under the circumstances.

Upon investigation of a sexual harassment complaint, any district employee found to have engaged or participated in
sexual harassment or to have aided, abetted, incited, compelled, or coerced another to commit sexual harassment in

violation of this policy shall be subject to disciplinary action, up to and including dismissal, in accordance with law and
the applicable collective bargaining agreement.



Board Policy Manual
Richmond Elementary School District

Regulation 4119.11: Sexual Harassment Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The following administrative regulation shall apply to all allegations of sexual harassment involving employees,
interns, volunteers, and job applicants, but shall not be used to resolve any complaint by or against a student.

Definitions

Sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual favors,
or other unwanted verbal, visual, or physical conduct of a sexual nature, regardless of whether or not the conduct is
motivated by sexual desire. Conduct is considered to be sexual harassment when made against another person of
the same or opposite sex in the work or educational setting under any of the following conditions: (Education Code
212.5: Government Code 12940; 2 CCR 11034)

1. Submission to the conduct is made explicitly or implicitly a term or condition of the individual's employment.

2. Submission to or rejection of the conduct is used as the basis for an employment decision affecting the
individual.

3. The conduct has the purpose or effect of having a negative impact upon the individual's work performance or
of creating an intimidating, hostile, or offensive work environment.

4. Submission to or rejection of the conduct is used as the basis for any decision affecting the individual regarding
benefits, services, honors, programs, or activities available at or through the district.

For purposes of applying the complaint procedures specified in Title [X of the Education Amendments of 1972,
sexual harassment is defined as any of the following forms of conduct that occurs in an education program or activity
in which a district school exercises substantial control over the context and respondent: (34 CFR 106.30, 106.44)

1. A district employee conditioning the provision of a district aid, benefit, or service on the person's participation
in unwelcome sexual conduct

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and objectively offensive
that it effectively denies a person equal access to the district's education program or activity

3. Sexual assault, dating violence, domestic violence, or stalking as defined in 20 USC 1092 or 34 USC 12291
Examples of Sexual Harassment

Examples of actions that might constitute sexual harassment under state or federal law in accordance with the
definitions above, in the work or educational setting, whether committed by a supervisor, a co-worker, or a non-
employee, include, but are not limited to:

1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments about an individual's
body; overly personal conversations or pressure for sexual activity; sexual jokes or stories; unwelcome sexual
slurs, epithets, threats, innuendoes, derogatory comments, sexually degrading descriptions, or the spreading of
sexual rumors

2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually explicit emails; displaying
sexually suggestive objects

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or brushing the body; touching an
individual's body or clothes in a sexual way; cornering, blocking, leaning over, or impeding normal movements

Title IX Coordinator/Compliance Officer

The district designates the following individual(s) as the responsible employee(s) to coordinate its efforts to comply
with Title IX of the Education Amendments of 1972 in accordance with AR 4119.12/4219.12/4319.12 - Title IX
Sexual Harassment Complaint Procedures, as well as to oversee, investigate, and resolve sexual harassment
complaints processed under AR 4030 - Nondiscrimination in Employment. The Title IX Coordinator(s) may be
contacted at:



Superintendent/Principal

Richmond Elementary School District
700-585 Richmond Road East '
Susanville, CA 96130

(530) 257-2338
mcosgrove@richmondelementary.com

Training

Every two years, the Superintendent/Principal or designee shalf ensure that supervisory employees receive at least
two hours, and nonsupervisory employees receive at least one hour, of classroom or other effective interactive
training and education regarding sexual harassment. All newly hired employees and employees promoted to a
supervisory position shall receive training within six months of their assumption of the new position. (Government
Code 12950.1)

A supervisory employee is any employee having the authority, in the interest of the district, to hire, transfer,
suspend, lay off, promote, discharge, assign, reward, or discipline other employees, or the responsibility to direct
them, adjust their grievances, or effectively recommend such action, when the exercise of the authority is not of a
merely routine or clerical nature, but requires the use of independent judgment. (Government Code 12926)

Such training may be completed by employees individually or as part of a group presentation, may be completed in
shorter segments as long as the applicable hourly requirement is met, and may be provided in conjunction with other
training provided to the employees. The training shall be presented by trainers or educators with knowledge and
expertise in the prevention of harassment, discrimination, and retaliation. (Government Code 12950.1)

The district's sexual harassment training and education program shall include, but is not limited to, the following:
(Government Code 12950.1; 2 CCR 11024)

1. Information and practical guidance regarding federal and state laws concerning the prohibition, prevention, and
correction of sexual harassment

2. The types of conduct that constitute sexual harassment
3. Remedies available for victims in civil actions, and potential employer/individual exposure/liability
4. Strategies to prevent harassment in the workplace

5. Supervisors' obligation to report sexual harassment, discrimination, and retaliation of which they become
aware

6. Practical examples which illustrate sexual harassment, discrimination, and retaliation using training modalities
such as role plays, case studies, and group discussions, based on factual scenarios taken from case law, news
and media accounts, and hypotheticals based on workplace situations and other sources

7. The limited confidentiality of the complaint process

8. Resources for victims of unlawful harassment, such as to whom they should report any alleged harassment

9. Steps necessary to take appropriate remedial measures to correct harassing behavior, which includes the
district's obligation to conduct an effective workplace investigation of a harassment complaint

10. What to do if the supervisor is personally accused of harassment

11. The essential elements of the district's anti-harassment policy, and how to use the policy if a harassment
complaint is filed

Employees shall receive a copy of the district's sexual harassment policy and administrative regulations, which
they shall read and acknowledge that they have received.

12. Information, including practical examples, of harassment based on gender identity, gender expression, and
sexual orientation



13. Prevention of abusive conduct, including a review of the definition and elements of abusive conduct pursuant
to Government Code 12950.1, the negative effects that abusive conduct has on the victim and other in the
workplace, the detrimental consequences of this conduct on employee productivity and morale, and that a
single act does not constitute abusive conduct unless the act is severe or egregious

The Superintendent/Principal or designee shall retain for at least two years the records of any training provided to
supervisory employees. Such records shall include the names of trained employees, date of the training, the type of
training, and the name of the training provider. (2 CCR 11024)

Notifications

The Superintendent/Principal or designee shall notify employees that the district does not discriminate on the basis
of sex as required by Title IX, that the Title IX nondiscrimination requirement extends to employment, and that
inquiries about the application of Title IX to the district may be referred to the district's Title IX Coordinator and/or
to the Assistant Secretary for Civil Rights, U.S. Department of Education. {34 CFR 106.8)

The district shall notify employees, bargaining units, and applicants for employment of the name or title, office
address, email address, and telephone number of the district's Title IX Coordinator. (34 CFR 106.8)

A copy of the Board policy and this administrative regulation shall:

1. Be displayed in a prominent location in the main administrative building, district office, or other area of the
school where notices of district rules, regulations, procedures, and standards of conduct are posted (Education

Code 231.5)

2. Be provided to every district employee at the beginning of the first quarter or semester of the school year or
whenever a new employee is hired (Education Code 231.5)

3. Appearin any school or district publication that sets forth the school's or district's comprehensive rules,
regulations, procedures, and standards of conduct (Education Code 231.5)

4. Be posted, along with the name or title and contact information of the Title IX Coordinator, in a prominent
location on the district's web site (34 CFR 106.8)

5. Be included, along with the name or title and contact information of the Title IX Coordinator, in any handbook
provided to employees or employee organizations (34 CFR 106.8)

All employees shall receive a copy of an information sheet prepared by the California Department of Fair
Employment and Housing (DFEH) or the district that contains, at a minimum, components on: (Government Code

12950)
1. The illegality of sexual harassment
2. The definition of sexual harassment under applicable state and federal law
3. A description of sexual harassment, with examples
4. The district's complaint process available to the employee

5. The legal remedies and complaint process available through DFEH and the Equal Employment Opportunity
Commission (EEOC)

6. Directions on how to contact DFEH and the EEOC

7. The protection against retaliation provided by 2 CCR 11021 for opposing harassment prohibited by law or for
filing a complaint with or otherwise participating in an investigation, proceeding, or hearing conducted by
DFEH and the EEOC

In addition, the district shall post, in a prominent and accessible location, the DFEH poster on discrimination in
employment and the illegality of sexual harassment and the DFEH poster regarding transgender rights. (Government
Code 12950)



Complaint Procedures

Al complaints and allegations of sexual harassment by and against empioyees shall be investigated and resolved in
accordance with law and district procedures. The Title IX Coordinator shall review the allegations to determine the
applicable procedure for responding to the complaint. All complaints that meet the definition of sexual harassment
under Title IX shall be investigated and resolved in accordance with AR 4119.12/4219.12/4319.12 - Title IX Sexual
Harassment Complaint Procedures. Other sexual harassment complaints shall be investigated and resolved pursuant
to AR 4030 - Nondiscrimination in Employment.

If sexual harassment is found following an investigation, the Title IX Coordinator, or designee in consultation with the
Coordinator, shall take prompt action to stop the sexual harassment, prevent recurrence, and address any continuing
effects.




Board Policy Manual
Richmond Elementary School District

Policy 4219.11: Sexual Harassment Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The following policy shall apply to all district employees, interns, volunteers, contractors, job applicants, and other
persons with an employment relationship with the district.

The Board of Trustees is committed to providing a safe work environment that is free of harassment and
intimidation. The Board prohibits sexual harassment against district employees and retaliatory behavior or action
against any person who complains, testifies, or otherwise participates in the complaint process established for the
purpose of this policy.

Sexual harassment includes, but is not limited to, harassment that is based on the sex, gender, gender identity, gender
expression, or sexual orientation of the victim and harassment based on pregnancy, childbirth, or related medical

conditions.

The Superintendent/Principal or designee shall take all actions necessary to ensure the prevention, investigation, and
correction of sexual harassment, including but not limited to:

1. Providing training to employees in accordance with law and administrative regulation

2. Publicizing and disseminating the district's sexual harassment policy to employees and others to whom the
policy may apply

3. Ensuring prompt, thorough, fair, and equitable investigation of complaints

4. Taking timely and appropriate corrective/remedial action(s), which may require interim separation of the
complainant and the alleged harasser and subsequent monitoring of developments

The Superintendent/Principal or designee shall periodically evaluate the effectiveness of the district's strategies to
prevent and address harassment. Such evaluation may involve conducting regular anonymous employee surveys to
assess whether harassment is occurring or is perceived to be tolerated, partnering with researchers or other agencies
with the needed expertise to evaluate the district's prevention strategies, and using any other effective tool for
receiving feedback on systems and/or processes. As necessary, changes shall be made to the harassment policy,
complaint procedures, or training.

Sexual Harassment Reports and Complaints

District employees who feel that they have been sexually harassed in the performance of their district
responsibilities or who have knowledge of any incident of sexual harassment by or against another employee shall
immediately report the incident to their direct supervisor, a district administrator, or the district's Title IX
Coordinator. Employees may bypass their supervisor in filing a complaint if the supervisor is the subject of the
complaint. A supervisor or administrator who receives a harassment complaint shall promptly notify the Title IX
Coordinator.

Once notified, the Title IX Coordinator shall ensure the complaint or allegation is addressed through AR
4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaint Procedures or AR 4030 - Nondiscrimination in
Employment, as applicable. Because a complaint or allegation that is dismissed or denied under the Title IX
complaint procedure may still be subject to consideration under state law, the Title IX Coordinator shall ensure that
any implementation of AR 4119.12/4219.12/4319.12 concurrently meets the requirements of AR 4030.

The Title IX Coordinator shall offer supportive measures to the complainant and respondent, as deemed appropriate
under the circumstances.

Upon investigation of a sexual harassment complaint, any district employee found to have engaged or participated in
sexual harassment or to have aided, abetted, incited, compelled, or coerced another to commit sexual harassment in

violation of this policy shall be subject to disciplinary action, up to and including dismissal, in accordance with law and
the applicable collective bargaining agreement.
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The following administrative regulation shall apply to all allegations of sexual harassment involving employees,
interns, volunteers, and job applicants, but shall not be used to resolve any complaint by or against a student.

Definitions

Sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual favors,
or other unwanted verbal, visual, or physical conduct of a sexual nature, regardless of whether or not the conduct is
motivated by sexual desire. Conduct is considered to be sexual harassment when made against another person of
the same or opposite sex in the work or educational setting under any of the following conditions: (Education Code
212.5; Government Code 12940; 2 CCR 11034)

1. Submission to the conduct is made explicitly or implicitly a term or condition of the individual's employment.

2. Submission to or rejection of the conduct is used as the basis for an employment decision affecting the
individual.

3. The conduct has the purpose or effect of having a negative impact upon the individual's work performance or
of creating an intimidating, hostile, or offensive work environment.

4. Submission to or rejection of the conduct is used as the basis for any decision affecting the individual regarding
benefits, services, honors, programs, or activities available at or through the district.

For purposes of applying the complaint procedures specified in Title IX of the Education Amendments of 1972,
sexual harassment is defined as any of the following forms of conduct that occurs in an education program or activity
in which a district school exercises substantial control over the context and respondent: (34 CFR 106.30, 106.44}

1. A district employee conditioning the provision of a district aid, benefit, or service on the person's participation
in unwelcome sexual conduct

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and objectively offensive
that it effectively denies a person equal access to the district's education program or activity

3. Sexual assault, dating violence, domestic violence, or stalking as defined in 20 USC 1092 or 34 USC 12291
Examples of Sexual Harassment

Examples of actions that might constitute sexual harassment under state or federal law in accordance with the
definitions above, in the work or educational setting, whether committed by a supervisor, a co-worker, or a non-
employee, include, but are not limited to:

1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments about an individual's
body; overly personal conversations or pressure for sexual activity; sexual jokes or stories; unwelcome sexual
slurs, epithets, threats, innuendoes, derogatory comments, sexually degrading descriptions, or the spreading of
sexual rumors

2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually explicit emails; displaying
sexually suggestive objects

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or brushing the body; touching an
individual's body or clothes in a sexual way; cornering, blocking, leaning over, or impeding normal movements

Title IX Coordinator/Compliance Officer

The district designates the following individual(s) as the responsible employee(s) to coordinate its efforts to comply
with Title IX of the Education Amendments of 1972 in accordance with AR 4119.12/4219.12/4319.12 - Title IX
Sexual Harassment Complaint Procedures, as well as to oversee, investigate, and resolve sexual harassment
complaints processed under AR 4030 - Nondiscrimination in Employment. The Title IX Coordinator(s) may be
contacted at:



Superintendent/Principal

Richmond Elementary School District
700-585 Richmond Road East
Susanville, CA 96130

(530) 257-2338
mcosgrove@richmondelementary.com

Training

Every two years, the Superintendent/Principal or designee shall ensure that supervisory employees receive at least
two hours, and nonsupervisory employees receive at least one hour, of classroom or other effective interactive
training and education regarding sexual harassment. All newly hired employees and employees promoted to a
supervisory position shall receive training within six months of their assumption of the new position. (Government

Code 12950.1)
A supervisory employee is any employee having the authority, in the interest of the district, to hire, transfer,
suspend, lay off, promote, discharge, assign, reward, or discipline other employees, or the responsibility to direct

them, adjust their grievances, or effectively recommend such action, when the exercise of the authority is not of a
merely routine or clerical nature, but requires the use of independent judgment. (Government Code 12926)

Such training may be completed by employees individually or as part of a group presentation, may be completed in
shorter segments as long as the applicable hourly requirement is met, and may be provided in conjunction with other
training provided to the employees. The training shall be presented by trainers or educators with knowledge and
expertise in the prevention of harassment, discrimination, and retaliation. (Government Code 12950.1)

The district's sexual harassment training and education program shall include, but is not limited to, the following:
(Government Code 12950.1; 2 CCR 11024)

1. Information and practical guidance regarding federal and state laws concerning the prohibition, prevention, and
correction of sexual harassment

2. The types of conduct that constitute sexual harassment
3. Remedies available for victims in civil actions, and potential employer/individual exposure/liability

4. Strategies to prevent harassment in the workplace

5. Supervisors' obligation to report sexual harassment, discrimination, and retaliation of which they become
aware

6. Practical examples which illustrate sexual harassment, discrimination, and retaliation using training modalities
such as role plays, case studies, and group discussions, based on factual scenarios taken from case law, news
and media accounts, and hypotheticals based on workplace situations and other sources

7. The limited confidentiality of the complaint process
8. Resources for victims of unlawful harassment, such as to whom they should report any alleged harassment

9. Steps necessary to take appropriate remedial measures to correct harassing behavior, which includes the
district's obligation to conduct an effective workplace investigation of a harassment complaint

10. What to do if the supervisor is personally accused of harassment

11. The essential elements of the district's anti-harassment policy, and how to use the policy if a harassment
complaint is filed

Employees shall receive a copy of the district's sexual harassment policy and administrative regulations, which
they shall read and acknowledge that they have received.

12. Information, including practical examples, of harassment based on gender identity, gender expression, and
sexual orientation



13.

Prevention of abusive conduct, including a review of the definition and elements of abusive conduct pursuant
to Government Code 12950.1, the negative effects that abusive conduct has on the victim and other in the

workplace, the detrimental consequences of this conduct on employee productivity and morale, and that a

single act does not constitute abusive conduct unless the act is severe or egregious

The Superintendent/Principal or designee shall retain for at least two years the records of any training provided to
supervisory employees. Such records shall include the names of trained employees, date of the training, the type of
training, and the name of the training provider. (2 CCR 11024}

Notifications

The Superintendent/Principal or designee shall notify employees that the district does not discriminate on the basis
of sex as required by Title IX, that the Title IX nondiscrimination requirement extends to employment, and that
inquiries about the application of Title IX to the district may be referred to the district's Title IX Coordinator and/or
to the Assistant Secretary for Civil Rights, U.S. Department of Education. (34 CFR 106.8)

The district shall notify employees, bargaining units, and applicants for employment of the name or title, office
address, email address, and telephone number of the district's Title IX Coordinator. (34 CFR 106.8)

A copy of the Board policy and this administrative regulation shall:

1.

Be displayed in a prominent location in the main administrative building, district office, or other area of the
school where notices of district rules, regulations, procedures, and standards of conduct are posted (Education
Code 231.5)

. Be provided to every district employee at the beginning of the first quarter or semester of the school year or

whenever a new employee is hired (Education Code 231.5)

Appear in any school or district publication that sets forth the school's or district's comprehensive rules,
regulations, procedures, and standards of conduct (Education Code 231.5)

Be posted, along with the name or title and contact information of the Title IX Coordinator, in a prominent
location on the district's web site (34 CFR 106.8)

. Beincluded, along with the name or title and contact information of the Title IX Coordinator, in any handbook

provided to employees or employee organizations (34 CFR 106.8})

All employees shall receive a copy of an information sheet prepared by the California Department of Fair
Employment and Housing (DFEH) or the district that contains, at a minimum, components on: (Government Code
12950)

1.

2.

The illegality of sexual harassment

The definition of sexual harassment under applicable state and federal law

. A description of sexual harassment, with examples

The district's complaint process available to the employee

. The legal remedies and complaint process available through DFEH and the Equal Employment Opportunity

Commission (EEOC)

. Directions on how to contact DFEH and the EEOC

. The protection against retaliation provided by 2 CCR 11021 for opposing harassment prohibited by law or for

filing a complaint with or otherwise participating in an investigation, proceeding, or hearing conducted by
DFEH and the EEOC

In addition, the district shall post, in a prominent and accessible location, the DFEH poster on discrimination in
employment and the illegality of sexual harassment and the DFEH poster regarding transgender rights. (Government
Code 12950)



Complaint Procedures

All complaints and allegations of sexual harassment by and against employees shall be investigated and resolved in
accordance with law and district procedures. The Title IX Coordinator shall review the allegations to determine the
applicable procedure for responding to the complaint. All complaints that meet the definition of sexual harassment
under Title IX shall be investigated and resolved in accordance with AR 4119.12/4219.12/4319.12 - Title IX Sexual
Harassment Complaint Procedures. Other sexual harassment complaints shall be investigated and resolved pursuant
to AR 4030 - Nondiscrimination in Employment.

If sexual harassment is found following an investigation, the Title IX Coordinator, or designee in consultation with the
Coordinator, shall take prompt action to stop the sexual harassment, prevent recurrence, and address any continuing

effects.
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The following policy shall apply to all district employees, interns, volunteers, contractors, job applicants, and other
persons with an employment relationship with the district.

The Board of Trustees is committed to providing a safe work environment that is free of harassment and
intimidation. The Board prohibits sexual harassment against district employees and retaliatory behavior or action
against any person who complains, testifies, or otherwise participates in the complaint process established for the
purpose of this policy.

Sexual harassment includes, but is not limited to, harassment that is based on the sex, gender, gender identity, gender
expression, or sexual orientation of the victim and harassment based on pregnancy, childbirth, or related medical
conditions.

The Superintendent/Principal or designee shall take all actions necessary to ensure the prevention, investigation, and
correction of sexual harassment, including but not limited to:

1. Providing training to employees in accordance with law and administrative regulation

2. Publicizing and disseminating the district's sexual harassment policy to employees and others to whom the
policy may apply

3. Ensuring prompt, thorough, fair, and equitable investigation of complaints

4. Taking timely and appropriate corrective/remedial action(s), which may require interim separation of the
complainant and the alleged harasser and subsequent monitoring of developments

The Superintendent/Principal or designee shall periodically evaluate the effectiveness of the district's strategies to
prevent and address harassment. Such evaluation may involve conducting regular anonymous employee surveys to
assess whether harassment is occurring or is perceived to be tolerated, partnering with researchers or other agencies
with the needed expertise to evaluate the district's prevention strategies, and using any other effective tool for
receiving feedback on systems and/or processes. As necessary, changes shall be made to the harassment policy,
complaint procedures, or training.

Sexual Harassment Reports and Complaints

District employees who feel that they have been sexually harassed in the performance of their district
responsibilities or who have knowledge of any incident of sexual harassment by or against another employee shall
immediately report the incident to their direct supervisor, a district administrator, or the district's Title IX
Coordinator. Employees may bypass their supervisor in filing a complaint if the supervisor is the subject of the
complaint. A supervisor or administrator who receives a harassment complaint shall promptly notify the Title IX
Coordinator.

Once notified, the Title IX Coordinator shall ensure the complaint or allegation is addressed through AR
4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaint Procedures or AR 4030 - Nondiscrimination in
Employment, as applicable. Because a complaint or allegation that is dismissed or denied under the Title IX
complaint procedure may still be subject to consideration under state law, the Title X Coordinator shall ensure that
any implementation of AR 4119.12/4219.12/4319.12 concurrently meets the requirements of AR 4030.

The Title IX Coordinator shall offer supportive measures to the complainant and respondent, as deemed appropriate
under the circumstances.

Upon investigation of a sexual harassment complaint, any district employee found to have engaged or participated in
sexual harassment or to have aided, abetted, incited, compelled, or coerced another to commit sexual harassment in
violation of this policy shall be subject to disciplinary action, up to and including dismissal, in accordance with law and
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The following administrative regulation shall apply to all allegations of sexual harassment involving employees,
interns, volunteers, and job applicants, but shall not be used to resolve any complaint by or against a student.

Definitions

Sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual favors,
or other unwanted verbal, visual, or physical conduct of a sexual nature, regardless of whether or not the conduct is
motivated by sexual desire. Conduct is considered to be sexual harassment when made against another person of
the same or opposite sex in the work or educational setting under any of the following conditions: (Education Code
212.5; Government Code 12940; 2 CCR 11034)

1. Submission to the conduct is made explicitly or implicitly a term or condition of the individual's employment.

2. Submission to or rejection of the conduct is used as the basis for an employment decision affecting the
individual.

3. The conduct has the purpose or effect of having a negative impact upon the individual's work performance or
of creating an intimidating, hostile, or offensive work environment.

4. Submission to or rejection of the conduct is used as the basis for any decision affecting the individual regarding
benefits, services, honors, programs, or activities available at or through the district.

For purposes of applying the complaint procedures specified in Title IX of the Education Amendments of 1972,
sexual harassment is defined as any of the following forms of conduct that occurs in an education program or activity
in which a district school exercises substantial control over the context and respondent: (34 CFR 106.30, 106.44)

1. A district employee conditioning the provision of a district aid, benefit, or service on the person's participation
in unwelcome sexual conduct

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and objectively offensive
that it effectively denies a person equal access to the district’s education program or activity

3. Sexual assauit, dating violence, domestic violence, or stalking as defined in 20 USC 1092 or 34 USC 12291
Examples of Sexual Harassment

Examples of actions that might constitute sexual harassment under state or federal law in accordance with the
definitions above, in the work or educational setting, whether committed by a supervisor, a co-worker, or a non-
employee, include, but are not limited to:

1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments about an individual's
body; overly personal conversations or pressure for sexual activity; sexual jokes or stories; unwelcome sexual
slurs, epithets, threats, innuendoes, derogatory comments, sexually degrading descriptions, or the spreading of
sexual rumors

2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually explicit emails; displaying
sexually suggestive objects

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or brushing the body; touching an
individual's body or clothes in a sexual way; cornering, blocking, leaning over, or impeding normal movements

Title IX Coordinator/Compliance Officer

The district designates the following individual(s) as the responsible employee(s) to coordinate its efforts to comply
with Title IX of the Education Amendments of 1972 in accordance with AR 4119.12/4219.12/4319.12 - Title IX
Sexual Harassment Complaint Procedures, as well as to oversee, investigate, and resolve sexual harassment
complaints processed under AR 4030 - Nondiscrimination in Employment. The Title IX Coordinator{s) may be

contacted at:



Superintendent/Principal

Richmond Elementary School District
700-585 Richmond Road East
Susanville, CA 96130

(530) 257-2338
mcosgrove@richmondelementary.com

Training

Every two years, the Superintendent/Principal or designee shall ensure that supervisory employees receive at least
two hours, and nonsupervisory employees receive at least one hour, of classroom or other effective interactive
training and education regarding sexual harassment. All newly hired employees and employees promoted to a
supervisory position shall receive training within six months of their assumption of the new position. (Government
Code 12950.1)

A supervisory employee is any employee having the authority, in the interest of the district, to hire, transfer,
suspend, lay off, promote, discharge, assign, reward, or discipline other employees, or the responsibility to direct
them, adjust their grievances, or effectively recommend such action, when the exercise of the authority is not of a
merely routine or clerical nature, but requires the use of independent judgment. (Government Code 12926)

Such training may be completed by employees individually or as part of a group presentation, may be completed in
shorter segments as long as the applicable hourly requirement is met, and may be provided in conjunction with other
training provided to the employees. The training shall be presented by trainers or educators with knowledge and
expertise in the prevention of harassment, discrimination, and retaliation. (Government Code 12950.1)

The district's sexual harassment training and education program shall include, but is not limited to, the following:
(Government Code 12950.1; 2 CCR 11024)

1. Information and practical guidance regarding federal and state laws concerning the prohibition, prevention, and
correction of sexual harassment

2. The types of conduct that constitute sexual harassment
3. Remedies available for victims in civil actions, and potential employer/individual exposure/liability
4. Strategies to prevent harassment in the workplace

5. Supervisors' obligation to report sexual harassment, discrimination, and retaliation of which they become
aware

6. Practical examples which illustrate sexual harassment, discrimination, and retaliation using training modalities
such as role plays, case studies, and group discussions, based on factual scenarios taken from case law, news
and media accounts, and hypotheticals based on workplace situations and other sources

7. The limited confidentiality of the complaint process

8. Resources for victims of unlawful harassment, such as to whom they should report any alleged harassment

9. Steps necessary to take appropriate remedial measures to correct harassing behavior, which includes the
district's obligation to conduct an effective workplace investigation of a harassment complaint

10. What to do if the supervisor is personally accused of harassment

11. The essential elements of the district's anti-harassment policy, and how to use the policy if a harassment
complaint is filed

Employees shall receive a copy of the district's sexual harassment policy and administrative regulations, which
they shall read and acknowledge that they have received.

12. Information, including practical examples, of harassment based on gender identity, gender expression, and
sexual orientation



13. Prevention of abusive conduct, including a review of the definition and elements of abusive conduct pursuant

to Government Code 12950.1, the negative effects that abusive conduct has on the victim and other in the
workplace, the detrimental consequences of this conduct on employee productivity and morale, and that a
single act does not constitute abusive conduct unless the act is severe or egregious

The Superintendent/Principal or designee shall retain for at least two years the records of any training provided to
supervisory employees. Such records shall include the names of trained employees, date of the training, the type of
training, and the name of the training provider. (2 CCR 11024)

Notifications

The Superintendent/Principal or designee shall notify employees that the district does not discriminate on the basis
of sex as required by Title IX, that the Title IX nondiscrimination requirement extends to employment, and that
inquiries about the application of Title IX to the district may be referred to the district's Title IX Coordinator and/or
to the Assistant Secretary for Civil Rights, U.S. Department of Education. (34 CFR 106.8)

The district shall notify employees, bargaining units, and applicants for employment of the name or title, office
address, email address, and telephone number of the district's Title IX Coordinator. {34 CFR 106.8)

A copy of the Board policy and this administrative regulation shall:

1.

Be displayed in a prominent location in the main administrative building, district office, or other area of the
school where notices of district rules, regulations, procedures, and standards of conduct are posted (Education

Code 231.5)

Be provided to every district employee at the beginning of the first quarter or semester of the school year or
whenever a new employee is hired (Education Code 231.5)

Appear in any school or district publication that sets forth the school's or district's comprehensive rules,
regulations, procedures, and standards of conduct (Education Code 231.5)

Be posted, along with the name or title and contact information of the Title IX Coordinator, in a prominent
location on the district's web site (34 CFR 106.8)

Be included, along with the name or title and contact information of the Title IX Coordinator, in any handbook
provided to employees or employee organizations (34 CFR 106.8)

All employees shall receive a copy of an information sheet prepared by the California Department of Fair
Employment and Housing (DFEH) or the district that contains, at a minimum, components on: {Government Code

12950)

1.

2.

The illegality of sexual harassment

The definition of sexual harassment under applicable state and federal law

. A description of sexual harassment, with examples

The district's complaint process available to the employee

The legal remedies and complaint process available through DFEH and the Equal Employment Opportunity
Commission (EEOC)

Directions on how to contact DFEH and the EEQC

. The protection against retaliation provided by 2 CCR 11021 for opposing harassment prohibited by law or for

filing a complaint with or otherwise participating in an investigation, proceeding, or hearing conducted by
DFEH and the EEOC

In addition, the district shall post, in a prominent and accessible location, the DFEH poster on discrimination in
employment and the iliegality of sexual harassment and the DFEH poster regarding transgender rights. (Government
Code 12950)



Complaint Procedures

All complaints and allegations of sexual harassment by and against employees shall be investigated and resolved in

accordance with law and district procedures. The Title IX Coordinator shall review the allegations to determine the
applicable procedure for responding to the complaint. All complaints that meet the definition of sexual harassment
under Title IX shall be investigated and resolved in accordance with AR 4119.12/4219.12/4319.12 - Title IX Sexual
Harassment Complaint Procedures. Other sexual harassment complaints shall be investigated and resolved pursuant
to AR 4030 - Nondiscrimination in Employment.

If sexual harassment is found following an investigation, the Title IX Coordinator, or designee in consultation with the
Coordinator, shall take prompt action to stop the sexual harassment, prevent recurrence, and address any continuing
effects.




G. School Dress Code Prohibiting Gang Attire

Dress Cade (located in our handbook)

Students should be dressed and groomed in good taste. Clothing should be neat, clean and
appropriate. Any clothing that interferes with classroom learning or safety, such as chains, is
not appropriate.

6.

Blouses and shirts will cover front, back, and midriff. Underwear will not be visible. No
spaghetti or razor straps or tank tops will be worn.

Short shorts will not be worn. Shorts, skirts, and dresses must be mid-thigh in length.

Pants must be hemmed and worn at the waist. Pants must stay up without a belt and
not touch the ground. Sagging pants and/or jeans with holes above the knee are not
allowed.

Shoes will be laced and tied. No flip flops or high heels are allowed. Sandals must have
a heel strap. Students must be able to participate in recess and P.E.

Clothing with off-color references will not be worn (including alcohol and cigarette ads.)
No fish net or spandex will be worn.

Hats will be worn as intended, bill forward, and will not be worn inside a classroom.

When inappropriate clothing is worn, students will be asked to use clothing from the office to
avoid losing class time.
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The Board of Trustees believes that appropriate dress and grooming contribute to a productive learning
environment. The Board expects students to give proper attention to personal cleanliness and to wear clothes that
are suitable for the school activities in which they participate. Students' clothing must not present a health or safety
hazard or a distraction which would interfere with the educational process.

Students and parents/guardians shall be informed about dress and grooming standards at the beginning of the school
year and whenever these standards are revised. A student who violates these standards shall be subject to
appropriate disciplinary action.

Gang-Related Apparel

The Superintendent/Principal, staff, and parents/guardians may establish a reasonable dress code that prohibits
students from wearing gang-related apparel when there is evidence of a gang presence that disrupts or threatens to
disrupt the school's activities. Such a dress code may be included as part of the school safety plan and must be
presented to the Board for approval. The Board shall approve the plan upon determining that it is necessary to
protect the health and safety of the school's students.




H. Safe Ingress and Egress Access Points

Richmond School Emergency Exit Map
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I. School Discipline: Rules, Policies, and Procedures

1. Students will observe “Hands Off.” There will be no contact sports, no hitting or
kicking, no inappropriate touching. Play fighting is not allowed. There will also be no
PDA (Public Display of Affection).

2. Students will be supervised at all times. The following areas are off limits to
students: doorways, between buildings, the culvert, the landscaped areas and
parking areas. The apparatus is for grades K—4 only. Students may not enter a
classroom if no adult is present.

3. Students will use the playground and the equipment in a safe and reasonable
manner.

4. Students will not spit on the school grounds.

5. Students will use appropriate spoken language and body language at all times.

6. Students will be tobacco, drugs, vape, and alcohol free. (CA Health & Safety Code

Section 104559(a))

7. Dangerous objects or weapons of any kind are not allowed and can result in
immediate expulsion.

8. Students will not bring gum or candy to school. Snacks may be eaten only at
permitted times.

9. Students will not bring electronic devices, sports equipment, roller blades, skate
boards and other personal property without permission from the principal.

10. Students will respect the rights, privacy, and property of other students.
School Wide Discipline

Richmond School uses a school-wide lunch detention system for behavior and/or
classwork/homework. When lunch time detentions are assigned the following applies:
e Detention is served in the Resource Room during lunchtime.
e Detention first, lunch last. Pick-up lunch, then go to detention.
¢ Work is expected and is graded.
e Miss one, serve two.
o A8t Grade-3 detentions = 1 demerit
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Students that have NO detentions all year will be invited to the detention-free BBQ at the
end of the year. Students that have no detentions for each of the trimesters will be provided
with a special treat as determined by their teacher to reward their good behavior.

In fourth-eighth grades, Richmond uses a school-wide discipline system. Three lunch detentions
will lead a demerit, a parent conference (which will include the principal, teacher, parent, and
student) and a loss of eligibility. A loss of eligibility refers to sporting events, dances, and/or
field trips. Rules and consequences are reviewed with the students during the first week of
school.

Each classroom will also have a classroom discipline plan. This plan will be sent home to

parents at the beginning of the year. It may include time outs, loss of recess, office referrals,
and lunch time and/or after school detention (with your child’s teacher) if necessary.

Demerits 4th — 8th

1% Demerit* Parent Contact
10 calendar days of Ineligibility, excluding school holidays
2" Demerit* Parent Contact

Parent Conference

10 calendar days of Ineligibility, excluding school holidays
3" Demerit* Parent Contact

Parent Conference

10 calendar days of Ineligibility, excluding school holidays

*Fighting, destroying property, stealing, bullying/threatening others, and displaying out of
control behavior can lead to automatic removal, suspension, and/or expulsion.

On Campus Suspension
On Campus Suspension is served in the library and lasts all day. Students must report to the
office as soon as they are on campus. Breaks will be given, but no recess time will be

allowed. Lunch will be eaten in the library. Dismissal will be after other students are off
campus.

Grounds for Suspension/Expulsion-California Education Code Section 48900

Under California law, a student is subject to suspension or expulsion when the principal or
superintendent has determined that the student has violated a provision of the California
Education Code.

California Education Code section 48900 specifies the types of violations that warrant school
suspension or expulsion. A student violates section 48900 when the student:
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e Cause or threatened to cause physical injury to another person;

e Willfully used force or violence upon the person of another, except in self-defense;

e Possessed, sold, or otherwise furnished a firearm, knife, explosive, or other
dangerous object;

e Unlawfully possessed, used, sold, or otherwise furnished, or been under the
influence of, a controlled substance;

e Unlawfully offered, arranged, or negotiated to sell a controlled substance;

¢ Committed or attempted to commit robbery or extortion;

e Caused or attempted to cause damage to school property or private property;

e Stolen or attempted to steal school property or private property;

e Possessed or used tobacco;

e Committed an obscene act or engaged in habitual profanity or vulgarity;

e Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell drug
paraphernalia;

e Disrupted school activities or otherwise willfully defied the valid authority of
supervisors, teachers, administrators, school officials, or other school personnel
engaged in the performance of their duties;

e Knowingly received stolen school property or private property;

e Possess an imitation firearm, which means a replica of a firearm that is so
substantially similar in physical properties to an existing firearm as to lead a
reasonable person to conclude that the replica is a firearm;

e Committed or attempted to commit a sexual assault or committed a sexual battery;

e Harassed, threatened, or intimidated a pupil who is a complaining witness or a
witness in a school disciplinary proceeding for the purpose of either preventing that
pupil from being a witness or retaliating against that pupil for being a witness, or
both;

e Engaged in, or attempted to engage in hazing. “Hazing” means a method of
initiation or preinitiation into a pupil organization or body, whether or not the
organization or body is officially recognized by an educational institution, which is
likely to cause serious bodily injury or person degradation or disgrace resulting in
physical or mental harm to a former, current, or prospective pupil;

¢ Engaged in an act of bullying, including, but not limited to, bullying committed by
means of an electronic act, directed specifically toward a pupil or school personnel;

The law requires that the student shall not be suspended or expelled for any of the acts
listed above unless the act is related to school activity or school attendance occurring
within a school. This includes, but not limited to, the following:

1. While on school grounds;

2. While going to or coming from school;

3. During the lunch period whether on or off the campus;

4. During, or while going to or coming from, a school sponsored activity

J. Hate Crime Policies and Procedures
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J. Hate Crime Policies and Procedures
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Board Policy Manual
Richmond Elementary School District

Policy 5145.9: Hate-Motivated Behavior Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The Board of Trustees is committed to providing a respectful, inclusive, and safe learning environment that protects
students from discrimination, harassment, intimidation, bullying, or any other type of behavior that is motivated by
hate.

Hate-motivated behavior is any behavior intended to cause emotional suffering, physical injury, or property damage
through intimidation, harassment, bigoted slurs or epithets, force or threat of force, or vandalism motivated in part or
in whole by bias or hostility toward the victim's real or perceived race, color, ancestry, nationality, national origin,
immigration status, ethnic group identification, ethnicity, age, religion, marital status, pregnancy, parental status,
physical or mental disability, medical condition, sex, sexual orientation, gender, gender identity, gender expression, or
genetic information, or any ather characteristic identified in Education Code 200 or 220, Government Code 11135,
or Penal Code 422.55.

The Superintendent/Principal or designee shall design strategies to promote harmonious relationships among
students, prevent incidents of hate-motivated behavior to the extent possible, and address such incidents in a timely
manner when they occur.

The Superintendent/Principal or designee shall collaborate with regional programs and community organizations to
promote an environment where diversity is celebrated and hate-motivated behavior is not tolerated. Such
collaborative efforts shall focus on the development of effective prevention strategies and response plans, provision
of assistance to students affected by hate-motivated behavior, and/or education of students who have perpetrated
hate-motivated acts.

The district shall provide students with age-appropriate instruction that:

1. Includes the development of social-emotional learning

2. Promotes an understanding, awareness, appreciation, and respect for human rights, human relations, diversity,
and acceptance in a multicultural society

3. Explains the harm and dangers of explicit and implicit biases
4. Discourages discriminatory attitudes and practices

5. Provides strategies to manage conflicts constructively

As necessary, the district shall provide counseling, guidance, and support to students who are victims of hate-
motivated behavior and to students who exhibit such behavior.

When appropriate, students who engage in hate-motivated behavior shall be disciplined.

The Superintendent/Principal or designee shall provide staff with training that:

1. Promotes an understanding of diversity, equity, and inclusion

2. Discourages the development of discriminatory attitudes and practices

3. Includes social-emotional learning and nondiscriminatory instructional and counseling methods

4. Supports the prevention, recognition, and response to hate-motivated behavior

5. Raises the awareness and sensitivity of staff to potentially prejudicial and discriminatory behavior

6. Includes effective enforcement of rules for appropriate student conduct

Employees who engage in hate-motivated behavior shall be subject to disciplinary action, up to and including
dismissal.

Rules prohibiting hate-motivated behavior and procedures for reporting a hate-motivated incident shall be provided



to students, staff, and parents/guardians.

This policy shall be posted in a prominent location on the district's web site in a manner that is readily and easily
accessible to parents/guardians and students. (Education Code 234.6)

Complaints

Any staff member who is notified that hate-motivated behavior has occurred, observes such behavior, or otherwise
becomes aware of an incident shall immediately contact the compliance officer responsible for coordinating the
district's response to complaints and complying with state and federal civil rights laws. As appropriate, the staff
member shall also contact law enforcement.

A student or parent/guardian who believes the student is a victim of hate-motivated behavior is encouraged to
report the incident to a teacher, the Superintendent/Principal, the district's compliance officer, or other staff

member.

Any complaint of hate-motivated behavior shall be investigated and, if determined to be discriminatory, shall be
resolved in accordance with law and the district's uniform complaint procedures specified in AR 1312.3 - Uniform
Complaint Procedures or other applicable procedure. If, during the investigation, it is determined that a complaint is
about nondiscriminatory behavior, the Superintendent/Principal or designee shall inform the complainant and shall
take all necessary actions to resolve the complaint.




K. Bullying Prevention Policies & Procedures
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Board Policy Manual
Richmond Elementary School District

Policy 5131.2: Bullying Status: ADOPTED

Origina! Adopted Date: 01/12/2017 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The Board of Trustees recognizes the harmful effects of bullying on student well-being, student learning, and school
attendance and desires to provide a safe school environment that protects students from physical and emotional
harm. No individual or group shall, through physical, written, verbal, visual, or other means, harass, sexually harass,
threaten, intimidate, cyberbully, cause bodily injury to, or commit hate violence against any student or school
personnel, or retaliate against them for filing a complaint or participating in the complaint resolution process.

The Superintendent/Principal or designee shall develop strategies for addressing bullying in district schools with the
involvement of students, parents/guardians, and staff. As appropriate, the Superintendent/Principal or designee may
also collaborate with social services, mental health services, law enforcement, courts, and other agencies and
community organizations in the development and implementation of effective strategies to promote safety in
schools and the community.

Such strategies shall be incorporated into the comprehensive safety plan and, to the extent possible, into the local
control and accountability plan and other applicable district and school plans.

Any complaint of bullying shall be investigated and, if determined to be discriminatory, resolved in accordance with
law and the district's uniform complaint procedures specified in AR 1312.3. If, during the investigation, it is
determined that a complaint is about nondiscriminatory bullying, the Superintendent/Principal or designee shall
inform the complainant and shall take all necessary actions to resolve the complaint.

If the Superintendent/Principal or desighee believes it is in the best interest of a student who has been the victim of
an act of bullying, as defined in Education Code 48900, the Superintendent/Principal or designee shall advise the
student's parents/guardians that the student may transfer to another school. If the parents/guardians of a student
who has been the victim of an act of bullying requests a transfer for the student pursuant to Education Code 46600,
the Superintendent/Principal or designee shall allow the transfer in accordance with law and district policy on
intradistrict or interdistrict transfer, as applicable.

Any employee who permits or engages in bullying or retaliation related to bullying shall be subject to disciplinary
action, up to and including dismissal.




L. Nondiscrimination, Harassment, Intimidation Policies
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Board Policy Manual
Richmond Elementary School District

Policy 5145.3: Nondiscrimination/Harassment Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

This policy shall apply to all acts constituting unlawful discrimination or harassment related to school activity or to
school attendance occurring within a district school, and to acts which occur off campus or outside of school-related
or school-sponsored activities but which may have an impact or create a hostile environment at school.

The Board of Trustees desires to provide a safe school environment that allows all students equal access to and
opportunities in the district's academic, extracurricular, and other educational support programs, services, and
activities. The Board prohibits, at any district school or school activity, unlawful discrimination, including
discriminatory harassment, intimidation, and bullying, targeted at any student by anyone, based on the student's
actual or perceived race, color, ancestry, nationality, national origin, immigration status, ethnic group identification,
ethnicity, age, religion, marital status, pregnancy, parental status, physical or mental disability, medical condition, sex,
sexual orientation, gender, gender identity, gender expression, or genetic information, or association with a person or
group with one or more of these actual or perceived characteristics.

Unlawful discrimination, including discriminatory harassment, intimidation, or bullying, may result from physical,
verbal, nonverbal, or written conduct based on any of the categories listed above. Unlawful discrimination also
occurs when prohibited conduct is so severe, persistent, or pervasive that it affects a student’s ability to participate
in or benefit from an educational program or activity; creates an intimidating, threatening, hostile, or offensive
educational environment; has the effect of substantially or unreasonably interfering with a student's academic
performance; or otherwise adversely affects a student's educational opportunities.

Unlawful discrimination also includes disparate treatment of students based on one of the categories above with
respect to the provision of opportunities to participate in school programs or activities or the provision or receipt of
educational benefits or services.

The Board also prohibits any form of retaliation against any individual who reports or participates in the reporting of
unlawful discrimination, files or participates in the filing of a complaint, or investigates or participates in the
investigation of a complaint or report alleging unlawful discrimination. Retaliation complaints shall be investigated
and resolved in the same manner as a discrimination complaint.

The Superintendent/Principal or designee shall facilitate students' access to the educational program by pubticizing
the district's nondiscrimination policy and related complaint procedures to students, parents/guardians, and
employees. In addition, the Superintendent/Principal or designee shall post the district's policies prohibiting
discrimination, harassment, intimidation, and bullying and other required information on the district's web site in a
manner that is easily accessible to parents/guardians and students, in accordance with law and the accompanying
administrative regulation.

The Superintendent/Principal or designee shall provide training and/or information on the scope and use of the
policy and complaint procedures and take other measures designed to increase the school community's
understanding of the requirements of law related to discrimination. The Superintendent/Principal or designee shall
regularly review the implementation of the district's nondiscrimination policies and practices and, as necessary, shall
take action to remove any identified barrier to student access to or participation in the district's educational program.
The Superintendent/Principal or designee shall report the findings and recommendations to the Board after each

review.

Regardless of whether a complainant complies with the writing, timeline, and/or other formal filing requirements, all
complaints alleging unlawful discrimination, including discriminatory harassment, intimidation, or bullying, shall be
investigated and prompt action taken to stop the discrimination, prevent recurrence, and address any continuing
effect on students.

Students who engage in unlawful discrimination, including discriminatory harassment, intimidation, retaliation, or
bullying, in violation of law, Board policy, or administrative regulation shall be subject to appropriate consequence or
discipline, which may include suspension or expulsion when the behavior is severe or pervasive as defined in
Education Code 48900.4. Any employee who permits or engages in prohibited discrimination, including
discriminatory harassment, intimidation, retaliation, or bullying, shall be subject to disciplinary action, up to and
including dismissal.

Record-Keeping



The Superintendent/Principal or designee shall maintain a record of all reported cases of unlawful discrimination,

including discriminatory harassment, intimidation, or bullying, to enable the district to monitor, address, and prevent
repetitive prohibited behavior in district schools.




M. School Security Policies/Procedures

Visitors on Campus

Students are not permitted to bring outsiders on campus. All outsiders must sign in at the main
office, obtain permission from the principal, and/or wear a visitor’s badge during their stay on
campus.

School Safety/Security

Student safety is the school community’s highest priority. Ample supervision is provided during
lunch and recesses. Trained supervisors help to ensure that students are safe and accountable.
The school works in partnership with local agencies to continuously improve upon emergency
preparedness measures.

Fingerprinting

All parents who plan on staying overnight with children must be fingerprinted. All employees
are fingerprinted.

42



N. Facilities Inspection
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Board Policy Manual
Richmond Elementary School District

Regulation 3517: Facilities Inspection Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The Superintendent/Principal or designee shall inspect school facilities to ensure that they are maintained in good
repair. At a minimum, the Superintendent/Principal or designee shall assess those facility conditions specified on the
facilities inspection tool developed by the Office of Public Schoo! Construction, including, but not limited to, the
following: (Education Code 17002, 35292.5)

1.

2.

10.

11.

12.

13.

Gas Leaks: Gas systems and pipes appear and smell safe, functional, and free of leaks.

Mechanical Systems: Heating, ventilation, and air conditioning systems, as applicable, are functional and
unobstructed; appear to supply an adequate amount of air to all classrooms, work spaces, and facilities: and
maintain interior temperatures within normally acceptable ranges.

Windows and Doors: Windows and doors are intact, functional, and open, close, and lock as designed, unless
there is a valid reason they should not function as designed.

. Fences and Gates: Fences and gates are intact, functional, and free of holes and other conditions that could

present a safety hazard to students, staff, or others. Locks and other security hardware function as designed.

. Interior Surfaces (walls, floors, ceilings): Interior surfaces are free of safety hazards from tears, holes, missing

floor and ceiling tiles, torn carpet, water damage, or other cause. Ceiling tiles are intact. Surfaces display no
evidence of mold or mildew.

Hazardous Materials: Hazardous and flammable materials are stored properly. No evidence of peeling,
chipping, or cracking paint is apparent. No indicators of mold, mildew, or asbestos exposure are evident. There
does not appear to be evidence of hazardous materials that may pose a threat to the health and safety of
students or staff.

. Structures: Posts, beams, supports for portable classrooms and ramps, and other structures appear intact,

secure, and functional as designed. Ceilings and floors are not sloping or sagging beyond their intended design.
There is no visible evidence of severe cracks, dry rot, mold, or damage that undermines structural components.

Fire Safety and Emergency Equipment: Fire sprinklers, fire extinguishers, emergency alarm systems, and all
emergency equipment and systems appear to be functioning properly. Fire alarm pull stations are clearly
visible. Fire extinguishers are current and placed in all required areas, including every classroom and assembly
area. Emergency exits are clearly marked and unobstructed.

. Electrical Systems: Electrical systems, components, and equipment, including switches, junction boxes, panels,

wiring, outlets, and light fixtures, are securely enclosed, properly covered and guarded from student access,
and appear to be working properly.

Lighting: Interior and exterior lighting appears to be adequate and working properly. Lights do not flicker, dim,
or malfunction, and there is no unusua! hum or noise from light fixtures.

Pest/Vermin Infestation: No visible or odorous indicators of pest or vermin infestation are evident.

Drinking Fountains: Interior and exterior drinking fountains are functional, accessible, and free of leaks.
Drinking water pressure is adequate. Fountain water is clear and without unusual taste or odor, and moss,
mold, or excessive staining is not evident.

Restrooms: Restrooms are fully operational, maintained and cleaned regularly, and stocked at all times with
supplies (including toilet paper, soap, and paper towels or functional hand dryers) in accordance with Education
Code 35292.5. The school keeps all restrooms open during school hours when students are not in classes and
keeps a sufficient number of restrooms open during school hours when students are in classes, except when
necessary to temporarily close a restroom for student safety or to repair the facility.

In addition, any school serving any of grades 6-12 shall, at all times, stock and make available and accessible
free of cost, an adequate supply of menstrual products in every women'’s and all-gender restroom, and in at
least one men’s restroom. The district shall post in a prominent and conspicuous location a notice regarding



this requirement that includes an email address and telephone number for a designated individual responsible
for maintaining the requisite supply of menstrual products. (Education Code 35292.6)

14. Sewers: The sanitary sewer system controls odors as designed, displays no signs of stoppage, backup, or
flooding in school facilities or on school grounds, and appears to be functioning properly.

15. Roofs: Roofs, gutters, roof drains, and downspouts appear to be functioning properly and are free of visible
damage and evidence of disrepair when observed from the ground from inside and outside the building

16. Drainage: School grounds do not exhibit signs of drainage problems, such as visible evidence of flooded areas,
eroded soil, water damage to asphalt playgrounds or parking areas, or clogged storm drain inlets.

17. Playground/School Grounds: Playground equipment (exterior fixtures, seating, tables, and equipment), school
grounds, fields, walkways, and parking lot surfaces are functional and free of significant cracks, trip hazards,
holes, deterioration that affects functionality or safety, and other health and safety hazards.

18. Overall Cleanliness: School grounds, buildings, common areas, and individual rooms appear to have been
cleaned regularly and are free of accumulated refuse and unabated graffiti. Restrooms, drinking fountains, and
food preparation or serving areas appear to have been cleaned each day that school is in session.

In addition, to ensure the health and safety of students, the Superintendent/Principal or designee shall provide for
the testing of drinking water on campus and of the soil and painted surfaces of school facilities for the presence of
lead and/or other harmful substances, in accordance with state and federal standards.

The Superintendent/Principal or designee shall ensure that any necessary repairs or removal of hazards identified
during the inspection are made in a timely and expeditious manner.

An assessment of the safety, cleanliness, and adequacy of school facilities, including any needed maintenance to
ensure good repair as defined in Education Code 17002, shall be reported on the school accountability report card.
(Education Code 33126)

Any complaint alleging a school facility condition that poses an emergency or urgent threat to the health or safety of
students or staff, or alleging that a school restroom is not clean, maintained, stocked, or kept open, shall be
addressed in accordance with AR 1312.4 - Williams Uniform Complaint Procedures.

The Superintendent/Principal or designee shall provide the Board of Trustees with regular reports regarding the
district's facility inspections and updates of any visits to district schools by the County Superintendent of Schools to
review school facilities.




O. Emergencies and Disaster Preparedness Plan
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Board Policy Manual
Richmond Elementary School District

Policy 3516: Emergencies And Disaster Preparedness Plan Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

The Board of Trustees recognizes that all district staff and students must be prepared to respond quickly and
responsibly to emergencies, disasters, and threats of disaster. The district shall take all reasonable steps to prevent
and/or mitigate the impact of a disaster on district students, staff, and schools.

The Superintendent/Principal or designee shall develop and maintain a disaster preparedness plan which contains
routine and emergency disaster procedures, including, but not limited to, earthquake emergency procedures, and
adaptations for individuals with disabilities in accordance with the Americans with Disabilities Act. Such procedures
shall be incorporated into the comprehensive school safety plan. (Education Code 32282)

In developing the disaster preparedness plan, the Superintendent/Principal or designee shall involve district staff at
all levels, including administrators, district police or security officers, facilities managers, transportation managers,
food services personnel, school psychologists, counselors, school nurses, teachers, classified employees, and public
information officers. As appropriate, he/she shall also collaborate with law enforcement, fire safety officials,
emergency medical services, health and mental health professionals, parents/guardians, and students.

The plan shall comply with state-approved Standardized Emergency Management System (SEMS) guidelines
established for multiple-jurisdiction or multiple-agency operations and with the National Incident Management

System.

The Superintendent/Principal or designee shall provide training to employees regarding their responsibilities,
including periodic drills and exercises to test and refine staff's responsiveness in the event of an emergency.

The Board shall grant the use of school buildings, grounds, and equipment to public agencies, including the American
Red Cross, for mass care and welfare shelters during disasters or other emergencies affecting the public health and
welfare. The Board shall cooperate with such agencies in furnishing and maintaining whatever services the district
may deem necessary to meet the community's needs. (Education Code 32282)

District employees are considered disaster service workers and are subject to disaster service activities assigned to
them. (Government Code 3100)




Board Policy Manual
Richmond Elementary School District

Regulation-3516.3: Earthquake Emergency Procedure System Status: ADOPTED

Original Adopted Date: 12/09/2014 | Last Revised Date: 12/15/2022 | Last Reviewed Date: 12/15/2022

Earthquake Preparedness

Earthquake emergency procedures shall be established in every school building having an occupant capacity of 50 or
more students, or more than one classroom, and shall be incorporated into the comprehensive safety plan.
(Education Code 32282)

Earthquake emergency procedures shall be aligned with the Standardized Emergency Management System and the
National Incident Management System. (Government Code 8607; 19 CCR 2400-2450)

The Superintendent/Principal or designee may work with the California Governor's Office of Emergency Services
and the Seismic Safety Commission to develop and establish the earthquake emergency procedures. (Education Code
32282)

Earthquake emergency procedures shall outline the roles and responsibilities of students and staff during and after
an earthquake.

Earthquake emergency procedures shall include, but not be limited to, all of the following: (Education Code 32282)

1. A school building disaster plan, ready for implementation at any time, for maintaining the safety and care of
students and staff

2. Adrop procedure whereby each student and staff member takes cover under a table or desk, dropping to
his/her knees, with the head protected by the arms and the back to the windows

Drop procedures shall be practiced at least once each school quarter in elementary schools and at least once
each semester in secondary schools.

3. Protective measures to be taken before, during, and following an earthquake

4. A program to ensure that students and staff are aware of and properly trained in the earthquake emergency
procedure system

Staff and students shall be informed of the dangers to expect in an earthquake and procedures to be followed.
Students shall be instructed to remain silent and follow directions given by staff in such an emergency. Staff and
students also shall be taught safety precautions to take if they are in the open or on the way to or from school when
an earthquake occurs.

Earthquake emergency procedures shall designate primary and alternative locations outside of buildings, which may
include areas off campus if necessary, where individuals on a school site will assemble following evacuation. In
designating such areas, the Superintendent/Principal or designee shall consider potential post-earthquake hazards
outside school buildings including, but not limited to, power lines, trees, covered walkways, chain link fences that
may be an electric shock hazard, and areas near buildings that may have debris.

Earthquake emergency procedures also shall outline primary and alternative evacuation routes that avoid areas with
potential hazards to the extent possible. The needs of students with disabilities shall be considered when planning
evacuation routes.

The Superintendent/Principal or designee shall consider the danger of a post-earthquake tsunami when developing
evacuation routes and locations, including the need to evacuate to higher ground.

The Superintendent/Principal or designee shall identify at least one individual within each building to determine if an
evacuation is necessary, the best evacuation location, and the best route to that location when an earthquake occurs.

The Superintendent/Principal or designee shall identify potential earthquake hazards in classrooms and other district
facilities, including, but not limited to, areas where the main gas supply or electric current enters the building,
suspended ceilings, pendant light fixtures, large windows, stairwells, science laboratories, storage areas for hazardous
materials, shop areas, and unsecured furniture and equipment. To the extent possible, dangers presented by such



potential hazards shall be minimized by securing equipment and furnishings and removing heavy objects from high
shelves.

Earthquake While Indoors at School
When an earthquake occurs, the following actions shall be taken inside buildings and classrooms:

1. Staff shall have students perform the drop procedure. Students should stay in the drop position until the
emergency is over or until further instructions are given.

2. In laboratories, burners should be extinguished, if possible, before taking cover.

3. As soon as possible, staff shail move students away from windows, shelves, and heavy objects or furniture that
may fall.

4. After the earthquake, the Superintendent/Principal or designee shall determine whether planned evacuation
routes and assembly locations are safe and shall communicate with teachers and other staff.

5. When directed by the Superintendent/Principal or designee to evacuate, or if classrooms or other facilities
present dangerous hazards that require immediate evacuation, staff shall account for all students under their

supervision and shall evacuate the building in an orderly manner.
Earthquake While Outdoors on School Grounds

When an earthquake occurs, the following actions shall be taken by staff or other persons in authority who are
outdoors on school grounds:

1. Staff shall direct students to walk away from buildings, trees, overhead power lines, power poles, or exposed
wires.

2. Staff shall have students perform the drop procedure.
3. Staff shall have students stay in the open until the earthquake is over or until further directions are given.
Earthquake While on the Bus

If students are on the school bus when an earthquake occurs, the bus driver shall take proper precautions to ensure
student safety, which may include pulling over to the side of the road or driving to a location away from outside
hazards, if possible. Following the earthquake, the driver shall contact the Superintendent/Principal or designee for
instructions before proceeding on the route or, if such contact is not possible, drive to an evacuation or assembly

location.

Subsequent Emergency Procedures

After an earthquake episode has subsided, the following actions shall be taken:
1. Staff shall extinguish small fires if safe.

2. Staff shall provide first aid to any injured students, take roll, and report missing students to the
Superintendent/Principal or designee.

3. Staff and students shall refrain from lighting any stoves or burners or operating any electrical switches until the
area is declared safe.

4. All buildings shall be inspected for water and gas leaks, electrical breakages, and large cracks or earth slippage
affecting buildings.

5. The Superintendent/Principal or designee shall post staff at safe distances from all building entrances and
instruct staff and students to remain outside the buildings until they are declared safe.

6. The Superintendent/Principal or designee shall request assistance as needed from the county or city civil
defense office, fire and police departments, city and county building inspectors, and utility companies and shall



confer with them regarding the advisability of closing the school.

7. The Superintendent/Principal or designee shall provide updates to parents/guardians of district students and
members of the community about the incident, any safety issues, and follow-up directions.



