Emergency Procedures

· LACES Emergency Procedures Bulletin

· School Emergency Operations Chart

· Emergency Evacuation Plan/Assembly Area Map

· Missing Students Report

· Emergency Drill Procedures

· Youth Suicide Prevention Program; Bulletin Z-36 (Summary)

· Sexual Harassment Policy -- Students; Bulletin L-5 (Rev.) (Summary)

· Sexual Harassment Policy -- Employees; Bulletin S-26 (Summary)

· Reporting Hate-Motivated Incidents/Hate Crimes; Bulletin BP-5 (Summary)

· Child Abuse Reporting Procedures 

Missing Student Report

DATE:

 _________________________

TO:


Incident Command Center
FROM:

________________________   _________


                           Teacher

        Room
SUBJECT:

List of missing, absent, injured students
This report is to be prepared and submitted after your class has been evacuated.  Please list below the names of all students who have been injured, were present in your classroom but are now missing, and those absent today.  This report is to be sent to the Incident Command Center with a responsible student.  When conditions permit, the Center will be next to the Girls P.E. office.
If the teacher is missing, students may have to submit this report and should be trained in advance.
                                                                                                 Indicate either with a (
STUDENT’S NAME

    INJURED (location)        MISSING         ABSENT TODAY_____               
Emergency Drill Procedures

Please refer to the following procedures to be used for both drills and a real emergency.  

Event:

FIRE DRILL OR REAL EVENT
Signal:

Series of repeated short bells; pause followed by repeat of bells, etc.

Action:

Evacuate to the Emergency Assembly Area (EAA).

1) As soon as fire alarm bell sounds, prepare to leave the room.  Do not take time to gather possessions.  Take only valuables and your Roll Book with you.

2) Under the teacher’s supervision, students are to evacuate quickly and quietly to the assigned location in the Emergency Assembly Area.  Review this location in advance with all classes.

3) There is to be no running or pushing as this may lead to panic.

4) Students should stay close together and avoid crossing in front of other classes.

5) When you arrive at your assembly location, take roll again to verify that everyone is accounted for.  Report any inconsistencies to the Incident Commander.

6) Students and teachers are to wait in designated locations until the all-clear (long bell) signal is given. 

All Clear:
One long (10 seconds) bell or oral notification by staff that drill is completed.

__________________________________________________________________________________________

Event:

EARTHQUAKE “DROP/COVER/HOLD” 

Signal:

“DROP” given by teacher. 

Action:

Inside Classroom --  Teacher directs the following actions.

Drop to knees; facing away from windows, take cover under desk, table, etc.; hold on to leg of furniture.


Wait for further instructions from teacher.

Outside buildings 

Stay clear of buildings, power lines, light poles, and trees.

Drop to the ground and wait until situation stabilizes.

Do not reenter buildings.  Remain alert and ready for additional aftershocks.

All Clear:
Given by teacher or staff member.

__________________________________________________________________________________________

Event:

DROP/TAKE COVER/HOLD (Used for explosions, airplane crash, shooting incident, etc.)

Signal:

“DROP” given by teacher.

Action:
Take immediate cover.  Drop, facing away from windows.  Bury face in arms to protect head.  Close eyes tightly. Remain in position until directed to evacuate or until emergency is over.

All Clear:
One long (10 second) bell or oral notification by staff that drill is over.

__________________________________________________________________________________________

Event:
LOCK DOWN (Code Blue)  (Used to secure the school during police action, armed campus intrusion, hazardous material leak, or any situation requiring school/room security.)

Signal:
One long (10 seconds) bell followed by two short bells. P.A. announcement to follow.

Action:
Quickly collect any students near room and bring them inside. Lock doors, close blinds and cover door windows, move away from windows.  If outside of a room, proceed to nearest room.  Remain until emergency is over.


This condition may last for a short or a very long time.  Have some provisions in your room; e.g. water, cups, paper towels, plastic trash bags for makeshift toilet, etc.

All Clear:
One long (10 seconds) bell or oral notification by staff that drill is over.

Youth Suicide Prevention Program; Bulletin Z-36 (Summary)

LAUSD has established a Youth Suicide Prevention Program.  It is designed to reduce the incidence of suicide and suicide attempts and to increase coping skills among students in the District.  The Program includes three phases—prevention, intervention and post crisis—with appropriate implementation components in each.

Prevention Phase

1. An instructional component to enhance coping skills and provide information to students about possible risk factors and resources for help in both the seventh and tenth grade health education classes.

2. Staff awareness component to provide training of school staffs in suicidal risk factors, resources to help, and the important part they can play in youth suicide prevention.

3. A parent awareness component in which parents are provided information concerning suicide warning signs and resources for help.

Intervention Phase

1. Establishes a process for identifying students-at-risk and providing direct crisis counseling and referral services for them and their parents.

2. The school site Crisis Team will provide intervention services.

3. Forms have been developed to aid in identifying and helping students who may be suicidal and as a means of documenting actions taken by the school site team.

4. A process has been developed to provide intervention services for students who are at risk for suicide or self-destructive behaviors(s).

Post Crisis Phase

Actions taken by the school staff in the event of a completed suicide or suicide attempt are similar to the Crisis Intervention Strategies to be followed in the event of any disaster or tragic event.  They include:

1. Contact the District Suicide Prevention Unit.

2. Evaluate the extent and degree of psychological trauma and its impact on the school population and the community.

3. Initiate the school’s plan of action.

4. Determine if and when Local District Crisis Team assistance is needed.  Call as needed.

5. Provide appropriate services.

6. Participate in an evaluation process.

Reporting 

Any school staff, a parent, the student, or another student refers a student-at-risk to a member of the school site crisis team or any counselor or administrator.  The intervention process will then begin.

Sexual Harassment Policy -- Students; Bulletin L-5 (Rev.) (Summary)

Sexual Harassment Policy -- Employees; Bulletin S-26 (Summary)
The Los Angeles Unified School District is committed to maintaining a working and learning environment that is free of sexual harassment.  Sexual harassment of or by employees or students is a form of sex discrimination in that it constitutes differential treatment on the basis of sex, sexual orientation, or gender, and, for that reason, is a violation of state and federal laws and a violation of this policy.

The District considers sexual harassment to be a major offense that can result in disciplinary action to the offending employee or suspension or expulsion of the offending student in grades four through twelve.  Suspension or expulsion as a disciplinary consequence for sexual harassment shall not apply to students enrolled in Kindergarten and grades one through three.

Any student or employee of the District who believes that she or he has been a victim of sexual harassment shall bring the problem to the attention of the proper authority (whether in an office or a school) so that appropriate action may be taken to resolve the problem.  The District prohibits retaliatory behavior against anyone who files a sexual harassment complaint or any participant in the investigation process.  Any such complainant is further advised that civil law remedies may also be available to them.  Complaints will be promptly investigated in a way that respects the privacy of the parties concerned.

The California Education Code Section 212.5 defines sexual harassment as any unwelcome sexual advances, requests for sexual advances, requests for sexual favors, or other unwelcome verbal, visual, or physical conduct of a sexual nature made by someone from or in the work or educational setting, under the following conditions:

· Submission to the conduct is explicitly or implicitly made a term or a condition of an individual’s employment, academic status, or progress.

· Submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic decisions affecting the individual.  

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

· Submission to, or rejection of, the conduct by an individual is used as the basis for any decision affecting the individual regarding benefits and services, honors, programs, or activities available at or through the educational institution.

Sexual harassment may include, but is not limited to:

· Unwelcome verbal conduct such as suggestive, derogatory comments, sexual innuendos, slurs, or unwanted sexual advances, invitations, or comments; pestering for dates; making threats; or spreading rumors about or rating others as to sexual activity or performance.

· Unwelcome visual conduct such as displays of sexually suggestive objects, pictures, posters, written material, cartoons, or drawings; graffiti of a sexual nature; or use of obscene gestures or leering.

· Unwelcome physical conduct such as unwanted touching, pinching, kissing, patting, hugging, blocking of normal movement, assault; or interference with work or study directed at an individual because of the individual’s sex, sexual orientation, or gender.

· Threats and demands or pressure to submit to sexual requests in order to keep a job or academic standing or to avoid other loss, and offers of benefits in return for sexual favors.

For further assistance with student concerns, contact Deanne Neiman, Director, Educational Equity Compliance, at (213) 229-5900.

For further assistance with employee concerns, contact the Equal Opportunity Section, at (213) 633-7735.

Reporting Procedures:
For Students:  A student may discuss his/her complaint with the school’s Title IX Complaint Manager, MaryJane London, or a school counselor, teacher or Administrator—any person with whom that student feels most comfortable in order to attempt to resolve his/her complaint without delay.  Any conduct that is known or reasonably suspected to violate the penal code must be reported in accordance with District reporting procedures.

For Employees:  An employee may discuss his/her complaint with the school’s administrator or designee to attempt to resolve his/her complaint without delay.  Informal resolutions of sexual harassment should be encouraged.  (However, the informal process shall be bypassed if the complaint names a school-based administrator as a respondent.  In that case, the complainant may file directly with the Equal Opportunity Section to initiate a formal complaint.)

Reporting Hate-Motivated Incidents/Hate Crimes; Bulletin BP-5 (Summary)
Factors In Identifying Hate Motivated Incidents/Hate Crimes

All motivated incidents/hate crimes will not be tolerated and shall be reported and recorded according to LAUSD procedure.  Any act of hate whether an incident or a crime, that is substantially based, either in whole or in part upon the victrim’s actual or perceived race, religion, nationality, sexual orientation, disability or gender shall be treated seriously by all staff and documented according to policy.

The following questions are helpful in determining the existence of a hate motivated incident and/or crime.

1) Did the incident occur all or in part because of perceived race, nationality, religion, disability, gender or sexual orientation?

2) Has the victim or victim’s group been subjected to repeated attacks of a similar nature?

3) Is the victim the only member or one of a few of his/her group in school, in the neighborhood?  Did the victim’s family recently move into the neighborhood?

4) When multiple incidents occur at the same time, are all victims of the same race, ethnicity, religion, disability, gender, or sexual orientation?

5) Has the victim been associated with recent or past activities relating to his/her race, nationality, religion, disability, gender or sexual orientation?  (e.g., holiday celebrations, religious meetings?)

6) Has there been prior or recent news coverage of events of a similar nature?

7) Is there an ongoing neighborhood problem that may have initiated or contributed to the incident?

8) Does the incident indicate possible involvement by an organized group?  For example:

· Is there a documented or suspected organized group activity in the area?

· Is the literature printed?

9.    Does the party (ies) responsible have an understanding of the impact of their activity on the victim and other group members?

Information and Reporting Procedures

All certificated and classified employees are to receive information and training in recognizing and reporting Hate Motivated Incidents and Hate Crimes.  Please refer to the following when you suspect that such an event has occurred.

Definitions

A. Hate Motivated Incidents (formerly referred to as Bias-Motivated Incidents.  Defined as an act or attempted act which constitutes an expression of hostility against a person or property or institutions because of the victim’s real or perceived race, nationality, religion, disability, gender or sexual orientation.  This may include using bigoted insults, taunts, or slurs, distributing or posting hate-group literature or posters, defacing, removing, or destroying posted materials or announcements, posting or circulating demeaning jokes, or leaflets.

B. Hate Crimes.  Defined under specific penal code sections as an act or an attempted act by any person against the person or property of another individual or institutions which in any way constitutes an expression of hostility toward the victim because of his or her actual or perceived race, nationality, religion, disability, gender or sexual orientation.  This includes, but is not limited to threatening telephone calls, hate mail, physical assault, vandalism, cross burnings, destruction of religious symbols and fire bombs.
Reporting Procedures

If you suspect a hate motivated incident or hate crime has occurred, please do the following:

1. Immediately notify an administrator or counselor in writing, including supportive evidence of such an occurrence.

2. Include names of the victim(s), perpetrator(s), and witnesses.

3. Include whether any physical evidence or photographs of evidence needs to be preserved.

4. Describe the incident to the best of your knowledge.

5. Refer students involved to their Grade Counselor or Administrator, or request assistance if needed.

6. If an adult is involved, include name(s) in written statement. 

The process to be followed by designated school personnel will include victim response and assistance, investigation, consultation with and/or reporting to law enforcement, disciplinary action, reporting.

Los Angeles Center for Enriched Studies

To:

LACES Staff
From:

M. Wong

Subject:

Child Abuse Reporting Procedures     Bulletin No. 10



And Memorandum No. Z-6 (3rd Revision) Child Abuse Policies/Procedures Update
The following documents or forms are distributed to staff at the start of each school year:

1. Reporting Child Abuse – A Reminder

2. Suspected Child Abuse Reporting Form, attachment B

Reportable victims include:

1. Minor – a person under the age of 18

2. Dependent Adult – 18-64 years of age who is dependent on others

The first individual to hear a minor’s concern or complaint is the person responsible for calling and writing the report. ALL REPORTS AND INFORMATION ARE CONFIDENTIAL, ONLY SITE ADMINISTRATOR AND NURSE ARE TO BE INFORMED. The following guidelines will assist you:

1. Suspected Child Abuse Reporting forms are available from Marion Wong or the nurse Gratie Milton.

2. Obtain a printout of the student’s ID01 OR id51. This printout has address, phone numbers, parents’ names, etc., information necessary when filling out the form. These printouts can be obtained from a person who works in the attendance office or counseling office.

3. Before you call the police or Children’s Service Hotline, you should have the Child Abuse Reporting form filled out. ALWAYS DOCUMENT ON THE FORM THE DATE, TIME AND CONTACT PERSON’S NAME, TITLE, ID/BADGE NUMBER.

4. Call Children and Family Service Hotline (800) 540-4000 if the following has occurred:

a. physical abuse (see school nurse)

b. general and medical neglect

c. emotional abuse

d. inadequate supervision

e. sexual abuse

f. life endangerment, willful cruelty

5. Report to Law enforcement, Police or Sheriff, if the following has occurred:

a. physical abuse (see school nurse)

b. sexual abuse

c. life threatening/endangering situations

d. inadequate supervision (serious and immediate)

6. If you called the police, mail one copy of the report to that agency.

7. Mail one copy of the report to the Department of Children Services to:

DCFS

3075 Wilshire Blvd.

Los Angeles, CA  90010

8. Mail one photo copy of the report to LAUSD to:

LAUSD

Child Abuse Prevention Office

Third Street Annex, Bungalow 3

(marked confidential)

9. Reporter should keep a photocopy of the report for their files (off site).

10. Notify the nurse that a report was written and verify information was written on student’s health card.

11. Notify Marion Wong or another administrator that a report has been made.
