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Preface  

This comprehensive school safety plan is evaluated, and amended as needed, no less than once per 
year per Education Code section 35294.2(e)). This plan is available for public inspection during normal 
business hours at the Scotia Union Elementary School District office located at 417 Church St., Scotia, 
CA 95565-0217. For questions regarding this plan please call (707) 764-2212. 

NOTE: Tactical responses to criminal incidents are excluded from this public inspection document. This 
document is not available for public inspection on the internet.  

An “Inspection Log” is utilized to record the name, address, phone number and identification method 
of all individuals that perform a public inspection of this plan.  
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Stanwood A. Murphy Elementary School CSSP 

School Stakeholders 
• School Site Council Representative: Shawn Barsanti 
• Teacher: Jamie Ellsmore 
• Support Staff: Trudi Walsh 
• Counselors: Moriah Miranda 
• Administrators: Amy Gossien 
• Classified: Brian Timmerman 
• Parents: Linda Urbina 

Law Enforcement, Fire Department, Emergency Response 
• Sheriff, Police: Humboldt County Sherrif’s Office 
• Fire Department: Shane Wilson, Chief – Scotia Volunteer Fire Department 
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Vision Statement 
Stanwood A. Murphy Elementary - a safe place where school, families, and community work together 
as partners in education. 

Mission Statement  
Stanwood A. Murphy Elementary, located in the small community of Scotia, is a welcoming, caring, and 
safe environment that values close partnerships among students, staff, families, and community in 
order to provide 21st Century teaching and learning opportunities and support high expectations for 
all. 
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Section 2 – Policies and 
Procedures 

(Policies and Procedures have been excerpted and reformatted for this document. Code and Legal 
References have been removed. For access to documents in their original and approved form please 
contact the Scotia Union Elementary School District office located at 417 Church St., Scotia, CA 95565-
0217. For questions regarding this plan please call (707) 764-2212.) 
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Child Abuse Reporting Procedures – BP 5141.4  

The Board of Trustees recognizes that the District has a responsibility to facilitate the prompt reporting 
of incidents of child abuse and neglect. The Superintendent or designee shall ensure that 
parents/guardians have access to procedures whereby they can report suspected child abuse at a 
school site to appropriate child protective agencies. 

The Superintendent or designee shall establish regulations for use by employees in identifying and 
reporting child abuse. 

District employees shall report known or suspected incidences of child abuse in accordance with 
District regulations and state law. Employees shall fully cooperate with the child protective agencies 
responsible for reporting, investigating and prosecuting cases of child abuse. 

The Superintendent or designee  shall  provide  training  in  child  abuse  identification  and reporting 
for all certificated personnel. 

The Superintendent or designee shall also provide training in the duties of child abuse identification 
and reporting to instructional and teacher aides, teacher assistants and other classified employees. 
(Penal Code 11165.7) 

In order to reduce or eliminate unfounded child abuse accusations directed at school employees, child 
abuse in service training shall include guidance in disciplining students and maintaining ethical 
relationships with them. 

Policy adopted: 06/1993 
Scotia Union  Elementary  School District 
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Child Abuse Reporting Procedures – AR 5141.4  

Duty to Report 

Certificated employees and classified employees trained in child abuse identification and reporting 
shall report known or suspected child abuse to a child protective agency by telephone immediately or 
as soon as practically possible and in writing within 36 hours. The reporting duties are individual and 
cannot be delegated to another individual except under circumstances set forth in Penal Code 11166. 

Definitions 

1. "Child Abuse" includes the following: 

a. A physical injury inflicted by other than accidental means on a child by another person 

b. Sexual abuse of a child 

c. Willful cruelty or unjustifiable punishment of a child, or willfully inflicting unjustifiable 
physical pain or mental suffering, or failure to safeguard a child from these injuries 
when the child is under a person's care or custody 

d. Unlawful corporal punishment or injury resulting in a traumatic condition 

e. Neglect of a child or abuse in out-of-home care 

2. "Mandated Reporters" are those people defined by law as "child care custodians," "health 
practitioners," "child visitation monitors" and "employees of a child protective agency." 
Mandated reporters include virtually all school employees. The following school personnel are 
required to report: 

Teachers, administrators, supervisors of child welfare and attendance, certificated student 
personnel employees, employees of a child care institutions, head start teachers, school 
psychologists, licensed nurses, counselors, presenters of child abuse prevention programs  and 
those instructional aides or other classified employees trained in child abuse reporting. 

3. "Child Protective Agencies" are those law enforcement and child protective services responsible 
for investigating child abuse reports, including the local police or sheriff department, county 
welfare or juvenile probation department and child protective services. 

4. "Reasonable Suspicion" means that it is objectively reasonable for a person to 

entertain in such a suspicion, based upon facts that could cause a reasonable  person in  a like 
position, drawing when appropriate on his/her training and experience, to suspect child abuse. 
(Penal Code 11166) 
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Reporting Procedures 

1. To report known or suspected child abuse, any employee (as defined above) shall report by 
telephone to the local child protective agency. 

Department of Social Services - Child Welfare Services 
(Name of Child Protective Agency) 
929 Koster Street, Eureka, CA 95501 (707) 445-6180 
(Address and Phone Number) 

The telephone report must be made immediately, or as soon as practically possible, upon 
suspicion. This report will include: 

a. The name of the person making the report 

b. The name of the child 

c. The present location of the child 

d. The nature and extent of any injury 

e. Any other information requested by the child protective agency, including the 
information that led the mandated reporter to suspect child abuse 

When the verbal 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. Within 36 hours of making the telephone report, the mandated reporter shall complete and 
mail to the local child protective agency a written report which includes a completed 
Department of Justice form (DOJ SS 8572). 

Mandated reporters may obtain copies of the above form either from the District or the local 
child protective agency. 

Instructions are included on the form, and reporters may ask the site administrator for help 
completing   and- mailing it; however, the mandated reporter is personally responsible for 
ensuring that the written report is correctly filed. 

3. Employees reporting child abuse to a child protective agency are encouraged, but not required, 
to notify the site administrator or designee as soon as possible after the initial verbal report by 
telephone. When so notified, the site administrator shall inform the Superintendent or 
designee. 

Administrators so notified shall provide the mandated reporter with any assistance necessary 
to ensure that reporting procedures are carried out in accordance with law and District 
regulations. At the mandated reporter's request, the principal may assist in completing and 
filing these forms. 
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If the mandated reporter does not disclose his/her identity to a District administrator, he/she 
shall at least provide or mail a copy of the written report to the District without his/her 
signature or name. 

Legal Responsibility and Liability 
1. Mandated reporters have absolute immunity. School employees required to report are not 

civilly or criminally liable for filing a required or authorized report of known or suspected child 
abuse. 

2. If a mandated reporter fails to report an instance of child abuse which he/she knows to exist or 
reasonably should know to exist, he/she is guilty of a misdemeanor punishable by confinement 
in jail for up to six months, a fine of up to $1,000, or both. The mandated reporter may also be 
held civilly liable for damages resulting from any injury to the child after a failure to report. 

3. When two or more persons who are required to report have joint knowledge of a suspected 
instance of child abuse, and when they so agree, the telephone report may be made by either 
of them and a single report made and signed by that person. 

However, if any person knows or should know that the designated person failed to make the 
report, that person then has a duty to do so. 

4. The duty to report child abuse is an individual duty and no supervisor or administrator may 
impede or inhibit such reporting duties. Furthermore, no person making such a report shall be 
subject to any sanction. 

Victim Interviews 
Upon request, a child protective agency representative may interview a suspected victim of child abuse 
during school hours, on school premises, concerning a report of suspected child abuse that occurred 
within the child's home. The child shall be given the choice of being interviewed in private or in the 
presence of any adult school employee or volunteer aide selected by the child. (Penal Code 11174.3) 

A staff member or volunteer aide selected by a child may decline to be present at the interview. If the 
selected person accepts, the principal or designee shall inform him/her, before the interview takes 
place, of the following legal requirements: 

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

2. The selected person shall not participate in the interview. 

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

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

If a staff member agrees to be present, the interview shall  be held  at  a  time  during school hours 
when it does not involve an expense to the school. (Penal Code 11174.3) 
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Release of Child to Peace Officer or Child Protective Services Agent 
When a child is released to a peace officer or child protective services agent and taken into custody as 
a victim of suspected child abuse, the Superintendent or designee and/or principal shall not notify the 
parent/ guardian as required in other instances of removal of a child from school,  but  rather shall 
provide  the  peace officer or  agent  with  the  addr1ess  and  telephone number of the child's 
parent/guardian. It is the responsibility of the peace officer or agent to notify the parent/guardian of 
the situation... (Education Code 48906) 

Peace officers and child protective services agents will be asked to sign an appropriate release or 
acceptance of responsibility form. 

When School Employees are Accused of Child Abuse 
Regardless of who child abusers may be, the major responsibilities of mandated reporters are to 1) 
identify incidents of suspected child abuse, and 2) comply with laws requiring the reporting of 
suspected abuse to the proper authorities. Determining whether or not the suspected abuse actually 
occurred is not the responsibility of the school employee. Such determination and follow-up 
investigation will be made by a child protective agency. 

Pending the outcome of an investigation by a child protective agency and before formal charges are 
filed, the employee may be subject to reassignment or a paid leave of absence. 

Upon filing formal charges or upon conviction, the District may take disciplinary action in accordance 
with law, District policies, regulations and/or collective bargaining agreements. The Superintendent or 
designee shall seek legal counsel in connection with either the suspension or dismissal of the 
employee. 

Regulation approved: 06/1993 

Scotia Union Elementary School District 
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Suspected Child Abuse Report Form (BCIA 8572) 
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Suspension And Expulsion/Due Process – BP 5144.1 

The Board of Trustees has established policies and standards of behavior in order to promote learning 
and protect the safety and well-being of all students. When these policies and standards are violated, it 
may be necessary to suspend or expel a student from regular   _ classroom instruction. 

Suspended or expelled students shall be excluded from all school-related extracurricular activities 
during the period of suspension or expulsion. 

Except where suspension for a first offense is warranted in accordance with law, suspension shall be 
imposed only when other means of correction fail to bring about proper conduct. (Education Code 
48900.5) 

Expulsion is an action taken by the Board for severe or prolonged breaches of discipline by a student. 
Except for single acts of a grave nature, expulsion is used only when there is a history of misconduct, 
when other °forms of discipline, including suspension, have failed to bring about proper conduct, or 
when the student's presence causes a continuing danger to him/herself or others. (Education Code 
48915) 

The grounds for suspension and expulsion and the procedures for considering, recommending and/or 
implementing suspension and expulsion shall be specified in administrative regulation. 

Zero Tolerance 
The Board supports a zero-tolerance approach to serious offenses. This approach makes the removal of 
potentially dangerous students from the classroom a top priority. It ensures fair and equal treatment 
of all students and requires that all offenders be punished to the fullest extent allowed by law. Staff 
shall immediately report to the Superintendent or designee any incidence of offenses specified in law, 
Board policy and administrative regulation as cause for suspension or expulsion. 

The Superintendent or designee shall notify staff, students and parents/ guardians about the District's 
zero tolerance policy and the consequences which may result from student offenses. He/she shall also 
ensure strict enforcement of this policy. 

Student Due Process 

The Board shall provide for the fair and equitable treatment of students facing suspension and 
expulsion by affording them their due process rights under the law. The Superintendent or designee 
shall comply with procedures for notices and appeals as specified in administrative regulation and law. 
(Education Code 48911, 48915, 48915.5) 

On-Campus Suspension Program 
The Board recognizes that students who are suspended from school often have no supervision or 
guidance during the school hours when they are off campus and may fall behind in the coursework. 
The Board believes that in many cases, it would be better to address the student's misconduct by 
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keeping the student at school and providing him/her with supervision that is separated from the 
regular classroom. 

The Superintendent or designee shall establish a supervised in-house suspension  program  which 
meets the requirements of law for suspended students who pose no imminent danger or threat at 
school and for whom an expulsion action has not been initiated. 

The Superintendent or designee shall examine alternatives to off-campus suspension and may 
establish a suspension program which involves progressive discipline during the school day on campus; 
use of conferences between staff, parents/guardians and students; detention; student study teams or 
other assessment-related teams; and/or referral to school support services staff. The use of such 
alternatives does not preclude off-campus suspensions. 

Required Parental Attendance 
The Board believes that parental involvement plays an important role in the resolution of classroom 
behavior problems. The Board expects that teachers will communicate with parents/guardians when 
behavior problems arise. 

Whenever a student is removed from a class because he/she committed an obscene act, engaged in 
habitual profanity or vulgarity, disrupted school activities or otherwise willfully defied valid staff 
authority, the teacher of the class from which the student was removed may provide that the student's 
parent/guardian attend a portion of a school day in that class. After completing the classroom visit and 
before leaving school premises, the parent/guardian also shall meet with the principal or designee. 
(Education Code 48900.1) 

The Board encourages teachers, before requiring parental attendance, to make reasonable efforts- to 
have-the parent/guardian visit the class voluntarily. The teacher also may inform the parent/guardian 
about available resources and parent education opportunities. Teachers should reserve the option of 
required parental attendance for cases in which they have determined that it is the best strategy to 
promote positive interaction between the student and the parent/guardian and to improve classroom 
behavior. 

The teacher shall apply this policy uniformly to all students within the classroom. This policy shall apply 
only to a parent/guardian who lives with the student. (Education Code 48900.1) 

Parental attendance may be requested on the day the student returns to class or within one week 
thereafter. The principal or designee shall contact any parents/guardians who do not respond to the 
request to attend school. The Board recognizes that parental compliance with this policy may be 
delayed, modified or prevented for reasons such as serious illness/injury/disability, absence from 
town, or inability to get certain release time from work. 

District regulations and school-site rules for student discipline shall include procedures for 
implementing parental attendance requirements. 
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Decision not to Enforce Expulsion Order 

On a case-by-case basis, the enforcement of an expulsion order may be suspended by the Board 
pursuant to the requirements of law. 

Policy Adopted: 02/1999 
Scotia Union Elementary School District 
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Suspension And Expulsion/Due Process – AR 5144.1 

Definitions 
Suspension from school means removal of a student from ongoing instruction for adjustment 
purposes.    However, "suspension" does not mean any of the following: (Education Code 48925) 

1. Reassignment to another education program or class at the same school where the student will 
receive continuing instruction for the length of day prescribed by the Board of Trustees for 
students of the same grade level 

2. Referral to a certificated employee designated by the principal to advise students 

3. Removal from the class, but without reassignment to another class or program, for the 
remainder of the class period without sending the student to the principal or designee as 
provided in Education Code 48910. Removal from a particular class shall not occur more than 
once every five school days. 

Expulsion means removal of a student from the immediate supervision and control, or the general 
supervision, of school personnel. (Education Code 48925) 

Day means a calendar day unless otherwise specifically provided. (Education Code 48925) 

School day means a day upon which the schools of the District are in session or weekdays during the 
summer recess. (Education Code 48925) 

Student includes a student's parent/guardian or legal counsel. (Education Code 48925) 

Principal 's designee means one or more administrators or, if there is not a second administrator at one 
school site, a certificated person specifically designated by the principal, in writing, to assist with 
disciplinary procedures. Only one such person may be designated at any time as the principal's primary 
designee and only one such person may be designated as secondary designee for the school year. The 
names of such persons shall be on file in the principal's office. (Education Code 48911) 

Notice of Regulations 
At the beginning of each school year, the principal of each school shall ensure that all students and 
parents/guardians are notified in writing of all school rules related to discipline, suspension and 
expulsion. Transfer students and their parents/guardians shall be notified at the time of enrollment. 
(Education Code 35291.5, 48900.1, 48980) 

Notification shall include information about the availability of individual school rules and all District 
policies and regulations pertaining to student discipline.  (Education  Code 35291) 

Grounds for Suspension and Expulsion 
A student may be subject to suspension or expulsion when it is determined that he/she: 
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1. Caused, attempted to cause,  or threatened  to cause physical  injury  to another person  or 
willfully used force or violence upon the person of another, except in self-defense (Education 
Code 48900(a)) 

2. Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other dangerous object 
unless, in the case of possession of any object of this type, the student had obtained written 
permission to possess the item from a certificated school employee, with the principal or 
designee's concurrence (Education Code 48900(b)) 

3. Unlawfully possessed, used, sold, or otherwise furnished, or  was  under  the  influence of, any 
controlled substance as defined in Health and Safety Code 11053-11058, alcoholic beverage, or 
intoxicant of any kind (Education Code 48900(c)) 

4. Unlawfully offered, arranged, or negotiated to sell any controlled  substance  as defined in 
Health and Safety Code 11053-11058, alcoholic beverage or intoxicant of any kind, and then 
sold, delivered or otherwise furnished  to . any  person  another  liquid, substance or material 
and represented same as controlled  substance,  alcohol  beverage or intoxicant (Education 
Code 48900(d)) 

5. Committed or attempted· to commit robbery or extortion (Education Code 48900(e)) 

6. Caused or attempted to cause damage to school property or private property (Education Code 
48900(£)) 

7. Stole or attempted to steal school property or private property (Education Code 48900(g)) 

8. Possessed or used tobacco or any products containing tobacco or nicotine products, including 
but not  limited to cigars, cigarettes, miniature cigars, clove cigarettes smokeless tobacco, snuff, 
chew packets and betel. This restriction shall not prohibit a student from using or possessing 
his/her own prescription products. (Education Code 48900(h)) 

9. Committed an obscene act or engaged in habitual profanity or vulgarity (Education Code 
48900(i)) 

10. Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug 
paraphernalia, as defined in Health and Safety Code 11014.5 (Education Code 48900(j)) 

11. Disrupted school activ1tles or otherwise willfully defied the  valid  authority  of  supervisors, 
teachers, administrators, other school officials, or other school personnel engaged in the 
performance of their duties (Education Code 48900(k)) 

12. Knowingly received stolen school property or private property (Education Code 48900(1)) 

13. Possessed an imitation firearm, i.e., a replica of a firearm  that  is  so  substantially similar in 
physical properties to an existing firearm as to lead a reasonable person to conclude that the 
replica is a firearm (Education Code 48900(m)) 

14. Committed or attempted to commit a sexual assault as defined in Penal Code 261, 266c, 286, 
288, 288a or 289, or committed a sexual battery as defined in Penal Code 
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243.4 (Education Code 48900(n)) 

15. Harassed, threatened, or intimidated a student who is a complaining witness or witness in a 
school disciplinary proceeding for the purpose of preventing that student from being a witness 
and/or retaliating against that student for being a witness (Education-Code 48900(0)) 

16. Made terrorist threats against school officials and/or school property (Education Code 48900.7) 

A student in grades 4 through 12 is also subject to suspension or recommendation for expulsion when 
it is determined that he/she: 

17. Committed sexual harassment as defined in Education Code 212.5 (Education Code 

18. Caused, attempted to cause, threatened to cause, or participated in an act of hate violence as 
defined in Education Code 33032.5 (Education Code 48900.3) 

19. Intentionally harassed, threatened or intimidated a student or group of students to the extent 
of having the actual and reasonably expected effect of materially disrupting classwork, creating 
substantial disorder, and invading student rights by creating an intimidating or hostile 
educational environment (Education Code 48900.4) 

A student may be suspended or expelled for any of the acts listed above if the act is related to school 
activity or school attendance occurring at any District school under the jurisdiction of the 
Superintendent or principal or within any other school District, including but not limited to the 
following circumstances: (Education Code 48900) 

1. While on school grounds 

2. While going to or coming from school 

3. During the lunch period, whether on or off the school campus 

4. During, going to, or coming from a school-sponsored activity 

Alternatives to suspension or expulsion will be used with students who are truant, tardy, or otherwise 
absent from assigned school activities. 

Removal from Class by a Teacher/Parental Attendance 
A teacher may suspend any student from his/her class for the remainder of the day and the following 
day for any act listed in "Grounds for Suspension and Expulsion" above. (Education Code 48910) 

A teacher also may refer a student to the principal or designee for consideration of suspension from 
school. (Education Code 48910) 

When removing a student from his/her class, the teacher shall immediately report this action to the 
principal and send the student to the principal for appropriate action. The student shall be 
appropriately supervised during the class periods from which he/she has been removed. 

As soon as possible, the teacher shall ask the student's parent/guardian to attend a parent teacher 
conference regarding the removal. A counselor or psychologist should attend the conference if it is 
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practicable, and a school administrator may attend if either the parent/guardian or teacher so 
requests. 

A student removed from class shall not be returned to class during the period of removal without the 
approval of the teacher of the class and the principal. (Education Code 48910) 

A student removed from class shall not be placed in another regular class during the period of removal. 
However, if a student is assigned to more than one class per day, he/she may be placed in any other 
regular classes except those held at the same time as the class from which the student was removed. 
(Education Code 48910) 

The teacher of any class from which a student is removed may  require  the  student  to  complete any 
assignments and tests missed during the removal. (Education Code 48913) 

Pursuant to Board policy, a teacher may provide that the parent/guardian of a student whom the 
teacher has removed attend a portion of a school day in his/her child's classroom. When a teacher 
makes this request, the principal shall send the parent/guardian a written notice that the 
parent/guardian's attendance is requested pursuant to law. (Education Code 48900.1) 

This notice shall also: 

1. Inform the parent/guardian when his/her presence is expected and by what means he/she may 
arrange an alternate date 

2. Describe the legal protections afforded to the parent/guardian as an employee under Labor 
Code 230.7 

3. State that if the parent/guardian does not have a means of transportation to school, he/she 
may ride the school bus with the student 

4. Ask the parent/guardian to meet with the principal after the visit and before leaving school, as 
required by Education Code 48900.1 

Suspension by Superintendent, Principal or Principal's Designee 
The Superintendent, principal or principal's designee may suspend a student from a school for not 
more than five consecutive school days unless the suspension is extended pending expulsion. 
(Education Code 48911) 

The Superintendent or designee shall immediately suspend any student found at school or at a school 
activity to be: (Education Code 48915) 

1. Possessing, as verified by a District employee, or selling or otherwise furnishing a firearm, 
unless the student had obtained prior written permission to possess the item from a 
certificated school employee, with the principal or designee's concurrence 

2. Brandishing a knife, as defined in Education Code 48915(g), at another person 

3. Unlawfully selling a controlled substance listed in Health and Safety Code 11053- 11058 
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4. Committing or attempting to commit a sexual assault or committing a sexual battery as defined 
in item #14 under "Grounds for Suspension and Expulsion" above 

Suspension also may be imposed upon a first offense if the Superintendent, principal or designee 
determines the student violated items #1-5 listed in "Grounds for Suspension and Expulsion" above or 
if the student's presence causes a danger to persons or property or threatens to disrupt the 
instructional process. (Education Code 48900.5) 

A student may be suspended from school for not more than 20 school days in any school year, unless 
for purposes of adjustment a student enrolls in or is transferred to another regular school, an 
opportunity school, or continuation school or class, in which case suspension shall not exceed 30 days 
in any school year. However, this restriction on the number of days of suspension does not apply when 
the suspension is extended pending an expulsion. (Education Code 48903, 48912) 

Suspensions shall be initiated according to the following procedures: 

1. Informal Conference: Suspension shall be preceded by an informal conference conducted by 
the principal, designee or the Superintendent with the student and, whenever practicable, the 
teacher, supervisor or school employee who referred the student to the principal. At the 
conference, the student shall be informed of the reason for the disciplinary action and the 
evidence against him/her; the student shall be given the opportunity to present his/her version 
and evidence in support of his/her defense. (Education Code 4891 l(b)) 

This conference  may  be omitted  if  the  principal,  designee  or  the Superintendent 
determines that an emergency situation  exists. - An "emergency situation" inv.:ol v.es clear and 
present danger to the lives, safety or health of students or school personnel. If   a  student  is  
suspended  without  this  conference,  both  the  parent/guardian and 

student shall be notified of the student's right to return to school for the purpose of a 
conference. The conference shall be held within two days, unless the student waives his/her 
right to it or is physically unable  to  attend  for  any  reason.  In  such case, the conference shall 
be held as soon as the student is physically able to return to school. (Education Code 4891 l(c)) 

2. Administrative Actions: All requests for student suspension are to be processed by the principal 
or designee of the school in which the student is enrolled at the time of the misbehavior. 

A school employee shall report the suspension, including the name of the student and the 
cause for the suspension, to the Superintendent or designee. 

3. Notice to Parents/Guardians: At the time of the suspension, a school employee shall make a 
reasonable effort to contact the parent/guardian by telephone or in person. Whenever a 
student is suspended, the parent/guardian shall be notified in writing of the suspension. 
(Education Code 48911) 

This notice shall state the specific offense committed by the student. (Education Code 48900.8). 

In addition, the notice may also state the date and time when the student may return to school. 
If school officials wish to ask the parent/guardian to confer regarding matters pertinent to the 



Stanwood A. Murphy Elementary School – Scotia Union School District Page 22 
Comprehensive School Safety Plan 
Section 2 – Policies and Procedures 

 

 

  

suspension, the notice may add that state law requires the parent/guardian to respond to such 
requests without delay. 

4. Parent/Guardian Conference: Whenever a student is suspended, school officials may meet with 
the parent/guardian to discuss the causes and duration of the suspension, the school policy 
involved and any other pertinent mutter. (Education Code 48914) 

While the parent/guardian is required to respond without delay to a request for a conference 
about a student's behavior, no penalties may be imposed on the student for the failure of the 
parent/guardian to attend such a conference. The student may not be denied readmission 
solely because the parent/guardian failed to attend. (Education Code 48911) 

5. Extension of Suspension: If the Board is considering the expulsion of a suspended student from 
any school or the suspension of a student for the balance of the semester from continuation 
school, the Superintendent or designee may, in writing, extend the suspension until such time 
as the Board has made  a decision. (Education  Code 4891 l(g)) 

Any extension of the original period of suspension shall be preceded by notice of such 
extension with an offer to hold a conference concerning the extension, giving the student an 
opportunity to be heard. This conference may be held in conjunction with a meeting requested 
by the student or parent/guardian to challenge the original suspension. Extension of the 
suspension may be made only if the Superintendent or designee determines, following a 
meeting in which the student and the student's parent/guardian were invited to participate, 
that the student's presence at the school or at an alternative school would endanger persons or 
property or threaten to disrupt the instructional process. (Education Code 48911) 

Suspension by the Board 
The Board may suspend a student for any of the acts listed in "Grounds for Suspension and Expulsion" 
above and within the limits specified in "Suspension by Superintendent, Principal or Principal's 
Designee" above. (Education Code 48912) 

The Board may suspend a student enrolled in a continuation school or class for a period not longer 
than the remainder of the semester if any of the acts listed in "Grounds for Suspension and Expulsion" 
occurred. The suspension shall meet the requirements of Education Code 48915. (Education Code 
48912.5) 

When the Board is considering a suspension, disciplinary action or any other action (except expulsion) 
against any student, it shall hold closed sessions if a public hearing would lead to disclosure of 
information violating a student's right to privacy under Education Code 49073- 49079. 

The Board shall provide the student and his/her parent/guardian with written notice of the closed 
session by certified mail. Upon receiving this notice, the student or parent/guardian may request a 
public meeting, and this request shall be granted if made in writing within 48 hours after receipt of the 
Board's notice. However, any discussion that conflicts with any other student's right to privacy still shall 
be held in closed session. (Education Code 35146, 48912) 
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On-Campus Suspension Program 
Students for whom an expulsion action has not been initiated and who pose no imminent danger or 
threat to the school may be assigned to a separate, supervised suspension classroom for the entire 
period of suspension. The following conditions shall apply: (Education Code 48911.1) 

1. The supervised suspension classroom shall be staffed in accordance with law. 

2. The student shall have access to appropriate counseling services. 

3. The supervised suspension classroom shall promote completion of schoolwork and tests missed 
by the student during the suspension. 

4. Each student shall be responsible for contacting his/her teacher(s) to receive assignments to be 
completed in the supervised suspension classroom. The teacher shall provide all assignments 
and tests that the student will miss while suspended. If no such work is assigned, the person 
supervising . the suspension classroom shall assign schoolwork. 

At the time a student is assigned to a supervised suspension classroom, the principal or designee shall 
notify the student's parent/guardian in person or by telephone. When the assignment is for longer 
than one class period , this notification shall be made in writing. (Education Code 48911.1) 

Authority to Expel 
A student may be expelled only by the Board. The Board shall expel, as required by law , any student 
found to have committed certain offenses listed below under "Mandatory Recommendation and 
Mandatory Expulsion." 

The Board may also order a student expelled for any of the acts listed above under "Grounds for 
Suspension and Expulsion" upon recommendation by the principal, Superintendent, hearing officer or 
administrative panel, based on finding either or both of the following: (Education Code 48915(b) and 
(e)) 

1. That other means of correction are not feasible or  have  repeatedly  failed  to  bring about 
proper conduct 

2. That due to the nature of the violation, the presence of the student causes a continuing danger 
to the physical safety of the student or others 

Mandatory Recommendation for Expulsion 
Unless the principal, Superintendent or designee finds that expulsion is inappropriate due to particular 
circumstances, the principal, Superintendent or designee shall recommend a student's expulsion for 
any of the following acts: (Education Code 48915(a)) 

1. Causing serious physical injury to another person, except in self-defense 

2. Possession of any knife as defined in Education Code 48915(g), explosive or other dangerous 
object of no reasonable use to the student 
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3. Unlawful possession of any controlled substance, as listed in Health and Safety Code 11053-
11058, except for the first offense for the possession of  not  more  than  one ounce of 
marijuana, other than concentrated cannabis 

4. Robbery or extortion 

5. Assault or battery, as defined in Penal Code 240 and 242, upon any school employee 

Mandatory Recommendation and Mandatory Expulsion 
The principal, Superintendent or designee shall recommend that the Board expel any student found at 
school or at a school activity to be: (Education Code 48915(c)) 

1. Possessing, as verified by a District employee, or selling or otherwise furnishing a firearm, 
unless the student had obtained prior written permission to possess the item from a 
certificated school employee, with the principal or designee's concurrence 

2. Brandishing a knife as defined in Education Code 48915(g) at another person 

3. Unlawfully selling a controlled substance listed in Health and Safety  Code  11053- 11058 

4. Committing or attempting to commit a sexual assault or committing a sexual battery as defined 
in item #14 under "Grounds for Suspension and Expulsion" above 

Upon finding that the student committed any of the above acts, the Board shall expel the student. 
(Education Code 48915) 

Student's Right to Expulsion Hearing 
The student is entitled to a hearing to determine whether the student should be expelled. The hearing 
shall be held within 30 school days after the principal or Superintendent or designee determines that 
one of the acts listed under "Grounds for Suspension and Expulsion" has occurred. (Education Code 
48918(a)) 

The student is entitled to one postponement of an expulsion hearing for a period of not more than 30 
calendar days. The request for postponement shall be in writing. Any subsequent postponement may 
be granted at the Board's discretion. (Education Code 48918(a)) 

If the Board finds it impractical to comply with these time requirements for conducting an expulsion 
hearing, the Superintendent or designee may, for good cause, extend the time period by an additional 
five school days. Reasons for the extension shall be included as a part of the record when the expulsion 
hearing is held. (Education Code 48918(a)) 

Once the hearing starts, all matters shall be pursued with reasonable diligence and concluded without 
unnecessary delay. (Education Code 48918(a)) 

Rights of Complaining Witness 
An expulsion hearing involving allegations of sexual assault or sexual battery may be postponed for one 
school day in order to accommodate the special physical, mental or emotional needs of a student who 
is the complaining witness. (Education Code 48918.5) 
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Whenever the Superintendent or designee recommends an expulsion hearing that addresses 
allegations of sexual assault or sexual battery, he/she shall give the complaining witness a copy of the 
District's-suspension and expulsion policy and regulation and shall advise the witness of his/her right 
to: (Education Code 48918.5) 

1. Receive five days' notice of his/her scheduled testimony at the hearing 

2. Have up to two adult support persons of his/her choosing present in the hearing at the time 
he/she testifies 

3. Have a closed hearing during the time he/she testifies 

Whenever any allegation of sexual assault or sexual battery is made, the Superintendent or designee 
shall immediately advise complaining witnesses and accused students to refrain from personal or 
telephone contact with each other during the time when an expulsion process is pending. (Education 
Code 48918.5) 

Written Notice of the Expulsion Hearing 
Written notice of the hearing shall be forwarded to the student and the student's parent/guardian at 
least 10 calendar days before the date of the hearing. The notice shall include: (Education Code 
48900.8, 48918(b)) 

1. The date and place of the hearing 

2. A statement of the specific facts, charges and offense upon which the proposed expulsion is 
based 

3. A copy of District disciplinary rules which relate to the alleged violation 

4. Notification of the student's or parent/guardian's obligation, pursuant to Education Code 
48915.1, to provide information about the student's status in the District to any other District in 
which the student seeks enrollment. This obligation applies when a student is expelled for acts 
other than those described in Education Code 48915(a). 

5. The opportunity for the student or the student's parent/guardian to appear in person or to 
employ and be represented by counsel 

6. The right to inspect and obtain copies of all documents to be used at the hearing 

7. The opportunity to confront and question all witnesses who testify at the hearing 

8. The opportunity to question all evidence presented and to present oral and documentary 
evidence on the student's behalf, including witnesses 

Conduct of Expulsion Hearing 
1. Closed Session: Notwithstanding the provisions of Government Code 54953 and Education 

Code 35145, the Board shall conduct a hearing to consider the expulsion of the student in a 
session closed to the public unless the student requests in writing at least five days prior to the 
hearing that the hearing be a public meeting. If such request is made, the meeting shall be 
public unless another student's privacy rights would be violated. 



Stanwood A. Murphy Elementary School – Scotia Union School District Page 26 
Comprehensive School Safety Plan 
Section 2 – Policies and Procedures 

 

 

  

Whether the expulsion hearing is held in closed or public session, the Board may meet in closed 
session to deliberate and determine whether or not the student should be expelled. If the 
Board admits any other person to this closed session, the parent/guardian, the student, and the 
counsel of the student shall also be allowed to attend the closed session. (Education Code 
48918(c)) 

If a hearing that involves a charge of sexual assault or sexual battery is to be conducted in 
public, a complaining witness shall have the right to have his/her testimony heard in closed 
session when testifying in public would threaten serious psychological harm to the witness and 
when there are no alternative procedures to avoid the threatened harm, including , but not 
limited to videotaped deposition or contemporaneous examination in another place 
communicated to the hearing room by closed-circuit television. (Education Code 48918(c)) 

2. Record of Hearing: A record of the hearing shall be made and may be maintained by any means, 
including electronic recording, as long as a reasonably accurate and complete written 
transcription of the proceedings can be made. (Education Code 48918(g)) 

3. Subpoenas: Before commencing a student expulsion hearing, the Board may issue subpoenas, 
at the request of either the student or the Superintendent or designee, for the personal 
appearance at the hearing of any person who actually witnessed the action that gave rise to the 
recommendation for expulsion. After the hearing has commenced, the Board or the hearing 
officer or administrative panel may issue such subpoenas at the request of the student or the 
County Superintendent of Schools or designee. All subpoenas shall be issued in accordance with 
the Code of Civil Procedure 1985-1985.2 and enforced in accordance with Government Code 
11525. (Education Code 48918(i)) 

Any objection raised by the student or the Superintendent or designee to the issuance of 
subpoenas may be considered by the Board in closed session, or in open session if so requested 
by the student, before the meeting. The Board's decision in response to such an objection shall 
be final and binding. (Education Code 48918(i)) 

If the Board determines, or if the hearing officer or administrative panel finds and submits to 
the Board, that a witness would be subject to unreasonable risk of harm by testifying at the 
hearing, a subpoena shall not be issued to compel the personal attendance of that witness at 
the hearing. However, that witness may be compelled to testify by means of a sworn 
declaration as described in item #4 below. (Education Code 48918(i)) 

4. Presentation  of  Evidence: While technical rules of evidence do not apply to expulsion 
hearings, evidence may be admitted and used as proof only if it is the kind of evidence on which 
reasonable persons can rely in the conduct of serious affairs.  The decision of the Board to expel 
must be supported by substantial evidence that the student committed any of the acts listed in 
"Grounds for Suspension and Expulsion" above. 

Findings of fact shall be based solely on the evidence at the hearing. While no evidence shall be 
based solely on hearsay, sworn declarations may be admitted as testimony from witnesses 
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whose disclosure of their identity or testimony at the hearing may subject them to an 
unreasonable risk of physical or psychological harm. (Education Code 48918(f) and (h)) 

In cases where a search of a student's person or property has occurred, evidence describing the 
reasonableness of the search shall be included in the hearing record. 

5. Testimony by Complaining Witnesses: The following procedures shall be observed when 
hearings involve allegations of sexual assault or sexual battery by a student: (Education Code 
48918) 

a. Any complaining witness shall be given five days' notice before being called to testify. 

b. Any complaining witness shall be entitled to have up to two adult support persons, 
including but not limited to a parent/guardian or legal counsel, present during his/her 
testimony. 

c. Before a complaining witness testifies, support persons shall be admonished that the 
hearing is confidential. 

d. The person presiding over the hearing may remove a support person whom he/she finds 
is disrupting the hearing. 

e. If one or both support persons are also witnesses, the hearing shall be conducted 
according to Penal Code 868.5. 

f. Evidence  of  specific  instances  of  prior  sexual  conduct  of  a complaining witness- 
shall be presumed inadmissible and shall not be heard unless the person conducting the 
hearing determines that extraordinary  circumstances require the evidence to be heard. 
Before such a determination is made, the complaining witness shall be given notice and 
an opportunity to oppose the introduction  of this evidence. In the hearing on the 
admissibility of this evidence, the complaining witness shall be entitled to be 
represented by a parent/guardian, legal counsel or other support person. Reputation or 
opinion evidence regarding the sexual behavior of a complaining witness shall not be 
admissible for any purpose. 

g. In order to facilitate a free and accurate statement of the experiences of the 
complaining witness and to prevent discouragement of complaints, the District shall 
provide a nonthreatening environment. 

(1) The District shall provide a room separate from  the hearing  room  for the use of 
the complaining witness before and during breaks  in testimony. 

(2) At the discretion of the person conducting the hearing, the complaining witness 
shall be allowed reasonable periods of relief from examination and cross-
examination during which he/she· may leave the hearing room. 

(3) The person conducting the hearing may: 
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(a) Arrange the seating within the hearing room so as to facilitate a less 
intimidating environment for the complaining witness 

(b) Limit the time for taking the testimony  of  a  complaining witness to the 
hours he/she is normally in school, if there is no good cause to take the 
testimony during other hours  

(c) Permit one of the support persons to accompany the complaining 
witness to the witness stand 

6. Decision Within 10 Days: The Board's decision on whether to expel a student shall be made 
within 10 school days after the conclusion of the hearing, unless the student requests in writing 
that the decision be postponed. (Education Code 48918(a)) 

7. Decision Within 40 Days: If the Board does not meet on a weekly basis, its decision whether to 
expel a student shall be made within 40 school days after the student- i-s removed from 
his/her school of attendance, unless the student requests in writing  that the decision be 
postponed . (Education Code 48918(a)) 

Alternative Expulsion Hearing: Hearing Officer or Administrative Panel 
Instead of conducting an expulsion hearing itself, the Board may contract with the county hearing 
officer or with the Office of Administrative Hearings of the State of California for a hearing officer. 
Alternatively, the Board may appoint an impartial administrative panel composed of three or more 
certificated personnel, none of whom shall be members of the Board or on the staff of the school in 
which the student is enrolled. (Education Code 48918(d)) 

A hearing conducted by the hearing officer or administrative panel shall conform to the same 
procedures as apply to a hearing conducted by the Board as specified above in "Conduct of Expulsion 
Hearing." 

The hearing officer or administrative panel shall, within three school days after the hearing, determine 
whether to recommend expulsion of the student to the Board. If expulsion is not recommended, the 
student shall be immediately reinstated. The Superintendent or designee shall place the student in a 
classroom instructional program, any other instructional program, a rehabilitation program, or any 
combination of these programs after consulting with District staff, including the student's teachers and 
with the student's parent/guardian. (Education Code 48918(e)) 

If expulsion is recommended, findings of fact in support of the recommendation shall be prepared and 
submitted to the Board. All findings  of  fact  and  recommendations  shall  be based solely on the 
evidence presented at the hearing. The Board may accept the recommendation based either upon a 
review of the findings of fact and recommendations submitted or upon the results of any 
supplementary hearing the Board may order. (Education Code 48918(f)) 

In accordance with Board policy, the hearing officer or administrative panel may recommend that the 
Board suspend the enforcement of the expulsion for a period of one year. (See "Decision Not to 
Enforce Expulsion Order below.") 
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The Board shall make its decision about the student's expulsion within 40 school days after the date of 
the student's removal from school unless the student requests in writing that the decision be 
postponed . (Education Code 48918(a)) 

Final Action by the Board 
Whether the expulsion hearing is conducted in closed or public session by the Board, a hearing officer, 
or an administrative panel, the final action to expel shall be taken by the Board at a public meeting. 
(Education Code 489186)) 

If the Board conducts the hearing and reaches a decision not to expel, this decision shall be final and 
the student shall be reinstated immediately. 

Upon ordering an expulsion, the Board shall set a date when the student shall be reviewed for 
readmission to a school within the District. For a student expelled for an act listed under "Mandatory 
Recommendation and Mandatory Expulsion" above, this date shall be one year from the date the 
expulsion occurred, except that the Board may set an earlier date on a case by-case basis. For a 
student expelled for other acts, this date shall be no later than the last day of the semester following 
the semester in which the expulsion occurred. (Education Code 48916) 

At the time of the expulsion order, the Board shall recommend a plan for the student's rehabilitation, 
which may include: (Education Code 48916) 

1. Periodic review as well as assessment of the student at the time of review for readmission 

2. Recommendations for improved academic performance, tutoring, special education 
assessments, job training, counseling, employment, community service and other rehabilitative 
programs 

With parental consent, students who have been expelled for reasons relating to controlled substances 
or alcohol may be required to enroll in a county-sponsored drug rehabilitation program before 
returning to school. (Education Code 48916.5) 

Written Notice to Expel 
The Superintendent or designee shall send written notice of the decision to expel to the student or 
parent/guardian. This notice shall include the following : 

1. The specific offense committed by the student for any of the causes for suspension or expulsion 
listed  in  Education  Code  48900(a)-(o),  Education  Code  48900.2-48-900  -A and Education 
Code 48915(c) (Education Code 48900.8) 

2. The fact that a description of readmission procedures will be made available to the student and 
his/her parent/guardian (Education Code 48916) 

3. Notice of the right to appeal the expulsion to the County Board of Education (Education Code 
48918) 

4. Notice of the alternative educational placement to be  provided  to  the  student during the 
time of expulsion (Education Code 48918) 
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5. Notice of the student's or parent/guardian's obligation to inform any new District in which the 
student seeks to enroll of the student's status with the expelling District, pursuant to Education 
Code 48915.1 (Education Code 48918) 

Decision Not to Enforce Expulsion Order 
In accordance with Board policy, when deciding whether to suspend the enforcement of an expulsion, 
the Board shall take into account the following criteria: 

1. The student's pattern of behavior 

2. The seriousness of the misconduct 

3. The student's attitude toward the misconduct and his/her willingness to follow a rehabilitation 
program 

The suspension of the enforcement of an expulsion shall be governed by the following: (Education 
Code 48917) 

1. The Board may, as a condition of the suspension of enforcement, assign the student to a 
school, class or program appropriate for the student's rehabilitation. This rehabilitation 
program may provide for the involvement of the student's parent/guardian in the student's 
education. However, a parent/guardian's refusal to participate in the rehabilitation program 
shall not be considered in the Board's determination as to whether the student has 
satisfactorily completed the rehabilitation program. 

2. During the period when enforcement of the expulsion order is suspended, the student shall be 
on probationary status. 

3. The suspension of the enforcement of an expulsion order may  be  revoked  by  the Board if the 
student commits any of the  acts  listed  under  "Grounds  for Suspension and Expulsion" above 
or violates any of the District's rules and regulations governing student conduct. 

4. When the suspension of the enforcement of an expulsion order is revoked, a student may be 
expelled under the terms of the original expulsion order. 

5. Upon satisfactory completion of the rehabilitation assignment, the Board shall reinstate the 
student in a District school. Upon rein-statement, the Board may order the expunging of any or 
all records of the expulsion proceedings. 

6. Suspension of the enforcement of an expulsion order shall not affect the time period and 
requirements for the filing of an appeal of the expulsion order with the County Board of 
Education . 

7. The Superintendent or designee shall send written notice of any decision to suspend the 
enforcement of an expulsion order during a period of probation to the student or 
parent/guardian. The notice shall also inform the parent/guardian of the right to appeal the 
expulsion to the County Board of Education. (Education Code 48918G)). 
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Right to Appeal 
The student or parent/guardian is entitled to file an appeal of the Board's decision to the County Board 
of Education. The appeal must be filed within 30 days of the Board's decision to expel, even if the 
expulsion action is suspended and the student is placed on probation. (Education Code 48919) 

Post-Expulsion Placements 
The Board shall refer expelled students to a program  of  study  that  is :  (Education  Code 48915, 
48915.01) 

1. Appropriately prepared to accommodate students who exhibit discipline problems 

2. Not provided at a comprehensive middle , junior or senior high school or at any elementary 
school, unless the program is offered at a community day school established at such a site 

3. Not housed at the school site attended by the student at the time of suspension 

When the placement described above is not available, and when the County Superintendent of Schools 
so certifies, students expelled for acts described in items #6 through #13 and #17 through #19 under 
"Grounds for Suspension and Expulsion" above may be instead referred to a program of study that is 
provided at another comprehensive middle, junior, or senior high school, or at an elementary school. 

The program for a student expelled from any of grades K-6 shall not be combined or merged with 
programs offered to students in any of grades 7-12. (Education Code 48916.1) 

Readmission After Expulsion 
Readmission procedures shall be as follows: 

1.  On the date set by the Board when it ordered the expulsion, the District shall consider 
readmission of the student. (Education Code 48916) 

2.  The Superintendent or designee shall hold a conference with the parent/guardian and the 
student. At the conference the student's rehabilitation plan shall be reviewed and the 
Superintendent or designee shall verify that the provisions of this plan have been met. School 
regulations shall be reviewed and the student and parent/guardian shall be asked to indicate in 
writing their willingness to comply with these regulations. 

3.  The Superintendent or designee shall transmit to the Board his/her recommendation regarding 
readmission. The Board shall consider this recommendation in closed session if information 
would be disclosed in violation of Education Code 49073- 49079. If a written request for open 
session is received from the parent/guardian or adult student, it shall be honored. 

4.  If the readmission is granted, the Superintendent or designee shall notify the student and 
parent/guardian, by registered mail, of the Board's decision regarding readmission. 

5.  The Board may deny readmission only if it finds that the student has not satisfied the conditions 
of the rehabilitation plan or that the student continues to pose a danger to campus safety or to 
other District students or employees. (Education Code 48916) 
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6.  If the Board denies the readmission of a student, the Board shall determine either to continue 
the student's placement in the alternative educational program initi-a-1-1-y selected or to 
place the student in another program that serves expelled students, including placement in a 
county community school. (Education Code 48916) 

7.  The Board shall provide written notice to the expelled student and parent/guardian describing 
the reasons for denying readmittance into the regular program. This notice shall indicate the 
Board's determination of the educational program which the Board has chosen. The student 
shall enroll in that program unless the parent/guardian chooses to enroll the student in another 
school District. (Education Code 48916) 

Maintenance of Records 
The Board shall maintain a record of each expulsion, including the specific cause of the expulsion. The 
expulsion record shall be maintained in the student's mandatory interim record and sent to any school 
in which the student subsequently enrolls, within five days of a written request by the admitting 
school. (Education Code 48900.8, 48918(k)) 

The Superintendent or designee shall, within five working days, honor any other District's request for 
information about an expulsion from this District. (Education Code 48915.1) 

Notifications to Law Enforcement Authorities 
Prior to the suspension or expulsion of any student, the principal or designee shall notify appropriate 
city or county law enforcement authorities of any student acts of assault which may have violated 
Penal Code 245. (Education Code 48902) 
The principal or designee also shall notify appropriate city or county law enforcement authorities of 
any student acts which may involve the possession or sale of narcotics or of a controlled substance or 
possession of weapons or firearms in violation of Penal Code 626.9 and 626.10. (Education Code 
48902) 
Within one school day after a student's suspension or expulsion, the principal or designee shall notify 
appropriate city or county law enforcement authorities, by telephone or other appropriate means, of 
any student acts which may violate Education Code 48900(c) or (d), relating to the possession, use, 
offering or sale of controlled substances, alcohol or intoxicants of any kind. (Education Code 48902) 

Outcome Data 
The Superintendent or designee shall maintain the following data and report such data annually to the 
California Department of Education, using forms supplied by the California Department of Education: 
(Education Code 48900.8, 48916.1) 

1. The number of students recommended for expulsion 

2. The specific grounds for each recommended expulsion 

3. Whether the student was subsequently expelled 

4. Whether the expulsion order was suspended 

5. The type of referral made after the expulsion 
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6. The disposition of the student after the end of the expulsion period 

Regulation approved: 02/1999 
Scotia Union Elementary School District 
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Suspension and Expulsion Due Process – AR 5144.2 

Students with Disabilities 
A student identified as an individual with disabilities pursuant to the Individuals with Disabilities-
Education Act is subject to the same grounds for suspension and expulsion which apply to regular 
education students. 

A student who has not been identified as an individual with disabilities pursuant to IDEA and who has 
violated the District's disciplinary procedures may assert the procedural safeguards granted under this 
administrative regulation only if the District had knowledge that the student was disabled before the 
behavior occurred. (20 USC 1415) 

The District shall be deemed to have knowledge that the student had a disability if one of the following 
conditions exists: (20 USC 1415) 

1. The parent/guardian has expressed concern in writing that the student is in need of special 
education or related services 

2. The behavior or performance of the student demonstrates the need for such services 

3. The parent/guardian has requested an evaluation of the student for special education 

4. The teacher, Director of Special Education or other District personnel has expressed concern 
about the behavior or performance of the student to other District personnel 

If it is determined that the District did not have knowledge that the student was disabled, then the 
student shall be disciplined in accordance with procedures established for students without disabilities. 
(20 USC 1415) 

Suspension 
The Superintendent or designee may suspend a student with disability for up to five school days for a 
single incident of misconduct, and for up to 20 school days in a school year. If the student is transferred 
to another school or alternative educational program, the student may be suspended for up to 30 
school days in a school year, but still no more than five days for a single incident of misconduct, unless 
the student is suspended by the Board of Trustees pursuant to Education Code 48912. (Education Code 
48903, 48911) 

If the student poses an immediate threat to the safety of himself/herself or  others, the 
Superintendent or designee may suspend the student for up to, but not more  than,  10 consecutive 
school days. (Education Code 48911) 

Services During Suspension 
Students suspended for more than 10 school days shall continue to receive a free and appropriate 
public education during the term of the suspension. 
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Interim Alternative Placement Due to Dangerous Behavior 
A student with a disability may be placed in an appropriate interim alternative educational setting 
when he/she commits one of the following acts: (20 USC 1415) 

1. Carries a weapon, as defined in 18 USC 930, to school or to a school function 

2. Knowingly possesses or uses illegal drugs while at school or a school function 

3. Sells or solicits the sale of a controlled substance while at school or a school function 

A hearing officer may order a change in placement of a student with a disability to an appropriate 
interim educational setting if the hearing officer: (20 USC 1415) 

1. Determines that the District has established by substantial evidence that maintaining the 
current placement of the student is substantially likely to result in injury to the student or 
others 

2. Considers the appropriateness of the student's current placement 

3. Considers whether the District has made reasonable efforts to minimize the risk of harm in the 
student's current placement, including the use of supplementary aids and services 

4. Determines that the interim alternative educational setting allows the student to participate in 
general curriculum, to continue to receive IEP services and to receive services designed to 
ensure that the behavior does not recur 

The student may not be placed in the interim alternative educational setting for more than 45 days, or 
until the conclusion of any due process hearing proceedings requested by the parent/guardian. (20 
USC 1415) 

The student’s alternative educational setting shall be determined by the student’s individual 
educational program (IEP) team. (20 USC 1415) 

Procedural Safeguards/Manifestation Determination 
Either before or not later than 10 days after a student has been suspended for more than I 0 days or 
placed in an alternative educational setting, the District shall convene an IEP team meeting to conduct 
a functional behavior assessment and implement a behavioral intervention plan. If the student already 
has a behavioral intervention plan, the IEP team shall review the plan and modify it as necessary to 
address the behavior. (20 USC 1415) 

The following procedural safeguards shall apply when a student is suspended  for more than 

10 days, when disciplinary action is contemplated for a dangerous behavior as described above,  or 
when an  change of placement  of more than  10  days is contemplated: (20 USC 1415) 

1. The parents/guardians of the student shall be immediately notified of the decision and all 
procedural safeguards on the day the decision to take action is made. 
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2. No later than 10 school days after the date of the decision , a manifestation determination shall 
be made of the relationship between the student's disability and the behavior subject to the 
disciplinary action by the IEP team. 

At this hearing, the IEP team shall consider: 

a. Evaluation and diagnostic results 

b. Observations of the student 

c. The student's IEP placement 

The team shall then determine whether the IEP and placement were appropriate; supplementary aids, 
services, and behavioral interventions were provided; and the student understood and could control 
his/her behavior. (20 USC 1415) 

If the team determines that- the- student’s behavior  was  not  a  manifestation of his disability, then 
the student may be disciplined in accordance with the procedures for students without disabilities . (20 
USC 1415) 

If the team determines that the student's behavior was a manifestation of his/her disability, then the 
student's placement may only be changed via the IEP team process. (20 USC 1415) 

Pre-Expulsion Assessment and Meeting 
Procedures and timelines governing the expulsion of students with disabilities shall be the same as 
those for all other students, except that a manifestation determination and a pre expulsion 
assessment shall be made and an IEP team meeting held under conditions and with possible 
consequences indicated below. 

1. The parent/guardian shall receive written notice of the District's intent to conduct the pre-
expulsion assessment and shall make the student available for the assessment without delay at 
a site designated by the District. The parent/guardian shall also have the right to an 
independent assessment as provided in Education Code 56329. (Education Code 48915.5) 

2. The pre-expulsion assessment shall be conducted in accordance with the guidelines of the 34 
CFR 104.35, which shall include a review of the student's placement at the time of the alleged 
misconduct and a determination of the relationship, if any, between the student's behavior and 
his/her disability. (Education Code 48915.5) 

3. The IEP team shall meet to determine if an expulsion hearing is appropriate. This meeting shall 
be held at a time and place mutually convenient to the parent/guardian and District within the 
period, if any, of the student's pre-expulsion suspension. The parent/guardian's participation 
may be made through actual participation, representation, or a telephone conference call. 
(Education Code 48915.5) 

4. The parent/guardian shall be notified of his/her right to participate in the meeting at least 48 
hours before the meeting. This notice shall specify: (Education Code 48915.5) 
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a. That the meeting may be held without the parent/guardian's part1c1pation unless 
he/she requests a postponement for up to three additional school days 

b. That the suspension will be continued during the postponement if the student continues 
to pose an immediate threat to the safety of himself/herself or others 

In order to make a record of its  attempts  to  arrange  the  meeting  at  a  mutual 
convenient time and place, the District shall keep documentation such as: (34 CFR 
300.345) 

a. Detailed records of telephone calls made or attempted and the results of those calls 

b. Copies of correspondence sent to parents/guardians and any responses received 

c. Detailed records of visits made to the parent/guardian's home or place of employment 
and the results of those visits 

5. The District shall grant a parent/guardian's request that the meeting be postponed for up to 
three additional school days and may extend a student's suspension for the period of 
postponement if he/she continues to pose an immediate threat to the safety of himself/herself 
or others. However, the suspension shall not be extended beyond 10 consecutive school days 
unless agreed to by the parent/guardian or by court order. If the parent/guardian refuses to 
consent to an extension beyond 10 consecutive school days and chooses not to participate, the 
meeting may be conducted without the parent/guardian's participation. (Education Code 
48915.5) 

6. The IEP team shall consider the  pre-expulsion  assessment  results  and  shall  also review and 
consider the student's health records and school discipline  records. (Education Code 48915.5) 

7. If the IEP team determines that the alleged misconduct was caused by, or was a direct 
manifestation of, the student's disability or that the student  was  not  appropriately placed, the 
expulsion shall not proceed. (Education Code 48915.5) 

8. If the IEP team determines that the alleged misconduct was not caused by, or a direct 
manifestation of, the student's disability, and if it is determined that the student was 
appropriately placed, the student shall be subject to expulsion in accordance with procedures 
that apply to all students. (Education Code 48915.5) 

9. When expulsion is ordered, the Board shall recommend a rehabilitation plan for the student. 
(Education Code 48916) 

Due-Process-Appeal 
If the parent/guardian disagrees with a decision that the behavior was not a manifestation of the 
student's disability or with any decision regarding placement, he/she has a right to appeal the decision. 
(20 USC 1415) 

Due process appeals must be initiated within 15 days of the decision of the IEP team. 
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The expulsion hearing shall not be conducted, and the 30-day expulsion proceedings time limit shall 
not commence, until after completion of the: 

1. The pre-expulsion assessment and the manifestation determination (Education Code 48915.5, 
20 USC 1415) 

2. The IBP team meeting (Education Code 48915.5) 

3. Due process hearings and appeals, if initiated (Education Code 48915.5) 

The Board may expel a student with disability only if an IEP team has determined that the misconduct 
was not caused by, or a direct manifestation of, the student's identified disability, and the student was 
appropriately placed at the time the misconduct occurred. (Education Code 48915.5) 

Services During Expulsion 
During the term of the expulsion, a student with a disability shall continue to be offered a program of 
free and appropriate public education. Such services may include independent study, home 
instruction, or another appropriate alternative program. 

Readmission 

Readmission procedures for students with disabilities shall be the same as those used for all students. 
The Superintendent or designee may consider the input of the student's IEP team when developing 
recommendations to the Board regarding a request for readmission. Upon readmission, an IBP team 
meeting shall be convened to determine whether a new IEP needs to be established. 

The Board's criteria for suspending the enforcement of an expulsion order shall be applied to students 
with disabilities in the same manner as they are applied to regular students. (Education Code 48917) 

Adoption Date: 06/1999 
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Employee Security – BP 4148  

The Board of Trustees desires to provide a safe, orderly working environment for all employees. As 
part of the District's comprehensive school safety plan, the Superintendent or designee shall develop 
strategies for protecting  employees  from  potentially  dangerous  persons and situations and for 
assisting them in the event of an emergency situation. 

The Superintendent or designee shall ensure that employees are informed, in accordance with law , 
regarding crimes and offenses by students who may pose a danger in the classroom. 

When violence is directed against an employee by any  individual  and  the  employee  so notifies the 
District , the District shall take steps to ensure that appropriate legal measures are instituted. When 
the employee notifies the District of a  threat  of bodily  harm,  the District shall take appropriate 
measures to enable the employee to request assistance if an  attempt occurs on school grounds . 

The Superintendent or designee shall ensure that employees are trained  in  crisis  prevention and 
intervention techniques in order to protect themselves  and  students.  Staff development may include 
training in classroom management ,  effective  communication  techniques  and crisis resolution. 

The Board recognizes that access to two-way communications devices allows employees to call for 
assistance from their supervisor or law enforcement in the event of a threat of violence or medical 
emergency. The District shall provide such communications devices in classrooms to the extent 
possible. 

OPTION I: Employees may possess a pepper spray weapon that meets the requirements of Penal Code 
12403.7 on school property and at school activities for their own safety. Any employee who is 
negligent or careless in the possession or handling of pepper spray shall be subject to appropriate 
disciplinary measures. 

OPTION 3: Employees may not carry or possess pepper spray on school property or at school activities. 
On a case-by-case basis, however, the Superintendent or designee may allow the possession of a 
pepper spray weapon that meets the requirements of Penal Code 12403:7 when justified by unusual 
dangerous circumstances. Any employee who is negligent or careless in the possession or handling of 
pepper spray shall be subject to appropriate disciplinary measures . 

Policy adopted: 02/1996 

Scotia Union Elementary School District 
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Employee Security – AP 4148  

An employee may use reasonable force when necessary to protect himself/herself from attack, to 
protect another person or property, to quell a disturbance threatening physical injury to others, or to 
obtain possession of weapons or other dangerous objects on or within the control of a student. 
(Education Code 44807, 49331) 

Employees shall promptly report to their principal or other immediate supervisor any attack, assault or 
physical threat made against them by a student. 

Both the employee and the principal or other immediate supervisor shall promptly report such 
instances to the appropriate local law enforcement agency. (Education Code 44014) 

In addition, employees shall promptly  report  to  their principal  or supervisor,  and  may report to law 
enforcement, any attack, assault or threat made against them on school grounds by any other 
individual. 

Reports of attack, assault or threat also shall be forwarded immediately to the Superintendent or 
designee. 

An employee whose person or property is injured or damaged by willful misconduct of a student may 
ask the District to pursue legal action against the student or the student's parent/guardian. (Education 
Code 48905) 

Notice Regarding Student Offenses Committed While Under School Jurisdiction 

The Superintendent or designee shall inform the teacher of any student in his/her class who has 
engaged in, or is reasonably suspected of, any act during the previous three years which could 
constitute grounds for suspension or expulsion under Education Code 48900, with the exception of the 
possession or use of tobacco products. This information shall be based upon written District records or 
records received from a law enforcement agency. Teachers shall keep the information confidential. 
(Education Code 49079) 

Notice Regarding Student Offenses Committed While Outside School Jurisdiction 
When informed by the court that a minor student has committed any felony or any misdemeanor 
involving curfew, gambling, alcohol, drugs, tobacco products, carrying of weapons, a sex offense listed 
in Penal Code 290, assault or battery, larceny , vandalism or graffiti, the Superintendent or designee 
shall so inform the school principal. The principal shall keep this information in a separate confidential 
file and give it to the counselors who directly supervise or report on the student's behavior or progress. 
The principal also may inform any teacher or administrator he/she thinks may need the information so 
as to work with the student appropriately, avoid being needlessly vulnerable, or protect others from 
vulnerability. (Welfare and Institutions Code 827) 

Any court-initiated information that a teacher, counselor or administrator receives shall be kept 
confidential and used only to rehabilitate the student and protect other students and staff. The 
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information shall be further disseminated only when communication with the student, 
parent/guardian , law enforcement staff and probation officer is necessary to rehabilitate the student 
or to protect students and staff. (Welfare and Institutions Code 827) 

When a student is removed from school as a result of his/her offense, the Superintendent shall hold 
the court's information in a separate confidential file until the student is returned to public school. If 
the student is returned to a different District , the Superintendent shall transmit the information 
provided by the student's parole o probation officer to the Superintendent of the new District of 
attendance. (Welfare and Institutions Code 827) 

Any confidential file of court-initiated information shall be kept until the student becomes 18, 
graduates from high school , or is released from juvenile court jurisdiction, whichever occurs first; it 
shall then be destroyed . (Welfare and Institutions Code 827) 

Procedures to Maintain Confidentiality of Student Offenses 
In order to maintain confidentiality when providing information about student offenses to counselors 
and teachers of classes/programs to which a student is assigned, the principal or designee shall send 
the staff member a written notification requesting him/her to review a student's file in the school 
office. This notification shall not name or otherwise identify the student. The staff member shall be 
asked to initial the notification and return it to the principal or designee . 

 The staff member shall also initial the student's file when reviewing it in the school office . Once the 
District has made a good faith effort to comply with the notification requirement of Education Code 
49079 and Welfare and Institutions Code 827, an employee's failure to review the file may be 
construed as a waiver of the District's liability. 

Use of Pepper Spray 
Employees who possess pepper spray on school property shall be notified of the following conditions : 

1. The pepper spray shall be used only in self-defense. 

2. An employee who uses pepper spray other than in self-defense shall be subject to disciplinary 
action by the District and, in accordance with law, a fine and/or imprisonment. 

3. The employee shall ensure that the pepper spray is stored in a secure place and not accessible 
to students or other individuals . An employee who is negligent in the storage of pepper spray 
may be subject to disciplinary action. 

Employees wishing to carry pepper spray on school property or to a school-related activity shall submit 
to the Superintendent or designee a written request setting forth the need for the pepper spray. 
Should the Superintendent or designee determine that the employee may not carry pepper spray, the 
employee shall receive a written statement of the reason for this determination. 

Regulation approved: 02/1996 

Scotia Union Elementary School District 
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Nondiscrimination – BP 0410 

In District Programs and Activites 
The Board of Trustees is committed to equal opportunity for all individuals in education. District 
programs and activities shall be free from discrimination based on gender, race, color, religion, 
national origin, ethnic group, marital or parental status, physical or mental disability or any other 
unlawful consideration. The Board shall promote programs which ensure that discriminatory practices 
are eliminated in all District activities.  

District programs and facilities, viewed in their entirety, shall be readily accessible to individuals with 
disabilities. The Superintendent or designee shall ensure that interested persons, including those with 
impaired vision and hearing, can obtain information about available programs, facilities and activities. 

The Superintendent or designee shall notify students, parents/guardians, employee organizations and 
sources of referral and applicants for admission and employment about the District's policy on 
nondiscrimination. Such notification shall be included in each announcement, bulletin or application 
form distributed to these groups. (34 CFR 104.8, 106.9) 

The Superintendent or designee shall also provide information about related complaint procedures. 

To the extent possible, the District's nondiscrimination policy shall be published in the individual 's 
primary language. 

Adoption Date: 06/1999 

Scotia Union Elementary School District  
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Nondiscrimination/Harassment – BP 5145.3  

District programs and activities shall be free from discriminatin including harassment, with respect to 
ethnic group, religion, gender, color, race, national origin and physical or mental disability. 

The Board of Trustees shall ensure equal opportunities for all students in admission and access to the 
educational program, guidance and counseling programs, athletic programs, testing procedures,  and  
other activities. Eligibility for choral and cheerleading groups shall be determined solely on the basis of 
objective competencies.  School  staff and volunteers shall carefully guard against segregation, bias and 
stereotyping in instruction, guidance  and supervision . 

The schools may provide girls and boys with separate shower rooms and sex education classes in order 
to protect student modes ty. In physical education, when objective standards have  an adverse  effect 
on students because of their gender, race, ethnic group or disability, other standards shall be used to 
measure achievement and create comparable educational opportunities. 

The Board prohibits intimidation or harassment of any student by any employee, student or other 
person in the District. Staff shall be alert and immediately responsive to student conduct which may 
interfere with another student's ability to participate in or benefit from school services, activities or 
privileges. 

Students who harass other students shall be subject to appropriate counseling and discipline, up to and 
including expulsion . An employee who permits or engages in harassment may be subject to 
disciplinary action, up to and including dismissal. 

Any student who feels that he/she is being harassed should immediately contact the principal or 
designee. If a situation involving harassment is not promptly remedied by the principal or designee, a 
complaint can be filed in accordance with administrative regulations . The Superintendent or designee 
shall determine which complaint procedure is appropriate. 

Collecting and Retaining Student Information 
The Superintendent/Principal shall maintain in writing Scotia Union School District's policies and 
procedures for gathering and handling sensitive student information, and appropriate personnel shall 
receive training regarding those policies and procedures. If the Scotia Union School District possesses 
information that could indicate immigration status, citizenship status, or national origin information, 
the Scotia Union School District shall not use the acquired information to discriminate against any 
students or families or bar children from enrolling in or attending school. If parents or guardians 
choose not to provide information that could indicate their or their children's immigration status, 
citizenship status, or national origin information, the Scotia Union School District shall not use such 
actions as a basis to discriminate against any students or families or bar children from enrolling or 
attending school. The Scotia Union School District shall not allow school resources or data to be used 
to create a registry based on race, gender, sexual orientation, religion, ethnicity, or national origin. 
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Inquiries Regarding Immigration Status, Citizenship Status, and National Origin Information 
Scotia Union School District personnel shall not inquire specifically about a student's citizenship or 
immigration status or the citizenship or immigration status of a student's parents or guardians; nor 
shall personnel seek or require, to the exclusion of other permissible documentation or information, 
documentation or information that may indicate a student's immigration status, such as a green card, 
voter registration, a passport, or citizenship papers. Where any law contemplates submission of 
national origin related information to satisfy the requirements of a special program, Scotia Union 
School District personnel shall solicit that documentation or information separately from the school 
enrollment process. Where permitted by law, the Superintendent of the Scotia Union School District 
shall enumerate alternative means to establish residency, age, or other eligibility criteria for 
enrollment or programs, and those alternative means shall include among them documentation or 
information that are available to persons regardless of immigration status, citizenship status, or 
national origin, and that do not reveal information related to citizenship or immigration status. Where 
residency, age, and other eligibility criteria for purposes of enrollment or any program may be 
established by alternative documents or information permitted by law or this resolution, the Scotia 
Union School District's procedures and forms shall describe to the applicant, and accommodate, all 
alternatives specified in law and all alternatives authorized under this resolution. 

Policies for Inquiries About Social Security Numbers or Cards 
The Scotia Union School District shall not solicit or collect entire Social Security numbers or cards. The 
Scotia Union School District shall solicit and collect the last four digits of an adult household member's 
Social Security  number only if required  to establish eligibility for federal benefit programs. When 
collecting the last four digits of an adult household member's Social Security number to establish 
eligibility for a federal benefit program, the Scotia Union School District shall explain the limited 
purpose for which this information is collected, and clarify that a failure to provide this information will 
not bar the student from enrolling in or attending the school. The Scotia Union School District shall 
treat all students equitably  in  the receipt of all school services, including,  but, not limited to, the 
gathering of student and family information for the free and reduced lunch program, transportation 
and educational instruction. 

Information Sharing 
The Scotia Union School District shall avoid the disclosure of information that might indicate a 
student's or family's citizenship or immigration status if the disclosure is not authorized by Family 
Educational Rights and Privacy Act (FERPA). Scotia Union School District personnel shall take the 
following action steps upon receiving an information request related to a student's or family's 
immigration or citizenship status: / Notify a designated Scotia Union School District official about the 
information request. / Provide students and families with appropriate notice and a description of the 
immigration officer's request. I Document any verbal or written request for information by immigration 
authorities. / Unless prohibited, provide students and parents/guardians with any documents issued by 
the immigration-enforcement officer. Except for investigations of child abuse, child neglect, or child 
dependency,61 or when the subpoena served on the local educational agency prohibits disclosure,62 
the Scotia Union School District shall provide parental or guardian notification of any court orders, 
warrants, or subpoenas before responding to such requests. The Scotia Union School District shall 



Stanwood A. Murphy Elementary School – Scotia Union School District Page 45 
Comprehensive School Safety Plan 
Section 2 – Policies and Procedures 

 

 

  

require written parental or guardian consent for release of student information, unless the information 
is relevant for a legitimate educational interest or includes directory information only. Neither 
exception  permits  disclosing  information  to  immigration authorities for immigration-enforcement 
purposes; no student information shall be disclosed  to immigration  authorities  for immigration- 
enforcement purposes without a court order or judicial subpoena. 

The Scotia Union School District's request for written or parental or guardian consent for release of 
student information must include the following information: (1) the signature and date of the parent, 
guardian, or eligible student providing consent; (2) a description of the records to be disclosed; (3) the 
reason for release of information; (4) the parties or class of parties receiving the information; and (if 
requested by the parents, guardians or eligible student, a copy of the records to be released. The 
Scotia Union School District shall 

permanently keep the consent notice with the record file. The parent, guardian, or eligible student is 
not required to sign the consent form. If the parent, guardian or eligible student refuses to provide 
written consent for the release of student information that this not otherwise subject to release, the 
Scotia Union School District shall not release the information. 

Annual Information Notice to Parents and Guardians/General Information Policy 
The Scotia Union School District must provide an annual notice to parents and guardians of the school's 
general information policies that includes: Assurances that the Scotia Union School District will not 
release information to third parties for 

immigration-enforcement purposes, except as required by law or court order./ A description of the 
types of student records maintained by the Scotia Union School District. / A list of the circumstances or 
conditions under which the Scotia Union School District might release student information to outside 
people or entities./ A statement that, unless the Scotia Union School District is providing information 
for a legitimate educational purpose under FERPA and the California Education Code or directory 
information, the Scotia Union School District shall notify parents or guardians and eligible students-and 
receive their written consent-before it releases a student's personally identifiable information. 

If the Scotia Union School District decides to release directory information, the Scotia Union School 
District shall provide an annual notice to parents and guardians, and "eligible students" in attendance , 
of the Scotia Union School District's directory information policy that includes: The categories of 
information that the Scotia Union School District has classified as public directory information that may 
be disclosed without parental consent and which should only include the information specifically 
identified in Education  Code section 49061, subdivision (c). / A statement that directory information 
does not include citizenship status, immigration status, place of birth, or any other information 
indicating national origin (except where the [local educational agency] receives consent as required 
under state law)./ The recipients of the directory information . / A description of the parent's or 
guardian's abilities to refuse release of the student's directory information, and how to refuse release. 
The deadline in which the parent, guardian or student must notify the school in writing that he or she 
does not want the information designated as directory information. 
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Monitoring and Receiving Visitors onto Campus 
No outsider-which would include immigration-enforcement officers-shall enter or remain on school 
grounds of the Scotia Union School District during school hours without having registered with the 
principal or designee.77 If there are no exigent circumstances necessitating immediate action, and if 
the immigration officer does not possess a judicial warrant or court order that provides a basis 

for the visit, the officer must provide the following information to the principal or designee: Name , 
address, occupation;/ Age, if less than 21; / Purpose in entering school grounds;/ Proof of identity ; 
and/ Any other information as required by law.78 The Scotia Union School District shall adopt 
measures for responding to outsiders  that avoids classroom  interruptions, and preserves the peaceful 
conduct of the school's activities, consistent  with local circumstances  and practices.79 The Scotia 
Union School District shall post signs at the entrance of its school grounds to notify outsiders of the 
hours and requirements for registration.SO Scotia Union School District personnel shall report entry  by 
immigration-enforcement officers  to any on-site school  police or other appropriate administrator as 
would be required for any unexpected or unscheduled outside visitor coming on campus. 

Responding to On-Campus Immigration Enforcement 
As early as possible, Scotia Union School District personnel shall notify the Superintendent or 
designated administrator of any request by an immigration-enforcement officer for school or student 
access, or any requests for review of school documents (including for the services of lawful subpoenas, 
petitions, complaints, warrants, etc.). In addition to notifying the Superintendent or designated 
administrator, Scotia Union School District personnel shall take the following action steps in response 
to an officer present on the school campus specifically for immigration-enforcement purposes: 

1 .  Advise the officer that before proceeding with his or her request, and absent exigent 
circumstances, school personnel must first receive notification and direction from the 
Superintendent or administrator. 

2.  Ask to see, and make a copy of or note, the officer's credentials. Also ask for and copy or note 
the phone number of the officer's supervisor.  

3.  Ask the officer for his/her reason for being on school grounds and document it. 

4.  Ask the officer to produce any documentation that authorizes school access. 

5.  Make a copy of all documents provided by the officer. Retain one copy of the documents for 
school records.  

6.  If the officer declares that exigent circumstances exist and demands immediate access to the 
campus, Scotia Union School District personnel should comply with the officer's orders and 
immediately contact the Superintendent or other administrator.  

7.  If the officer does not declare that exigent circumstances exist, respond according to the 
requirements of the officer's documentation. If the immigration-enforcement officer has:  

a.  An ICE (Immigrations and Customs Enforcement) administrative warrant, Scotia Union 
School District personnel shall inform the agent that he or she cannot consent to any 
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request without first consulting with the Scotia Union School District's counsel or other 
designated agency official.  

b.  A federal judicial warrant (search-and-seizure warrant or arrest warrant; prompt 
compliance with such a warrant is usually legally requir ed. If feasible, consult with the 
Scotia Union School District's legal counsel or designated administrator before providing 
the agent access to the person or materials specified in the warrant.  

c.  A subpoena for production of documents or other evidence, immediate compliance is 
not required. Therefore, Scotia Union School District personnel shall inform the Scotia 
Union School District's legal counsel or other designated official of the subpoena, and 
await further instructions on how to proceed.  

8.  While Scotia Union School District personnel should not consent to access by an immigration-
enforcement officer, except as described above, he/she should not attempt to physically 
impede the officer, even if  the officer appears to be exceeding the authorization given under a 
warrant or other document. If  an officer enters the premises without consent , Scotia Union 
School District personnel shall document his or her actions while on campus. 

9.  After the encounter with the officer, Scotia Union School District personnel shall promptly take 
written notes of all interactions with the officer. The notes shall include the following items:  

a.  List or copy of the officer's credentials and contact information 

b.  Identity of all school personnel who communicated with the officer 

c.  Details of the officer ' s request 

d.  Whether the officer presented a warrant or subpoena to accompany his/her request, 
what was requested in the warrant/subpoena, and whether the warrant/subpoena was 
signed by a judge  

e.  Scotia Union School District personnel's response to the officer's request 

f.  Any further action taken by the agent; and/ Photo or copy of any documents presented 
by the agent.  

10.  Scotia Union School District personnel shall provide a copy of those notes, and associated 
documents collected from the officer, to the Scotia Union School District's legal counsel or 
other designated agency official. 

11.  In turn, the Scotia Union School District's legal counsel or other designated official shall submit 
a timely report to the Scotia Union School District's governing board regarding the officer's 
requests and actions and the Scotia Union School District's response(s). 12. E-mail the Bureau of 
Children's Justice in the California Department of Justice, at BCJ@doj.ca.gov, regarding any 
attempt by a law-enforcement officer to access a school site or a student for immigration-
enforcement purposes. 
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Parental Notification of Immigration-Enforcement Actions 
Scotia Union School District personnel must  receive consent  from  the student's parent or guardian  
before a student can be interviewed or searched by any officer seeking to enforce the civil immigration  
laws at the school,  unless the officer presents a valid, effective warrant signed  by a judge, or presents  
a valid, effective court order. Scotia  Union School District personnel  shall immediately  notify the 
student's parents or guardians if a law-enforcement officer requests or gains access  to a student for 
immigration-enforcement purposes, unless such access  was in compliance  with a judicial  warrant or 
subpoena  that restricts the disclosure of the information  to the parent or guardian. 

Responding to the Detention or Deportation of a Student's Family Member 
The Scotia Union School District shall encourage that families and students have and know their 
emergency phone numbers and know where to find important documentation, including birth 
certificates , passp rts, Social Security cards, doctors' contact information, medication lists, lists of 
allergies , e tc., which will allow them to be prepared in the event that a family member is detained or 
deported . The Scotia Union School District shall permit students and families to update students ' 
emergency contact information as needed throughout the school year, and provide alternative 
contacts if no parent or guardian is available. The Scotia Union School District 

shall ensure that families may include the information of an identified trusted adult guardian as a 
secondary emergency contact in case a student's parent or guardian is detained . / The Scotia Union 
School District shall communicate to families that information provided within the emergency cards 
will only be used in response to specified emergency situations , and not for any other purpose. In the 
event a student's parent/guardian has been detained or deported by federal immigration authorities, 
the Scotia Union School District shall use the student's emergency card contact information and 
release the student to the person(s) designated as emergency contacts. Alternatively, the Scotia Union 
School District shall release the student into the custody of any individual who presents a Caregiver's 
Authorization Affidavit on behalf of the student. The Scotia Union School District shall only contact 
Child Protective Services if the Scotia Union School District personnel are unsuccessful in arranging for 
the timely care of the child through the emergency contact information that the school has, a 
Caregiver's Authorization Affidavit, or other information or instructions conveyed by the parent or 
guardian. 

Responding to Hate Crimes and Bullying Adopting and Publicizing Anti-Bullying and Anti-Harassment 
Policy 
The Scotia Union School District shall adopt and publicize policies that prohibit discrimination, 
harassment, intimidation, and bullying on the basis of a student's actual or perceived nationality, 
ethnicity, or immigration status. Those policies must be translated in the student's primary language if 
at least 15 percent of the students enrolled in the school speak a single primary language other than 
English.98 The Scotia Union School District shall notify parents and guardians of their children's right to 
a free public education, regardless of immigration status or religious beliefs./ This information shall 
include information related to the "Know Your Rights" immigration enforcement established by the 
Attorney General (see Appendix G).99 / The Scotia Union School District shall inform students who are 
victims of hate crimes of their right to report such crimes. 
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The Scotia Union School District shall educate students about the negative impact of bullying other 
students based on their actual or perceived immigration status or their religious beliefs or customs . 
The Scotia Union School District shall also train teachers, staff, and personnel to ensure that they are 
aware of their legal duty to take reasonable steps to eliminate a hostile environment and respond to 
any incidents of harassment based on the actual or perceived characteristics noted above. Such 
training should, at minimum, provide agency personnel with the skills to do the following: / Discuss the 
varying immigration experiences among members of the student body and school community; / 
Discuss bullying-prevention strategies with students, and teach students to recognize the behavior and 
characteristics of bullying perpetrators and victims; / Identify the signs of bullying or harassing 
behavior; / Take immediate corrective action when bullying is observed; and/ Report incidents to the 
appropriate authorities, including law enforcement in instances of criminal behavior. 

Processing Complaints of Harassment and Bullying 
The Scotia Union School District shall adopt a process for receiving complaints of and investigating 
complaints of discrimination, harassment, intimidation, and bullying based on any of the following 
actual or perceived characteristics : 

• disability 

• gender 

• gender identity 

• gender expression 

The complaint process must include, but is not limited to, the following steps: A requirement th at, if 
school personnel witness an act of discrimination, harassment, intimidation, or bullying, they shall take 
immediate steps to intervene when safe to do so; / A timeline to investigate and resolve complaints of 
discrimination, harassment, intimidation, or bullying that shall be followed by all schools under the 
jurisdiction of the local educational agency; and/ An appeal process afforded to the complainant 
should he or she disagree with the resolution of a complaint./ The Scotia Union School District shall 
ensure that complaint procedures contain confidentiality safeguards for immigration status 
information. / The Scotia Union School District shall prohibit retaliation against a person who submits a 
complaint of discrimination, harassment, intimidation , or bullying. 

• nationality 

• race or ethnicity 

• religion 

• sexual orientation 

• association with a person or group with one or more of the aforementioned characteristics 

• immigration status 

Policy Adopted: 11/99 

Policy Updated: October 11, 2018; Scotia Union School District Scotia,  
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Sexual Harassment – BP 5145.7  

The Board of Trustees is committed to maintaining a learning environment that is free of harassment. 
The Board prohibits the unlawful sexual harassment of any student by any employee, student, or other 
person at school or at any school-related activity. 

The Superintendent or designee shall ensure that students receive age-appropriate information related 
to sexual harassment. Students shall be assured that they need not endure any form of sexual behavior 
or communication, including harassment because of sexual orientation. They shall further be assured 
that they need not endure, for any reason, any harassment which impairs the educational environment 
or a student's emotional well-being at school. 

Any student who engages in the sexual harassment of anyone at school or a school-related activity 
shall be subject to disciplinary action. For students in grades K-3, this disciplinary action shall depend 
on the maturity of the students and the circumstances involved. For students in grades 4 through 12, 
the disciplinary action may include suspension and/or expulsion. 

Any employee who engages in, permits or fails to report sexual harassment shall be subject to 
disciplinary action up to and including dismissal. In addition, criminal or civil charges may be brought 
against the alleged harasser; sexual harassment also may be considered a violation of laws relating to 
child abuse. 

Students shall be informed that they should immediately contact a staff member if they feel they are 
being harassed. Within 24 hours, staff shall report complaints of sexual harassment to the principal or 
designee or to another District administrator. Staff shall similarly report any such incidents they may 
observe, even if the harassed student has not complained. 

The principal or designee shall immediately investigate any report of the sexual harassment of a 
student. Upon verifying that sexual harassment occurred, he/she shall ensure that appropriate action 
is promptly taken to end the harassment, address its effects on the person subjected to the 
harassment, and prevent any further instances of the harassment. In addition, the student may file a 
formal complaint with the Superintendent or designee in accordance with the District's uniform 
complaint procedures. 

The District prohibits retaliatory behavior against any complainant or any participant in the complaint 
process. Information related to a complaint of sexual harassment shall be confidential to the extent 
possible, and individuals involved in the investigation of such a complaint shall not discuss related 
information outside the investigation process. 

Policy adopted: 06/1999 

Scotia Union Elementary School District 
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Sexual Harassment – AR 5145.7  

Prohibited sexual harassment includes , but is not limited to, unwelcome sexual advances, requests for 
sexual favors, and other verbal, visual or physical conduct of a sexual nature when: (Education Code 
212.5) 

1. Submission to the conduct is explicitly or implicitly made a term or condition of an individual's 
academic status or progress. 

2. Submission to or rejection of the conduct by an individual is used as the basis for academic 
decisions affecting the individual. 

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

4. Submission to or rejection of the conduct by the 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 school. 

Types of conduct which are prohibited in the District and which may constitute sexual harassment 
include, but are not limited to: 

1. Unwelcome sexual flirtations or propositions 

2. Sexual slurs, leering, epithets, threats, verbal abuse, derogatory comments or sexually 
degrading descriptions 

3. Graphic verbal comments about an individual ' s body, or overly personal conversation 

4. Sexual jokes, notes, stories, drawings, pictures or gestures 

5. Spreading sexual rumors 

6. Teasing or sexual remarks about students enrolled in a predominantly single-sex class 

7. Touching an individual's body or clothes in a sexual way 

8. Purposefully cornering or blocking normal movements 

9. Limiting a student's access to educational tools 

10. Displaying sexually suggestive objects 

Notifications 

A copy of the District's sexual harassment policy and regulation shall: 

1. Be included in the notifications that are sent to parents/guardians at the beginning of each 
school year (Education Code 48980) 

2. Be displayed in a prominent location near each school principal's office (Education  Code 212.6) 
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3. Be provided as part of any orientation program conducted for new students at the beginning of 
each quarter, semester or summer session (Education Code 212.6) 

4. 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 
212.6) 

5. Be provided to employees and employee organizations 

Investigation of Complaints at School (Site-Level Grievance Procedure) 

1. The principal or designee shall promptly investigate all complaints of sexual harassment. In so 
doing, he/she shall talk individually wit h: 

a. The student who is complaining 

b. The person accused of harassment 

c. Anyone who saw the harassment take place 

d. Anyone mentioned as having related information 

2. The student who is complaining shall have an opportunity to describe the incident, present 
witnesses and other evidence of the harassment, and put his/her complaint in writing. 

3. The principal or designee shall discuss the complaint only with the people described above. 
When necessary to carry out his/her  investigation  or  for other  good  reasons that apply to 
the particular situation, the principal or designee also may discuss the complaint with the 
following persons: 

a. The Superintendent or designee 

b. The parent/guardian of the student who complained 

c. The parent/guardian of the person accused of harassing someone 

d. A teacher or staff member whose knowledge of the students involved may help in 
determining who is telling the truth 

e. Child protective agencies responsible for investigating child abuse reports 

f. Legal counsel for the District 

4. When the student who complained and the person accused of harassment so agree, the 
principal or designee may arrange for them to resolve the complaint informally with the help of 
a counselor, teacher , administrator or trained mediator. The student who complained shall 
never be asked to work out the problem directly with the accused person unless such help is 
provided. 

5. The principal or designee shall tell the student who complained that he/she  has  the right to 
file a formal complaint at any time in accordance with the District's uniform complaint 
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procedures. If the student wishes  to file a formal  complaint,  the principal  or designee shall 
assist the student in doing this. 

6. In reaching a decision about the complaint, the principal or designee may take into account: 

a. Statements made by the persons identified above 

b. The details and consistency of each person's account 

c. Evidence of how the complaining student reacted to the incident 

d. Evidence of past instances of harassment by the accused person 

e. Evidence of past harassment complaints that were found to be untrue 

 7. To judge the severity of the harassment, the principal or designee may take into consideration: 

a. How the misconduct affected one or more students' education 

b. The type, frequency and duration of the misconduct 

c. The number of persons involved 

d. The age and sex of the person accused of harassment 

e. The subject(s) of harassment 

f. The place and situation where the incident occurred 

g. Other incidents at the school, including incidents of harassment that were not related to 
sex 

8. The principal or designee shall write a report of his/her findings, decision, and reasons for the 
decision and shall present this report to the student who complained and the person accused. 

9. The principal or designee shall give the Superintendent or designee a written report of the 
complaint and investigation. If he/she verifies that sexual harassment occurred, this report shall 
describe the actions he/she took to end the harassment, address the effects of the harassment 
on the person harassed, and prevent retaliation or further harassment. 

10. Within two weeks after receiving the complaint, the principal or designee shall determine 
whether or not the student who complained has been further harassed. The principal or 
designee shall keep a record of this information and shall continue this follow-up at his/her 
discretion. 

Enforcement 

The Superintendent or designee shall take appropriate actions to reinforce the District ' s sexual 
harassment policy. As needed, these actions may include any of the following: 

1. Removing vulgar or offending graffiti 

2. Providing staff in service and student instruction or counseling 
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3. Notifying parents/guardians 

4. Notifying child protective services 

5. Taking appropriate disciplinary action. In addition, the principal or designee may take 
disciplinary measures against any person who is found to have made a complaint of sexual 
harassment which he/she knew was not true. 

Regulation approved: 06/1999 

Scotia Union Elementary School District 

 

 

 

 



Stanwood A. Murphy Elementary School – Scotia Union School District Page 55 
Comprehensive School Safety Plan 
Section 2 – Policies and Procedures 

 

 

  

 Hate Motivated Behavior – BP 5145.9  

The Governing Board is committed to providing a safe learning environment that protects students 
from discrimination, harassment, intimidation, bullying, and other behavior motivated by a person's 
hostility towards another person's real or perceived ethnicity, national origin, immigrant status, sex, 
gender, sexual orientation, religious belief, age, disability, or any other physical or cultural 
characteristic. The Superintendent 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 if they occur.  

The Superintendent or designee shall collaborate with regional programs and community organizations 
to promote safe environments for youth. Such collaborative efforts shall focus on ensuring an efficient 
use of district and community resources, developing effective prevention strategies and response 
plans, providing assistance to students affected by hate-motivated behavior, and/or educating 
students who have perpetrated hate-motivated acts.  

The district shall provide students with age-appropriate instruction that includes the development of 
social-emotional learning, promotes their understanding of and respect for human rights, diversity, and 
acceptance in a multicultural society, and 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. The Superintendent or 
designee shall ensure that the rules prohibiting hate-motivated behavior and procedures for reporting 
a hate-motivated incident are provided to students and parents/guardians.  

The Superintendent or designee shall provide staff with training on recognizing and preventing hate-
motivated behavior and on effectively enforcing rules for appropriate student conduct.  

Complaint Process  
A student or parent/guardian who believes the student is a victim of hate-motivated behavior is 
strongly encouraged to report the incident to a teacher, the principal, or other staff member.  

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 principal or the compliance 
officer responsible for coordinating the district's response to complaints and complying with state and 
federal civil rights laws. As appropriate, he/she shall also contact law enforcement. 

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. If, during the investigation, it is 
determined that a complaint is about nondiscriminatory behavior, the principal or designee shall 
inform the complainant and shall take all necessary actions to resolve the complaint.  

Policy adopted: 06/1999 
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Crossing Guards – BP 5142.2 

The Board of Trustees is concerned about the safety of students as they walk to and from school. The 
Board desires that crossing guards be provided to help elementary children cross busy streets. 

The Superintendent or designee shall periodically examine traffic patterns within elementary school 
attendance areas in order to identify locations where crossing assistance may be needed. 

The Superintendent or designee shall seek reimbursement for the cost of these guards from the city, 
county, or other sources. If reimbursement is not forthcoming, the cost of providing crossing guards 
may be included in the District budget. 

Student Safety Patrols 
The Superintendent or designee may establish safety patrols at elementary schools for the purpose of 
assisting students in safely crossing streets and highways adjacent to or near the school. (Education 
Code 49300) 

Policy adopted: 10/1993 

Scotia Union Elementary School District 
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Crossing Guards – AR 5142.2 

Safety Patrols 
Student safety patrol members shall be selected by the principal and serve only with written parental 
consent. (Education Code 49302) 

Patrol members must be at least 10 years old and at least in the fifth grade. (Code of Regulations, Title 
5, Section 571) 

Safety patrol members shall be authorized to give traffic signals and directions only in order to assist 
students in safely crossing streets and highways. (Education Code 49304) 

Patrols shall be used only at locations where the nature of the traffic permits their safe operation, as 
determined by a joint agreement between the District and the local law enforcement agency. (Code of 
Regulations, Title 5, Section 572) 

Patrol members shall be under the supervision and control of the principal or designee. 

Whenever on duty, patrol members shall wear the basic standard uniform required by the California 
Code of Regulations, Title 5, Section 576. 

The District may provide adequate hospital and medical attention for any injury or disability received 
by any student while performing safety patrol duties. No student shall be compelled to accept such 
services if his/her parent/guardian objects. (Education Code 49306) 

Regulation approved: 06/1999 

Scotia Union Elementary School District 
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Conduct – BP 5131 

The Governing Board believes that all students have the right to be educated in a positive learning 
environment free from disruptions. Students shall be expected to exhibit appropriate conduct that 
does not infringe upon the rights of others or interfere with the school program while on school 
grounds, going to or coming from school, at school activities, or using district transportation. 

The Superintendent/Principal or designee shall ensure that each school develops standards of conduct 
and discipline consistent with Board policies and administrative regulations. Students and 
parents/guardians shall be notified of district and school rules related to conduct. 

Prohibited student conduct includes, but is not limited to: 

1. Conduct that endangers students, staff, or others, including, but not limited to, physical 
violence, possession of a firearm or other weapon, and terrorist threats 

2. Discrimination, harassment, intimidation, or bullying of students or staff, including sexual 
harassment, hate motivated behavior, cyberbullying, hazing or initiation activity, extortion, or 
any other verbal, written, or physical conduct that causes or threatens to cause violence, bodily 
harm, or substantial disruption 

3. Conduct that disrupts the orderly classroom or school environment (cf. 5131.4 - Student 
Disturbances) 

4. Willful defiance of staffs authority 

5. Damage to or theft of property belonging to students, staff, or the district (cf. 3515.4 - Recovery 
for Property Loss or Damage) 

The district shall not be responsible for students' personal belongings which are brought on 
campus or to a school activity and are lost, stolen, or damaged. 

6. Obscene acts or use of profane, vulgar, or abusive language 

7. Possession, use, or being under the influence of tobacco, alcohol, or other prohibited drugs (cf. 
5131.6 -Alcohol and Other Drugs) 

8. Possession or use of a laser pointer, unless for a valid instructional or other school-related 
purpose (Penal Code 417.27) 

Prior to bringing a laser pointer on school premises for a valid instructional or school-related 
purpose, a student shall obtain permission from the principal or designee. 

9. Use of a cellular/digital telephone, pager, or other mobile communications device during 
instructional time 

Such devices shall be turned off in class, except when being used for a valid instructional or 
other school-related purpose as determined by the teacher or other district employee, and at 
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any other time directed by a district employee. Any device with camera, video, or voice 
recording function shall not be used in any manner which infringes on the privacy rights of any 
other person. 

No student shall be prohibited from possessing or using an electronic signaling device that is 
determined by a licensed physician or surgeon to be essential for the student's health and the 
use of which is limited to purposes related to the student's health. (Education Code 48901.5) 

10. Plagiarism or dishonesty on school work or tests 

11. Inappropriate attire 

12. Tardiness or unexcused absence from school 

13. Failure to remain on school premises in accordance with school rules (cf. 5112.5 - Open/Closed 
Campus) 

Employees are expected to provide appropriate supervision to enforce standards of conduct and, if 
they 

observe or receive a report of a violation of these standards, to immediately intervene or call for 
assistance. If an employee believes a matter has not been resolved, he/she shall refer the matter to 
his/her supervisor or an administrator for further investigation. 

When a school official suspects that a search of a student or his/her belongings will turn up evidence of 
the student's violation of the law or school rules, such a search shall be conducted in accordance with 
BP/AR 5145.12 - Search and Seizure. 

When a student uses any prohibited device, or uses a permitted device in any unethical or illegal 
activity, a district employee may confiscate the device. The employee shall store the item in a secure 
manner until an appropriate time. 

Students who violate district or school rules and regulations may be subject to discipline including, but 
not limited to, suspension, expulsion, transfer to alternative programs, referral to a student success 
team or counseling services, or denial of participation in extracurricular or cocurricular activities or 
other privileges in accordance with Board policy and administrative regulation. The 
Superintendent/Principal or designee shall notify local law enforcement as appropriate. 

Students also may be subject to discipline, in accordance with law, Board policy, or administrative 
regulation, for any off-campus conduct during nonschool hours which poses a threat or danger to the 
safety of students, staff, or district property, or substantially disrupts school activities. 

Policy Adopted: 11/99 

Policy Updated: 04/19 

Scotia Union School District 
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Discipline – BP 5144 

The Board of Trustees desires to prepare youth for responsible citizenship by fostering self discipline 
and personal responsibility. The Board perceives that good planning, a good understanding of each 
child, and parent involvement can minimize the need for discipline. Teachers shall use positive conflict 
resolution techniques and avoid unnecessary confrontations. When misconduct occurs, staff shall 
make every effort to identify and correct the causes of the student's behavior. 

Board policies and regulations shall delineate acceptable student conduct and provide the basis for 
sound disciplinary practices. Each school shall develop disciplinary rules in accordance with law to 
meet the school's individual needs. 

Staff shall enforce disciplinary rules fairly and consistently, without regard to race, creed, color or sex. 

In order to maintain safe and orderly environments, the Board shall give employees all reasonable 
support with respect to student discipline. If a disciplinary strategy is ineffective, another strategy shall 
be employed. Continually disruptive students may be assigned to alternative programs or removed 
from school. 

Policy adopted: 6/1999 

Scotia Union Elementary School District 
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Discipline – AR 5144 

Site-Level Rules 
Rules for student discipline shall be developed at each school site and filed with the District office. 
These rules shall be adopted jointly by the principal or designee and a representative selected by 
classroom teachers employed at the school. The views of  administrators, teachers, security personnel, 
parents/guardians and secondary school students shall be obtained when the rules are developed. The 
rules shall be consistent with law, Board of Trustees policy and District regulations; they shall be 
revised as necessary and shall undergo the site-level review and adoption process at least every four 
years. (Education Code 35291.5) 

All avenues of discipline provided in policy, regulation and law may be used in developing site-level 
rules. These include but are not limited to advising and counseling students, conferring with 
parents/guardians, detention during and after school hours, and the use of alternative educational 
environments, suspension and expulsion. 

Corporal Punishment 
Corporal punishment shall not be used as a disciplinary measure against any student. Corporal 
punishment includes the willful infliction of, or willfully causing the infliction of, physical pain on a 
student. (Education Code 49000, 49001) 

For purposes of this policy, corporal punishment does not include an employee's use of force that is 
reasonable and necessary to protect the employee, students, staff or other persons or to prevent 
damage to District property. (Education Code 49001) 

Community Service 
Except when suspension or expulsion is required by law, the Superintendent, .principal or principal's 
designee, at his/her discretion, may require a student to perform community service on school 
grounds during non-school hours instead of imposing other disciplinary action. Such service may 
include, but is not limited to, outdoor beautification, campus betterment, and teacher or peer 
assistance programs. (Education Code 48900.6) 

Recess Restriction 
Certificated staff may restrict a student's recess time under the following conditions when he/she 
believes that this action is the most effective way to bring about improved behavior: 

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 
detention. 

3. Teachers shall inform the principal of any recess restrictions they impose. 
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Detention After School 
Students may be detained for up to one hour after the close of the maximum school day under the 
following conditions: 

1. A student who is transported by school bus shall be detained only until the time when the bus 
departs. (Code of Regulations, Title 5, Section 307, 353) 

2. A student who is not transported by school bus shall be detained only after his/her 
parent/guardian has been notified of the day and amount of time involved. 

3. The student shall remain under the supervision of a certificated employee during the period of 
detention. 

Students may be offered the choice of serving their detention on Saturday rather than after school. 

Notice to Parents/Guardians and Students 
The principal of each school shall ensure that students and parents/guardians are notified in writing of 
all Board policies, administrative regulations and individual school rules related to discipline at the 
beginning of each school year. Transfer students and their parents/guardians shall be so advised upon 
enrollment. 

The notice shall state that these rules and regulations are available  on  request  at  the  principal's 
office in all District schools. 

Regulation approved: 6/1999 

Scotia Union Elementary School District 
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Bullying – BP 5131.2 

The Governing Board recognizes the harmful effects of bullying on student learning and school 
attendance and desires to provide safe school environments that protect students from physical and 
emotional harm. District employees shall establish student safety as a high priority and shall not 
tolerate bullying of any student. 

No individual or group shall, through physical, written, verbal, or other means, harass, sexually harass, 
threaten, intimidate, retaliate, cyberbully, cause bodily injury to, or commit hate violence against any 
student or school personnel. 

Cyberbullying includes the creation or transmission of harassing communications, direct threats, or 
other harmful texts, sounds, or images on the Internet, social media, or other technologies using a 
telephone, computer, or any wireless communication device. Cyberbullying also includes breaking into 
another person's electronic account and assuming that person's identity in order to damage that 
person's reputation. 

Strategies for addressing bullying in district schools shall be developed with involvement of key 
stakeholders, including students, parents/guardians, and staff, and may be incorporated into the 
comprehensive safety plan, the local control and accountability plan, and other applicable district and - 
school plans. 

As appropriate, the Superintendent/Principal or designee may collaborate with law enforcement, 
courts, social services, mental health services, other agencies, and community organizations in the 
development and implementation of joint strategies to promote safety in the school and the 
community and to provide services for alleged victims and perpetrators of bullying. 

Bullying Prevention 
 To the extent possible, the school shall focus on the prevention of bullying by establishing clear rules 
for student conduct and implementing strategies to promote a positive, collaborative school climate. 
Students shall be informed, through student handbooks and other appropriate means, of district and 
school rules related to bullying, mechanisms available for reporting incidents or threats, and the 
consequences for engaging in bullying. 

As appropriate, the district shall provide students with instruction, in the classroom or other 
educational settings, that promotes effective communication and conflict resolution skills, social skills, 
character/values education, respect for cultural and individual differences, self-esteem development, 
assertiveness skills, and appropriate online behavior. 

Staff shall receive related professional development, including information about early warning signs of 
harassing/intimidating behaviors and effective response. 
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Based on an assessment of bullying incidents at school, the Superintendent/Principal or designee may 
increase supervision and security in areas where bullying most often occurs, such as classrooms, 
playgrounds, hallways, restrooms, and cafeterias. 

Intervention 
Students are encouraged to notify school staff when they are being bullied or suspect that another 
student is being victimized. In addition, the Superintendent/Principal or designee shall develop means 
for students to report threats or incidents confidentially and anonymously. 

School staff who witness an act of bullying shall immediately intervene to stop the incident when it is 
safe to do so. (Education Code 234.1) When appropriate based on the severity or pervasiveness of the 
bullying, the Superintendent/Principal or designee shall notify the parents/guardians of victims and 
perpetrators and may contact law enforcement. The Superintendent/Principal or designee may refer a 
victim, witness, perpetrator, or other student affected by an act of bullying to a school counselor, 
school psychologist, social worker, child welfare attendance personnel, school nurse, or other school 
support service personnel for case management, counseling, and/or participation in a restorative 
justice program as appropriate. (Education Code 48900.9) 

Reporting and Filing of Complaints 
Any student, parent/guardian, or other individual who believes that a student has been subjected to 
bullying or who has witnessed bullying may report the incident to a teacher, the 
Superintendent/Principal, a compliance officer, or any other available school employee. Within one 
business day of receiving such a report, a staff member shall notify the Superintendent/Principal of the 
report, whether or not a uniform complaint is filed. In addition, any school employee who observes an 
incident of bullying involving a student shall, within one business day, report his/her observation to the 
Superintendent/Principal or a district compliance officer, whether or not the alleged victim files a 
complaint. 

Within two business days of receiving a report of bullying, the Superintendent/Principal shall notify the 
district compliance officer identified in AR 1312.3 - Uniform Complaint Procedures. 

When the circumstances involve cyberbullying, individuals with information about the activity shall be 
encouraged to save and print any electronic or digital messages that they feel constitute cyberbullying 
and to notify a teacher, the Superintendent/Principal, or other employee so that the matter may be 
investigated. When a student uses a social networking site or service to bully or harass another 
student, the Superintendent/Principal or designee may file a request with the networking site or 
service to suspend the privileges of the student and to have the material removed. 

When a report of bullying is submitted, the Superintendent/Principal or a district compliance officer 
shall inform the student or parent/guardian of the right to file a formal written complaint in 
accordance with AR 1312.3. The student who is the alleged victim of the bullying shall be given an 
opportunity to describe the incident, identify witnesses who may have relevant information, and 
provide other evidence of bullying. 
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Investigation and Resolution of Complaints 
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. 

Discipline 
Corrective actions for a student who commits an act of bullying of any type may include counseling, 
behavioral intervention and education, and, if the behavior is severe or pervasive as defined in 
Education Code 48900, may include suspension or expulsion in accordance with district policies and 
regulations. 

Any employee who permits or engages in bullying or retaliation related to bullying shall be subject to 
disciplinary action, up to and including dismissal. 

Policy Adopted: 04/2019 

Scotia Union School District 
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Behavioral Interventions and Supports (PBIS) 

Every student has the right to be educated in a safe, respectable, and welcoming environment.  Every 
educator has the right to teach in an atmosphere free from disruption and obstacles that impede 
learning.  We believe in promoting a safe and positive learning environment that includes: teaching 
positive school rules; positively reinforcing appropriate student behavior; using effective classroom 
management; providing early intervention and support strategies for misconduct; and appropriate use 
of logical and meaningful consequences.  

The staff is very concerned about the behavior of children at school. We believe that children can 
behave appropriately.  

Student Responsibilities 
Students are expected to learn and model our Student Behavioral Expectations, follow all school and 
classroom rules, and demonstrate appropriate social skills when interacting with both adults and 
peers.   

Be Safe 
I am responsible, like everyone else, for maintaining safety at school. 
I engage in activities that are safe and report any known safely hazards to the nearest adult. 
I help maintain a clean and safe campus. 
I report bullying and harassment. 
I avoid conflicts and physical or verbal violence. 

Be Respectful 
I treat others the way I want to be treated. 
I respect the laws, rules and school authority. 
I treat people fairly and respect their rights. 
I respect private and public property. 
I am honest with others and myself. 
I avoid spreading rumors or gossip. 
I respect each person’s right to be different. 
I look for the good in others. 

Be Responsible 
I take responsibility for my actions. 
I choose how to respond to others. 
I return what I borrow in the same condition. 
I give my best in everything I do. 
I come to school regularly and on time, ready to learn. 

I help create a positive school environment. 
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Job Description – School Counselor 

The Scotia Union School District elementary school counselor provides social-emotional and academic 
support, helps students begin the career exploration process, educates students about self-awareness 
and self-esteem, teaches problem-solving and conflict resolution skills, provides individual and small 
group counseling services, makes referrals to outside services, and intervenes in crisis situations.  The 
counselor may be required to meet with parents or consult with external parties, such as child 
protective services or other social services agencies, and attend meetings regarding students on their 
caseload. 
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Emergency Operations Plan 

General Emergency Actions 
Emergency Actions are a set of simple directives and alert level procedures that may be implemented 

across a number of emergency situations.  When an emergency occurs, it is critical that staff members 

take immediate steps to protect themselves and others.  With Emergency Actions in place, staff can 

follow specific directions without having to learn extensive protocols for each of several dozen 

different emergency situations.  The Incident Commander will decide which Emergency Actions to 

implement, based on the situation.   

The most common immediate emergency actions below are listed below.  Staff members must become 

familiar with each emergency action and be prepared to perform assigned responsibilities.  All students 

must be taught what to do when any of the common emergency actions are implemented. 

Type Definition 

STA
T

U
S 

ALL CLEAR communicates to students and staff that the emergency is over and normal school operations can 
resume.  

EMERGENCY DAMAGE ASSESSMENT is the inspection process used immediately following an emergency 
(typically while students and staff are under an EVACUATION order) to determine if it is safe to resume 
occupancy of school facilities.  An EMERGENCY DAMAGE ASSESSMENT should be performed following any 
event with the potential to cause damage school facilities or equipment. 

R
ESTR

IC
TED

 M
O

V
EM

EN
T &

 A
C

C
ESS 

LOCKDOWN is initiated to isolate students and school staff from danger on or near the campus when 
movement within the school and within rooms on the campus might put students and staff in jeopardy.  
LOCKDOWN is used to prevent intruders from entering occupied areas of the buildings. 

• Lock the doors;  

• Close and lock windows, and close blinds or cover windows;  

• Turn off lights;  

• Silence all electronic devices;  

• Remain silent;  

• Use strategies to silently communicate with first responders if possible, 

• Hide along the wall closest to the exit but out of the view from the hallway (allowing for an ambush of the 
intruder and for possible escape if the intruder enters the room); and  

• Remain in place until the release from lockdown by school administration or evacuated by law 
enforcement.  
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Type Definition 

SECURE CAMPUS is implemented as a precautionary measure to ensure the safety of students and staff when 
there is danger in the surrounding community or a bomb threat is made against the school.  SECURE CAMPUS 
requires that all students and staff take shelter in school buildings and lock all exterior doors.  Classroom 
instruction and/or activity may continue as long as all classroom and office doors are locked and all students 
and staff remain inside through the duration of that event. The school perimeter should be secured. 

SHELTER IN PLACE is implemented when there is a need to isolate students and staff from the outdoor 
environment to prevent exposure to airborne contaminants. The procedures include closing and sealing doors, 
windows and vents; shutting down the classroom/building heating, ventilation and air conditioning systems to 
prevent exposure to the outside air; and turning off pilot lights.  SHELTER IN PLACE allows for the free 
movement of staff and students within the building, although one should not leave the room until further 
instructions are received.  Those in bungalows and buildings with exterior passageways must remain in the 
classroom while SHELTER IN PLACE is instituted.  It is appropriate for, but not limited to, gas leaks, external 
chemical release, dirty bombs and hazardous material spills. 

TAKE COVER is implemented when it is necessary to move to and take refuge in the best shielded areas within 
the school buildings.  It is appropriate for, but not limited to, severe windstorms and tornados. 

• Move students and staff into the school’s permanent buildings, on the ground floor.  

• Group students/staff together at the furthest point away from windows on the floor. 
✓ Face the wall with backs to the windows 
✓ Crouch down on knees and elbows 
✓ Hands  covering the back of their head/neck 

• If a tornado warning or potentially damaging windstorm occurs at dismissal, delay dismissal. 

An order to TAKE COVER should remain in place until the National Weather Service has lifted the warning.   

DUCK, COVER AND HOLD ON is the action taken during an earthquake to protect students and staff from flying 
and falling debris.  DUCK, COVER AND HOLD ON is an appropriate action for use during an earthquake or 
explosion.  Immediate EVACUATION and an EMERGENCY DAMAGE ASSESSMENT must be performed prior to 
occupancy of any of the site’s buildings, following any event prompting the use of DUCK, COVER AND HOLD ON. 

EV
A

C
U

A
TIO

N
 

EVACUATION is implemented when conditions make it unsafe to remain inside the building(s). This action 
provides for the orderly movement of students and staff along prescribed routes from inside school buildings 
to a designated outside area of safety.   

OFF-SITE EVACUATION is implemented when it is unsafe to remain on the school campus, and evacuation to an 
off-site assembly area is required.  This action provides for the orderly movement of students and staff along 
prescribed routes from inside school buildings to a designated area of safety off campus.  In some situations 
OFF-SITE EVACUATION may require the use of busing.  STRUCTURED REUNIFICATION should be used following 
any OFF-SITE EVACUATION. 

EARLY RELEASE   Certain situations may require releasing students from school at a time when parents expect 
their children to be at the school site.  EARLY RELEASE may be implemented when circumstances make keeping 
students at school inadvisable. EARLY RELEASE must be authorized by the district superintendent or designee.  
During an EARLY RELEASE, students follow normal dismissal procedures. 
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Type Definition 

R
EU

N
IFIC

A
T

IO
N

 

STRUCTURED REUNIFICATION is the process used to reunify children with their parents, guardians or 
caregivers, following a school emergency.  Regular dismissal procedures are not followed.  STRUCTURED 
REUNIFICATION requires: 

• Maintaining accurate information on the location of each child. 

• Preventing unauthorized individuals from having access to or removing children. 

• Verifying the identity of individuals coming to take custody of children. 

• Verifying each individual has the legal right to take custody the child for which they have asked. 

• Keeping record of who each student is released to, the method used to verify their identity and the time of 
the pick-up. 
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Bomb Threat 
In the event that the school receives a bomb threat by telephone, follow the Bomb Threat Checklist on 
the next page to document information about the threat.   Keep the caller on the telephone as long as 
possible and listen carefully to all information the caller provides. Make a note of any voice 
characteristics, accents, or background noises and complete the Bomb Threat Report as soon as 
possible.   

PERSON RECEIVING THREAT BY TELEPHONE: 

• Listen.  Do not interrupt caller. 

• Keep the caller on the line with statements such as "I 
am sorry, I did not understand you. What did you 
say?"  

• Alert someone else by prearranged signal to notify 
the telephone company to trace the call while the 
caller is on the line.  

• Notify site administrator immediately after 
completing the call. 

• Complete the Bomb Threat Checklist.    

PERSON RECEIVING THREAT BY MAIL: 

• Note the manner in which the threat was delivered, 
where it was found and who found it.   

• Limit handling of item by immediately placing it in an envelope so that fingerprints may be 
detected.  Written threats should be turned over to law enforcement. 

• Caution students against picking up or touching any strange objects or packages. 

• Notify principal or site administrator. 

PRINCIPAL/SITE ADMINISTATOR ACTIONS: 

• Call 911. 

• If the caller is still on the phone, contact the phone company to trace the call. Tell the 
telephone operator the name of school, name of caller, phone number on which the bomb 
threat came in.  This must be done quickly since the call cannot be traced once the caller has 
hung up. 

• Instruct staff and students to turn off any pagers, cellular phones or two-way radios.   Do not 
use those devices during this threat since explosive devices can be triggered by radio 
frequencies. 

• Determine whether to evacuate the threatened building and adjoining buildings.  If the 
suspected bomb is in a corridor, modify evacuation routes to bypass the corridor. 

• Use the intercom, personal notification by designated persons, or the PA system to evacuate 
the threatened rooms.   

 

 

Telephone Bomb Threats 

▪ Remain calm/courteous. 

▪ Read phone’s visual display. 

▪ Listen, don’t interrupt. 

▪ Keep caller talking.  Pretend hearing 
difficulty. 

▪ Notice details: background noises, 
voice description. 

▪ Ask: When?  Where? What? How? 

▪ Don’t touch any suspicious objects. 

Call 911 
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• If it is necessary to evacuate the entire school, use the fire alarm. 

• Direct a search team to look for suspicious packages, boxes or foreign objects.   

• Do not return to the school building until it has been inspected and determined safe by proper 
authorities. 

• Avoid publicizing the threat any more than necessary. 

SEARCH TEAM ACTIONS: 

• Use a systematic, rapid and thorough approach to search the building and surrounding areas.   

• Check classrooms and work areas, public areas (foyers, offices, bathrooms and stairwells), 
unlocked closets, exterior areas (shrubbery, trash cans, debris boxes) and power sources 
(computer rooms, gas valves, electric panels, telephone panels). 

• If suspicious item is found, make no attempt to investigate or examine object.   

STAFF ACTIONS: 

• Evacuate students as quickly as possible, using primary or alternate routes. 

• Upon arrival at the designated safe site, take attendance.   Notify the principal/site 
administrator of any missing students. 

• Do not return to the building until emergency response officials determine it is safe. 
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Bomb Threat Checklist 
The following checklist can be obtained in PDF form from FEMA at: 
http://emilms.fema.gov/is906/assets/ocso-bomb_threat_samepage-brochure.pdf 

Copies should be available at all stations where incoming calls are received.  The checklist should be 
completed by the person taking the call. 

http://emilms.fema.gov/is906/assets/ocso-bomb_threat_samepage-brochure.pdf
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Bus Incident 
Each school should maintain a folder for each bus serving the school.  This folder should contain rosters, 
including an emergency telephone number for each student assigned to ride the bus.  The teacher in charge of a 
special activity trip should prepare trip bus folders; one copy of the student emergency contact information 
should be placed in the trip folder and a second copy should accompany the teacher on the trip.   Bus drivers 
may need to make spontaneous, independent decisions, based on the nature of the emergency, age of children, 
location of bus and other unique circumstances. 

BUS DRIVER: 

• Turn off power, ignition and headlights.  Use safety lights, as appropriate. 

• Evaluate the need for evacuation. 

• Remain with the vehicle.  Notify California Highway Patrol. 

STAFF ACTIONS AT THE SCENE: 

• Call 911, if warranted. 

• Notify principal. 

• Implement basic first aid until emergency medical services and/or law enforcement arrives and 
takes charge of the emergency. 

• Move all uninjured students to a safe distance from the accident. 

• Document the names of all injured students and their first aid needs.   

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Notify law enforcement. 

• Notify parents/guardians of all students on the bus as soon as accurate information is available. 

• Designate a school staff representative to proceed to any medical treatment facility to which an 
injured student has been taken to assist parents and provide support to students, as 
appropriate. 

• Notify school community about the incident and status of injured students and/or staff.  
Prepare news release for media, if appropriate. 

Earthquake during bus trip 
 

BUS DRIVER ACTIONS: 

• Issue DUCK, COVER and HOLD ON instruction. 

• Stop bus away from power lines, bridges, overpasses, buildings, possible landslide conditions, 
overhanging trees or other dangerous situations. 

• Set brake, turn off ignition and wait for shaking to stop. 

• Check for injuries and provide first aid, as appropriate. 

• Contact the school administrator and bus dispatch to report location and condition of students 
and the bus. 

• Do not attempt to cross bridges, overpasses or tunnels that may have been damaged. 
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• If instructed to continue route, 

• Enroute to school, continue to pick up students. 

• Leaving school, continue dropping off students, provided there is a responsible adult at the bus 
stop. 

• If it is impossible to return to school, proceed to nearest designated shelter indicated on the 
bus route.  Upon arriving at the shelter, notify the school administrator. 

• Remain with students until further instructions are received from site administrator. 

• Account for all students and staff throughout the emergency 

Flood during bus trip 
 

BUS DRIVER ACTIONS: 

• Do not drive through flooded streets and/or roads. 

• Take an alternate route or wait for public safety personnel to determine safe route. 

• If the bus is disabled, stay in place until help arrives 

• Contact the school administrator and bus dispatch to report location and condition of students 
and the bus. 

• Do not attempt to cross bridges, overpasses or tunnels that may have been damaged. 

• Account for all students and staff throughout the emergency. 

  



Stanwood A. Murphy Elementary School – Scotia Union School District Page 77 
Comprehensive School Safety Plan 
Section 2 – Policies and Procedures 

 

 

  

Chemical Incident (Offsite) 
Chemical accidents the magnitude of a disaster could result from a transportation accident or an 
industrial spill, involving large quantities of toxic material. 

PERSON DISCOVERING SPILL: 

• Alert others in immediate area to leave the area.  

• Close doors and restrict access to affected area.  

• Notify principal/site administrator. 

• DO NOT eat or drink anything or apply cosmetics.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Notify Fire Department and the Department of Public Health.  Provide the following 
information:    

▪ School name and address, including nearest cross street(s) 
▪ Location of the spill and/or materials released  
▪ Characteristics of spill (color, smell, visible gases)  
▪ Name of substance, if known  
▪ Injuries, if any  

• Notify Maintenance Supervisor.   

• Determine whether to implement SHELTER IN PLACE, EVACUATION and/or student release.  

• Post a notice on the school office door stating location of alternate school site. 

STAFF ACTIONS: 

• If SHELTER-IN-PLACE, close all doors and windows, shut off ventilation, and monitor the radio. If 
necessary, use tape, rags, clothing or any other available material of seal air leaks. 

• If you believe that gas is entering the building, protect everyone with a wet cloth or towel over 
the mouth and nose.  Have everyone breathe in short, quick shallow breaths. 

• If EVACUATION is implemented, direct all students to report to nearest designated building or 
assembly area. 

• Upon arrival at safe site, take attendance to be sure all students have been evacuated and 
accounted for.  Notify principal/site administrator of any missing students. 
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Chemical Incident (Onsite) 
This incident could be the result of spilled cleaning chemicals within the school building, in the school 
lab, a material a student brings to school, or a broken gas main.  Any such accidents could endanger 
the students and staff.  Hazardous material spills may occur inside a building, such as a spill in a 
chemistry lab. 

PERSON DISCOVERING SPILL: 

• Alert others in immediate area to leave the area.  

• Close windows and doors and restrict access to affected area.  

• Notify principal/site administrator. 

• DO NOT eat or drink anything or apply cosmetics.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Notify Fire Department and the Department of Public Health.  Provide the following 
information:    

▪ School name and address, including nearest cross street(s) 
▪ Location of the spill and/or materials released; name of substance, if known 
▪ Characteristics of spill (color, smell, visible gases)  
▪ Injuries, if any  
▪ Your name and telephone number 

• Notify Maintenance Supervisor to shut off mechanical ventilating systems.  

• If necessary, proceed with school EVACUATION using primary or alternate routes, avoiding 
exposure to the chemical fumes. 

• Post a notice on the school office door stating location of alternate school site. 

• Send home with students for their parents/guardians a brief written description of the 
emergency, how it was handled and, if appropriate, what steps are being taken in its aftermath.  

STAFF ACTIONS: 

• If EVACUATION is implemented, direct all students to report to nearest designated building or 
assembly area.  Take class roster and emergency backpack and student kits.  Check that all 
students have left the building. Students are not to be left unattended at any time during 
evacuation process. Students are to remain quiet during evacuation. 

• Upon arrival at evacuation site, take attendance.  Notify principal/site administrator of any 
missing students. 

• Upon arrival at evacuation site, take roll and report attendance to Principal immediately. Notify 
emergency response personnel of any missing students. 

• Do not return to the building until emergency response personnel have determined it is safe. 
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Civil Disturbance  
A civil disturbance is an unauthorized assemblage on the school grounds with the potential to: 

• disrupt school activities;  

• cause injury to staff and students; and/or  

• damage property.  

Precautionary measures must be taken to keep school personnel and students from undue exposure to 
danger.  Efforts should be made to remain calm, to avoid provoking aggression, and to keep students in 
their classrooms. 

Inside School 

STAFF ACTIONS: 

• Report disruptive circumstances to principal/site administrator.  

• Avoid arguing with participant(s).  

• Have all students and employees leave the immediate area of disturbance.  

• Lock doors.  Account for all students and remain in classroom unless instructed otherwise by 
the principal or law enforcement. 

• Stay away from windows and exterior doors.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• If the students are engaging in civil disobedience, keep the students confined to one room in 
the school building. 

• Set up a communication exchange with the students, staff and principal. Try to restore order. 

• If unable to calm students and violent or uncontrolled behavior is probably, notify police of 
situation and request assistance. 

• Send home with students for their parents/guardians a brief written description of the 
emergency, how it was handled and, if appropriate, what steps are being taken in its aftermath. 

Outside of School 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Call 911. 

• Move any students who are outside into the school building. If unable to do so, have students 
lie down and cover their heads. 

• Once students are in the school building, lock and secure all exterior doors, including 
restrooms.  Have custodians remove trash containers and other burnable items from public 
access.  

• Cancel all outside activities. 

• Maintain an accurate record of events, conversations and actions. 

• Assign staff members to assist nurse as necessary. 
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STAFF ACTIONS:  

• Close and lock classroom doors.  Close all curtains and blinds.  Keep students away from 
windows and take precautions to protect them from flying glass in the event windows are 
broken. 

• Instruct students to DUCK AND COVER, lie on the floor and keep students calm. 

• Care for the injured, if any. 

• Remain with students within locked classrooms until all clear is given, regardless of bells and 
the school schedule. 
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Earthquake 
Earthquakes strike without warning.  Fire alarms or sprinkler systems may be activated by the shaking.  
The effect of an earthquake from one building to another will vary.  Elevators and stairways will need 
to be inspected for damage before they can be used.  The major shock is usually followed by numerous 
aftershocks, which may last for weeks. 

The major threat of injury during an earthquake is from falling objects, glass shards and debris. Many 
injuries are sustained while entering or leaving buildings. Therefore, it is important to quickly move 
away from windows, free-standing partitions and shelves and take the best available cover under a 
sturdy desk or table, in a doorway or against an inside wall.   All other actions must wait until the 
shaking stops.  If persons are protected from falling objects, the rolling motion of the earth may be 
frightening but not necessarily dangerous. 

Inside Building 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Direct inspection and assessment of school buildings.  Report building damage and suspected 
breaks in utility lines or pipes to fire department responders.   

• Send search and rescue team to look for trapped students and staff. 

• Post guards a safe distance away from building entrances to assure no one re-enters. 

• Determine who will inform public information media as appropriate.  

• Do NOT re-enter building until it is determined to be safe by appropriate facilities inspector. 

• Determine whether to close school.  If school must be closed, notify staff members, students 
and parents. 

STAFF ACTIONS: 

• Give DROP, COVER and HOLD ON command.  Instruct students to move away from windows, 
bookshelves and heavy suspended light fixtures.  Get under table or other sturdy furniture with 
back to windows.  

• Check for injuries, and render First Aid. 

• After shaking stops, EVACUATE building.  Avoid evacuation routes with heavy architectural 
ornaments over the entrances.  Do not return to the building.  Bring attendance roster and 
emergency backpack. 

• Check attendance at the assembly area.  Report any missing students to principal/site 
administrator. 

• Warn students to avoid touching electrical wires and keep a safe distance from any downed 
power lines.  

• Stay alert for aftershocks  

• Do NOT re-enter building until it is determined to be safe. 
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Outside Building 

STAFF ACTIONS: 

• Move students away from buildings, trees, overhead wires, and poles. Get under table or other 
sturdy furniture with back to windows.   If not near any furniture, drop to knees, clasp both 
hands behind neck, bury face in arms, make body as small as possible, close eyes, and cover 
ears with forearms. If notebooks or jackets are handy, hold over head for added protection.  
Maintain position until shaking stops. 

• After shaking stops, check for injuries, and render first aid. 

• Check attendance.  Report any missing students to principal/site administrator. 

• Stay alert for aftershocks. 

• Keep a safe distance from any downed power lines 

• Do NOT re-enter building until it is determined to be safe. 

• Follow instructions of principal/site administrator. 

During non-school hours 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Inspect school buildings with Maintenance/Building and Grounds Manager to assess damage 
and determine corrective actions.   

• Confer with District Superintendent if damage is apparent to determine the advisability of 
closing the school. 

• Notify fire department and utility company of suspected breaks in utility lines or pipes. 

• If school must be closed, notify staff members, students and parents.  Arrange for alternative 
learning arrangement such as portable classrooms if damage is significant and school closing 
will be of some duration.  

• Inform public information media as appropriate. 
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Fire (Offsite) 
A fire in an adjoining area, such as a wildland fire, can threaten the school building and endanger the 
students and staff.   Response actions are determined by location and size of the fire, its proximity to 
the school and the likelihood that it may endanger the school community. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Determine if EVACUATION of school site is necessary. 

• Contact local fire department (call 911) to determine the correct action for your school site. 

• If necessary, begin evacuation of school site to previously identified safe site using school 
evacuation plan.  If needed, contact bus dispatch for OFF-SITE EVACUATION.  

• Direct inspection of premises to assure that all students and personnel have left the building. 

• Notify the school district where the school has relocated and post a notice on the office door 
stating the temporary new location. 

• Monitor radio station for information. 

• Do not return to the building until it has been inspected and determined safe by proper 
authorities. 

STAFF ACTIONS: 

• If students are to be evacuated, take attendance to be sure all students are present before 
leaving the building site.  

• Stay calm.  Maintain control of the students a safe distance from the fire and firefighting 
equipment. 

• Take attendance at the assembly area. Report any missing students to the principal/site 
administrator and emergency response personnel. 

• Remain with students until the building has been inspected and it has been determined safe to 
return to. 
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Fire (Onsite) 
Should any fire endanger the students or staff, it is important to act quickly and decisively to prevent 
injuries and contain the spread of the fire.  All doors leading to the fire should be closed.  Do not re-
enter the area for belongings.  If the area is full of smoke, students and employees should be 
instructed to crawl along the floor, close to walls, which will make breathing easier and provide 
direction.  Before opening any door, place a hand an inch from the door near the top to see if it is 
hot.  Be prepared to close the door quickly at the first sign of fire.   All fires, regardless of their size, 
which are extinguished by school personnel, require a call to the Fire Department to indicate that the 
“fire is out”. 

Within School Building 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Sound the fire alarm to implement EVACUATION of the building. 

• Immediately EVACUATE the school using the primary or alternate fire routes. 

• Notify the Fire Department (call 911). 

• Direct search and rescue team to be sure all students and personnel have left the building. 

• Ensure that access roads are kept open for emergency vehicles. 

• Notify appropriate utility company of suspected breaks in utility lines or pipes. 

• If needed, notify bus dispatch for OFF-SITE EVACUATION. 

• Do not allow staff and students to return to the building until the Fire Department declares that 
it is safe to do so. 

STAFF ACTIONS:  

• EVACUATE students from the building using primary or alternate fire routes Take emergency 
backpack and student kits. Maintain control of the students a safe distance from the fire and 
firefighting equipment. 

• Take attendance.  Report missing students to the Principal/designee and emergency response 
personnel. 

• Maintain supervision of students until the Fire Department determines it is safe to return to the 
school building. 

Near the School 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Notify the Fire Department (call 911).  The Fire Marshall will direct operations once on site. 

• Determine the need to implement an EVACUATION.  If the fire threatens the school, execute 
the actions above.  If not, continue with school routine. 
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Flood 
Flooding could threaten the safety of students and staff whenever storm water or other sources of 
water threaten to inundate school grounds or buildings.  Flooding may occur if a water pipe breaks or 
prolonged rainfall causes urban streams to rise.   Flooding may also occur as a result of damage to 
water distribution systems such as failure of a dam or levee.  If weather-related, an alert message will 
be broadcast over the weather radio station. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Issue STAND BY instruction.  Determine if evacuation is required. 

• Notify local police department of intent to EVACUATE, the location of the safe evacuation site 
and the route to be taken to that site. 

• Delegate a search team to assure that all students have been evacuated. 

• Issue Off Site Evacuation instruction if students will be evacuated to a safer location by means 
of buses and cars. 

• Post a notice on the office door stating where the school has relocated and inform the District 
Office. 

• Monitor AM radio weather station for flood information. 

• Do not allow staff and students to return to the building until proper authorities have 
determined that it is safe to do so. 

STAFF ACTIONS: 

• If warranted, EVACUATE students using evacuation plan.  Take the class roster, emergency 
backpack and student comfort kits.   Take attendance before leaving the campus. 

• Remain with students throughout the evacuation process. 

• Upon arrival at the safe site, take attendance.  Report any missing students to principal/site 
administrator and emergency response personnel. 

• Do not return to school building until it has been inspected and determined safe by property 
authorities. 

BUS DRIVER ACTIONS: 

• If evacuation is by bus, DO NOT drive through flooded streets and/or roads.  DO NOT attempt 
to cross bridges, overpasses or tunnels that may be damaged by flooding. 
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Gas Odor/Leak 
All school personnel, including cafeteria managers and custodians, shall immediately report any 
gas odor or suspected gas leak to the principal.  If an odor is detected outside the building, it may 
not be necessary to evacuate. 

STAFF ACTIONS: 

• Notify principal. 

• Move students from immediate vicinity of danger. 

• Do not turn on any electrical devices such as lights, computers, fans, etc. 

• If odor is severe, leave the area immediately.   

• If the building is evacuated, take student attendance and report any missing students to 
Principal/Site Administrator.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• If gas leak is internal, evacuate the building immediately. 

• Call 911. 

• Notify utility company. 

• Determine whether to move to alternate building location. 

• If extended stay outdoors in inclement weather, contact transportation to provide bus to 
transport students to partner school or shelter students on buses.  

• Do not return to the building until it has been inspected and determined safe by proper 
authorities. 
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Hazardous Materials Release 
The nature of the material and the proximity of the incident to the school site will determine which 
emergency ACTION should be implemented.   Police, Fire or Public Health Department may order 
EVACUATION of the school.  See also BIOLOGICAL AGENT RELEASE and CHEMICAL ACCIDENT. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Call 911, if necessary. 

• If there is a threat of airborne toxicity, shut-off ventilation system in affected area.  

• Initiate EVACUATION.   Any toxic cloud that can affect students in their classrooms would very 
likely affect them outside on the school grounds as well. If evacuating by foot, move crosswind 
to avoid fumes, never upwind or downwind. 

• Isolate anyone suspected of being contaminated with a substance that could be transferred to 
others until public safety personnel carry out decontamination procedures. 

• If time is available, initiate Off Site Evacuation, which may include the use of busses.  Move 
students and staff away from the path of the hazardous materials. 

• Wait for instructions from emergency responders-- Health or Fire Department. 

• Do not allow the return of students to the school grounds or buildings until public safety 
officials declare the area safe. 

• Upon return to school, ensure that all classrooms are adequately aired. 

TEACHER ACTIONS: 

• Follow standard student assembly, accounting and reporting procedures. 

• Report names of missing students to office.  

• Do not take unsafe actions such as returning to the building before it has been declared safe. 
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Intruder 
All public schools are required to post signs at points of entry to their campuses or buildings from streets and 
parking lots. The following statement should be used on signage: 

All visitors entering school grounds on school days between 7:30 a.m. and 4:30 p.m. must register at 
the Main Office.   Failure to do so may constitute a misdemeanor.                

-- California Penal Code Title 15, Chapter 1.1 § 627.2 

To prevent intruders on campus, keep doors secure, use sign-in sheets for visitors and cameras 
and staff to monitor entryways. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Initiate LOCKDOWN. 

• Request intruder to leave campus.  Remain calm.  Be courteous and confident.  Keep distance 
from the intruder.  Speak in soft, non-threatening manner.  Avoid hostile-type actions, except in 
cases when necessary to safeguard person or property.   Listen to the intruder.  Give him or her 
an opportunity to vent.   Attempt to be helpful.  When talking to the intruder, use phrases such 
as: 

“What can we do to make this better?’ 

“I understand the problem, and I am concerned.” 

“We need to work together on this problem.” 

• As soon as the conversation or actions of the individual become threatening or violent, call 911 
immediately.  Provide description and location of intruder. 

• Keep subject in view until police or law enforcement arrives. 

• Take measures to keep subject away from students and building.   

• Designate an administrator or staff member to coordinate with public safety at their command 
post; provide a site map and keys to public safety personnel. 

• When scheduling a meeting with an individual known to be aggressive, arrange for another 
staff member or student resource officer to be present. 

• Be available to deal with the media and bystanders and keep site clear of visitors. 

STAFF ACTIONS: 

• Notify the principal/site administrator.  Provide description and location of the intruder.  
Visually inspect the intruder for indications of a weapon. 

• Keep intruder in view until police or law enforcement arrives.  Stay calm.  Do not indicate any 
threat to the intruder. 

• Isolate intruder from students.  Lock classroom and office doors.  Close blinds and stay clear of 
windows and panes of glass.   Remain inside rooms until the ALL CLEAR instruction is 
announced. 
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Infectious Disease Outbreak 
Influenza is a highly contagious viral disease.  Pandemic influenza differs from both seasonal influenza 
(flu) and avian influenza in the following aspects: 

• It is a rare global outbreak which can affect populations around the world. 

• It is caused by a new influenza virus to which people do not have immunity. 

• Depending upon the specific virus, it can cause more severe illness than regular flu and can 
affect young healthy people more so than older, sick people. 

The Department of Health and Human Services will take the lead in mobilizing a local response to 
pandemic influenza. Public health alerts will be reported to schools and the community.  Individual 
schools may be closed temporarily to contain spread of the virus.   

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Activate heightened surveillance of illness within school site.  Gather data on symptoms of 
students and staff who are sick at home. 

• Insure that students and staff members who are ill stay home.   

• Send sick students and staff home from school immediately. 

• Provide fact sheets and guidelines for school families to make them aware of symptoms and 
remind them of respiratory hygiene etiquette 

• Monitor bulletins and alerts from the Department of Health and Human Services.   

• Keep staff informed of developing issues. 

• Assist the Department of Health and Human Services in monitoring outbreaks. 

• Respond to media inquiries regarding school attendance status. 

• Implement online education, if necessary, so that students can stay home. 

• Maintain surveillance after the initial epidemic in the event a second wave passes through the 
community. 

 

STAFF and STUDENT ACTIONS: 

• Stay home when ill with cough or other flu-like symptoms 
(chills, fever, muscle aches, sore throat). 

• Practice “respiratory hygiene etiquette”. 

• Disinfect surfaces contaminated with infected respiratory 
secretions with a diluted bleach solution (1 part bleach to 
100 parts water). 

• Implement online homework assignments so that students 
can stay home. 

  

 

 

Respiratory Hygiene Etiquette 

▪ Cover your cough and 
sneeze with a tissue 

▪ Wash hands with soap and 
water or a waterless hand 
hygiene product 

▪ Place used tissues into a 
sealed bag 
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Severe Weather 
Severe weather can be accompanied by high winds, downed trees, and swollen creeks.  An emergency 
response is required when this type of weather poses any risk to the staff and students.  Assure that 
each student’s method of returning home is safe and reliable. 

Severe Storm 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Monitor weather forecasts and weather-related communications to determine onset of storm 
conditions that may affect school operations. 

• Report to site by 6 a.m. to check for power outages, flooding, etc. 

• Determine whether school will be closed or remain open.  

• Assign staff to activate staff and parent phone trees 

• Post school status on school website. 

• Notify utility companies of any break or suspected break in utility lines. 

• Take appropriate action to safeguard school property. 

• Upon passage of the storm, return to normal routine. 

Windstorm 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

• Monitor weather forecasts to determine onset of storm conditions that may affect school 
operations 

• Notify utility companies of any break or suspected break in utility lines. 

• Keep staff and students in sheltered areas of the building until winds have subsided and it is 
safe to return to the classroom.  

• Take appropriate action to safeguard school property. 

• Upon passage of the storm, return to normal routine. 

STAFF ACTIONS: 

• Evacuate any classrooms bearing full force of wind.  Evacuate to lower floor of school building 
near inside walls. 

• Initiate TAKE COVER with students in the shielded areas within the building.   Stay away from 
windows. 

• Take attendance. Report any missing students to principal/site administrator. 

• Close all blinds and curtains. 

• Remain with students near an inside wall or on lower floors of the building.  Make 
arrangements for special needs, snacks and quiet recreational activities. 
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Tsunami 
Generated by earthquakes, underwater disturbance or volcanic eruption, a tsunami is a series of waves 
that come onshore as a rapidly rising surge of water.  Tsunami waves can travel at speeds up to 600 
miles per hour in the open ocean.  Areas at greatest risk of inundation are less than 25 feet above sea 
level and within one mile of the coastline.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 

Before 

• Know the height of the school above sea level and its distance from the shoreline.  Evacuation 
orders may be based on these numbers. 

• Be familiar with tsunami warning signs.  An earthquake or a sizable ground rumbling is a 
warning signal to people living near the coast. A noticeable rapid rise or fall in coastal waters 
may indicate an approaching tsunami. 

• Make plans for evacuation by vehicle and/or by foot.  Pick an inland location that is elevated.  
Identify an alternative evacuation site in case roads are blocked. 

During 

• Heed natural warnings.  An earthquake or rapid fall in coastal waters may serve as a warning 
that a tsunami is coming 

• Monitor the NOAA Weather Radio Service for tsunami warnings: http://wcatwc.arh.noaa.gov/.  
Authorities will issue a warning and tone alert only if they believe there is a potential threat of a 
tsunami. 

• Quickly move students and staff to higher ground as far inland as possible. Follow instructions 
issued by local authorities.  Planned evacuation routes may be blocked; bridges may be 
damaged.  Every foot inland or upwards may make a difference.   

• Remain on safe ground until local authorities advise it is safe to return. 

After 

• Stay tuned to the National Weather Service for the latest emergency information. The tsunami 
may have damaged roads, bridges, and other structures that may be unsafe. 

• Expect debris.   

• Stay out of damaged buildings and those surrounded by water.  Tsunami water can undermine 
foundations and cause walls and floors to collapse. 

• Determine whether school will be closed or remain open.  

• Assign staff to activate staff and parent phone trees 

• Post school status on school website. 

• Arrange with authorities to check for broken or leaking gas lines, flooded electrical circuits, 
furnaces or electrical appliances. Flammable or explosive materials may come from upstream.  

http://wcatwc.arh.noaa.gov/
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• Check food supplies and test drinking water.  Discard food that has come in contact with flood 
waters.  It may be contaminated and should be thrown out.   Use tap water only if local health 
officials advise it is safe. 

• Photograph the damage, both of the building and its contents, for insurance claims. 

 

STAFF ACTIONS: 

• If there is a coastal earthquake, initiate TAKE COVER with students in the shielded areas within 
the building.   Stay away from windows. 

• When the shaking stops, quickly move students and staff to higher ground, at least 100 feet 
above sea level and two miles inland   Buildings located in low-lying coastal areas are not safe.    
Do NOT stay in such buildings if there is a tsunami warning. Be careful to avoid downed power 
lines. 

• Take attendance. Report any missing students to principal/site administrator. 

• Keep students and staff away from the beach.  Watching a tsunami from the beach or cliffs 
could put them in grave danger. A second wave may be more destructive than the initial one.   
A tsunami can move faster than a person can escape it. 

• Return to school only if authorities advise it is safe to do so. 
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Section 3 – Data Analysis 
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School Performance Overview Dashboard 

School Performance Overview 

 

Student Population 
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Academic Performance 
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Academic Engagement 
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Conditons and Climate 
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Suspension/Expulsion Data 

Suspension Rate 
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Expulsion Rate 
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Section 4 – Action Plan 
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Action Plan 

Areas of Pride/Accomplishments 
• Services, both individual and group 
• Addition of intervention program allows credentialed teacher to develop and carry out 

individualized programs for our students to mitigate learning loss 
• Addition of intervention program also allows credential teachers to train paraprofessionals to 

work with students on explicit reading skills that have been determined as deficient 
• Continuation of music program allows students to benefit from weekly performing arts 

education and weekly performing arts experiences 
• Addition of distance learning teacher for those families who chose to keep their students home 

during the covid 19 pandemic 
• All classrooms are assigned a paraprofessional to provide academic and social emotional 

support to students within the classroom 
• School grounds are safe, clean, and well maintained 

Findings & Desired Improvements 
• Continue with 2 days per week school counselor - add peer to peer programs under supervision 

of counselor (peer mediation, big kid/little kid buddies, listening circles) 
• Continue with intervention program, with addition of additional support (paraprofessional 

support) in order to increase the number of students served by the intervention program 
• Continue and increase trainings for all staff members on student and staff safety, well being, 

and social emotional health 

Overall Strategies for the 2020/2021 School Year 
Component 1 (Physical Environment):  

• Add additional day of counseling time  
• Add part time intervention teacher 
• Continue with code of conduct positive support program - “bearcode” weekly and monthly 

prize drawings 
• Provide time and support for school secretary to complete referrals to outside agencies (ie: 

mental health referrals, counseling services, community resource center services, school 
attendance review board) 

• Provide music education  
• Provide training to all staff on student and staff safety, well being, and social emotional health 
• Continue to provide healthy breakfast and lunch free of charge to all students 
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Scotia School values our students’ and staff’s mental, emotional, physical, and academic well being, 
and is dedicated to providing support to our students, families, and staff to ensure these values are 
upheld. 

Component 2 (School Climate): 

• Add gate across back parking lot area off of the back alley to limit access to school building and 
upper playground 

• Add fencing/gates on both sides of building to limit access to classroom exterior doors, 
kindergarten playground, and upper playground 

• Add signage regarding safe school zone and following the “bearcode” (code of conduct) 
• Keep grounds free of litter/debris and in good repair, in order to insure student safety and pride 

Scotia School values our students’ and staff’s safety, and to this end, maintains a safe, well-maintained 
school facility to ensure our students and staff can learn and work in a positive, safe, and healthy 
environment that is a source of pride to our community. 


