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California Department of Education                                                                 Form J-13A 
 

REQUEST FOR ALLOWANCE OF ATTENDANCE 
BECAUSE OF EMERGENCY CONDITIONS 

Form J-13A (Rev. 01-05) 
 
School District (or Charter School) Name: Sierra County Office of Education 
  

School District (or Charter School) Address: P O Box 955, Loyalton, CA 96118 
 

County-District Code: 46 10462 
 

County Name: Sierra 
 
This form replaces the Form J-13A (Rev. 4-90) and should be used to obtain approval 
of attendance and instructional time credit under one or more of the following 
conditions: 
 

• When one or more schools were closed because of conditions described in 
Education Code Section 41422 

 

• When one or more schools were kept open but experienced a material decrease 
in attendance because of conditions described in Education Code Section 46392 

 

• When attendance records have been lost or destroyed as described in Education 
Code Section 46391 

 
Approved credit for instructional time may be used in conjunction with regular 
instructional days to satisfy the requirements of Education Code Section 37202 (equal 
length of instructional time among schools within a district). 
 
A separate form should be submitted for each emergency event, but credit may be 
requested for more than one school and under one or more of the foregoing conditions 
on the same form. Each separate form must include the affidavit of the governing board 
members and the county superintendent before it can be approved by the State 
Superintendent of Public Instruction. 
 
The original form (with the board members' affidavit) and two copies should be filed with 
the county superintendent of schools. If the county superintendent approves the 
request, he or she should execute the affidavit certifying that approval and forward all 
pages of the original and one copy of the form to: 

 

Office of Principal Apportionment and Special Education 
School Fiscal Services Division 
California Department of Education 
1430 N Street, Suite 3800 
Sacramento, CA 95814 
 

This form consists of five preprinted pages. Pages 1 and 5 (5C for charter schools) must accompany all 
submissions. Page 4 (Lost or Destroyed Attendance Records) will not need to be submitted by most 
districts. Multiple copies of Pages 2 and/or 3 may have to be submitted when claims are made on a 
school-by-school basis.  
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California Department of Education                             Form J-13A 

 
 

SCHOOL CLOSURE 
 
Nature of Emergency (describe): Inclement snow conditions, poor visibility and 
treacherous roads. 
 
Name of School(s): Downieville Elementary, Downieville Jr/Sr High, Loyalton 
Elementary, Loyalton High  
 
 
School Code(s):46-10462; 6050611, 4632303, 6050629, 4634259 
 
 
We request that apportionments be maintained and instructional time credited for the above 
named school(s) without regard to the fact that the school(s) were closed on (dates):  
 
March 1, 2018; Loyalton Elem, Loyalton High, Sierra Pass Continuation 
March 2, 2018; Downieville Elem, Downieville Jr/Sr High  
 
 
because of the described emergency. Approval of this request authorizes the local 
educational agency to disregard these days in the computation of average daily 
attendance (ADA) (per Section 41422) and obtain credit for instructional time for the 
days and the instructional minutes that would have been regularly offered on those days 
pursuant to Education Code Section 46200, et seq. 
 
If the school closure resulted from a power outage or impassable roads caused by inclement 
weather, state the number of school closure days for the same conditions in each of the last 
five years: 
 
2016-17:  Loyalton Schools – 10 days; Downieville Schools – 6 days  
2015-16:  Loyalton Schools-1 day; Downieville Schools-1 day 
2014-15:  No school closure 
2013-14:  Downieville Schools-1 day 
2012-13:  No school closure 
2011-12:  Loyalton Schools-1 day; Downieville Schools-2 days 
 
 
Note: 2017-2018 – Two calendared “Snow Days” 
Closure: February 22, 2018; Loyalton Elem, Loyalton High, Sierra Pass – Makeup 3/30/18 
Closure: February 26, 2018; All Loyalton and Downieville Schools – Makeup 5/25/18 
Closure: March 1, 2018; Downieville Elem, Downieville Jr/Sr High Schools – Makeup 3/30/18 
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California Department of Education                                                                 Form J-13A 
 
 

MATERIAL DECREASE 
 
 
Nature of Emergency (describe): 
 
 
 
Name of School: 
(if request covers all schools, write "all schools") 
 
 
School Code(s): 
 
 
We request the substitution of estimated days of attendance for actual days of 
attendance in accordance with the provisions of Section 46392. Approval of this request 
will authorize use of the estimated days of attendance in the computation of 
apportionments for the foregoing school(s) for (dates)       
    during which school attendance was materially decreased because 
of the described emergency. 
 
Estimated attendance for each day (October or May ADA):                  students per day. 
Estimated daily attendance multiplied by number of days of material decrease, yields      
   days of attendance requested. 
 
State method of determining estimated daily attendance (October or May ADA): 
 

ADA for school month beginning on               , 2     and ending on  
    , 2   . 
 
 
Actual apportionable attendance for days of material decrease: 
 
Site     Date     Actual Attendance    
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California Department of Education                                                                 Form J-13A 
 
 

LOST OR DESTROYED ATTENDANCE RECORDS 
 

We request the use of estimated attendance in lieu of attendance that cannot be verified 
because of the loss or destruction of attendance records. This request is made in 
accordance with Section 46391. The entire period covered by the lost or destroyed 
records commences with                 , 2  , up to and including,  
              , 2 . 
 
 
Describe circumstances and extent of records loss or destruction: 
 
 
 
 
 
Describe how it is proposed to reconstruct attendance records or estimate attendance in 
the absence of records: 
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California Department of Education                                                                   Form J-13A 
 

AFFIDAVIT OF GOVERNING BOARD MEMBERS 
 

We, members constituting a majority of the governing board of the Sierra County Board 
of Education, hereby swear (or affirm) that the foregoing statements are true and are 
based on official district records. 

 

Jennifer Gant   

Patricia Hall   

Michael Moore   

Allen Wright   

   

   

   
 

Printed Names  
 

Signatures 
 

 
At least a majority of the members of the governing board shall execute this affidavit. 
 
Subscribed and sworn (or affirmed) before me, this 13 th day of March, 2018. 
 

Signature, Title        Sharon Dryden, Board Clerk 
 

of  Sierra   County, California 
 
 
Contact/Individual responsible for preparing this form: 
 

Name: Sue Roberts    Title: Personnel Technician      
 

Phone: 530-993-1660 Ext 151  Fax : 530 993-0828 E-mail: sroberts@spjusd.org 
 
 

AFFIDAVIT OF COUNTY SUPERINTENDENT OF SCHOOLS 
 

The information and statements contained in the foregoing request are true and correct 
to the best of my knowledge and belief. 
 
Signature, County Superintendent of Schools            , Merrill M. Grant  
 

Date: 3/13/18    
 
Subscribed and sworn (or affirmed) before me, this 13th day of March, 2018. 

 

Signature, Title         Sharon Dryden, Board Clerk 
 

of Sierra           County, California 
 
 
Contact/Individual responsible for preparing this form: 
 

Name: Sue Roberts      Title: Personnel Technician     
 

Phone: 530 993-1660 Ext 151    Fax: 530 993-0828 E-mail: sroberts@spjusd.org
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Account Object Summary-BalanceFiscal01a

Fiscal Year 2017/18Balances through February

Object Description
Account 

Balance
ExpenditureEncumbered

Revised

Budget

Adopted

Budget

Fund 01 - Gen Fund   

1100 253,033.00 338,632.00 124,788.00 207,207.31 6,636.69 Teachers Salaries

1120 14,464.00 1,940.00 12,524.00 Certificated Substitutes

1200 62,735.00 63,015.00 25,094.16 39,421.24 1,500.40-Certificated Pupil Support Ser

1300 122,205.00 122,205.00 40,735.04 78,970.08 2,499.88 Certificated Supervisor Admini

1310 10,000.00 4,000.00 6,000.00 .00 Teacher in Charge

1900 18,800.00 6,700.00 12,100.00 Other Certificated Salaries

Total for Object 1000 437,973.00 567,116.00 194,617.20 340,238.63 32,260.17 

2100 127,814.00 100,726.00 36,843.96 54,771.55 9,110.49 Instructional Aides' Salaries

2120 2,868.00 5,955.36 3,087.36-Classified Substitutes

2200 11,472.00 22,051.00 4,442.67 12,558.57 5,049.76 Classified Support Salaries

2300 90,686.00 90,686.00 29,928.00 60,111.00 647.00 Classified Supervisors' Admini

2400 135,885.00 140,487.00 46,800.62 90,686.84 2,999.54 Clerical Technical Office Staf

2420 36.50 36.50-Clerical Substiture

2900 16,284.00 24,436.00 5,880.39 18,555.61 Other Classified Salaries

Total for Object 2000 382,141.00 381,254.00 118,015.25 230,000.21 33,238.54 

3101 79,671.00 106,883.00 27,823.52 48,481.71 30,577.77 STRS Certificated Positions

3102 664.00 265.64 687.06 288.70-STRS Classified Positions

3202 62,566.00 61,675.00 19,013.16 37,433.05 5,228.79 PERS Classified Positions

3301 20.46 20.46-OASDI Certificated Positions

3302 23,436.00 22,962.00 6,567.47 13,271.33 3,123.20 OASDI Classified Positions

3311 5,861.00 7,806.00 2,657.72 4,679.24 469.04 Medicare Certificated Position

3312 5,484.00 5,437.00 1,668.09 3,271.89 497.02 Medicare Classified Positions

3401 100,460.00 124,887.00 41,596.04 65,754.22 17,536.74 Health & Welfare Benefits Cert

3402 73,741.00 105,498.00 43,473.12 71,982.37 9,957.49-Health & Welfare Benefits Clas

3501 218.00 284.00 97.32 171.51 15.17 SUI Certificated

3502 193.00 191.00 59.05 114.60 17.35 SUI Classified

3601 15,002.00 20,397.00 6,942.72 12,232.31 1,221.97 Workers' Compensation Certific

3602 14,036.00 14,203.00 4,357.56 8,558.62 1,286.82 Workers' Compensation Classifi

Total for Object 3000 380,668.00 470,887.00 154,521.41 266,658.37 49,707.22 

4100 614.00 2,851.00 2,851.00 Approved Textbooks Core Curric

4200 1,000.00 1,000.00 Library and Reference Material

4300 38,755.00 45,976.00 3,286.44 10,768.56 31,921.00 Materials and Supplies

4320 500.00 500.00 62.14 358.10 79.76 Custodial Grounds Supplies

4330 1,000.00 1,000.00 669.28 330.72 Office Supplies

4350 5,500.00 5,500.00 1,765.22 484.78 3,250.00 Vehicle Upkeep

Filtered by User Permissions, (Org = 1, Online/Offline = N, Fiscal Year = 2018, Period = 8, Unposted JEs? = N, Assets and Liabilities? = N, 

Restricted Accts? = Y, Object = 1-7, SACS Fund? = N, Fund Page Break? = N, Obj Lvl = 4, Obj Digits = 1, Page Break? = N)

Selection
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http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=1100
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=1120
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=1200
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=1300
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=1310
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=1900
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=2100
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=2120
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=2200
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=2300
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=2400
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=2420
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=2900
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3101
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3102
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3202
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3301
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3302
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3311
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3312
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3401
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3402
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3501
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3502
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3601
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=3602
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=4100
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=4200
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=4300
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=4320
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=4330
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=4350


Account Object Summary-BalanceFiscal01a

Fiscal Year 2017/18Balances through February

Object Description
Account 

Balance
ExpenditureEncumbered

Revised

Budget

Adopted

Budget

Fund 01 - Gen Fund    (continued)

4399 36,551.00 36,551.00 Mat & Sup Undesignated Bal

4400 22,766.00 22,204.00 980.23 21,223.77 Noncapitalized Equipment

Total for Object 4000 69,135.00 115,582.00 5,113.80 13,260.95 97,207.25 

5100 44,000.00 43,000.00 29,017.57 13,964.03 18.40 Subagreements for Services

5200 26,817.00 38,238.00 4,905.36 5,659.78 27,672.86 Travel and Conference

5300 19,205.00 19,270.00 287.00 11,293.75 7,689.25 Dues and Membership

5400 9,300.00 9,300.00 8,506.00 794.00 Insurance

5500 9,200.00 9,200.00 699.73 3,631.35 4,868.92 Operation Housekeeping Service

5600 3,100.00 3,100.00 144.72 614.08 2,341.20 Rentals, Leases, Repairs, Nonc

5801 20,500.00 20,500.00 20,500.00 Legal Services

5803 500.00 500.00 500.00 Legal Publications

5805 613.00 613.00 87.00 113.00 413.00 Personnel Expense

5806 1,000.00 1,000.00 1,000.00 Negotiations

5808 1,500.00 1,500.00 551.02 948.98 .00 Other Services & Fees

5810 445,615.00 507,506.00 193,195.51 185,730.14 128,580.35 Contracted Services

5899 2,130.59 1,812.80 3,943.39-SPJUSD to Reimburse

5900 1,900.00 1,900.00 3,564.16 1,168.22 2,832.38-Communications

Total for Object 5000 583,250.00 655,627.00 234,582.66 233,442.13 187,602.21 

6200 18,867.00 7,664.00 7,664.00 Building and Improvement of Bu

6400 20,000.00 20,000.00 20,000.00 Equipment

Total for Object 6000 38,867.00 27,664.00 .00 .00 27,664.00 

7141 24,428.00 24,428.00 24,428.00 Tuition, excess cost etc betwe

7310 .00 Direct Support/Indirect Costs

Total for Object 7000 24,428.00 24,428.00 .00 .00 24,428.00 

452,107.39 1,916,462.00 2,242,558.00 706,850.32 1,083,600.29 Total for Fund 01 and Expense accounts

Fund 16 - FOREST RES   

7211 80,000.00 80,000.00 80,000.00 Transfers of Pass-through Rev

7619 13,360.00 13,360.00 13,360.00 Other Authorized Interfund Tra

93,360.00 93,360.00 93,360.00 .00 .00 Total for Fund 16, Expense accounts and Object 7000

545,467.39 2,009,822.00 2,335,918.00 706,850.32 1,083,600.29 Total for Org 001 - Sierra County Office of Education

Filtered by User Permissions, (Org = 1, Online/Offline = N, Fiscal Year = 2018, Period = 8, Unposted JEs? = N, Assets and Liabilities? = N, 

Restricted Accts? = Y, Object = 1-7, SACS Fund? = N, Fund Page Break? = N, Obj Lvl = 4, Obj Digits = 1, Page Break? = N)

Selection
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http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=4399
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=4400
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=5100
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=5200
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=5300
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http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=5600
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http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=5806
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=5808
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=5810
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=5899
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http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=6200
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=6400
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=7141
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=01&p8=Fund&p7=7310
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=16&p8=Fund&p7=7211
http://ol5/reportlink/fiscal02a.rpt?p1=100788&p2=1&p3=16&p8=Fund&p7=7619


SIA Claims outside of Block Grant

Claim Year SCOE SPJUSD Notes

16/17 CAASPP $9,988.00 $7,598.00

16/17 Mandated Reporter Training $3,014.00 SPJUSD Mandated Reporter Training included with SCOE

15/16 CAASPP $14,890.00 $13,632.00

15/16 Mandated Reporter Training $3,294.00 SPJUSD Mandated Reporter Training included with SCOE

13/14  CAASPP $6,331.00 $4,756.00

14/15 CAASPP $5,559.00 $5,098.00

Total Claims $43,076.00 $31,084.00

Grand Total $74,160.00

Claims for Mandated Reporter not allowed in 13/14 and 14/15.







SCOE  
 Minutes 

MINUTES OF THE REGULAR MEEETING OF THE  
SIERRA COUNTY BOARD OF EDUCATION 

Date: February 13, 2018 
Downieville School, 130 School St., Downieville, CA 95936 

5 pm for Closed Session 
6 pm for Regular Session 

 
A. CALL TO ORDER 
 
 President PATTY HALL called the meeting to order at 5:02 pm. 
 
B. ROLL CALL 
  
 PRESENT: Ms.  Patty Hall, President   
   ______________, Vice President  
    Ms.  Sharon Dryden, Clerk 
   Mr.  Mike Moore, Member  
   Mr. Allen Wright, Member 
 
 ABSENT:     None     
 
 VACANT:     Trustee, Area 3 
 
C. APPROVAL OF THE AGENDA with the following change:  Item L, b is removed because it 

does not apply to the Sierra County Board of Education. 
MOORE/WRIGHT 
4/0 

  
D. PUBLIC COMMENT FOR CLOSED SESSION 

At this time, the meeting opens for any public comments regarding the Closed Session 
items. 

 
E. CLOSED SESSION 

The Board of Trustees, Superintendent Dr. Merrill M. Grant and Business Manager 
Nona Griesert moved into Closed Session to discuss the following items: 

a. Government Code §54957.6, Conference with Labor Negotiators 
Agency Negotiator for the Board: Dr. Merrill M. Grant, Superintendent  
Employee Organizations: 

Represented Employees: Unrepresented Employees: 
Sierra-Plumas Teachers' Association Classified Employees 
Confidential Employees  
Administrative Employees 
 

F. RETURN TO OPEN SESSION at 5:38 pm and ADJOURN FOR BREAK. 

G. 6 pm - RECONVENE 
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H. FLAG SALUTE 
 

I. REPORT OUT FROM CLOSED SESSION – MOORE reported that the board discussed 
negotiations which involved salary increases for teachers, classified and administrative 
employees.  No action was taken.  

 
J. RECESS TO THE SIERRA-PLUMAS JOINT UNIFIED SCHOOL DISTRICT 

GOVERNING BOARD MEETING at 6:03 pm. 
 

K. RECONVENE SIERRA COUNTY OFFICE OF EDUCATION BOARD OF 
EDUCATION MEETING at 6:50 pm 

 
L. BOARD ORGANIZATION 

 
a. Superintendent gives Oath of Office to Board Trustee, Area 3, Provisional 

Appointment – Oath was given.  Ms. Jenny Gant was welcomed to the Sierra 
County Board of Education as Trustee for Area 3, Calpine and a portion of 
Plumas County.  

 
b. Superintendent appoints Vice President of the Sierra County Board of 

Education 
 

M. INFORMATION/DISCUSSION ITEMS 
 
1. Superintendent's Report 

a. California County Superintendents Educational Services Association 
(CCSESA) Quarterly Meeting Report. Discussion focused on issues such as 
differentiated assistance, which applies differently to this district.  The $60 
million recently allocated to county offices of education.  We were not 
included in that allocation because of our single district status.  A request was 
made to provide funding.  

b. SELPA Update – Heidi Bethke, School Psychologist, led a recent meeting 
with the Special Education team focused on seeking the best emphasis for the 
students.  One possibility is a regional program in Loyalton.  A Downieville 
student will be receiving educational support out of Sierra County.    

c. A Transportation Aide-Special Education is assigned to transport a student to 
Placer County 

d. Classified Salary Schedule, Revised - presented to reflect the transportation 
aide. 

 
2. Business Report 

a. Account Object Summary-Balance from 07/01/17 to 01/31/18 
DRYDEN:  Asked for details regarding increase in category 5200, Travel and 
Conference.  Ms. Griesert will provide an explanation at next board meeting 
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3. Board Members' Report (5 minutes) 
 
4. Public Comment- 

Current location:  A highly regarded member of the public queried, “When do we get the 
dirt on negotiations?”  Public discussion of negotiations will be held during the ‘Action 
Items’ section of this meeting. 
Videoconference location:  Megan Meschery reported on behalf of the Sierra Schools 
Foundation:  Recent fundraising contributions will allow the foundation to discuss ways 
to create more sustainable projects for the kids.  The foundation is always looking for 
input from community, teachers and school board members.  We are zeroing in on how to 
bring in more arts and music education.  Looking for ways to collaborate with Sierra Arts 
Council and other outside organizations.  

 
N. CONSENT CALENDAR 

 
1. Approval of minutes of the Regular Board meeting held January 9, 2018 
2. Approval of Board Report-Checks Dated 01/01/2018 through 01/31/2018 
3. Authorization to Submit Consolidated Application 

 MOORE/WRIGHT 
 5/0 

 
O. ACTION ITEMS 

 
1. New Business 

 
a. PUBLIC COMMENT - Collective Bargaining Agreement Disclosure 

Statement 
 
This is an opportunity for members of the public to directly address the governing 

board on the Collective Bargaining Agreement, Items "b" through "e" listed on 
this Agenda under Action Items 

 
b. Presentation of the Tentative Agreement to Sierra-Plumas Teachers' 

Association 2017-2018 Negotiations for salary and benefits (see backup 
material.)  The Tentative Agreement was presented.  There were no public 
comments. 

  
c. Presentation of the Sierra-Plumas Classified Employees' 2017-2018 Initial 

Proposal for salary and benefits  
 The Initial Proposal was presented.  There were no public comments. 
 
d. Presentation of the Confidential Employees' 2017-2018 Initial Proposal for salary 

and benefits 
 The Initial Proposal was presented.  There were no public comments. 

 
e. Completion of Bargaining Sierra-Plumas Teachers Association, 2017-2018 
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Negotiations 
 MOORE motioned to accept the terms and conditions of the Tentative Agreement of 

the Sierra-Plumas Teachers Association, 2017-18 
 DRYDEN seconded.   
 4 Aye 
 1 abstention - GANT 
 
f. First Reading, Sierra-Plumas Joint Unified School District 2018-2019 Calendar 
 (No approval at this time.  First Reading only.  Will be up for approval in March.) 
 

BOARD POLICIES AND ADMINISTRATIVE REGULATIONS 
MOORE motioned to approve Items ‘g’ through and including ‘m’.  DRYDEN 
seconded.  

 4 Aye 
 1 abstention - GANT 

 
g. Board Policy 4119.21, 4219.21, 4319.21, Professional Standards, revision 

 
h. Administrative Regulation 4144, Complaints, revision 
 
i. Board Policy and Administrative Regulation 4200, Classified Personnel, revision 
 
j. Board Policy & Administrative Regulation 5144.1, Suspension and 

Expulsion/Due Process, revision 
 
k. Board Policy 5144, Discipline, revision 
 
l. DELETE Board Policy/Administrative Regulation/Exhibit 6162.52, High School 

Exit Examination 
 
m. DELETE Board Bylaw 9150, Student Board Members, revision 

 
P. ADVANCED PLANNING 

 
1. Next Regular Board Meeting will be held on March 13, 2018, at Sierra County 

Office of Education, 109 Beckwith Rd., Loyalton, CA 96118, beginning with 
Closed Session, as needed, at 5 pm and the Regular Board Meeting at 6:00 pm 

 
Q. ADJOURN at 7:36 pm.  

MOORE / DRYDEN 
5/0 

 
 
 

_________________________  _________________________________ 
Sharon Dryden, Clerk   Merrill M. Grant, Ed.D., Superintendent 



Board ReportReqPay12c

Checks Dated 02/01/2018 through 02/28/2018

Check 
AmountPay to the Order of

Check 
Number

Check 
Date

Expensed 
AmountFund-Object Comment

00014853 02/09/2018 HEIDI BETHKE 01-5200 SELPA MTG EXPENSES 787.87 

00014854 02/09/2018 NONA GRIESERT 01-5200 MILEAGE 44.10 

01-5899 MILEAGE 132.32 176.42 

00014855 02/09/2018 JANIS HARDEMAN 01-5200 NURSE SERVICES 228.67-

01-5810 NURSE SERVICES 3,028.67 2,800.00 

00014856 02/09/2018 JANE V. LEE, M.A., LMFT 01-5810 COUNSELING SERVICES 480.00 

00014857 02/09/2018 LIBERTY UTILITIES CPEC 01-5500 ELECTRICAL SERVICE 212.76 

00014858 02/09/2018 MARY LOWE 01-5810 COUNSELING SERVICES 2,180.00 

00014859 02/09/2018 LESLIE MARSDEN, MOT, OTR/L 01-5810 OCCUPATIONAL THERAPY SERVICES 2,680.00 

00014860 02/09/2018 BARBARA MCKURTIS 01-5100 CONTRACTED CONSULTANT 

AGREEMENT

8,156.09 

01-5810 CONTRACTED CONSULTANT 

AGREEMENT

56.41 8,212.50 

00014861 02/09/2018 NCS PEARSON, INC. 01-4300 TESTING SUPPLIES 331.83 

00014862 02/09/2018 PITNEY BOWES, INC. 01-5600 POSTAGE MACHINE LEASE 23.50 

01-5899 POSTAGE MACHINE LEASE 70.52 94.02 

00014863 02/09/2018 SIERRA COUNTY OFFICE OF EDUCATION 01-5808 BANK SERVICE FEES 30.00 

00014864 02/09/2018 SIERRA VALLEY HOME CENTER 01-4300 SHOP SUPPLIES 250.32 

00014865 02/09/2018 VOYAGER SOPRIS LEARNING 01-4300 INSTRUCTIONAL SUPPLIES 243.71 

00014866 02/09/2018 TRI COUNTY SCHOOLS INSURANCE GROUP 01-9535 FEB 18 HEALTH INSURANCE 1,600.00 

76-9576 FEB 18 HEALTH INSURANCE 18,868.90 20,468.90 

00014867 02/09/2018 U.S. BANK 01-4300 CLASSROOM SUPPLIES 12.09-

VINYL GLOVES 38.51 

01-9200 SUPT. TRAVEL EXPENSES 12.46 38.88 

00014868 02/09/2018 VOYAGER 01-4350 FUEL EXPENSE 47.50 

01-5899 FUEL EXPENSE 41.09 88.59 

00014869 02/28/2018 CIT 01-5900 PHONE SYSTEM/MAINTENANCE 735.84 

00014870 02/28/2018 EASY WAY SAFETY SERVICES, INC. 01-4300 SAFETY HARNESS 258.95 

Unpaid Sales Tax 15.95- 243.00 

00014871 02/28/2018 NONA GRIESERT 01-5200 MILEAGE 37.89 

01-5899 MILEAGE 113.62 151.51 

00014872 02/28/2018 RAY MORGAN COMPANY 01-5600 COPIER MAINT. 18.01 

00014873 02/28/2018 SCHOOL SERVICES OF CALIFORNIA 01-5200 REGISTRATION 53.75 

01-5899 REGISTRATION 161.25 215.00 

00014874 02/28/2018 SIERRA COUNTY OFFICE OF EDUCATION 01-5808 BANK SERVICE FEES 93.59 

Total Number of Checks 22 40,532.75 

The preceding Checks have been issued in accordance with the District's Policy and authorization of the Board of Trustees.  It is recommended that the 

preceding Checks be approved. Page 1 of 2

Generated for Adrienne Garza (ABALL), Mar  6 2018 10:25AM001 - Sierra County Office of Education
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Check 
AmountPay to the Order of

Check 
Number

Check 
Date

Expensed 
AmountFund-Object Comment

Fund Summary

Fund Description Check Count Expensed Amount

County School Service Fund 22 21,679.80 01

Payroll Clearing 1 18,868.90 76

Net (Check Amount)

Less Unpaid Sales Tax Liability

Total Number of Checks 22 40,548.70 

15.95 

40,532.75 

The preceding Checks have been issued in accordance with the District's Policy and authorization of the Board of Trustees.  It is recommended that the 

preceding Checks be approved. Page 2 of 2

Generated for Adrienne Garza (ABALL), Mar  6 2018 10:25AM001 - Sierra County Office of Education
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GENERAL INFORMATION 
 
California Education Code §32281(d)(1)  
“Subdivision(b) shall not apply to a small school district, as defined in paragraph (2), if the 
small school district develops a districtwide comprehensive school safety plan that is 
applicable to each school site.” 
Sierra-Plumas Joint Unified School District is considered a small school district.   
 
Assessment of Crime 
 
Crime Reports 
 
In the school year of 2015-2016, no crime reports were made. 
In the school year of 2016-2017, three crime reports were made. 
 
Results from Healthy Kids Survey 2015-2016– 12th Grade 
 
Q:  I feel safe in my school 

Strongly disagree  ........  ........ 0 
Disagree  ........  ........ 0 
Neither disagree nor agree .  ........ 14 
Agree  ........  ........ 57 
Strongly agree  ........  ........ 29 

 
Q:  School staff takes parent concerns seriously 

Strongly disagree  ........  ........ 3 
Disagree  ........  ........ 3 
Neither disagree nor agree .  ........ 24 
Agree  ........  ........ 66 
Strongly agree  ........  ........ 3 
 

Perceived Safety at School 
Very safe  ........  ........ 39% 
Safe  ........  ........ 50% 
Neither safe nor unsafe ......  ........ 11% 
Unsafe  ........  ........ 0 
Very unsafe  ........  ........ 0 

 
Violence and Victimization on School Property, Past 12 Months 

How many times on school property have you: 
 
-been pushed, shoved, slapped, hit or kicked by someone who wasn’t just 
kidding around? 

 
0 times .................. 79% 
1 time ...................  7% 
2 to 3 times............   7% 
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4 or more times ......  7% 
 
-been afraid of being beaten up? 
 

0 times .................. 97% 
1 time ...................  3% 
2 to 3 times............  0% 
4 or more times ......  0% 

 
-been offered, sold, or given an illegal drug? 
 

0 times .................. 97% 
1 time ...................  3% 
2 to 3 times............  0% 
4 or more times ......  0% 

 
Suspensions/Expulsions 
The district had an unduplicated total of seven students suspended during the 
2015-2016 school year.  The district had an unduplicated total of nine students 
suspended during the 2016-2017 school year.  No students were suspended for a 
total of fifteen days. 
 
In the 2015-16 school year, no students were expelled. 
In the 2016-17 school year, one student was expelled. 
 
Procedures for Safe Ingress and Egress of Students  
 
Each school site in the Sierra-Plumas Joint Unified School District has provided safe 
ingress and egress for students and staff, including drop off areas at the front of 
schools and specific arrival and departure procedures for bus students. At the 
beginning of each school year personnel discuss school rules and safety procedures 
with students.  
 
Under the Americans with Disabilities Act, individuals who are deaf/hard of hearing, 
blind/partially sighted, mobility impaired and/or cognitively/emotionally impaired must be 
assisted. Trained staff assist individuals with disabilities. 
 
The Sierra-Plumas Joint Unified School District encourages walking, bicycling, or 
scootering to school. If children must be driven by car, carpooling is encouraged. 
Safety is emphasized, whatever the mode of transportation. It is everyone’s 
responsibility to know the traffic laws surrounding the school, including appropriate 
speed limits, and to obey them.  
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 School Crisis and Safety Plan Summary 
 

Sierra County residents are aware that the following may characterize major 
emergency situations: 
 
 There is little advance warning. 
 Highways may be closed. 
 Telephones and other major utilities may be out for several days. 
 In a major disaster, deaths and injuries will exceed the capacity of our health 

facilities. 
 Because government and school agencies are limited in their capabilities, it is 

likely that our school and our nearby community would be self-sufficient for a 
time and may be required to provide shelter to the immediate community. 

 
The objectives of our plan are the following: 
 
1. To provide a plan for action which will assist school personnel in minimizing 

injuries and loss of life of students and staff during an emergency; 
2. To provide a plan to equip school personnel and school facilities to meet the 

needs of students, staff members, the community and local/state law 
enforcement and health officials during an emergency; 

3. To provide a safe and orderly environment conducive to learning; 
4. To assist in the safety and protection of our students and school personnel 

immediately after a disaster; and 
5. To arrange for a calm and efficient plan for parents to retrieve their children 

from school if necessary. 
 
To meet these objectives, in the event a disaster should occur when children are 
at school, the following action plan would be implemented. 
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 Action Plan Summary  
 
A. Teachers Will: 
 

 Give "Duck, Cover and Hold On" instructions in event of earthquake. 
 Evacuate building in case of fire or after an earthquake. 
 Take emergency folder and evacuate students to assigned area on 

yard. 
 Hold students in assigned yard area, take roll, and wait for further 

instructions. 
 Remain with class and report anyone who is missing. 
 Take appropriate first aid action. 
 Not re-enter buildings until deemed safe by authorities. 
 Dismiss students to go home only to parent/or authorized adult. 

Children must be signed out by parent/or authorized adult. 
 

B. Assigned School Personnel Will: 
 

 In the event of a fire, shut off gas, electricity and water (in that 
order). (Custodians, maintenance personnel) 

 In the event of an earthquake, if gas is smelled, turn off gas; if there 
is an electrical problem, turn off electricity; if there are water leaks, 
turn off water. 

 Set up and coordinate a first aid center. 
 Report to site administrator for further instructions. 
 Assume assigned emergency response roles: i.e., coordinate a first aid 

center, engage in search and rescue tasks, supervise students, secure 
gates, etc. 

 
C. Site Administrator’s Office Will: 
 

 If telephones are operable: notify 9-1-1 (Sierra County Sheriff) and 
the school district office for Level 2 & 3 emergencies,1 District Office 
for all emergencies; and monitor incoming phone calls. 

 Establish communication with the school district office.          
 Maintain communication with staff and outside agencies.   
 Assign available adults to tasks as needed. 
 Site administrator to decide if evacuation to a designated shelter is 

necessary. 

                                                      
1 As defined in Section l, pg. 10 
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 Special Information for Parents 
 
Our school district has evacuation and emergency plans in order in case of a disaster. 
A complete School Safety Plan is available at the Sierra-Plumas Joint Unified School 
District Office. 

 
A.  Crisis Information 

 
Parents will receive initial information by the "Emergency Phone 
Notification System" or by a "emergency phone tree" telephone call  
(i.e., where teachers or others have a list of parents to notify in case of a 
school emergency when the Phone Notification System is not working). 
 
Do not come to or call the school! Each school will designate a parent 
gathering center where parents will be informed and, when possible, pick 
up their children. 

 
 B. Parent Gathering Places 

 
 Loyalton Schools:   1) Holy Family Catholic Church or  

    2) Loyalton Elementary School 
 

 Downieville Schools:   Yuba Theatre (park in corner parking lot) 
 

C. Student Dismissal 
 

In the event of a major earthquake, school will not be dismissed, and 
children will remain under the supervision of school authorities 
until parents or responsible adults can pick them up. 
 
If the site administrator or teacher in charge determines that students are 
to be dismissed following a crisis event, they will be transported to the 
parent gathering place, where their parents can pick them up, or be 
dismissed to return home by the usual method. 

 
D. Picking Up Your Child 
 

Students will be released at the designated gathering center. After signing 
the Student Release form, your child (and any other children you are 
authorized to pick up) will be released to you. Only teachers, children and 
parent volunteers will be allowed onto the playground. 
 
Do not remove your child or any other child from school or gathering 
areas without having signed your name on the emergency release 
form. This provides a record of each child’s location. 
 
Many of you may not be able to reach school by automobile or phone. If 
conditions make it necessary, we will release your child to the adult 
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indicated on your child's "Emergency Release" form. We will keep a 
written record of the child and the adult to whom the child has been 
released. 
 
If children are caught in a disaster between home and the school, it is 
recommended they go immediately to school.  
 

E. Food and Water Supply 
 
In the event that children would need to remain on campus for several 
hours after any sort of a disaster, we have a supply of food and fresh 
water.  However, the supply is limited. 
 

F.  First Aid 
 
School personnel have been trained in first aid and CPR. Each school 
office has a specially designed disaster kit containing appropriate supplies. 
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1.  Introduction 
  

Purpose 
In the event of a widespread emergency it is recognized that available 
government resources will be overtaxed and may be unable to respond to all 
requests for assistance. The school may need to be self-sufficient for a time and 
may be required to provide shelter to the immediate community.  
 
Levels of Emergencies  
Services are described by one of the following three levels:  

 
 Level One Emergency:  A localized emergency which school district 

personnel can handle by following the procedures at their own site.  
Examples: power outage, minor earthquake, tragedies affecting students. 

 
 Level Two Emergency:  A moderate to severe emergency, somewhat 

beyond the school district response capability, which may require mutual aid 
assistance from the fire department, police, etc.  Examples: fire, severe 
earthquake with injuries and/or structural damage.  

 
 Level Three Emergency:  A major disaster, clearly beyond the response 

capability of school district personnel, where large amounts of mutual aid 
assistance will be required, recovery time will be extensive, and response time 
from major supportive agencies may be seriously delayed and/or impaired.  

 
Authorities and References 
This Safe Schools Plan is based on federal and state law, as well as the District's 
adopted policy and administrative regulations.2  
 
Plan Implementation 
This Safe Schools Plan will be:  
• Initiated by the superintendent, site administrator or designee when 

conditions exist which warrant its execution.  
• Implemented by all staff that will remain at school and perform those duties 

as assigned until released by the site administrator.  
• Reviewed at least annually.3 

 
• To fully implement this plan each school shall have: 

o A working PA system available in all rooms and areas with students 
and staff 

o Rooms that are lockable from the inside 
o Drapes or other covering for all windows 
o Telephones in all rooms for communication purposes 

  

                                                      
2 Section Vll, Authorities and References, pg. 89   
3 Ibid 
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2. Planning 

 
 A. Hazard Assessment  

Each school year, prior to the arrival of the teaching staff, the site 
administrator and maintenance staff will undertake a physical survey of all 
hazards likely to be encountered in the evacuation routes from classrooms 
and other activity rooms to safe, open-space areas. 
  

 B. Staff Orientation/Training 
All school staff will be oriented to this Plan by the site administrator 
and/or designee at the beginning of each school year.   
 
Emergency Preparedness Week will be held no later than the second week 
of school. During this time each drill will be practiced and evaluated for 
effectiveness. 4 
 
Staff members designated for medical responsibilities shall have first aid 
and CPR certification and training in triage.  

 
 C. Drills  

In accordance with state law: 
 Fire drills will be conducted on a monthly basis.5  
 An earthquake "Drop, Cover and Hold On" drill will be held each 

quarter. for elementary schools and once each semester for 
secondary schools.6  

 Test earthquake plan, or portions thereof, on a rotating basis, at least 
two (2) times during the school year.7  

 All students and staff will participate in these mandated drills.  
 Substitutes and volunteers will be instructed by staff on drill 

procedures, including location of the emergency binder containing a 
current student roster.  

 All drills will be recorded on the Emergency Drills form.8 
 
 D. Evacuation Routes and Emergency Signals & Procedures 

The site administrator is responsible for establishing safe evacuation 
routes from all school facilities.  Evacuation routes must be posted in all 
classrooms, multi-purpose rooms, and the school office. 
 
Emergency signals & procedures will be posted in each classroom, library 
and office.  Each classroom will have an emergency binder containing: 
 A summary of emergency procedures. 
 Current class roster.   High schools will have a roster for each period 

                                                      
4 Section lV, pg. 53   
5 Code of Regulations, Title 5, 550 
6 EC 35297 
7 Section 560, Title V, California Administrative Code 
8 Section Vl, Form D, pg. 79 
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of the school day. 
 "Pick-up" information for each student. 
 Emergency phone/cell numbers in case of separation from the main 

group. 
 

E. Emergency Signals: 
 

 Fire ......................................... Fire drill bell 
 
 Earthquake drill ........................ Air horn or PA announcement for drill 

 
 Secure Building ........................ PA announcement or three short bells 

 
 Return to building  .................... Short whistle blasts or PA announcement 

 
 All Clear .................................. One long bell, or PA announcement 
 

In the event the PA or bells are not working, runners will be used to 
inform staff and students. 

 
F. Parent Communication/Responsibility  

Pertinent components of this Plan will be included in the beginning-of-
school parent packet and other means of regularly communicating with 
parents.  
 
All parents will complete a Student Release form for their child and 
designate other persons who are authorized to pick-up their child at a 
pre-designated place in the event of an emergency. (School campus 
pickup may be inappropriate in some emergencies.) 

 
 G. Supplies and Equipment 

Disaster supplies and equipment are maintained at each site as follows:  
• First aid kits and other search and rescue supplies which may be 

needed during the first few hours following an emergency located 
in each school office. 

• Tools for shutting off the utilities at each shut-off location.  
 

 H. Emergency File  
An Emergency File containing Student Release information for all students 
and blank Student Release-Permission Slips will be maintained in the 
school office marked “EMERGENCY FILE”, and will be taken by the school 
secretary whenever the school building is evacuated.9 

                                                      
9 Section Vl, Form K, pg. 88. 
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3. Communications 
 
 Phones 
 

• During an emergency, telephones and cell phones will only be used to safely 
report emergency conditions or to request emergency assistance.  

 
• In the event that telephone and/or electrical service is interrupted or it is 

unsafe to use a cell phone, other means must be relied upon to relay 
information. Runners will be utilized within the school building and on school 
grounds.  
 

Public 
 
It is the responsibility of the superintendent to disseminate information to the public.  
 
  Site administrator or designee will:  
 
 Notify the district/county office of the school's status/needs.  
 Designate staff member(s) to monitor all communications.  
 
Parents will be notified of an emergency and where to go to receive 
information using the “Emergency Phone Notification System”. Each school will 
also have a "emergency phone tree" plan for parent notification in the event 
the Emergency Phone Notification System is not working. Parents/staff will be 
reminded during the Emergency Preparedness Week to have a land line phone 
for emergency use. 

 
Communications in the Event of a School Site Lockdown 

 
When deemed appropriate by the superintendent or designee, the following 
communications will take place to the greater school community: 
 
• On the Sierra-Plumas Joint Unified School District website, an update of the 

situation with possible directives for parents will be posted under "Alerts and 
Announcements". An entry on the District's "Facebook" page with the same 
information will also be posted. 

 
• An all-call phone message will be generated to the entire school community 

addressing the status of the lockdown and directives for parents in what 
course of action the school desires parents to take. 

 
• If time permits before students are excused, a letter will be drafted by the 

superintendent or site principal and sent home with each student addressing 
the situation and the district's response. 

 
• If necessary, all resources with local law enforcement and their 
 communication protocols will also be utilized. 



Sierra County Safe Schools Plan | Version 9.0 
 
 

 16  

Emergency Actions   
 

When an emergency occurs, it is critical that every staff member take 
immediate steps to protect themselves and others.  
 
The following Emergency Actions are detailed in Section II, EMERGENCY 
ACTIONS.  Each staff member must become familiar with each Emergency 
Action and be prepared to do assigned responsibilities.  
 
All students are to be taught and to practice what their actions are when the 
following Emergency Actions are implemented:  
 
1. Leave Building 
2. Stand-By Lockdown 
3. Secure Building/Shelter in Place 
4. Evacuation/Directed Transportation 
5. Duck, Cover, and Hold On 
6. Return to Building 
7. All Clear 
8. Convert Building 
 
This Safety Plan establishes procedures to be followed which will nullify or 
minimize the effects of the sixteen emergencies listed below and covered in 
Section 3.The procedures are intended primarily as a ready reference for all 
staff to be carefully studied and practiced prior to the occurrence of an 
emergency.  
 
The emergencies outlined in this Plan are:  
 
 Bomb Threat  
 Hazardous Materials   
 Civil Disobedience  
 Earthquake  
 Explosion and/or Threat of Explosion  
 Fire  
 Broken water/sewer mains/Flood 
 Irrational Behavior  
 Loss of Utilities  
 Personal Emergencies  
 Rabid Animal/Animal Disturbance  
 Severe Weather 
 Weapons Fired 
 Medical Emergency (epidemic) 
 Threat Condition Red/War 
 Medical/Health emergency 
 
 See Section III for detailed information for each emergency. 
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4. Responsibilities 
 

 A. Site administrator or Designee  
 Assume overall direction of all emergency procedures based on 

procedures and actions outlined in this Plan.  
 Good judgment, based upon the facts available in any emergency 

situation, is of paramount importance.  
 This Plan should not be considered as a restriction to judgmental 

prerogatives.  
 Assign school personnel to emergency committees as deemed 

necessary. Personnel may have duties in addition to those listed 
below. 

 Establish and contact County/District schools office at (530) 993-1660 
and if severe crisis Sierra County Office of Emergency Services at 
(530) 289-2850.  

 
 B. Office Staff  
 Provide assistance to site administrator by handling telephones, 

monitor radio emergency broadcasts, assist with health emergencies 
as needed, acting as messengers, etc.  

 
 C. Teachers  
 Responsible for the supervision of students in their charge.  
 Direct evacuation of students in their charge to inside or outside 

assembly areas, in accordance with signals, warning, written 
notification, or intercom orders.  

 Give “Duck, Cover and Hold On” command during an earthquake or 
in a surprise attack.  

 Take roll when class relocates in an outside or inside assembly area or 
at another location.  

 Report missing students to site administrator.  
 Send students in need of first aid to school nurse or person trained in 

first aid.  Acquire first aid for those unable to be moved.  
 

 D. Instructional Assistants/Aides  
 Assist teacher.  
 

 E. Custodians/Maintenance Personnel 
 Examine buildings and plant for damage, provide damage control.  
 Keep site administrator informed of condition of school.  
 Assist as directed by the site administrator.  

 
 F. Bus Drivers  
 Supervise the care of children if disaster occurs while children are in 

bus.10  
 Transfer students to new location when directed.  

                                                      
10 Section V, Page 62 
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 Assist custodian in damage control.  
 Transport individuals in need of medical attention.  

 
 G. Nurses/Health Assistants  
 Administer first aid.  
 Supervise administration of first aid by those trained in it.  
 Organize first aid and medical supplies.  

 
 H. All Other Employees  
 Report to site administrator for directions.  
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5. General Crisis Management Plan 
 

 A. Site administrator, or in their absence, the teacher-in-charge, will 
take charge immediately: 
 Notify the District/County Office, 530-993-1660, Ext 100, 150, or 151. 

(Superintendent Cell 530-771-7926) 
(Business Manager Cell 530-414-6318) 

 Provide immediate, accurate information about the incident to staff, 
students, parents, and other district staff. 

 Coordinate with the police, fire department and EMTs as necessary. 
 Assign roles. 
 

 B. Secretary: 
 Supervise front activities. 
 Account for students, injuries, absences, etc. 
 Have ready map of school and accountability report, and school roster 

for each class. 
 
 C. Instructional Aides/Classified employees 
 Supervise grounds. 
 Notify and assist teachers in implementing plan.  
 Assist site administrator in checking out all rooms in case of 

evacuation order. 
 

The Emergency Teams will include: 
 

 Emergency Operations/Command Team 
─ Site administrator and front office staff 

 Search and Rescue Team 
─ Aides and classified staff  

 First Aid Team  
─ Designated staff 

 Student Supervision 
─ Teaching staff and aides when available 

 Accounting 
─ All teaching staff 

 Parental Assistance/Information 
─ Site administrator will designate staff 

 Building Security 
─ Maintenance/Custodian 

 Crisis Intervention 
─ Counselor/Sierra County Health or Social Services  

 
Any school employee, as a disaster services worker, may be asked to assist 
an Emergency Team whenever necessary. 
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6. Team Responsibilities 
 

 A. Search and Rescue Team (All aides) 
 Obtain any equipment, supplies, or instructions to help in the search. 

(Emergency two way radios are available at the District Office.) 
 Always work with a partner. 
 Search designated area to find injured and/or missing persons. Pay close 

attention to restrooms, office, classrooms, storage areas. 
 a) Explore each room visually, vocally, and physically. 
 b) Look, call out for replies and actively search. 

 Have one team member stay with an injured person while the other reports to 
the first aid team. 

 Report any damage noticed. 
 Mark unsafe areas. 
 Report information to the command center (front office). 
 Assist any team that needs help. 
 

 B. First Aid Team (Site administrator will designate) 
 Obtain equipment, supplies, and instructions to begin responsibilities. 
 Meet at the first aid station (the office). 
 Always work with a partner if you leave the station. 
 Communicate with search and rescue team. If necessary go to the team to 

assist with an injured person. 
 Provide first aid for each victim. 
 Document all victims removed from the site for medical care.11 

 
 C. Accounting Team (All Teachers) 

 Interpret meaning of warning signal or recognize the signs such as earth 
tremors. 

 Give command to students. E.g. Drop, Cover (under desk, table, door entry), 
Hold On, wait for instructions to leave the building–given by teacher, or 
prearranged signal. 

 Determine if anyone is injured. 
 Give first aid if necessary. 
 Cooperate with teachers near you in student assembly area. 
 Evacuate building when directed and go to your designated fire drill position, 

or to bus staging area if so directed. Take emergency Binder, take roll, and fill 
out an emergency status report if necessary. Give to an 
administrator/designee. 

 All staff will walk with their class to assigned area in the student assembly 
area. 

 Supervise and reassure students throughout emergency. 
 Accompany students if they are evacuated and assist in signing them out to 

parents or other designated person. 
  

                                                      
11 Section VI, Form E, pg. 79 
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Section II – Emergency Actions 
 
 

1. Leave Building 
 
2. Stand-By Lockdown 
 
3. Secure Building/Shelter in Place 
 
4. Evacuation/Directed Transportation 
 
5. Duck, Cover, and Hold On 
 
6. Return to Building 
 
7. All Clear 
 
8. Convert Building 
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1. Leave Building 
 

 
 A. Announcement  

 Fire alarm (bell). 
 Provided time is available, make an announcement in person directly 

or over the public-address system which will indicate the nature of the 
emergency event.  

 Use messengers with oral or written word to deliver additional 
instructions to teachers in hold areas.  

 
 B. Description 

 The orderly movement of students and staff along prescribed routes 
from inside school buildings to an outside area of safety.  

 This action should be followed by another action or a return to school 
buildings and normal class routine.  
 a) All clear signal ..................... one long bell.                                                                                                                                       

 Use Emergency Phone Notification System when appropriate.  
 Site administrator and designees will check every room in building to 

be certain no students remain. Communication via 2-way, walkie-
talkie. 

 
 C. When Used  

 This action is considered appropriate for, but is not limited to, the 
following:  
 a) Fire  
 b) Bomb threat  
 c) Chemical accident  
 d) Explosion or threat of explosion  
 e) Post earthquake  
 f) Other similar occurrences which might make the school buildings 

unsafe.  
 
 
 
 



Sierra County Safe Schools Plan | Version 9.0 
 
 

 23  

2. Stand-By Lockdown 
 
 A. Announcement  

 An announcement in person directly or over the public address system. 
Example: "Your attention please.  STANDBY.  (Pause)  STAND BY.  
(Pause)  Additional information to follow."  

 Use messengers with oral or written word as an alternate means of 
faculty notification. 

 
The situation isn't critical enough to warrant the disruption of teaching but is 
serious enough to not want students outside or unsupervised. All students 
and staff are instructed to remain in their designated room with the door 
locked.                                                                                                                               

 
 B. Description 

 If outside, teachers are to return students to their classrooms. 
 If inside, teachers will hold students in classrooms pending receipt of 

further instructions. 
 This action must be followed by another action or a return to normal 

school activities.  
 a) All clear signal ..................... one long bell.                                                                                                                                       

 
 C. When Used  

 This action is appropriate for all disasters or emergencies, except 
those that occur without warning.   
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3. Secure Building/Shelter in Place 
 

 A. Announcement  
 An announcement in person directly or over the public address system.  

Example: "Your attention please.  (Pause), SECURE BUILDING, or 
INTRUDER.  (Pause)  SECURE BUILDING.   

 Teachers should initiate this action anytime they hear extremely 
violent behavior, i.e., shots, etc., outside their classroom.  

 Use messengers with oral or written word as an alternate means of 
staff notification when safe to do so.                                                                                                                                               

 Students outside classrooms will walk to the nearest rooms quickly on 
hearing three blasts of whistle.  

 
 B. Description  

 Teachers and other staff members are to immediately lock doors and 
have students lie on the floor.  

 While students are getting on floor, close any shades and/or blinds if it 
appears safe to do so.  

 Teachers and students are to remain on the floor until a staff member 
they recognize assures them that it is safe to unlock doors.  

 During an activity period, or outside, students should take shelter in a 
building if possible; otherwise, run in a zig-zag pattern to shelter, 
cover and hide until the all clear signal.  

 If a student were in the halls or bathrooms, remain inside until found 
by staff or hear the all clear signal.  

 If any students anywhere on campus hear gunshots they are to remain 
inside until found by staff or hear the all clear signal. 

 Not in classroom: go to closest room, take cover. Help secure the 
room and then take cover, remain silent until the all clear signal. 
People will be checking the doors, so do not respond to any attempts 
to open doors. 

 If necessary, tape bottom of doors, and vents. (chemical spill) 
 Use Emergency Phone Notification System for parents as soon as 

possible.  
 
 C. When Used  

 This action is considered appropriate for, but not limited to, the 
following:  

 a) Extreme Violence  
 b) Gunfire  
 c) Violent intruder 
 d) Animal on campus 
 e) Chemical spill 
 f) Threat of explosion 
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4. Evacuation/Directed Transportation 
 
 A. Evacuation 

 Announcement  
 a) Fire bell or PA notification. 
 b) Use messengers with oral or written word as an alternate means 

of staff notification.  
 

 Description  
 a) Students and teacher evacuate building using posted route. 

Teacher takes Emergency Binder. 
 b) Close all windows and doors. 
 c) Teacher takes roll and reports any missing students. 
 

 When Used 
 a) Fire or threat of fire 
 b) Bomb threat 
 c) Threat of explosion if time to evacuate. If not, Duck, Cover and 

Hold On 
 
 B. Directed Transportation 

 Announcement 
 a) Use PA system to move students to bus staging area. Or follow 

regular fire evacuation procedures and wait further information. 
 

 Description 
 a) Students evacuate to bus staging area to board buses. 
 b) Teacher: Take emergency binder. 

 
 When Used  

 a) Students need to be transported to another site. 
 b) After a school lock down, in order for their parents to pick them 

up or to be transported home. 
 c) To remove students from hazardous materials. 
 d) To re-route buses due to road hazards. 
 e) For non-school emergency use this action will be initiated only by 

action of the Superintendent and/or upon the direction of Sierra 
County Office of Emergency Services.   

 f) It is deemed appropriate for use during any disaster in which a 
requirement exists for additional medical facilities or Congregate 
Care Centers.  
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5. Duck, Cover, and Hold On 
 

 A. Announcement  
 An oral command to "Duck, Cover and Hold On" (repeat as needed) 

given by the teacher or other staff member who realizes that an 
earthquake is occurring.  

 
 B. Description  

 When inside  
 a) Upon the command "Duck, Cover and Hold On", students and 

staff should immediately drop to the floor, get under their desk and 
hold on.  Desks should be arranged so that they do not face 
windows. Teacher will close curtains. 

 When outside  
 a) Upon the command "Duck, Cover and Hold On", students and 

staff should immediately move away from buildings and other 
objects which might topple over.  

 Use Emergency Telephone Notification System if appropriate.  
 

 C. When Used  
 This action is appropriate for:  

 a) Earthquake  
 b) Explosion  
 c) Surprise Attack 
 d) Intruder 

 
 Earthquake  

 a) Earthquake drill will be announced with an air horn. Students will 
immediately "Duck, Cover, and Hold On" away from windows, 
under desks, tables. 

 b) Evacuate building when the "All Clear" signal sounds. (one long 
bell.) Follow procedures for Evacuation/Fire. 

 
6. Return to Building 

 
 A. Announcement 

 Teachers on duty will blow three short blasts on their whistle. 
 

 B. When Used 
 This action is to be taken when students are outdoors and a crisis 

requires that they immediately return to the building. 
 a) Dangerous animal on campus 
 b) Intruder 
 c) Lightning 
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7. All Clear 
 

 A. Announcement 
 In person directly or over PA system. May also be one long bell. 

 
 B. Description  

 This action signifies the end of the action that had been initiated.  
 Teachers should immediately begin discussions, activities, etc., to 

assist students in addressing fear, anxiety, etc.  
 Use Emergency Telephone Notification System if appropriate.  
 

 C. When Used  
 This action is used as the final action to conclude:  

 a) Duck, Cover and Hold On  
 b) Leave Building  
 c) Secure Building  
 d) Stand-By  
 e) Take Cover  
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8. Convert School 
 

 A. Description  
 During School Hours  

 a) Dismissal for all classes, followed by action to go home, or if the 
situation dictates, hold students at school for temporary care.  

 b) Conversion of the school into an Emergency Hospital, First Aid 
Station or Congregate Care Center.  (Congregate Care Center is 
operated by officials of the Department of Health and Human 
Services or the American Red Cross.)  

 c) This action will normally be preceded by one or more of the other 
Emergency Actions.  

 Other than School Hours  
 a) Alerting school employees.  
 b) Suspension of scheduled classes.  Use Emergency Telephone 

Notification System.  Notify District Office for assistance by other 
means.  

 c) Conversion of the school into an Emergency Hospital, First Aid 
Station or Congregate Care Center.   

 d) When converting the school to an Emergency Hospital or First Aid 
Station, follow the guidance and directions of the medical 
personnel upon their arrival.  

 
 B. When Used  

 This action will be initiated only by action of the Superintendent and/or 
upon the direction of officials from the Sierra County Office of 
Emergency Management, Department of Health and Human Services 
or upon the request of the American Red Cross.  

 It is deemed appropriate for use during any disaster in which a 
requirement exists for additional medical facilities or Congregate Care 
Centers.  
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Section III – Emergency Procedures 
 

1.   Preface 
 
2.   Fire 
 
3.   Flood 
 
4.   Earthquake 
 
5.   Loss of Utilities and/or Sewer Problems 
 
6.   Severe Weather 
 
7.   Weapons Fired 

 
8.   Hazardous Materials 

 
9.   Irrational Behavior 

 
10. Personal Emergencies 

 
11. Rabid Animal/Animal Disturbance 

 
12. Bomb Threat 

 
13. Civil Disobedience/Student Disorder 

 
14. Stranger or Intruder on Campus 
 
15. Explosion/Threat of Explosion 

 
16. Threat Condition Red/War 

 
17. Health/Medical Emergency 

 
18.  Special Education Adaptations 
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1. Preface 

 
Staff awareness and knowledge of what to do in the following emergencies is 
vital for the safety of all on our campuses. 
 
Therefore, the following methods will be used for dissemination of 
information about procedures:  
 

 Staff handbook and discussion at staff meeting.  
 Substitute folders. 
 Drill during Emergency Preparedness Week and additionally as 

required by law.   It is recommended that law enforcement be present 
for the drill to help monitor and improve performance.  

 
It is recommended that students should be aware in advance that there will 
be severe consequences for failure to cooperate with administration or staff 
during an emergency or drill.  
 
In emergencies, the administrator or designee is in charge.  Some duties are 
pre-designated, and some will be assigned as needed. See Team 
Responsibilities.12  
 
During Level 3 emergencies, the Sierra County Office of Emergency Services 
will be the lead agency, coordinating needed services. 
 
 

                                                      
12 Section I, pg. 11. 
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2. Fire 
 

LEVEL 2 OR 3 EMERGENCY 
 
 A. Within School Buildings  

Site administrator or designee will: 
 a) Immediately initiate action LEAVE BUILDING/ Evacuate. Fire bell 

(three short bells – consistently rung). 
 b) Pull fire alarm. 
 c) Call 9-1-1. 
 d) Organize a fight of incipient fires until arrival of the Fire 

Department. (This should be done only to the level that people 
have been trained.  Never risk injury or loss of life.  Evacuation is 
advised.)  

 e) Ensure that access roads are kept open for emergency vehicles.                           
 f) Notify the appropriate utility company of breaks or suspected 

breaks in utility lines or pipes.                
 g) Notify the superintendent.  
 h) Do not allow the return of students or staff members to school 

buildings until Fire Department Officials declare them safe.  
Teachers will: 

 i) Take emergency binder, close doors and windows if time. 
 j) Take roll after proceeding along designated evacuation route. 
 k) Report missing students to site administrator designee outside. 

Those not found will be reported to Fire and Law Enforcement 
Officials.  

 l) Do not release students to anyone but their parents or the 
student's emergency person. 

 
 B. Fire Near School  

• Site administrator will determine the need to implement any action.  
If the answer is "no", continue with school routine.   

• Notify appropriate Fire Department to be sure alarm has been 
given. 

• If the fire threatens the school, the site administrator will execute 
those actions under "Within School Buildings" above.  
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3. Flood 
 

LEVEL 1 EMERGENCY 
 
None of the SPJUSD schools are in a flood zone. However, there will be times 
when transportation of students to their homes may be through flood prone 
areas.  

 
 A. Within School Buildings (such as broken water mains, or sewer or 

floods that may prevent building occupation.) 
1. The extent of the crisis will dictate the course of action to be taken.  

Depending on the situation, the Site administrator may find it 
necessary to initiate one or more of the following Emergency Actions 
and procedures:  
 a) Action STAND-BY, followed by  
 b) Action LEAVE BUILDING, or  
 c) Action DIRECTED TRANSPORTATION, or  
 d) On official request, action CONVERT SCHOOL for emergency 

evacuations. 
2. Sound the appropriate warning signal.  
3. Maintain communication with County Emergency Services for 

information updates.                                                        
4. Supervise the execution of the action decided upon.  
5. The site administrator will notify the Superintendent of action taken.  

 
B. Roads Flooded Affecting Transportation  

1. Action STAND-BY, followed by  
• Construct Alternate Route by authorization of Superintendent 
• Place Emergency Phone Notification System to bus students 

effected. 
 

2. Action DIRECTED TRANSPORTATION 
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4. Earthquake 
LEVEL 1 OR LEVEL 2 EMERGENCY 
 
 A. When Students are Inside the School 

1. Action DUCK, COVER AND HOLD ON upon an indication of an 
earthquake and at teacher's command. Teacher will try to close curtains 
if inside. 

2. Try to avoid glass and falling objects.  Move away from windows where 
there are large panes of glass and out from under heavy suspended 
light fixtures.  (The same applies to other staff members.)  

3. When the earthquake is over, Site administrator or designee will 
initiate action LEAVE BUILDING/EVACUATE BUILDING. 

4. Teachers will take their emergency binders as class leaves following 
designated evacuation route or alternate route if first is hazardous or 
blocked.   

5. The earthquake safety team (custodians/maintenance) will:          
 a) Post guards a safe distance away from building entrances to see 

that no one re-enters the buildings.   
 b) Warn all personnel to avoid touching electrical wires which may 

have fallen to the ground.  
 c) Notify the superintendent.  
 d) Notify the appropriate utility company of breaks or suspected 

breaks in utility lines or pipes.                
 e) Inspect school buildings.  When damage is apparent, contact 

superintendent and determine the advisability of closing the school.  
 f) Initiate any other action deemed necessary, or return to normal 

routine.      
 

 B. When Students are Outside the School 
 

1. Give command to students and any visitors around you to move away 
from buildings, trees, large structures and exposed wires. 

2. Keep everyone together and ensure that no one leaves your group. 
3. Wait for further instruction at a safe distance from buildings, trees, large 

structures and exposed wires. Do not re-enter the building without the 
authority of the superintendent or County or State emergency personnel. 
 

 C. At Times Other Than School Hours  
Site administrator will: 
• Have fire marshal or other experts inspect school buildings.  When 

damage is apparent, contact the superintendent and determine the 
advisability of closing the school.  

• If school must be closed, notify staff members and students.              
• Notify the District Office who will inform public media as 

appropriate.  
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5. Loss of Utilities and/or Sewer Problems 
 

 A. Advanced Warning 
1. During School Hours  

 a) Advance notice may be received from utility companies regarding 
loss of service.  In many cases, these losses of service will be of 
short duration and require no special action other than notifying 
staff of the pending interruption of service. 

 b) Make announcement in person directly or over public address 
system.  

 c) Use messengers with oral or written word as an alternate means of 
faculty notification.  

2. Other Than School Hours  
 a) If disruption in service will severely hamper school operation, 

students and staff should be notified by the Emergency Phone 
Notification System.                                      

 b) District Office will also assist in notification process by other means.  
 

 B. Sudden Interruption 
1. During School Hours  

 a) Determine length of time service will be interrupted.                                                                            
 b) Notify School District Office of loss of service.  
 c) If site administrator decides it is necessary, students will be 

dismissed. Busses will be called and parents notified using the 
Emergency Phone Notification System. 
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6. Severe Weather 
 

LEVEL 1 EMERGENCY 
 
 A. Wind: 

1. With Warning 
 a) Site administrator or designee will: 

• Initiate action, STAND-BY.  
• Take appropriate actions to safeguard school property.  

 
2. With Little or No Warning  

 a) Teachers will: 
• Initiate action DUCK, COVER, & HOLD ON 
• Ensure that all windows and blinds are closed.  
• Evacuate classrooms bearing the full force of the wind to inside 

rooms. 
• Do not allow structures with large, open roof spans to be used 

as shelter.  
 b) Site administrator or designee will: 

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

• Notify the superintendent.  
• Upon passage of the storm initiate any other appropriate action, 

or return to normal routine.  
 
 B. Lightning: 

1. Fundamental Principles 
 a) No place outside is safe with thunderstorms within six miles.  
 b) Schedule indoor activities to avoid lightning.  
 c) ’30-30 Rule’ (If 30 sec between lightning and thunder, go inside.  

While inside, stay away from corded telephones, electrical 
appliances and wiring, and plumbing.  Stay inside until 30 min after 
last thunder.)  

 d) Avoid dangerous locations/activities. (Elevated places, open areas, 
tall isolated objects, water activities.)  

 e) If on a school trip, teacher will signal students return to buses at 
first sign of lightening. Remain seated with hands in laps, as far 
from windows as possible. 

 f) Do NOT go under trees to keep dry in thunderstorms!  
 g) Lightning Crouch. (desperate last resort)  
 h) First Aid:  Call 9-1-1.  CPR or rescue breathing, as appropriate.  

 
2. Lightning Crouch   

 a) USE THIS AS A DESPERATE LAST RESORT ONLY!  Remember, no 
place outside is safe with lightning in the area.  If you are outside 
far away from proper shelter and lightning threatens, proceed to 
the safest location.  If lightning is imminent, it will sometimes give 
a few seconds of warning.  Sometimes your hair will stand upright, 
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your skin will tingle, light metal objects will vibrate, or you’ll hear a 
crackling static-like a “kee-kee” sound.  If this happens and you’re 
in a group:  
 
• Spread out so there are several body lengths between each 

person.  If one person is struck, the others may not be hit and can 
give first aid.   

• Once you’ve spread out, use the lightning crouch; put your feet 
together, squat down, tuck your head, and cover your ears.   
 

 b) When the immediate threat of lightning has passed, continue 
heading to the safest spot possible.  Remember, this is a desperate 
last resort.  
 

3. First-Aid  
All deaths from lightning are from cardiac arrest or stopped breathing 
from the cardiac arrest.   
Have someone call 9-1-1 for professional emergency medical care. 
   
 a) Start CPR or rescue breathing if the person has no pulse or no 

breathing, respectively.   
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7. Weapons Fired 
 

 A. Report of Weapons Fired on Campus or Near School  
1. Students will immediately get on the floor. Action: Duck, Cover and 

Hold On 
2. Close windows and curtains. 
3. Notify police department using 9-1-1.  
4. Safety is the main concern.  Keep everyone in an area under cover 

and concealed if possible.  Stay behind solid walls and doors.  Keep 
away from windows.  

5. If the suspect is seen, do not engage the suspect.  This could generate 
a hostage situation.  

6. If the suspect is outside, try to keep him/her outside.  If it is safe, lock 
the entry doors.  

7. A suspect should be considered armed, unstable and extremely 
dangerous.  

8. Have a special/pre-arranged all-clear signal when situation/school is 
safe/secure.  
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8. Hazardous Materials 
 
 A. Procedures 

1. If necessary, call 9-1-1.  
2. The site administrator will determine which Emergency Action, if any, 

should be implemented.  (The nature of the material and the nearness 
of the accident will be a deciding factor. Police, Fire, Public Health or 
Environmental Health Departments may order evacuation of the 
school.)  

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

4. Determine the need to implement action LEAVE BUILDING. If the 
spill is outside, remain inside.  If the spill is inside, go outside. 
Move crosswind to avoid fumes, never upwind or downwind.  

5. Do Not light any fires during a chemical accident. 
6. Any persons that are suspected of being contaminated with a 

substance that could be transferred to others should be isolated until 
public safety personnel carry out decontamination procedures.  

7. If time is available, initiate action DIRECTED TRANSPORTATION.  
Move students and staff away from the path of the chemical.  
Determine whether students should be sent home--if so, notify parents 
as per notification plan.                             

8. Notify the superintendent.                                         
9. Teachers report names of missing students to office.13  Those not 

found will be reported to Fire or Police officials, if forced by conditions 
to evacuate the school grounds.  

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

11.Upon return to school, Custodians/Maintenance personnel must ensure 
that all classrooms are adequately aired.                                                                                             

                                                      
13 Section VI, Form G, pg. 83 
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9. Irrational Behavior 
 

 A. Student or Staff  
1. Notify site administrator.  
2. Administrator shall notify staff using “STANDBY LOCKDOWN” 

procedure. 
3. Notify school psychologist at (530) 993-1660, ext. 170.  
4. Isolate person from students.  
5. Notify person’s family.  
6. Protect individual from injury.  
7. Make arrangements for necessary care of individual.  
8. Notify Law Enforcement if individual is endangering self or others.   
9. Notify superintendent. 
 

 B. Campus Visitor  
1. Notify site administrator.  
2. Administrator shall notify staff using “STANDBY LOCKDOWN” 

procedure. 
3. Isolate person from students.  
4. Site administrator or designee will request person to leave campus, if 

possible.  Remain calm, talk in soft non-threatening manner, void 
hostile-type actions, except in cases when necessary to safeguard 
person or property.  

5. Notify appropriate Law Enforcement Agency, if necessary.  
6. Notify superintendent. 
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10. Personal Emergencies 
 
 A. Student, Staff or Visitor  

1. Notify site administrator, call 9-1-1.  
2. Provide privacy for the person.  
3. Provide appropriate first aid.  

 
 B. Problems affecting the whole school (e.g. student accident, death, or 

other emergency) 
1. Notify the Superintendent 
2. Notify all faculty members of the details of the crisis as they are 

currently known and keep them updated on details. If a crisis takes 
place at night or over the weekend, this notification would go out as 
soon as possible prior to the start of the next school day. 

3. Notify the school's parent organization so that they can be involved 
during the resolution and follow-up phases. 

4. Request assistance from other schools to ensure adequate personnel 
to deal with the situation. 

5. Encourage students to express their feelings regarding the crisis. 
6. Notify the parents of severely affected students to prepare them for 

their child's arrival home. 
7. Provide a "roaming" substitute teacher who can cover for a teacher 

who is too upset to carry out their duties. Make a counselor available 
to faculty and staff. 

8. Each school will handle in an appropriate manner, using counselors or 
Sierra County Mental Health personnel. 
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11. Rabid Animal/Animal Disturbance 

 
LEVEL 1 EMERGENCY 
 
 A. Procedures 

1. The first consideration is the safety of the pupils and personnel.  
 

2. Isolate the pupils from the animal.  
 
 a) If animal is outside, keep pupils inside. Teachers will lock doors 

to the outside. 
 

 b) If students and animal are outside, have students walk, NOT 
RUN, to the nearest entrance.  

  Action: RETURN TO BUILDING 
Three short whistle blasts signal students to walk quickly to 
building. 

 
 c) If animal is inside, keep pupils outside or in some other sheltered 

area.  
 

 d) If students and animal are inside, have students walk, NOT 
RUN, to the nearest exit or classroom, whichever is closest and 
away from animal.  

  Action: LEAVE BUILDING 
 Fire alarm bell signals students to leave building. 
 

3. Call law enforcement or fire department. 
 

4. If animal injures someone, site administrator or designee shall call the 
parent, guardian or emergency contact and the Sierra County Sheriff.  
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12. Bomb Threat 
LEVEL 2 EMERGENCY 
 

LOW LEVEL THREAT – The probable motive is to cause disruption:  The 
Subject is vague in his/her threat, merely stating that there is a bomb at 
the school, he/she provides no specifics and hangs up quickly. 

 
LEVEL 3 EMERGENCY 
 

MEDIUM LEVEL THREAT – The Subject gives details such as the size, 
location or type of bomb.  The Subject stays on the line longer and states 
a motive for the bomb. 
 
HIGH LEVEL THREAT – The Subject is very detailed and describes the 
type, power, location or time of detonation.  The Subject stays on the line 
longer or makes multiple calls.  The Subject may exhibit advanced 
knowledge of bombs.  In addition, the Subject may make demands such 
as publicity, money, etc. 

 
A. If threat by telephone comes directly to a school: 
 

• Person receiving call should:  
 USE ONLY LANDLINE PHONES 
 TURN OFF YOUR CELL PHONE (Utilize “runners” to communicate) 
 SHUT OFF ALL TWO WAY RADIOS, PAGERS 

1. Stay calm. 
2. Do not hang up or put the caller on hold. 
3. Listen – Do not interrupt caller.  
4. Alert someone else by prearranged signal so they can: 

 (a)  Get on an extension (landline only), call 9-1-1 and notify the 
operator, "This is   _____________   from   (name of 
school).  We are receiving a bomb threat on another 
line.  The number of that line is _________.   Please 
trace the call." 

5. Use Bomb Threat Form for guidance in dealing with caller. 
6. Attempt to keep the caller on the telephone as long as possible.  
7. Ask permission to repeat any instructions to make sure they were understood.  
8. Notify Site Coordinator immediately after completing the call. 
9. Try to determine if the caller is a student or an adult.   

10. Listen for any background noise.  
 

• Site Administrator Actions: 
• USE ONLY LANDLINE PHONES 
•  TURN OFF CELL PHONE (Utilize “runners” to communicate) 
• SHUT OFF ALL TWO WAY RADIOS, PAGERS 

1. Alert teachers to conduct a rapid visual scan of their areas for 
unidentified objects.  

2. Remove students:  Issue Leave Building command on the PA 
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system or by messenger.   Students will remain out of range until 
receiving the All Clear signal. 

3. Notify the Superintendent's office. (530) 993-1660 Ext 110 
4. The site administrator and designee will canvass building to determine 

that no students or personnel remain in building 
5. The site administrator will call the fire department or police, if, in his/ her 

opinion, it is warranted. Wait for Law Enforcement to begin search. 
6.  
7. Resume school after the building(s) have been inspected and 

determined safe by proper authorities.  
8. Do not publicize the threat any more than necessary. 
9. Individual receiving call should complete the Bomb Threat Report, 14 as 

soon as possible. 
 

• Teacher Actions: 
• USE ONLY LANDLINE PHONES 
• TURN OFF CELL PHONE AND INSTRUCT 
• STUDENTS TO TURN OFF CELL PHONES (Utilize “runners” to 

communicate) 
• SHUT OFF ALL TWO WAY RADIOS 

1. Conduct a rapid visual scan of work area.  Do not touch any suspicious items.  
2. Collect the SAFETY BINDER.  
3. Ensure that the handicapped receive assistance in evacuating. 
4. Calmly instruct students to walk to the assigned area, usually 300 feet 

from the building  
5. Do not allow anyone to run or rush the hallways or exits  
6. Once safe, take attendance and report search results and student 

count to your administrator  
7. Wait with students until the search for the bomb has been conducted  
8. Do not re-enter the building until the all clear signal is given  
9. In times of severe weather or a prolonged search, students may be 

moved to pre-arranged locations, for example elementary students 
moved to the high school and vice versa. 

10. Account for all students. 

B.  If notified of call through police/sheriff department 
 
1. Implement action LEAVE BUILDING. (Section II-1) 
2. The site administrator and designee will canvass building to determine 

that no students or personnel remain in building. 
3. Notify the Superintendent's office.  
4. Resume school after the building(s) have been inspected and 

determined safe by proper authorities.  
5. Do not publicize the threat any more than necessary. 
6. Individual receiving call should complete the Bomb Threat Report, 15 as 

                                                      
14 Section Vl, Form B, pg. 76 
15 Section Vl, Form B, pg. 76 
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soon as possible. 
C.  If a threat is received on district phones other than at a school 

 USE ONLY LANDLINE PHONES 
 TURN OFF YOUR CELL PHONE (Utilize “runners” to communicate) 
 SHUT OFF ALL TWO WAY RADIOS, PAGERS 

1. Stay calm. Do not hang up or put the caller on hold. 
2. Listen – Do not interrupt caller.  
3. Use Bomb Threat Form for guidance in dealing with caller. 
4. Attempt to keep the caller on the telephone as long as possible.  
5. Ask permission to repeat any instructions to make sure they were 

understood.  
6. Listen for any background noise.  

 
7. Alert someone else by prearranged signal so they can: 

 (a)  Get on an extension (landline only), call 9-1-1 and notify the 
operator, "This is   (name of caller)   from   (name of 
school).  We are receiving a bomb threat on another 
line.  The number of that line is _________.   Please 
trace the call." 

8. Notify Site Coordinator immediately after completing the call. 
9. Try to determine if the caller is a student or an adult.   
10.Notify school concerned.   
11.Implement action LEAVE BUILDING (Section II-1) at affected site. 
12.Notify the Superintendent's office. (530) 993-1660 Ext 110 
13.The site administrator and designee will canvass building to determine 

that no students or personnel remain in building. 
14.Ensure that 9-1-1 has been called.  
15. 
16.Resume school after the building(s) have been inspected and 

determined safe by proper authorities.  
17.Do not publicize the threat any more than necessary. 
18.Individual receiving call should complete the Bomb Threat Report, 16 as 

soon as possible. 
 

D. If a written threat is received 
1. Handle document as little as possible & place in another larger 

envelope. 
2. Call 9-1-1 to report the threat. 
3. If threat is immediate or indefinite, implement action LEAVE 

BUILDING then enact the following procedures. 
4. The site administrator and designee will canvass building to determine 

that no students or personnel remain in building. 
5. Notify the Superintendent's office.  
6. Resume school after the building(s) have been inspected and 

determined safe by proper authorities.  
7. Do not publicize the threat any more than necessary. 

                                                      
16 Ibid 
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8. Individual receiving threat should complete the Bomb Threat Report,17 
as soon as possible.   

 
 
13. Civil Disobedience/Student Disorder 
 

LEVEL 2 EMERGENCY 
Civil disobedience is defined as any assemblage, including terrorists, on the 
school premises by unauthorized persons whose purpose and conduct is 
antagonistic with the orderly conduct of the school and the laws relating to 
the conduct of schools and the welfare of students.  
 
 A. Procedure 

1. Implement action Secure Building.   
The major purpose is to keep school personnel and students from 
undue exposure to danger; therefore; every effort will be made to 
keep classes within their rooms.  

2. Site administrator or designee will notify 9-1-1 of situation and request 
assistance and notify teachers of reason for action. 

3. Upon the receipt of an alert, the custodians will proceed to lock and 
secure all exterior doors, including restrooms, and remove trash 
containers and other burnable items from public access.  

4. Teachers and custodians will be directed to lock and close their 
classroom doors.  

5. Notify School District Office of situation.  
6. Upon command from the authority in charge, all faculty members will 

keep their students within their locked classrooms until further notice 
regardless of the bells and schedule.                                                                                                                   

7. The teacher must remain in charge utilizing the best judgment in 
occupying the students within the classroom.  

8. Darkening drapes and blinds should be closed in rooms so equipped.  
9. Any other precautions should be taken to protect students and 

personnel from flying glass should the windows be broken.  
10.When there is any evidence of a potential problem, classes outside will 

immediately return to locker rooms/classrooms, etc.  
11.Should a disturbance enter the building itself, the secretarial staff 

should be prepared to move into the site administrator's office.  When 
possible, phones should be adjusted to feed into those areas.  

12.Accurate record of events, conversations and actions, should be kept.                                                         
13.Assign staff members to assist administration or other staff as 

necessary.  
14.Authority in charge should proceed in good judgment on basis of police 

or other legal advice, in taking action to eliminate the situation.  

                                                      
17 Section Vl, Form B, pg. 76 
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14. Stranger or Intruder on Campus 
 

 A. Signage  
1. All public schools are required to post signs at points of entry to their 

campuses or buildings from streets and parking lots. 18 The following 
statement should be used on signage:  

“All visitors entering school grounds on school days between 
(school hours) must register at the main office.  Failure to do so 
may constitute a misdemeanor. California Penal Code 627.2. “ 
 

 B. Procedure 
1. The signal will be given over the intercom, or other warning device, 

that there is now in effect a STAND-BY or SECURE BUILDING.  
 a) Where there are no bells or PA systems, site administrators and/or 

designee will act as runners to notify staff of LOCK-DOWN.  
2. As soon as a decision is made to lock down the school, administration 

will notify law enforcement using 9-1-1. 
3. If students are in class at the time of the signal,  

 a) Staff will:  
• Explain that there is an emergency;  
• Lock the classroom doors;  
• Have students lie on the floor;  
• Close blinds and take any possible precautions to protect others 

from possible broken glass; and,  
• Remain locked in offices until advised to move personally by 

administration or public safety officer or an all clear signal.  
 b) Site administrator will:  

• Act with custodians to check locks on all exterior doors and 
classroom doors, and if possible, gates to school grounds to 
keep outsiders out until problem is resolved;  

• Designate a person to coordinate with public safety personnel at 
their command post; and,  

• Make sure that a site map and key set are available to safety 
personnel.  

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

• Notify parents of where to go to receive news, and their 
students when crisis is over. 
 

4. If students are not in class at the time of the signal,  
 a) Teachers will:  

 
• Assist administration in moving students into the nearest safe 

building available;  
• Lock doors of room if possible.  If lock is on the outside of the 

door, rubber door stops can be placed behind doors to secure;  
                                                      
18 California Penal Code Title 15, Chapter 1.1 § 627 
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• Remain with students to maintain order;  
• Keep students in a safe area until advised by administration or 

public safety personnel to move or that there is an all clear signal; 
and, 

• Avoid, if possible, large open areas such as the library, gym, 
lawns or parking lots.  
 

5. All-Clear signal will 
 a) Be given after consultation with the senior public safety officer on 

the scene; and/or  
 b) Be a personal notification by the senior administrator.  Staff is not 

to act upon bells or PA messages without this personal notification. 
 

Stranger or Intruder In The School Or District Office  
 

In the case of a dangerous or extremely hostile person in the office:  
a. All uninvolved staff should leave the office and move to a safe location 

and call 9-1-1. 
b. Adult runners should go to each classroom (out of view of the office) 

to announce the SECURE AND HOLD action.  
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15. Explosion/Threat of Explosion 
 

 A. Explosion  
1. Personally execute action DUCK, COVER AND HOLD ON upon the 

first indication of the explosion.  
2. If the explosion occurred within the school buildings, immediately upon 

passage of the blast wave, initiate action LEAVE BUILDING.  
3. Pull the fire alarm.                  
4. Call 9-1-1. 
5. If trained, organize a fight of fires until arrival of the Fire Department.                                                                                                                                                                 
6. Teachers report missing students to office.  Those not found will be 

reported to Fire and Law Enforcement Officials.  
7. Notify the appropriate utility company of breaks or suspected breaks in 

utility lines. 
8. Notify the superintendent.  
9. Do not allow the return of students or staff members to school 

buildings.  
10. Initiate any other action deemed necessary because of the 

condition of the school, or return to normal routine.  
 
 B. Threat of Explosion  

1. Initiate action LEAVE BUILDING.  
2. Execute those actions required under 4 through 10 above.  
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16. Threat Condition Red (Terrorist Attack) 
 

LEVEL 1 OR 2 OR 3 EMERGENCY 
 
A. Homeland Security Advisory of a Threat Condition Red specific to 
 your community.  

1.  During School Hours  
Initiate one of the following actions as appropriate for situation.  
Continue to monitor for more specific information.  
 
 a) Action: Stand By  
 b) If circumstances allow and there is time, move students to closest 

suitable shelter.  
 

 c) Action: Directed Transportation                              
 d) If the above is not advisable, remain in building as place of shelter.  

 
C. Attack Without Warning  

1.   During School Hours  
Depending on the location of the initial attack, staff will execute action 
DUCK, COVER AND HOLD ON.   

 
D. Attack in other parts of the country 

1. Our schools are far from metropolitan areas that may become targets. 
However, if attacks occur in other parts of the country, school will 
continue as usual. Staff will discuss with the students what is going on, 
to help alleviate stress.  

2. If parents wish to pick up their children, or have a person with the 
necessary permission pick up their child, they may. 

3. If attack is close enough that our buildings might be used for 
emergency shelters then:  action DIRECTED TRANSPORTATION to 
send students home and action CONVERT BUILDING. 

4. Notify parents to pick up non-bus students. 
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17. Health/Medical Emergency 
 

Contagious diseases can have a profound impact on our schools and 
communities. Procedures need to be in place to help prevent and mitigate 
the effects diseases such as seasonal flu, and a flu epidemic or pandemic, or 
other infectious disease. 
 
Season flu outbreaks happen in the fall and winter. Staff are urged to be 
vaccinated. 
 
 A. Prevention 

1. Every year review good hygiene habits with students. 
 a) Cover coughs.   
 b) Wash hands thoroughly for at least 20 seconds. 
 c) Stay home if ill. 
 d) Each class room should have a supply of waterless hand sanitizer 

for student and staff use. 
 

 B. Mitigation 
1. If an outbreak occurs: 

 a) Separate students as much as possible, i.e., move desks further 
apart, seat further apart at tables. 

 b) Send any sick children home immediately, or take other measures 
to isolate at school if parents unavailable. 

 
Each school will conduct prevention activities every year during 
Emergency Preparedness Week to instruct students on these activities 
and the necessity for such.  

 
 C. In the event of an epidemic or pandemic flu or other medical 

emergency:  
1. The District/County Office will work directly with the Sierra County 

Health Department and the Sierra County Office of Emergency 
Services.  

2. These agencies may: 
 a) Close the schools. 
 b) Use the facilities for emergency hospitals, child care, feeding 

facilities, or other uses as needed. 
 
 D. At the first sign of an epidemic or worse, teachers will: 

1. Closely monitor students for illness and report to the office. 
2. Implement the mitigation strategies listed above. 
3. Prepare emergency lessons that can be sent home with students in the 

event of school closure. These should be for at least 2 weeks. (Unless 
alternate continuing education means is available, such as posting 
assignments on the school web site.) 
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18. Special Education Adaptations 
 

 
When students with special needs are not with their general education 
classroom, the special education staff assigned to those students will escort 
the child to the general education teacher wherever they have assembled.   
 
In the case that a child is more severely handicapped, an appropriate 
emergency plan will be written into the student’s IEP to be followed by the 
special education staff. 
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Section IV – Emergency Preparedness 
Week 
 
 

• Agenda for Emergency Preparedness Week 
 
• EP Week 
 
• EP Week Team Discussion Check List 
 
• General Emergency Instructions 
 
• Monday 
 
• Tuesday & Wednesday 
 
• Thursday & Friday 
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1. Agenda for Emergency Preparedness (EP) Week 
 

 A. Prior to EP Week 
 All teachers are asked to review the Emergency Binder and make sure 

your evacuation map is posted and students know where to go. 
Everything you need to know is in the Binder 

 All teams of teachers should review the procedures for EP Week found 
in the Binder. New teachers please ask the veterans any questions you 
may have. Make sure you have all the telephone numbers you need 
for the Staff Emergency Phone Call List in case the Emergency Phone 
Notification System doesn't work and that you know the order of calls 
and what to do if someone doesn't answer. If there is no answer, call 
Emergency contact for that student. You should also check to see 
where the alarms are located near your room and where the first aid 
kits are in your building (school office). You should also have an 
alternate evacuation route from your room.  

 See that instructions for minimizing germs through proper hygiene and 
proper coughing and sneezing methods are posted throughout the 
school, as appropriate. 

 
 B. Notes 

 Please do not share the drill time schedule with your students. 
 When making plans for a substitute, please note in your plans the 

location of the Emergency Binder. Request subs to familiarize 
themselves with it. 

 The Emergency Binder will be placed near the door. You must take the 
book with you to any drills/emergencies. 

 During drills held at breaks, students will either evacuate to field area 
or take cover in the gym/multipurpose room. Unless it's a terrorist 
drill, please go to the area where students are and help with 
supervision. 
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2. EP Week 
 

 Monday ........................................ Orientation Day 
 Students should know all exit routes from each of their classrooms and 

where to meet. It's OK to practice taking cover and the evacuation 
routes.  

 All students should know appropriate responses to emergency bells 
and announcements.  

 Students should also know what to do during break times.  
 

 Tuesday ....................................... Fire Drill and Good Hygiene 
 
 Wednesday .................................. Hazardous Substance/Attack 
 
 Thursday ..................................... Earthquake 
 
 Friday .......................................... Civil Disturbance Drill/Bomb threat 
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3. EP Week Team Discussion Checklist 
 

Every teacher should be familiar with our school's emergency plan found in 
our emergency Binder and the instructions for Emergency Preparedness 
Week. In addition, the following suggestions may be helpful. 
 
 A. Every teacher should know: 

 The evacuation route and meeting place of his/her room, maps are 
posted, review them with your students. New teachers need to walk 
their routes and see the meeting places. 

 The location of fire alarms on campus and specifically the two closest 
to his/her room. 

 The location of fire extinguishers in his/her classroom. 
 The location of the emergency binder in the classroom. 
 The purpose of the Emergency phone cards. Please check to see that 

all phone numbers are current and correct. 
 The procedure to contact the office by phone. 
 The different codes for evacuation of a building or for getting into a 

building. 
 An alternate route from his/her room in case there is a fire or 

structural damage to his/her room. 
 

 B. Discuss evacuation procedures 
 Teachers are to take Emergency Binder, close door, stay with students 

going to meeting place, take roll, alert the administration if any 
students (who are not absent) are missing or injured, keep class 
together as orderly as possible, until the "all clear signal”. 

 If someone in your room shows a weapon, alert the office if you can. If 
possible, remove students from the room. If necessary/possible, dial 
9-1-1. If there is some emergency situation on campus, follow 
procedures until relieved by police or fire department. You may need 
to make decisions covering topics not discussed here. Always keep the 
safety of your students as your top priority. Get help when possible 
and do your best to keep the students out of harm's way. 
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4. General Emergency Instructions 
 

Teachers, please share the following with your students on Monday in 
preparation for Emergency Preparedness Week. You may use this as a script 
or just a basis for sharing the information with your classes. 
 
This is the Sierra-Plumas Joint Unified School District “Emergency 
Preparedness Week." Every day this week you will be discussing and 
reviewing procedures for different types of emergencies. 
 
Your teachers will tell you how to evacuate their rooms for fire or earthquake 
situations. You should know where the evacuation map is in each of your 
classrooms and where the evacuation areas are all over the campus. Look at 
each one and know where to go should you need to leave in an emergency. 
The evacuation signal is the fire alarm. Return to the building immediately is 
three short bells or whistle blows. The all clear signal is one long bell.    
 
When leaving a room, stay with your teacher and go to your designated area 
in a quiet orderly way. Once there, your teacher will take attendance. If you 
notice a student is missing, notify your teacher who will then notify the site 
administrator or secretary. You are to remain with your class and not mingle 
or communicate with other classes so that if your teacher should need to 
give your further emergency directions, you will be able to hear and follow 
quickly. When the all clear signal is sounded, quietly return to class. Please 
return at your teacher's direction.  
 
Should an earthquake occur, duck under your desk or a table, and cover your 
head to the best of your ability. Remain there until notified that you can 
move. If severe structural damage has happened to the building, your 
teacher may direct you to evacuate to your regular or alternate evacuation 
area. Remain there until the all clear signal or until notified. 
 
If a teacher suddenly becomes incapacitated (falls, faints, becomes ill, etc.), 
a student needs to immediately call the office and report the emergency. A 
second student should go to the nearest teacher and seek help. All need to 
act calmly and quickly. These students need to be pre-selected with 
alternates. 
 
Should a student become incapacitated in class or on the grounds, find an 
adult. If possible, another student should stay with the incapacitated student 
until help arrives. 
 
Should a stranger intrude on the campus or some other terrorist event 
occurs, a warning over the intercom, or a messenger will signal students to 
stay in the classrooms. At this point, windows and doors should be closed 
and locked. If you're in class or a break, seek shelter in a room. Your 
teachers will discuss with you this week the safest place in their rooms for 
shelter. Remain quiet and calm until the all clear signal is sounded. 



Sierra County Safe Schools Plan | Version 9.0 
 
 

 58  

 
All visitors are to check in through the office and should have a visitor's 
badge displayed. If you see a stranger on campus, do not approach that 
person and tell a staff member immediately. 
 
Should an emergency occur during recess, lunch or P.E., similar procedures 
should be followed. Staff members are always on duty; follow their directions 
and use common sense and stay calm. If you hear the evacuation signal, go 
to the evacuation area designated for your class. If there were a severe 
earthquake, duck, cover and hold on to something until the quake has 
finished. Then go to the primary evacuation area. Should an intruder be on 
campus, 3 whistle blasts will be the signal to go into the nearest building for 
shelter.  
 
We hope you will never be in an emergency situation, but if you are, it is 
better to be prepared, have a plan, and know how to act. 
 
**In the event of a chemical spill please DO NOT under any circumstance 
allow students to leave your room. You may be instructed to cover windows, 
doors and/or use respirator masks. Please stay tuned to the intercom or 
walkie talkie. If you have a child in a pull out program, keep them in your 
room and notify the office. Office staff will notify classroom teacher. Please 
report missing students to the office so we may search for them. 
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Monday 
 

 A. Monday ..................................... Orientation Day 
 Discuss "General Emergency Instructions" so that all students know: 

 a) The evacuation route from your room and assembly area. 
 b) The bell signals:   

• The fire drill means evacuate buildings. 
• One long bell will signal "all clear". 
• The earthquake drill signal (different from the fire bell).  

 c) The location of the fire alarms around the school, the one closest to 
your room, and the penalty for false alarms. In the event a fire bell 
goes off accidently, the office will stop evacuation over the 
intercom. 

 d) The safest areas in your room during an earthquake or terrorist 
attack (e.g. under desks, away from windows). 

 e) That orderliness is required to, from and while at the evacuation 
site. 

 f) Where to find the posted map. 
 g) Location of emergency binder in each classroom. 

 Discuss what students should do if there is a substitute teacher.  
 a) Select students who will contact the office if necessary. 

 Teachers must have at all times their emergency binders during an 
emergency. 

 After each drill, allow the students to voice their questions and/or 
concerns about the procedures. 
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Tuesday & Wednesday 
 

 B. Tuesday .................................... Fire Drill Day 
 At the evacuation signal (fire Alarm), all classes will move in an orderly 

and quiet manner to their designated areas.  
 a) Classes are to remain in line with their teachers while role is taken.  
 b) There is to be no interaction between classes. 

 At the all-clear signal, teachers are to signal their classes when it is 
their turn. Students are to return quietly to their rooms.  

 Upon return to classroom, discuss with students any concerns they or 
you may have. 

 
 C. Wednesday ............................... Chemical Attack Day 

 An intercom announcement will inform all that there has been a report 
of a possible chemical spill/attack.  

 Classes must stay indoors at all times. No one is to go outside for any 
reason.  

 If instructed, teachers must duct tape outside doors/windows and 
vents or air ducts.  Office personal shall make sure all heating systems 
with outside access are shut down.  

 Staff and students should remain solely inside until notified that the 
drill is complete. 
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Thursday & Friday 
 
 D. Thursday .................................. Earthquake Day 

 A special bell will be sounded to signal the beginning of the earthquake 
drill. Teachers will command "Duck, Cover, & Hold On". 

 Students will immediately duck under desks or tables, away from light 
fixtures and/or windows and stay quiet. If possible, teachers will close 
curtains against flying glass. 

 After the simulation, the evacuation (fire) bell will ring and teachers 
are to direct their students to their designated areas. You may have to 
take an alternate route due to "structural damage".  

 Once at the designated area, teachers are to take roll and to report 
any missing students.  

 At the all clear signal, everyone should return in order to their 
classrooms.  

 
 E. Friday ....................................... Civil Disturbance Day 

 An intercom announcement will inform all that there are unauthorized 
strangers on campus.  

 Stay in your room, make sure the doors and windows are closed and 
locked and the blinds are closed. Students are to move to the safest 
area in your room, possibly under their desks or away from windows. 
All should remain quiet and still until notified. 

 Administration and staff will check the doors of the rooms and 
students are expected to stay quiet rather than react to the rattling of 
the door.  In an emergency, a noise in a room would alert an intruder 
that there are people there and thus place those people in danger.  
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Section V – Other Procedures and Information 
 
 

1.   Child Abuse Reporting Procedures 
 

2.   Hate Motivated Reporting Procedures 
 

3.   Bus Driver Disaster Procedures 
 
4.   Emergency Numbers 
 
5.   Emergency Supplies 

 
6.   Evacuation Routes 

 
7.   Individual School Plans 

 
8.   Contents of Emergency Binder 

 
9.   Signals & Actions 

 
10. Emergency Action Summary 
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1. Child Abuse Reporting Procedures 

Employees who are mandated reporters, as defined by law and administrative 
regulation, are obligated to report all known or suspected incidents of child abuse 
and neglect. Mandated reporters shall not investigate any suspected incidents but 
rather shall cooperate with agencies responsible for investigating and prosecuting 
cases of child abuse and neglect.  

Definitions  
Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)  
 
1. A physical injury or death inflicted by other than accidental means on a child by 
another person  
 
2. Sexual abuse of a child, including sexual assault or sexual exploitation, as 
defined in Penal Code 11165.1  
 
3. Neglect of a child as defined in Penal Code 11165.2  
 
4. Willful harming or injuring of a child or the endangering of the person or health 
of a child as defined in Penal Code 11165.3  
 
5. Unlawful corporal punishment or injury as defined in Penal Code 11165.4  
 
Child abuse or neglect does not include:  
 
1. A mutual affray between minors (Penal Code 11165.6)  
 
2. An injury caused by reasonable and necessary force used by a peace officer 
acting within the course and scope of his/her employment (Penal Code 11165.6)  
(cf. 3515.3 - District Police/Security Department)  
 
3. An injury resulting from the exercise by a teacher, vice site administrator, site 
administrator, or other certificated employee of the same degree of physical control 
over a student that a parent/guardian would be privileged to exercise, not 
exceeding the amount of physical control reasonably necessary to maintain order, 
protect property, protect the health and safety of students, or maintain proper and 
appropriate conditions conducive to learning (Education Code 44807)  
 
4. An injury caused by a school employee's use of force that is reasonable and 
necessary to quell a disturbance threatening physical injury to persons or damage 
to property, to protect himself/herself, or to obtain weapons or other dangerous 
objects within the control of the student (Education Code 49001)  
(cf. 5144 - Discipline)  
 
5. Physical pain or discomfort caused by athletic competition or other such 
recreational activity voluntarily engaged in by the student (Education Code 49001)  

http://www.gamutonline.net/displayPolicy/169485/index.html
http://www.gamutonline.net/displayPolicy/169486/index.html
http://www.gamutonline.net/displayPolicy/226075/index.html
http://www.gamutonline.net/displayPolicy/169482/index.html
http://www.gamutonline.net/displayPolicy/169483/index.html
http://www.gamutonline.net/displayPolicy/169484/index.html
http://www.gamutonline.net/displayPolicy/169486/index.html
http://www.gamutonline.net/displayPolicy/169486/index.html
http://www.gamutonline.net/displayPolicy/130921/index.html
http://www.gamutonline.net/displayPolicy/132271/index.html
http://www.gamutonline.net/displayPolicy/467325/index.html
http://www.gamutonline.net/displayPolicy/132271/index.html
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Responsibility for Reporting  

The reporting duties of mandated reporters are individual and cannot be delegated 
to another person. (Penal Code 11166)  

When two or more mandated reporters jointly have knowledge of a known or 
suspected instance of child abuse or neglect, the report may be made by a member 
of the team selected by mutual agreement and a single report may be made and 
signed by the selected member of the reporting team. Any member who has 
knowledge that the member designated to report has failed to do so shall thereafter 
make the report. (Penal Code 11166)  

Reporting Procedures  

1. Initial Telephone Report  

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

       SIERRA COUNTY SHERIFF  
DOWNIEVILLE      LOYALTON SUBSTATION  
100 Courthouse Square     61050 State Route 49  
Downieville CA 95936     Loyalton CA 96118  
(530) 289-3700      (530) 993-4479  

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

2. Written Report  

Within 36 hours of knowing or observing the information concerning the incident, 
the mandated reporter shall then prepare and either send, fax, or electronically 
submit to the appropriate agency a written follow-up report, which includes a 
completed Department of Justice form (SS 8572). (Penal Code 11166, 11168)  

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

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

http://www.gamutonline.net/displayPolicy/169575/index.html
http://www.gamutonline.net/displayPolicy/169575/index.html
http://www.gamutonline.net/displayPolicy/169488/index.html
http://www.gamutonline.net/displayPolicy/169575/index.html
http://www.gamutonline.net/displayPolicy/169575/index.html
http://www.gamutonline.net/displayPolicy/169493/index.html
http://www.gamutonline.net/displayPolicy/169622/index.html
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a. The name, business address, and telephone number of the person making the 
report and the capacity that makes the person a mandated reporter  

b. The child's name and address, present location, and, where applicable, school, 
grade, and class  

c. The names, addresses, and telephone numbers of the child's parents/guardians  

d. The name, address, telephone number, and other relevant personal information 
about the person who might have abused or neglected the child  

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

The mandated reporter shall make a report even if some of this information is not 
known or is uncertain to him/her. (Penal Code 11167)  

The mandated reporter may give to an investigator from an agency investigating 
the case, including a licensing agency, any information relevant to an incident of 
child abuse or neglect or to a report made for serious emotional damage pursuant 
to Penal Code 11166.05. (Penal Code 11167)  

3. Internal Reporting  

The mandated reporter shall not be required to disclose his/her identity to his/her 
supervisor, the site administrator, or the Superintendent or designee. (Penal Code 
11166)  

However, employees reporting child abuse or neglect to an appropriate agency are 
encouraged, but not required, to notify the site administrator as soon as possible 
after the initial telephone report to the appropriate agency. When so notified, the 
site administrator shall inform the Superintendent or designee.  

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

Reporting the information to an employer, supervisor, site administrator, school 
counselor, co-worker, or other person shall not be a substitute for making a 
mandated report to the appropriate agency. (Penal Code 11166)  

  

http://www.gamutonline.net/displayPolicy/169622/index.html
http://www.gamutonline.net/displayPolicy/249092/index.html
http://www.gamutonline.net/displayPolicy/169622/index.html
http://www.gamutonline.net/displayPolicy/169575/index.html
http://www.gamutonline.net/displayPolicy/169575/index.html
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2. Hate Motivated Behavior Reporting 

 
 
A hate crime is defined by the U. S. Congress as a "criminal offense against a 
person or property motivated in whole or in part by an offender's bias against a 
race, religion, disability, ethnic origin or sexual orientation." 
 
Any student who feels that he/she is a victim of hate-motivated behavior shall 
immediately contact the site administrator or designee.  The site administrator or 
designee shall contact law enforcement, if deemed appropriate.  
 
If the student believes that the situation has not been remedied by the site 
administrator or designee, he/she may file a complaint in accordance with district 
complaint procedures.   
 
Staff who receive notice of hate-motivated behavior or personally observe such 
behavior shall notify the site administrator, Superintendent or designee, and law 
enforcement, as appropriate.   
 
Student, site administrator or staff shall complete the Hate Motivated Behavior 
Reporting Form19 and submit to the site administrator or District Office. 
 
Students demonstrating hate-motivated behavior shall be subject to discipline in 
accordance with Board Policy and Administrative Regulation. 
 
 
 
 
 
 
  

                                                      
19 Section VI, Form H, pg. 84 
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3. Bus Driver Disaster Procedures 
 

These procedures are intended as guidelines for bus drivers to follow in the 
event of a disaster.  It is understood that drivers may need to make 
spontaneous and independent decisions, depending on the emergencies, age 
of children, location of bus, etc.  
 
A copy of these procedures shall be kept in the emergency packet of the 
school buses and at each school site.  

 
A. Earthquake  
 

1) Issue "DUCK, COVER AND HOLD ON" command.  

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

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

4) Check for injuries.  

5) Contact school to report location and condition.  

6) If instructed to continue route:  

1. If enroute to school, continue to pick up students.  
2. If dropping students off, continue to do so if there is adult 

supervision.  

7) If unable to contact school, complete number 6 above.  

8) If it is impossible to return to school, proceed to nearest shelter.  
Notify school of location.  Remain with children until further 
instructions are received from command center.  

9) If the bus is disabled, stay with the bus until help arrives.  

10) DO NOT attempt to cross bridges or overpasses that have 
been damaged.  

 
B. Flood  
 

1) DO NOT drive through flooded streets/roads.  

2) Take an alternate route or wait for public safety personnel to 
determine safety.  

3) Proceed to school, home, or designated shelter, as appropriate.  

 
_______________________________  ____________________ 
Driver's Signature      Date  
Signature indicates that procedure has been read and understood. 
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4. Emergency Numbers 
                                                                                                                                                
EMERGENCY:  Fire, Medical .................................... 9-1-1  
 
Sierra County District Office................................. 993 – 1660 
              Superintendent: Ext. 110 
               Cell: 530 771-7926 

Alternate Extensions: 100, 120, 150, 151 
 
Fire Department 

 Downieville …………………………………………………. ...... 289 - 3333 
 Loyalton   ..................................................... 993 - 6751 

 
Sheriff 

 Downieville ................................................... 289 - 3700 
 Loyalton ....................................................... 993 - 4479 
 

Sierra County Office of Emergency Services ......... 289 - 2850   
 

Human Services 
 Downieville ................................................... 289 - 3711  
 Loyalton ....................................................... 993 - 6700 
 

Mental Health ....................................................... 993 - 6746  
 
Site administrator's Offices 

 Downieville School ......................................... 289-3473 ex 400, 410 
 Loyalton Elementary ...................................... 993-4482 ex 200, 210  
 Loyalton High School ...................................... 993-4454 ex 300, 310 
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5. Evacuation Routes 
 

Each school needs evacuation routes outlined on a school plot plan displayed 
at the main exit of each facility and room that houses students and/or staff. 
These routes should be followed during each drill and/or emergency. Each 
school should have a pre-designated location with an alternate location for all 
students/staff to assemble for roll call. 
 
The evacuation routes for Downieville, Loyalton Elementary, Loyalton Middle 
School and Loyalton High School and Sierra Pass School also need to be in 
the County/District office for inclusion in Emergency Binders. 
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6. Contents of Emergency Binder 
 

Front of binder will be green to use to signal "all accounted for". 
 
 A. Each classroom will have an emergency binder containing: 

 Signals & actions. 
 Summary of emergency procedures. 
 Up-to-date class roster. Middle and high schools will have a roster for 

each period of the school day. 
 "Pick-up" information for each student in case class becomes 

separated from main group. 
 Emergency phone/cell numbers in case of separation from the main 

group. 
 Accountability report forms. 
 Evacuation route and alternate route. 
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7. Signals & Actions 
 

 B. Fire Alarm   =   Leave Building 
 Teachers and Students: 

 a) Evacuate building following posted route or alternate route if 
primary route is blocked. 

 Teachers: 
 a) Turn out lights. 
 b) Close windows. 
 c) Make sure rooms are empty and unlocked. 
 d) Take Emergency Binder. 
 e) At evacuation site take roll to ensure all students are accounted for. 

Respond by reporting any missing students or other personnel to 
secretary or other designee. 

 
 C. Three Short Bells or Whistle Blasts   =   Remain In / Return to 

Building 
 Teachers and Students: 

 a) Duck Cover and Hold On in safe place away from windows, under 
tables or desks, away from light fixtures. 

 b) If outside, take cover inside the nearest building if possible. 
 c) If ground is shaking, Duck, Cover and Hold On.  

 Teachers: 
 a) Close blinds and lock doors. 
 b) Tell students to Duck, Cover and Hold On. 
 

 D. One Long Bell   =   All Clear Signal 
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8. Emergency Action Summary 
 

There are three basic emergency actions with some modifications to meet 
the requirements of different emergency events: 

 Evacuate  
 Lockdown 
 Shelter in Place/Secure Building 

 
 A. Evacuation: Fire, Bomb Threat, Threat of Explosion 

 At sound of fire bell everyone evacuates following the posted route or 
alternate route in an orderly fashion. 

 Close windows and doors. 
 Take emergency binder. 
 Teacher takes roll and reports any missing students.  
 At the "All Clear" signal return to building. 
 Discuss fears/concerns of the students. 

 
 B. Standby Lockdown: 

 The situation isn't critical enough to warrant the disruption of teaching 
but is serious enough to not want students outside or unsupervised.  

 All students and staff are instructed to remain in their designated room 
with the door locked. 

 
 C. Shelter in Place/Lockdown: 

 When notified by PA, or other means: 
 a) Lock and secure all outside doors. 
 b) Cover all outside windows. 
 c) Students and staff "Duck, Cover & Hold On" away from windows 

and light fixtures.  
 d) All equipment and lights turned off. 
 e) No noise or talking. 
 f) Only open door or release from lockdown when notified by person 

you know. 
 
 D. Earthquake 

 Earthquake procedure is a combination of Shelter in place and 
Evacuation. 

 For drill when air horn blows, or ground starts shaking, teacher 
commands "Duck, Cover and Hold On". 

 Students immediately take cover under desks or table and hold on. 
 When earth stops shaking or the fire bell sounds, students and teacher 

follow the Fire procedures. 
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Section VI – Miscellaneous 
 

1.   Form A: Annual Emergency Plan Checklist 
 
2.   Form B: Bomb Threat Report 

 
3.   Form C: Classroom Hazard Checklist 

 
4.   Form D: Emergency Drill Form 

 
5.   Form E: Emergency Status Report 

 
6.   Form F: Evacuation Route Hazard Checklist 

 
7.   Form G: Injury and Missing Persons Report 

 
8.   Form H: Hate Motivated Behavior Report 

 
9.   Form I:  Special Staff Skills/Equipment 

 
10. Form J:  Student Release Log 

 
11. Form K: Student Release–Permission Slip 
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Form A: Annual Emergency Plan Checklist 
  

 
 
School  _____________________________________________  
 
 
 
Date Activity Person Responsible  
 
August School Facilities/Grounds Hazard Assessment  ________________   
 
August Evacuation Routes Hazard  ________________  
 
August  Update School Plot Plans  ________________  
 
September  Emergency Numbers and Resources Update  ________________  
 
September Emergency Preparedness Week practice  ________________  
 
September Survey of Special Staff Skills  ________________  
 
September Message to Parents  ________________  
 
September Assign Disaster Functions  ________________  
 
September Update Bus Routes to Identify Potential Hazards  ________________   
 
September Staff Orientation to Plan  ________________   
 
 February Review Plan  ________________  
 
 
 
 
 
Prepared By  ________________________________________     
                                                                                                                                   
Date Prepared  _____________  School Year  ______________  
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Form B: Bomb Threat Report 
 This form needs to be in each Emergency Binder so it is available to anyone 
receiving a bomb threat. 

TELEPHONE BOMB THREAT CHECKLIST/REPORT FORM 
 
School:  __________________________ 
KEEP CALM:  Do not get excited or excite others. SIGNAL A STAFF MEMBER TO 
CALL 9-1-1. 
 
TIME CALL RECEIVED:                       am/pm  TIME CALL TERMINATED:                        
am/pm 
EXACT WORDS OF CALLER:    
              
  
  
  
__________________________________________________________________ 
 
Delay:  Ask caller to repeat or ask permission to repeat the details to the 
caller to confirm accuracy. 
Questions you should ask: 
A. Time bomb is set to explode?   
B. Where located? Site? _____________Area   
C. Kind of bomb?   
D. Description?   
E. Why kill or injure innocent people?   
 
Voice description: 
   ο Male ο Female ο Calm ο Nervous  o Loud o Quiet 
   ο Rough ο Refined ο Young  ο Middle-aged ο Old  o Intoxicated 
Accent ο No     ο Yes-Describe   
Speech impediment ο No    ο Yes-Describe   
Unusual phrases   
Recognize voice? If so, who do you think it was?   
 
Background noise: 
   ο Music  ο Running motor (type)     ο Traffic  
   ο Whistles  ο Bells  ο Horns  ο Aircraft ο Tape Recorder 
   ο Machinery  ο Voices Other        
Additional information: 
A. Did caller indicate knowledge of the facility? If so, how? In what way?    
              
 
B. On what line did call come in?          
 
Signature         Date      
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Form C: Classroom Hazard Checklist 
  

One for each room on file in the office as well as the emergency binder for 
teacher information 
 
School:  ________________________________________________  
 
Room #:  ________________________________________________  
 
Date:  ________________________________________________  
 

 
 
Date:  _________            Completed by: ________________________________ 

 
 
To be kept in the office of each school 

  

Potential Hazards Yes/No Unknown Applicable 

Are freestanding cabinets, bookcases, and wall 
shelves secured to a structural support?    

Are heavy objects removed from high shelves?  
(High shelves are shelves above the heads of 
seated students/teachers desk.) 

   

Are aquariums and other potentially hazardous  
displays located away from seating areas?     

Are A.V. equipment and computers securely 
attached to the wall, ceiling or a portable 
(rolling) cart with lockable wheels? 

   

Are wall mounted clocks, maps, fire 
extinguishers, etc., secured against falling?    

Are hanging objects secured to prevent them 
from swinging free or breaking windows in an 
earthquake? 

   

Is lab equipment secure to prevent movement?     

Are chemicals stored to prevent spillage?     

Is ventilation adequate where chemicals are 
stored?     

Are objects around doors secured so as not to fall 
and block egress?    
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Form D: Emergency Drills Form 

 
School:  ________________________________________________  
 
 

Type of Drill Date Time Remarks 
Recorded 
by Start End 
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Form E: Emergency Status Report 
  

This form is to be completed and forwarded to the Emergency Operations 
Center by the Site administrator or designee as soon as evacuation has been 
completed and the required information collected.  
 
 
School:  __________________________________________________  
 
Completed by: __________________________     Date: _____    
 
Immediate Assistance Required (Circle One or More) 
 
None        Medical          Fire         Search & Rescue         Support Personnel 
 
 
Condition of Students (Circle One or More) 
 
All Accounted For             No Injuries             No immediate help required  
 
Missing (_____) -- Names: 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
Trapped in Building (_____) -- Names: 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
                  (Continued next page) 
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Injured (_____) Requiring Immediate Medical Attention (_____) 
 
Type of Injuries: 
  
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
Condition of Staff (Circle One or More) 
 
All Accounted For             No Injuries             No immediate help required  
 
Missing (_____) -- Names: 

_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
Trapped in Building (_____) -- Names: 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
_________________    ____________________    ________________ 
 
Injured (_____) Requiring Immediate Medical Attention (_____) 
 
Type of Injuries: 
  
 ________________________________________________________  
 
 ________________________________________________________  
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(medical attention, cont.) 

 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 
Condition of School Building and Grounds  
e.g. wall cracked, fallen light fixtures, shattered windows, broken water pipes, 
flooding, etc 

 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
                                                                                                 
 
Condition of Neighborhood  
e.g.:  fallen power lines, debris-cluttered streets, etc. 

 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
 
 ________________________________________________________  
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Form F: Evacuation Route Hazard Checklist 
  

Note:  
(1)  This form is to be completed each school year prior to return of teachers.  
(2)  Results from this assessment may result in memo to staff alerting them 

 to temporary changes in normal evacuation routes.  
 
 
 
School:  __________________________________________________  
 
Completed by: __________________________     Date: _____    
 
 

Possible Hazards Yes No Location 
Is any maintenance and/or repairs being done that 
places construction obstacles in normal evacuation 
routes? 

   

Do hallways and/or doors contain glass panels?    

Are these panels of safety (tempered) glass?    

Do lockers, bookshelves and other storage units 
line hallways?    

Is lighting dependent on electricity rather than 
sunlight?    

Do building exit routes pass through arcades, 
canopies or porch-like structures?    

Are gas, sewer and power lines near outdoor 
assembly areas?    

Has there been any change in storage or location 
of emergency equipment/supplies? 
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Form G: Injury and Missing Persons Report  
  

To be included in each Emergency Binder 
 
 
School:  ______________________________    Room: ___________   
 
Teacher:  ______________________________      Date: ___________    
 
 

 List names of missing or injured students.   
 Send form to site administrator or designee immediately. 

 
 

Injured 
Name Type of Injury Possible Location 

   

   

   

   

   

   

   

   

   

   
 

Missing Persons 

Name Possible Location 
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Form H: Hate Motivated Behavior Reporting     
          Hate Crime        

Hate Incident           School _______________________________Incident Date ____________
Other Bias Event     
 
Victim Information 
Name(s) __________________________________________________ Gender ___________________ 
 
Physical Address ______________________(City)_________________ P. O. Box _______ (City)______ 
 
Race/Ethnicity/National Origin _____________________________________________  
 
Age ________  If exact not known:   <18    18-25    25       If applicable, Religion ____________ 
 
Incident Address _____________________________________________(City) _____________________ 
 
Location of the Incident: (Include further description of location in the narrative) 

 Religious Site/Organization   School  Public Building   Public Place 
 Community Based Organization  Business  Residence   Government Building 

 
 Other _____________________________________________ 

 
Type of Hate Crime/Incident 

 Annoying Email  Annoying Phone Call Assault with a Deadly Weapon Assault/Battery 
 Attempted Murder  Bomb Threat   Brandishing A Weapon  Criminal Threat 
Vandalism/Graffiti  Robbery/Attempted Robbery  Other 

_______________________________________ 
PLEASE INCLUDE FULL NARRATIVE DESCRIPTION OF INCIDENT ON BACK 
 
Type of Hate Motivations(s): 

 Race/Ethnicity/National Origin  Gender   Disability   Sexual Orientation  
 Religion  Anti-Transgender  Anti-Immigrant  Sept. 11/Middle East Conflict   

 
 Other __________________________________________________ 

 
Specific Slurs: 
__________________________________________________________________________________ 
 
Suspect(s) Information: 
Number of Offenders(s) ________    Age(s): __________  If exact not known:   <18    18-25    25 
Race/Ethnicity/National Origin ________________________________ Gender ________________ 
Member of identifiable hate group or gang?   Yes     No    If yes, specify ______________________ 
Crime Report Information:  
Recorded as Hate Crime?   Yes No    Report#/Case#/DRN ________________________________ 
Prior Incident?   Yes       No  Previous police report filed?    Yes    No 
Was victim assistance provided?  Yes    No  If yes, please describe when and what services: 
____________________________________________________________________________________
____________________________________________________________________________________ 
 
Report completed by:____________________    ___________________________    __________________ 
PRINT NAME    SIGNATURE    TITLE 
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Form I: Special Staff Skills and Equipment 
  
 
 
School:  __________________________________________________  
 
School Year:  _____________________________________________   
 
 

Experience/Equipment Name of Employee 
Medical/First Aid Experience  

Search & Rescue Experience  

Fire Fighting Experience  

Communication Equipment (indicate 
type) 

 

Accessible Emergency Vehicles and 
Equipment 
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Form J: Student Release Log 
 

 
School:  ________________________________________________  
 
Date:  ________________________________________________  
 
 

Student’s Name 
Time 
Out 

Name of Person 
Released To Signature 
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Form K: Student Release-Permission Slip 
  
 

To be included in each Emergency Binder 
 
 
School: __________________________________________________   
 
Date:  ___________________________    Time:  _______________  
 
 
 
Name of Person Releasing Student: 

 ________________________________________________________  
 
Student's Name: 

 ________________________________________________________  
 

         Authorized Adult: 

 ________________________________________________________  
 

Relationship to Student: 

 ________________________________________________________  
                                                                                  
Student Being Transported To: 

 ________________________________________________________  
                                                                                  
Phone Number: 

 ________________________________________________________  
                                                                                  
Verified by Office: 

 ________________________________________________________  
                                                                                  
 
 
 ______________________________________      _____________   
(Signature) (Date) 
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Section VII – Authorities and References 
 

 
1. Earthquake Emergency Procedure System 
 Sierra County/Sierra-Plumas Joint Unified School District Administrative Regulation 

3516.3 
 
2. Emergencies and Disaster Preparedness Plan BP 
 Sierra County/Sierra-Plumas Joint Unified School District Board Policy 3516 
 
3. Emergencies and Disaster Preparedness Plan AR 
 Sierra County/Sierra-Plumas Joint Unified School District Administrative Regulation 

3516 
  
4. Fire Drills & Fires 
 Sierra County/Sierra-Plumas Joint Unified School District Administrative Regulation 

3516 
 
5. Civil Defense and Disaster Preparedness Plan 
 CA Administrative Code, Title V 
 
6. Earthquake Emergency Procedures 
 Education Code §38130 
 
7. School Safety Plans 
 Education Code §32282 
 
8. Use of School Property 
 Education Code §38130 
 
9. Signage 
 Penal Code §627 

 
 
For other policies and administrative regulations pertaining to safety at school, please 
visit our website at sierracountyofficeofeducation.org.  
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Sierra County/Sierra-Plumas Joint USD 

Administrative Regulation 
Earthquake Emergency Procedure System 
 
AR 3516.3  
Business and Noninstructional Operations 
 
Earthquake Preparedness 
 
Earthquake emergency procedures shall be established in every school building having an 
occupant capacity of 50 or more students, or more than one classroom, and shall be incorporated 
into the comprehensive safety plan.  (Education Code 32282) 
 
(cf. 0450 - Comprehensive Safety Plan) 
 
Earthquake emergency procedures shall be aligned with the Standardized Emergency 
Management System and the National Incident Management System.  (Government Code 8607; 
19 CCR 2400-2450) 
 
(cf. 3516 - Emergencies and Disaster Preparedness Plan) 
 
The Superintendent or designee may work with the California Governor's Office of Emergency 
Services and the Seismic Safety Commission to develop and establish the earthquake emergency 
procedures.  (Education Code 32282) 
 
Earthquake emergency procedures shall outline the roles and responsibilities of students and staff 
during and after an earthquake. 
 
Earthquake emergency procedures shall include, but not be limited to, all of the following:  
(Education Code 32282) 
 
1. A school building disaster plan, ready for implementation at any time, for maintaining the 
safety and care of students and staff 
 
2. A drop procedure whereby each student and staff member takes cover under a table or 
desk, dropping to his/her knees, with the head protected by the arms and the back to the windows 
Drop procedures shall be practiced at least once each school quarter in elementary schools and at 
least once each semester in secondary schools. 
 
3. Protective measures to be taken before, during, and following an earthquake 
 
4. A program to ensure that students and staff are aware of and properly trained in the 
earthquake emergency procedure system 
 
(cf. 4131 - Staff Development) 
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(cf. 4231 - Staff Development) 
(cf. 4331 - Staff Development) 
 
Staff and students shall be informed of the dangers to expect in an earthquake and procedures to 
be followed. Students shall be instructed to remain silent and follow directions given by staff in 
such an emergency.  Staff and students also shall be taught safety precautions to take if they are 
in the open or on the way to or from school when an earthquake occurs. 
 
Earthquake emergency procedures shall designate primary and alternative locations outside of 
buildings, which may include areas off campus if necessary, where individuals on a school site 
will assemble following evacuation.  In designating such areas, the Superintendent or designee 
shall consider potential post-earthquake hazards outside school buildings including, but not 
limited to, power lines, trees, covered walkways, chain link fences that may be an electric shock 
hazard, and areas near buildings that may have debris. 
 
Earthquake emergency procedures also shall outline primary and alternative evacuation routes 
that avoid areas with potential hazards to the extent possible.  The needs of students with 
disabilities shall be considered when planning evacuation routes. 
 
The Superintendent or designee shall identify at least one individual within each building to 
determine if an evacuation is necessary, the best evacuation location, and the best route to that 
location when an earthquake occurs. 
 
The Superintendent or designee shall identify potential earthquake hazards in classrooms and 
other district facilities, including, but not limited to, areas where the main gas supply or electric 
current enters the building, suspended ceilings, pendant light fixtures, large windows, stairwells, 
science laboratories, storage areas for hazardous materials, shop areas, and  
unsecured furniture and equipment.  To the extent possible, dangers presented by such potential 
hazards shall be minimized by securing equipment and furnishings and removing heavy objects 
from high shelves. 
 
Earthquake While Indoors at School 
 
When an earthquake occurs, the following actions shall be taken inside buildings and 
classrooms: 
 
1. Staff shall have students perform the drop procedure. Students should stay in the drop 
position until the emergency is over or until further instructions are given. 
 
2. In laboratories, burners should be extinguished, if possible, before taking cover. 
 
3. As soon as possible, staff shall move students away from windows, shelves, and heavy 
objects or furniture that may fall. 
 
4. After the earthquake, the principal or designee shall determine whether planned 
evacuation routes and assembly locations are safe and shall communicate with teachers and other 
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staff. 
 
5. When directed by the principal or designee to evacuate, or if classrooms or other facilities 
present dangerous hazards that require immediate evacuation, staff shall account for all students 
under their supervision and shall evacuate the building in an orderly manner. 
 
Earthquake While Outdoors on School Grounds 
 
When an earthquake occurs, the following actions shall be taken by staff or other persons in 
authority who are outdoors on school grounds: 
 
1. Staff shall direct students to walk away from buildings, trees, overhead power lines, 
power poles, or exposed wires. 
 
2. Staff shall have students perform the drop procedure. 
 
3. Staff shall have students stay in the open until the earthquake is over or until further 
directions are given. 
 
Earthquake While on the Bus 
 
If students are on the school bus when an earthquake occurs, the bus driver shall take proper 
precautions to ensure student safety, which may include pulling over to the side of the road or 
driving to a location away from outside hazards, if possible.  Following the earthquake, the 
driver shall contact the Superintendent or designee for instructions before proceeding on the 
route or, if such contact is not possible, drive to an evacuation or assembly location. 
 
(cf. 3543 - Transportation Safety and Emergencies) 
 
Subsequent Emergency Procedures 
 
After an earthquake episode has subsided, the following actions shall be taken: 
 
1. Staff shall extinguish small fires if safe. 
 
2. Staff shall provide first aid to any injured students, take roll, and report missing students 
to the principal or designee. 
 
3. Staff and students shall refrain from lighting any stoves or burners or operating any 
electrical switches until the area is declared safe. 
 
4. All buildings shall be inspected for water and gas leaks, electrical breakages, and large 
cracks or earth slippage affecting buildings. 
 
5. The principal or designee shall post staff at safe distances from all building entrances and 
instruct staff and students to remain outside the buildings until they are declared safe. 
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6. The principal or designee shall request assistance as needed from the county or city civil 
defense office, fire and police departments, city and county building inspectors, and utility 
companies and shall confer with them regarding the advisability of closing the school. 
 
7. The principal or designee shall contact the Superintendent or designee and request further 
instructions after assessing the earthquake damage. 
 
8. The Superintendent or designee shall provide updates to parents/guardians of district 
students and members of the community about the incident, any safety issues, and follow-up 
directions. 
 
(cf. 1112 - Media Relations) 
 
Legal Reference: 
EDUCATION CODE 
32280-32289  School safety plans 
GOVERNMENT CODE 
3100  Public employees as disaster service workers 
8607  Standardized Emergency Management System 
CODE OF REGULATIONS, TITLE 19 
2400-2450  Standardized Emergency Management System 
 
Management Resources: 
CALIFORNIA GOVERNOR'S OFFICE OF EMERGENCY SERVICES PUBLICATIONS 
The ABCs of Post-Earthquake Evacuation: A Checklist for School Administrators and Faculty 
Guide and Checklist for Nonstructural Earthquake Hazards in California Schools, January 2003 
School Emergency Response: Using SEMS at Districts and Sites, June 1998 
FEDERAL EMERGENCY MANAGEMENT AGENCY PUBLICATIONS 
Guidebook for Developing a School Earthquake Safety Program, 1990 
WEB SITES 
American Red Cross:  http://www.redcross.org 
California Governor's Office of Emergency Services: http://www.caloes.ca.gov 
California Seismic Safety Commission:  http://www.seismic.ca.gov 
Federal Emergency Management Agency: http://www.fema.gov/hazards/earthquakes 
National Incident Management System: http://www.fema.gov/emergency/nims 
 
 SIERRA-PLUMAS JOINT UNIFIED SCHOOL DISTRICT 
Regulation SIERRA COUNTY OFFICE OF EDUCATION 
approved:  April 10, 2007 Sierraville, California 
revised:  June 10, 2008 Loyalton, California 
revised:  May 10, 2011 
revised:  August 9, 2016 
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Sierra County/Sierra-Plumas Joint USD 
Board Policy 
Emergencies And Disaster Preparedness Plan   BP 3516 
 

 
Business and Noninstructional Operations 
 
 
The Board of Education recognizes that all district staff and students must be prepared to 
respond quickly and responsibly to emergencies, disasters, and threats of disaster. 
 
The Superintendent or designee shall develop and maintain a disaster preparedness plan 
which details provisions for handling emergencies and disasters and which shall be included 
in the district's comprehensive school safety plan.  (Education Code 32282) 
 
(cf. 0450 - Comprehensive Safety Plan) 
(cf. 3516.3 - Earthquake Emergency Procedure System) 
 
The Superintendent or designee shall also develop and maintain emergency plans for each 
school site. 
 
In developing the district and school emergency plans, the Superintendent or designee shall 
collaborate with city and county emergency responders, including local public health 
administrators. 
 
The Superintendent or designee shall use state-approved Standardized Emergency 
Management System guidelines and the National Incident Command System when updating 
district and site-level emergency and disaster preparedness plans. 
 
The Board shall grant the use of school buildings, grounds, and equipment to public 
agencies, including the American Red Cross, for mass care and welfare shelters during 
disasters or other emergencies affecting the public health and welfare.  The Board shall 
cooperate with such agencies in furnishing and maintaining whatever services they deem 
necessary to meet the community's needs.  (Education Code 32282) 
 
(cf. 1330 - Use of School Facilities) 
 
School employees are considered disaster service workers and are subject to disaster 
service activities assigned to them. (Government Code 3100) 
 
(cf. 4112.3/4212.3/4312.3 - Oath or Affirmation) 
(cf. 4119.3/4219.3/4319.3 - Duties of Personnel) 
 
Legal Reference: 
EDUCATION CODE 
32001  Fire alarms and drills 
32040  Duty to equip school with first aid kit (field trips) 
32280-32289  School safety plans 
32290  Safety devices 
39834 Operating overloaded bus 
46390-46392  Emergency average daily attendance in case of disaster 
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49505 Natural disaster; meals for homeless students; reimbursement 
GOVERNMENT CODE 
3100  Public employees as disaster service workers 
8607 Standardized emergency management system 
CODE OF REGULATIONS, TITLE 5 
550  Fire drills 
560  Civil defense and disaster preparedness plans 
CODE OF REGULATIONS, TITLE 19 
2400-2450  Standardized emergency management system 
UNITED STATES CODE, TITLE 42 
12101-12213 Americans with Disabilities Act 
 
Management Resources: 
CSBA PUBLICATIONS 
Avian Influenza, Governance and Policy Services Fact Sheet, April 2006 
911!  A Manual for Schools and the Media During a Campus Crisis, 2001 
CENTERS FOR DISEASE CONTROL AND PREVENTION PUBLICATIONS 
WEB SITES 
CSBA:  http://www.csba.org 
American Red Cross:  http://www.redcross.org 
California Department of Education, Crisis Preparedness:  http://www.cde.ca.gov/ls/ss/cp 
California Emergency Management Agency:  http://www.calema.ca.gov 
California Seismic Safety Commission:  http://www.seismic.ca.gov 
Centers for Disease Control and Prevention:  http://www.cdc.gov 
Contra Costa County Office of Education, Pandemic influenza resources:  
Federal Emergency Management Agency: http://www.fema.gov 
U.S. Department of Education, Emergency Planning: 
http://www.ed.gov/admins/lead/safety/emergencyplan 
U.S. Department of Homeland Security: http://www.dhs.gov 
 
      SIERRA-PLUMAS JOINT UNIFIED SCHOOL DISTRICT 
Policy          SIERRA COUNTY OFFICE OF EDUCATION 
adopted:  April 10, 2007      Sierraville, California 
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Sierra County/Sierra-Plumas Joint USD 
Administrative Regulation 
Emergencies And Disaster Preparedness Plan   AR 3516  

 
Business and Noninstructional Operations 
 
Components of the Plan 
 
The Superintendent or designee shall ensure that district and school site plans address, at a 
minimum, the following types of emergencies and disasters: 
 
1.    Fire on or off school grounds which endangers students and staff 
(cf. 3516.1 - Fire Drills and Fires) 
 
2.    Earthquake or other natural disasters 
 
(cf. 3516.3 - Earthquake Emergency Procedure System) 
 
3.    Environmental hazards 
(cf. 3514 - Environmental Safety) 
(cf. 3514.2 - Integrated Pest Management) 
 
4.    Attack or disturbance, or threat of attack or disturbance, by an individual or group 
 
(cf. 3515 - Campus Security) 
(cf. 3515.2 - Disruptions) 
(cf. 5131.4 - Student Disturbances) 
 
5.    Bomb threat or actual detonation 
(cf. 3516.2 - Bomb Threats) 
 
6.    Biological, radiological, chemical, and other activities, or heightened warning of such 
activities 
 
7.    Medical emergencies and quarantines, such as a pandemic influenza outbreak 
(cf. 5141.22 - Infectious Diseases) 
 
The Superintendent or designee shall ensure that the district's procedures include strategies 
and actions for prevention/mitigation, preparedness, response, and recovery, including, but 
not limited to, the following: 
 
1.    Regular inspection of school facilities and equipment and identification of risks 
(cf. 3530 - Risk Management/Insurance) 
 
2.    Instruction and practice for students and employees regarding emergency plans, 
including: 
 
    a.    Training of staff in first aid and cardiopulmonary resuscitation  
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    b.    Regular practice of emergency procedures by students and staff 
(cf. 4131 - Staff Development) 
(cf. 4231 - Staff Development) 
(cf. 4331 - Staff Development) 
 
3.    Specific determination of roles and responsibilities of staff during a disaster or other 
emergency, including determination of:  
 
    a.    The appropriate chain of command at the district and, if communication between the 
district and site is not possible, at each site 
 
    b.    Individuals responsible for specific duties  
 
    c.    Designation of the site administrator for the overall control and supervision of 
activities at each school during the emergency, including authorization to use his/her 
discretion in situations which do not permit execution of prearranged plans   
 
    d.    Identification of at least one person at each site who holds a valid certificate in first 
aid and cardiopulmonary resuscitation 
 
 e.    Assignment of responsibility for identification of injured persons and administration 
of first aid  
 
4.    Personal safety and security, including: 
 
    a.    Identification of areas of responsibility for supervision of students 
 
    b.    Procedures for evacuation of students and staff, including posting of evacuation routes  
 
    c.    Procedures for release of students, including a procedure to release students when 
reference to the emergency card is not feasible  
(cf. 5141 - Health Care and Emergencies) 
(cf. 5142 - Safety) 
 
 d.    Identification of transportation needs, including a plan which allows bus seating 
capacity limits to be exceeded when a disaster or hazard requires students to be moved 
immediately to ensure their safety 
 
(cf. 3543 - Transportation Safety and Emergencies) 
 
    e.    Provision of a first aid kit to each - school and district office. 
 
    f.    Arrangements for students and staff with special needs 
(cf. 4032 - Reasonable Accommodation) 
(cf. 6159 - Individualized Education Program) 
 
 g.    Upon notification that a pandemic situation exists, adjustment of attendance policies 
for students and sick leave policies for staff with known or suspected pandemic influenza or 
other infectious disease 
(cf. 4161.1/4361.1 - Personal Illness/ Injury Leave) 
(cf. 4261.1 - Personal Illness/Injury Leave) 
(cf. 5113 - Absences and Excuses) 
(cf. 6183 - Home and Hospital Instruction) 
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5.    Closure of schools, including an analysis of: 
 
    a.    The impact on student learning and methods to ensure continuity of instruction 
 
 b.    How to provide for continuity of operations for essential central office functions, such 
as payroll and ongoing communication with students and parents/guardians 
 
(cf. 3516.5 - Emergency Schedules) 
 
6.    Communication among staff, parents/guardians, the Board of Education, other 
governmental agencies, and the media during an emergency, including: 
 
    a.    Identification of spokesperson(s) 
 
(cf. 1112 - Media Relations) 
 
 b.    Development and testing of communication platforms, such as hotlines, telephone 
trees, and web sites 
(cf. 1113 - District and School Web Sites) 
 
 c.    Development of methods to ensure that communications are, to the extent 
practicable, in a language and format that is easy for parents/guardians to understand 
 
 d.    Distribution of information about district and school site emergency procedures to 
staff, students, and parents/guardians 
 
7.    Cooperation with other state and local agencies, including: 
 
    a.    Development of guidelines for law enforcement involvement and intervention  
 
 b.    Collaboration with the local health department, including development of a tracking 
system to alert the local health department to a substantial increase of student or staff 
absenteeism as indicative of a potential outbreak of an infectious disease 
 
(cf. 1400 - Relations between Other Governmental Agencies and the Schools) 
 
8.    Steps to be taken after the disaster or emergency, including: 
 
    a.    Inspection of school facilities  
 
    b.    Provision of mental health services for students and staff, as needed 
(cf. 6164.2 - Guidance/Counseling Services) 
 
 
 
 
Regulation       SIERRA-PLUMAS JOINT UNIFIED SCHOOL DISTRICT 
approved:  April 10, 2007              Sierraville, California 
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Sierra County/Sierra-Plumas Joint USD 
Administrative Regulation 
Fire Drills And Fires    AR 3516.1  

 
Business and Noninstructional Operations 
 
Fire Drills 
 
The site administrator shall cause the fire alarm signal to be sounded at least once every 
month.  (Education Code 32001) 
 
The site administrator shall also hold fire drills at least once a month at the elementary 
level, four times every school year at the intermediate level, and not less than twice every 
school year at the secondary level.  (Education Code 32001) 
 
1.    The site administrator shall notify staff as to the schedule for fire drills. 
 
2.    Whenever a fire drill is held, all students, teachers and other employees shall be 
directed to leave the building.  (5 CCR 550) 
 
3.    Teachers shall ascertain that no student remains in the building. 
 
4.    Teachers shall be prepared to select alternate exits and shall direct their classes to 
these exits whenever the designated escape route is blocked. 
 
5.    The site administrator or designee shall keep a record of each fire drill conducted and 
file a copy of this record with the office of the Superintendent or designee. 
 
Fires 
 
When a fire is discovered in any part of the school, the following actions shall be taken: 
 
1.    The site administrator or designee shall sound fire signals, unless the school and/or 
building is equipped with an automatic fire detection and alarm system.  (Education Code 
32001) 
 
2.    The site administrator or designee shall call 911. 
 
3.    All persons shall be directed to leave the building and shall proceed outside to 
designated assembly areas. 
 
4.    Staff shall give students clear direction and supervision and help maintain a calm and 
orderly response. 
 
5.    In outside assembly areas, teachers shall take roll, report missing students, and 
provide assistance to any injured students. 
 
6.    In outside assembly areas, the site administrator, designee and/or each department head 
shall account for their staff, report missing staff, and provide assistance to any injured staff. 
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7.    If the fire is extensive, students shall be taken to an alternate location for protective 
custody until parents/guardians can pick them up or until they can be safely transported to 
their homes. 
 
(cf. 0450 - School Safety Plan) 
(cf. 3516 - Emergency and Disaster Preparedness Plan) 
 
 
Legal Reference: 
EDUCATION CODE 
17074.50-17074.56 Automatic fire detection, alarm and sprinkler systems 
32001 Uniform fire signals 
32040 Duty to equip school with first aid kit (field trips) 
CODE OF REGULATIONS, TITLE 5 
550  Fire drills 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regulation        SIERRA-PLUMAS JOINT UNIFIED SCHOOL DISTRICT 
approved:  April 10, 2007          Sierraville, California 
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PROHIBITED STUDENT CONDUCT AND CONSEQUENCES    
Conduct Policy AR 5131 

INCIDENT FIRST OFFENSE SECOND OFFENSE 
I 

BEHAVIOR THAT ENDANGERS 

STAFF AND/OR STUDENTS 

Remove student   

Notify Parent 

Notify Superintendent for 

Suspension   Review 

PowerSchool Log Entry 

Recommend Counseling 

May Contact Sheriff 

Refer to RTI  

SARB Warning Letter 

Remove student  

Parent/Student Conference 

Notify Superintendent for 

Expulsion Review 

PowerSchool Log Entry 

Recommend Counseling 

Refer to RTI  

Refer to SARB 

May Contact Sheriff 

II 

BEHAVIOR THAT DISRUPTS THE 

ORDERLY CLASSROOM OR 

SCHOOL ENVIRONMENT 

INCLUDING INSUBORDINATION 

 

Remove from classroom 

Student Conference 

Notify Parent 

PowerSchool Log Entry 

Refer to RTI  

May Suspend from Class 

Remove from Classroom 

PowerSchool Log Entry 

Parent/Student Conference 

May suspend 1 or More Days 

Revisit RTI Plan 

SARB Warning Letter 

III 

HARASSMENT OF STUDENTS OR 

STAFF, INCLUDING BULLYING, 

INTIMIDATION, HAZING, OR ANY 

OTHER VERBAL, WRITTEN OR 

PHYSICAL CONDUCT THAT 

CAUSES OR THREATENS TO 

CAUSE BODILY HARM OR 

EMOTIONAL SUFFERING 

Remove student  

Notify Parent 

PowerSchool Log Entry 

Student Conference 

May suspend 1 day 

Recommend Counseling 

Refer to RTI  

May Notify Sheriff 

SARB Warning Letter 

Remove Student  

PowerSchool Log Entry 

Parent/Student Conference 

May suspend 1 or more days 

Revisit RTI Plan 

Recommend counseling 

May notify Sheriff 

May refer to SARB 

IV 

DAMAGE TO OR THEFT OF 

PROPERTY BELONGING TO THE 

DISTRICT, STAFF,  

OR STUDENTS 

PowerSchool Log Entry 

Student Conference 

Notify Parent 

Replace or Repair Item or 

Provide Money for 

Replacement/Repair 

May Notify Sheriff 

PowerSchool Log Entry 

Student Conference 

Notify Parent 

Replace or Repair Item or 

Provide Money for 

Replacement/Repair 

May Notify Sheriff 

Refer to RTI 

V 

PROFANE, VULGAR, OR ABUSIVE 

LANGUAGE – WRITTEN OR 

SPOKEN 

PowerSchool Log Entry 

Detention  - 1 day  

Other as needed 

PowerSchool Log Entry 

Detention – 2 days 

Other as needed 
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INCIDENT FIRST OFFENSE SECOND OFFENSE 
VI 

PLAGIARISM OR DISHONESTY 

IN SCHOOL WORK OR ON 

TESTS 

PowerSchool Log Entry 

Notify Parent 

Loss of credit on Assignment  

PowerSchool Log Entry 

Parent/Student Conference 

Loss of Credit 

VII 

INAPPROPRIATE DRESS 

PowerSchool Log Entry 

Student Conference 

Offer Alternate Article(s) of 

Clothing 

Remove from Classes Until 

Clothing is Within Guidelines 

PowerSchool Log Entry 

Notify Parent 

Remove from Classes Until 

Clothing is Within Guidelines 

SARB Warning Letter 

VIII 

TARDINESS AND UNEXCUSED 

ABSENCE FROM SCHOOL 

May Notify Parent 

May Notify Sheriff 

Assign Detention – 1 Day 

Assign Detention – 1 Day 

May Notify Parent 

May Notify Sheriff 

May refer to Social Services 

Eventual  SARB referral 

IX 

FAILURE TO REMAIN ON 

SCHOOL PREMISES 

ACCORDING TO SCHOOL RULES 

PowerSchool Log Entry 

Notify Parent 

Detention- 1 Day 

Considered Truant 

PowerSchool Log Entry 

Notify Parent 

Detention – 1 Day 

Eventual SARB Referral 

X 

DISTURBING THE PEACE, 

INCLUDING, BUT NOT LIMITED 

TO, DESTROYING PROPERTY, 

FIGHTING, CHALLENGING 

ANOTHER TO FIGHT, OR USING 

OFFENSIVE WORDS LIKELY TO 

PROVOKE A FIGHT 

Remove student  

Student Conference  

PowerSchool Log Entry 

Notify Parent 

May notify Sheriff 

Recommend Counseling 

Refer to RTI  

 

Remove Student  

PowerSchool Log Entry 

Parent/Student Conference 

May suspend 1 or More Days 

May Notify Sheriff 

Recommend Counseling 

Revisit RTI Plan 

SARB Warning Letter 

XI 

INTERFERING WITH OR 

UNAUTHORIZED USE OF THE 

DISTRICT’S COMPUTERS 

PowerSchool Log Entry 

Notify Parent  

Computer Use Taken Away for 

up to 1 Week 

May notify Sheriff 

PowerSchool Log Entry 

Notify Parent 

Student Conference 

Notify Superintendent 

Computer Use in Jeopardy at 

School 

May Notify Sheriff 
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INCIDENT FIRST OFFENSE SECOND OFFENSE 
XII 

POSSESSING, USING, OR 

SELLING ALCOHOL, OTHER 

DRUGS OR PARAPHERNALIA 

PowerSchool Log Entry 

Notify Parent 

Student Conference 

Notify Sheriff 

Refer to Counseling 

Refer to RTI 

PowerSchool Log Entry 

Notify Parent 

Student Conference 

Notify Superintendent for 

Suspension Review 

Notify Sheriff  

Review Counseling 

XIII 

POSSESSING OR USING 

TOBACCO OR ANY TOBACCO 

OR NICOTINE PRODUCT 

PowerSchool Log Entry 

Notify Parent 

Student Conference 

Notify Sheriff 

May refer to Counseling 

Refer to RTI 

PowerSchool Log Entry 

Notify Parent 

Student Conference 

Notify Sheriff 

Refer to Counseling 

Revisit RTI Plan 

XIV 

POSSESSING WEAPONS OF 

ANY KIND 

PowerSchool Log Entry  

Notify Parent 

Student Conference 

May Notify Sheriff  

Notify Superintendent for 

Suspension/Expulsion Review 

Refer to Counseling 

Refer to RTI 

PowerSchool Log Entry  

Notify Parent 

Student Conference 

Notify Sheriff 

Notify Superintendent for 

Expulsion Review 

Review Counseling 

Review RTI Plan 

XV 

PUBLIC DISPLAYS OF 

AFFECTION 

Student Conference 

PowerSchool Log Entry 

Notify Parent 

May Assign Detention 

Student Conference 

PowerSchool Log Entry 

Notify Parent 

Refer to Counseling 

XVI 

FAILURE TO SERVE 

DETENTION(S) 

Double Detentions Assigned for 

Each Missed Detention 

Double Detentions Assigned 

for Each Missed Detention 

SARB Warning Letter 

 Unresolved behavior at school may result in a referral to the School Attendance Review 
Board. 
KEY:   RTI Response to Intervention 
 SARB Student Attendance Review Board 
 SAP Student Assistance Program 
 
Approved:  April 10, 2007         Sierra County Office of Education  
Revised:  November 18, 2008             Sierra-Plumas Joint Unified School District        
Revised:  September 8, 2009               Sierraville, California 
Revised:  December 14, 2010  
Revised:  April 10, 2012 
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 Civil Defense and Disaster Preparedness Plans 
  

California Administrative Code, Title V 
 Section 560, Division 1, Chapter 2, Subchapter 3, Article 2 

 
560. CIVIL DEFENSE AND DISASTER PREPAREDNESS PLANS.  
The governing board shall:  
(a) Adopt a written policy guideline for use by schools of the district in formulating 

individual civil defense and disaster preparedness plans.  
 
The policy guideline shall meet the criteria established in that part of the Civil Defense 
and Disaster Planning Guide for School Officials entitled "Essential Characteristics of 
the School Planning Guide: published by the State Department of Education, and shall 
be subject to approval by the county superintendent of schools.  The policy guideline 
shall be reviewed at least annually and revised as needed.  Plans and revisions may 
be subject to review and approval by the State Department of Education.  
 

(b) Require the site administrator of each school in the district to formulate and submit to 
the district superintendent for approval a civil defense and disaster preparedness plan 
for that school.  Each school plan shall satisfy the governing Board's policy guideline, 
coordinate with the appropriate local government plan, be reviewed at least annually 
and be kept current.  

 
(c) Require each school to test its plan (other than fire drills) or each portion thereof on a 

rotating basis at least two times during the school year and keep a record of such 
tests.  The record shall be maintained in a manner determined by the governing 
board, and available to the Department of Education upon request.  
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Earthquake Emergency Procedures 
Earthquake Emergency Procedures [35295 - 35297] 

 
35295. 
   
The Legislature finds and declares the following: 
(a) Because of the generally acknowledged fact that California will experience moderate to 
severe earthquakes in the foreseeable future, increased efforts to reduce earthquake hazards 
should be encouraged and supported. 
(b) In order to minimize loss of life and disruption, it is necessary for all private elementary 
schools and high schools to develop school disaster plans and specifically an earthquake 
emergency procedure system so that pupils and staff will act instinctively and correctly when an 
earthquake disaster strikes. 
(c) It is therefore the intent of the Legislature in enacting this article to authorize the 
establishment of earthquake emergency procedure systems in kindergarten and grades 1 
through 12 in all private schools in California. 
(Amended by Stats. 2004, Ch. 895, Sec. 3. Effective January 1, 2005.) 

35296. 
   
The governing board of each private school shall establish an earthquake emergency procedure 
system in every private school building under its jurisdiction having an occupant capacity of 50 
or more pupils or more than one classroom. A governing board may work with the Office of 
Emergency Services and the Seismic Safety Commission to develop and establish the earthquake 
emergency procedure systems. 
(Amended by Stats. 2013, Ch. 352, Sec. 71. Effective September 26, 2013. Operative July 1, 
2013, by Sec. 543 of Ch. 352.) 

35297. 
   
The earthquake emergency procedure system shall include, but not be limited to, all of the 
following: 
(a) A school building disaster plan, ready for implementation at any time, for maintaining the 
safety and care of students and staffs. 
(b) A drop procedure. As used in this article, “drop procedure” means an activity whereby each 
student and staff member takes cover under a table or desk, dropping to his or her knees, with 
the head protected by the arms, and the back to the windows. A drop procedure practice shall be 
held at least once each school quarter in elementary schools and at least once a semester in 
secondary schools. 
(c) Protective measures to be taken before, during, and following an earthquake. 
(d) A program to ensure that the students and that both the certificated and classified staff are 
aware of, and properly trained in, the earthquake emergency procedure system. 
(Amended by Stats. 1988, Ch. 448, Sec. 1.) 

 EDUCATION CODE §32282 SCHOOL SAFETY PLANS 
 
32282. 
   
(a) The comprehensive school safety plan shall include, but not be limited to, both of the 
following: 

javascript:submitCodesValues('35295.','2.2.1.2.15','2004','895','3',%20'id_fde0558c-66c8-11d9-9827-acd71f0ac352')
javascript:submitCodesValues('35296.','2.2.1.2.15','2013','352','71',%20'id_6ed0f323-2bb1-11e3-986d-eec746dc55f1')
javascript:submitCodesValues('35297.','2.2.1.2.15','1988','448','1',%20'id_d2f9e410-291e-11d9-971e-9b808ee35dd0')
javascript:submitCodesValues('32282.','1.1.22.4.5','2015','303','68',%20'id_b13f36ed-a435-11e5-85e8-ce935aac19b6')
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(1) Assessing the current status of school crime committed on school campuses and at school-
related functions. 
(2) Identifying appropriate strategies and programs that will provide or maintain a high level of 
school safety and address the school’s procedures for complying with existing laws related to 
school safety, which shall include the development of all of the following: 
(A) Child abuse reporting procedures consistent with Article 2.5 (commencing with Section 
11164) of Chapter 2 of Title 1 of Part 4 of the Penal Code. 
(B) Disaster procedures, routine and emergency, including adaptations for pupils with disabilities 
in accordance with the federal Americans with Disabilities Act of 1990 (42 U.S.C. Sec. 12101 et 
seq.). The disaster procedures shall also include, but not be limited to, both of the following: 
(i) Establishing an earthquake emergency procedure system in every public school building 
having an occupant capacity of 50 or more pupils or more than one classroom. A school district 
or county office of education may work with the Office of Emergency Services and the Alfred E. 
Alquist Seismic Safety Commission to develop and establish the earthquake emergency 
procedure system. The system shall include, but not be limited to, all of the following: 
(I) A school building disaster plan, ready for implementation at any time, for maintaining the 
safety and care of pupils and staff. 
(II) A drop procedure whereby each pupil and staff member takes cover under a table or desk, 
dropping to his or her knees, with the head protected by the arms, and the back to the windows. 
A drop procedure practice shall be held at least once each school quarter in elementary schools 
and at least once a semester in secondary schools. 
(III) Protective measures to be taken before, during, and following an earthquake. 
(IV) A program to ensure that pupils and both the certificated and classified staff are aware of, 
and properly trained in, the earthquake emergency procedure system. 
(ii) Establishing a procedure to allow a public agency, including the American Red Cross, to use 
school buildings, grounds, and equipment for mass care and welfare shelters during disasters or 
other emergencies affecting the public health and welfare. The school district or county office of 
education shall cooperate with the public agency in furnishing and maintaining the services as 
the school district or county office of education may deem necessary to meet the needs of the 
community. 
(C) Policies pursuant to subdivision (d) of Section 48915 for pupils who committed an act listed 
in subdivision (c) of Section 48915 and other school-designated serious acts which would lead to 
suspension, expulsion, or mandatory expulsion recommendations pursuant to Article 1 
(commencing with Section 48900) of Chapter 6 of Part 27 of Division 4 of Title 2. 
(D) Procedures to notify teachers of dangerous pupils pursuant to Section 49079. 
(E) A discrimination and harassment policy consistent with the prohibition against discrimination 
contained in Chapter 2 (commencing with Section 200) of Part 1. 
(F) The provisions of any schoolwide dress code, pursuant to Section 35183, that prohibits pupils 
from wearing “gang-related apparel,” if the school has adopted that type of a dress code. For 
those purposes, the comprehensive school safety plan shall define “gang-related apparel.” The 
definition shall be limited to apparel that, if worn or displayed on a school campus, reasonably 
could be determined to threaten the health and safety of the school environment. A schoolwide 
dress code established pursuant to this section and Section 35183 shall be enforced on the 
school campus and at any school-sponsored activity by the principal of the school or the person 
designated by the principal. For purposes of this paragraph, “gang-related apparel” shall not be 
considered a protected form of speech pursuant to Section 48950. 
(G) Procedures for safe ingress and egress of pupils, parents, and school employees to and from 
school. 
(H) A safe and orderly environment conducive to learning at the school. 
(I) The rules and procedures on school discipline adopted pursuant to Sections 35291 and 
35291.5. 
(b) It is the intent of the Legislature that schools develop comprehensive school safety plans 
using existing resources, including the materials and services of the partnership, pursuant to this 
chapter. It is also the intent of the Legislature that schools use the handbook developed and 
distributed by the School/Law Enforcement Partnership Program entitled “Safe Schools: A 
Planning Guide for Action” in conjunction with developing their plan for school safety. 
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(c) Each school site council or school safety planning committee, in developing and updating a 
comprehensive school safety plan, shall, where practical, consult, cooperate, and coordinate with 
other school site councils or school safety planning committees. 
(d) The comprehensive school safety plan may be evaluated and amended, as needed, by the 
school safety planning committee, but shall be evaluated at least once a year, to ensure that the 
comprehensive school safety plan is properly implemented. An updated file of all safety-related 
plans and materials shall be readily available for inspection by the public. 
(e) As comprehensive school safety plans are reviewed and updated, the Legislature encourages 
all plans, to the extent that resources are available, to include policies and procedures aimed at 
the prevention of bullying. 
(f) The comprehensive school safety plan, as written and updated by the schoolsite council or 
school safety planning committee, shall be submitted for approval pursuant to subdivision (a) of 
Section 32288. 
(Amended by Stats. 2015, Ch. 303, Sec. 68. Effective January 1, 2016.) 

Use of School Property  
Civil Center Act 
 
Education Code 38131.   

 
ARTICLE 2. Use of School Property [38130 - 38139] 
 
 

(a) There is a civic center at each and every public school facility and grounds within the state 
where the citizens, parent teacher associations, Camp Fire girls, Boy Scout troops, veterans’ 
organizations, farmers’ organizations, school-community advisory councils, senior citizens’ 
organizations, clubs, and associations formed for recreational, educational, political, economic, 
artistic, or moral activities of the public school districts may engage in supervised recreational 
activities, and where they may meet and discuss, from time to time, as they may desire, any 
subjects and questions that in their judgment pertain to the educational, political, economic, 
artistic, and moral interests of the citizens of the communities in which they reside. For purposes 
of this section, “veterans’ organizations” are those groups included within the definition of that 
term as specified in subdivision (a) of Section 1800 of the Military and Veterans Code. 

(b) The governing board of any school district may grant the use of school facilities or grounds as 
a civic center upon the terms and conditions the board deems proper, subject to the limitations, 
requirements, and restrictions set forth in this article, for any of the following purposes: 

(1) Public, literary, scientific, recreational, educational, or public agency meetings. 

(2) The discussion of matters of general or public interest. 

(3) The conduct of religious services for temporary periods, on a one-time or renewable basis, by 
any church or religious organization that has no suitable meeting place for the conduct of the 
services, provided the governing board charges the church or religious organization using the 
school facilities or grounds a fee as specified in subdivision (d) of Section 38134. 

(4) Child care or day care programs to provide supervision and activities for children of preschool 
and elementary school age. 

(5) The administration of examinations for the selection of personnel or the instruction of 
precinct board members by public agencies. 

(6) Supervised recreational activities including, but not limited to, sports league activities for 
youths that are arranged for and supervised by entities, including religious organizations or 
churches, and in which youths may participate regardless of religious belief or denomination. 

(7) A community youth center. 
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(8) A ceremony, patriotic celebration, or related educational assembly conducted by a veterans’ 
organization. 

(9) Other purposes deemed appropriate by the governing board. 

(Amended by Stats. 2006, Ch. 205, Sec. 2. Effective January 1, 2007.) 
 
Penal Code § 627  
All public schools are required by California Penal Code Title 15, Chapter 1.1 § 627, to post signs 
at points of entry to their campuses or buildings from streets and parking lots.  
 
627.2.  No outsider shall enter or remain on school grounds during school hours without having 
registered with the site administrator or designee, except to proceed expeditiously to the office 
of the site administrator or designee for the purpose of registering. If signs posted in accordance 
with Section 627.6 restrict the entrance or route that outsiders may use to reach the office of the 
site administrator or designee, an outsider shall comply with such signs. 

 
627.6.  At each entrance to the school grounds of every public school at which this chapter is in 
force, signs shall be posted specifying the hours during which registration is required pursuant to 
Section 627.2, stating where the office of the site administrator or designee is located and what 
route to take to that office, and setting forth the applicable requirements of Section 627.2 and 
the penalties for violation of this chapter. 
 
627.7.  (a) It is a misdemeanor punishable by imprisonment in the county jail not to exceed six 
months, or by a fine not to exceed five hundred dollars ($500), or by both, for an outsider to fail 
or refuse to leave the school grounds promptly after the site administrator, designee, or school 
security officer has requested the outsider to leave or to fail to remain off the school grounds for 
7 days after being requested to leave, if the outsider does any of the following: 
   (1) Enters or remains on school grounds without having registered as required by Section 627.2. 
   (2) Enters or remains on school grounds after having been denied registration pursuant to 
subdivision (a) of Section 627.4. 
   (3) Enters or remains on school grounds after having registration revoked pursuant to 
subdivision (b) of Section 627.4. 
   (b) The provisions of this section shall not be utilized to impinge upon the lawful exercise of 
constitutionally protected rights of freedom of speech or assembly. 
   (c) When a person is directed to leave pursuant to subdivision (a), the person directing him or 
her to leave shall inform the person that if he or she reenters the place within 7 days he or she 
will be guilty of a crime. 
 
627.8.  Every outsider who willfully and knowingly violates this chapter after having been 
previously convicted of a violation of this chapter committed within seven years of the date of 
two or more prior violations that resulted in conviction, shall be punished by imprisonment in the 
county jail for not less than 10 days nor more than six months, or by both such imprisonment 
and a fine not exceeding five hundred dollars ($500) 
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Section VIII – Standard Emergency 
Management System 
 

 
The Sierra-Plumas Joint Unified School District utilizes the National Incident 
Management System, Incident Command System and the Standardized 
Emergency Management System in alignment with the County of Sierra, 
California. 
 
The five key elements utilized are as follows: 
 

1. Management/Incident Command: Responsible for overall policy 
and coordination 
 

2. Planning/Intelligence: Responsible for collecting, evaluating, and 
disseminating information; developing the action plan in coordination 
with other functions; and maintaining documentation  
 

3. Operations: Responsible for coordinating all operations (carrying on 
the mission of the organization)  
 

4. Logistics: Responsible for providing facilities, services, personnel, 
equipment and materials  
 

5. Finance/Administration: Responsible for financial activities and 
administrative aspects not assigned to other functions 

 



SIERRA-PLUMAS JOINT UNIFIED SCHOOL DISTRICT 
2018 – 2019 Proposed School Calendar 

Month Sun Mon Tue Wed Thu Fri Sat Special Days 
Teacher 

Days 
School 
Days 

AUG 
12 13 14 15 16 17 18 

5 

17 

19 20 21 22 23 24 25 
26 27 28 29* 30 31 1 29 First Day of School 

SEP 

2 3 4 5* 6 7 8 3 Labor Day Holiday 

19 

9 10 11 12* 13 14 15 
16 17 18 19* 20 21 22 21 End of 1st Month 
23 24 25 26* 27 28 29 

20 OCT 

30 1 2 3* 4 5 6 

23 

7 8 9 10* 11 12 13 
14 15 16 17* 18 19 20 19 End of 2nd Month 
21 22 23 24* 25 26 27 26 End of 1st Quarter 

19 

28 29 30 31* 

NOV 

1 2 3 

18 

4 5 6 7* 8 9 10 
11 12 13 14 15 16 17 12 Veteran’s Day 14-16 Min. Days – End of Trimester/3rd Month 

18 19 20 21 22 23 24 21-23 Thanksgiving Holiday

17 

25 26 27 28* 29 30 1 

DEC 

2 3 4 5* 6 7 8 

14 

9 10 11 12* 13 14 15 14 End of 4th Month 
16 17 18 19* 20 21 22 21-4 Winter Break

18 

23 24 25 26 27 28 29 

JAN 

30 31 1 2 3 4 5 

18 

6 7 8 9* 10 11 12 
13 14 15 16* 17 18 19 18 End of 1st Semester/2nd Quarter 
20 21 22 23* 24 25 26 21 MLK Holiday 25 End of 5th Month 
27 28 29 30* 31 

18 
FEB 

1 2 

18 

3 4 5 6* 7 8 9 
10 11 12 13* 14 15 16 11 Lincoln’s Birthday Holiday 
17 18 19 20* 21 22 23 18 President’s Day Holiday 22 End of 6th Month 
24 25 26 27* 28 

20 
MAR 

1 2 

16 

3 4 5 6* 7 8 9 8 End of 2nd Trimester 
10 11 12 13* 14 15 16 
17 18 19 20* 21 22 23 22 End of 7th Month/3rd Quarter 
24 25 26 27 28 29 30 25-29 Spring Break

14 APR 

31 1 2 3* 4 5 6 

20 

7 8 9 10* 11 12 13 
14 15 16 17* 18 19 20 18 End of 8th Month 19 Snow Day 
21 22 23 24* 25 26 27 22 Travel Day 

19 

28 29 30 

MAY 

1* 2 3 4 

21 

5 6 7 8* 9 10 11 
12 13 14 15* 16 17 18 17 End of 9th Month 
19 20 21 22* 23 24 25 24 Snow Day 

18 

26 27 28 29* 30 31 1 27 Memorial Day Holiday 

JUN 
2 3 4 5* 6 7 8 

10 9 10 11 12* 13 14 15 14 Last Day of School (Min. Day) 
Total Required Days 182 180 

* Wednesdays = Early Release (LES/DOWNIEVILLE @ 1:30 pm, LHS @ 1:35 pm)



  Prepared & Presented by: Nona Griesert, Business Manager 

 

Sierra County Office of Education 
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March 13, 2018 
Merrill M. Grant, Ed.D./Superintendent 
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Sierra County Office of Education 
2017-2018 Second Interim  

Actuals as of January 31, 2018 
Presented March 13, 2018 

 
 
The Second Interim budget report is a snapshot in time of the revenue and expenditure forecasts for the current fiscal year as 

well as a projection of the two subsequent fiscal years. It is a time to adjust the budget based upon 
the enacted State Budget, subsequent trailer bills and other factors that impact revenue and 
expenditures. The Second Interim report covers the period of time from July 1 through January 31 
each fiscal year. Keep in mind that a budget and multi-year projection are just that - projections, not 
forecasts.  Projections are expected to change as various factors change, they are not predictions.  
Projections are the mathematical result of today’s decisions based on a given set of assumptions.  
Forecasts, on the other hand, are predictions of the future; there is a higher implied reliability factor 

than for projections.  Projections will change anytime the underlying factors change. 
 
 

The Big Picture 
 
According to the California Legislative Analyst’s Office the near-term outlook for the economy is one of slow job growth. 
Employment growth in California this year has slowed from recent years with a noteworthy stagnation in reported growth in 
the state’s professional and technical services sector (which includes many technology jobs). 
The LAO anticipates slower job growth continuing through at least 2019. This also includes a 
tight labor market with relatively low unemployment rates. 
  
Personal Income Tax has fueled the revenue growth and California has enjoyed steady 
General Fund revenue growth since 2008-09. The PIT growth has been due in part to 
Proposition 30’s tax increases on high-income taxpayers and extended by Proposition 55. 
The LAO expects the revenue growth to continue in the near-term with PIT providing most 
of the growth and a modest contribution from sales and use tax and corporation tax. 
 
The Governor announced that LCFF would be fully funded in 2018/19 however he maintains 
his commitment to fiscally conservative revenue projections and demonstrates a continuing 
resistance to creating new programs. The Governor has also warned that California is now 
experiencing its longest economic recovery since WWII and that a recession is inevitable. 
 
Despite increased revenues, escalating fixed expenditures are increasingly difficult to manage 
and, accordingly, may ultimately threaten fiscal solvency for many districts. It is unlikely that 
the annual COLA on the LCFF will be sufficient to fund the annual cost increases associated with step and column and the 
escalating retirement system rates. 
 
There are many factors which will continue to impact the budget. A new Governor will be taking office, voters could change 
policies that affect the state’s budget condition as well as decisions by a variety of other entities have significant implication 
for the budget. Impact from decisions made by the Legislature, State Executive Branch, Federal Government and Retirement 
Systems all can influence state costs.   
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GENERAL FUND 
 
REVENUE 
Below are the changes in revenue projections since the budget adoption. 
 
Local Control Funding Formula 
Local Control Funding Formula had a small increase of $2,289 since the budget adoption.  
 
Federal Revenue 
Federal Revenue is projected to increase by $37,716 since the budget adoption for the following reasons:  
 
             Favorable         

Funding Description             (Unfavorable) 
 One Time McKinney-Vento Award         $37,638 
 IDEA Mental Health Allocation  $        78 

Net Change   $37,716 
 
Other State Revenue 
Restricted Other State Revenue increased by $63,592 since the budget adoption for the following reason: 
 
       Favorable         

Funding Description            (Unfavorable) 
 One Time Mandated Cost increase $  2,455 
 Foster Youth Grant 16/17 Carryover $60,277 
 Special Education RS6512 Adjustment $     860 

Net Change   $63,592 
 

Local Revenue 
Local Revenue had a small increase of $1,000 since the budget adoption.  
 

 

 
 
 
 
 

LCFF Sources; 
$809,962; 39%

Federal ; $200,056; 
10%

Other State; 
$717,679; 35%

Other Local; 
$307,293; 15%

Fund 16 ‐ Transfer In; $13,360; 
1%

Total Resources $2,048,350
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Description 2014-2015 

Actuals 
2015-2016 

Actuals 
2016-2017 
Unaudited 

2017-2018 
Adopted 
Budget 

2017-2018 
Second 
Interim 

LCFF Resources $939,123 $815,910 $775,048 $807,673 $809,962 
Federal  509,486 503,545 162,670 162,340 200,056 
Other State 502,696 701,812 688,441 654,087 717,679 
Other Local 179,217 191,865 340,611 306,293 307,293 
Transfer-in SRS 53,084 54,498 13,360 13,360 13,360 
Total $2,183,606 $2,267,630 $1,980,130 $1,943,753 $2,048,350 
 
EXPENDITURES 
 
General Fund Expenditures 
Expenditures increased by $323,536 (General Fund, Unrestricted/Restricted, Page 1) from the Board 
Approved Adopted Budget. 
 
 

 
 
Expenditures Comparison  

Description 2014-2015 
Actuals 

2015-2016 
Actuals 

2016-2017 
Unaudited 

2017-2018 
Adopted 
Budget 

2017-2018 
Second Interim 

Certificated $  332,449 $  377,398 $  504,973 $  437,973 $  558,519 
Classified 313,380 343,329 374,437 382,141 388,965 
Benefits 302,186               330,649 418,617 380,668 471,807 
Books & Supplies 59,473 29,150 46,569 69,135 91,635 
Services & 
Operating 

399,782 402,702 503,111 583,250 661,980 

Capital Outlay 13,089 6,264 81,843 38,867 42,664 
Other Outgo 519,317 389,641 17,424 24,428 24,428 
Total $1,939,676 $1,879,133 $1,946,974 1,952,462 2,239,998 

Certificated; 
$558,519; 25%

Classified; 
$388,965; 17%Benefits; $471,807; 

21%

Books & Supplies; 
$91,635; 4%

Services & 
Operating; 

$661,980; 30%

Capital Outlay; 
$42,664; 2%

Outgo to District; 
$32,346; 1%

Total Expenses  $2,239,998



    

SCOE 2017-2018 2nd Interim Budget Narrative 
Page 5 of 5 

 
 
Net Increase (Decrease) in Fund Balance 

 
 
 
 
 
 
 
 

 
Projected Ending Fund Balance 
2013-14 $2,061,912 actuals 
2014-15 $2,305,842 actuals 
2015-16 $2,694,339 actuals 
2016-17 $2,698,358 actuals 
2017-18 $2,539,269 projected 

 
Personnel  FTE 
Certificated  5.50 
Superintendent    .15 
Administrative  1.00  16.75 FTE 
Classified  6.32 
Confidential  3.00 
Unrepresented    .50 
 
Direct Services Contracted to provide special education services  
Speech 
Occupational Therapy 
Adapted P.E. 
Public Nurse 

 

Comments 
 
1. COLA of 1.56% on state and local share only of Special Education, Child Nutrition, Foster Youth, 

Preschool, American Indian Education Centers/American Indian Early childhood Education. 

2. One‐time off salary schedule bonus to certificated staff of $1,500 per FTE, pro‐rated in current year. 

No increase beyond step and column for subsequent 2 years. 

3. Certificated health and welfare (H/W) soft cap selected plan employee range (14,398.50 to 

17,536.50);   Certificated employees hired effective 2017/18 hard capped at $17,536; all other 

employees H/W is capped at $17,536. H/W cost is $239,348. 

4. PERS rate increase from 13.888% to 15.531%, for a projected annual cost of $58,616. 

5. STRS rate increase from 12.58% to 14.43%.for a projected annual cost of $104,403. 

6. Reimburse Sierra‐Plumas JUSD to provide foster youth, business, curriculum, and technology 

services. 

7. Forest Reserve Revenue budget is $13,360. 

8. Positive Certification 

9. Projected ending cash balance: $2,539,269 

Fiscal Year Amount 
2013-14 actuals 87,389 
2014-15 actuals 243,930 
2015-16 actuals 388,497 
2016-17 unaudited 36,578 
2017-18 projected (191,648) 



Reviewed By:

$:
%:

Year: 17/18 17/18 Pos (Neg) % 17/18 17/18 Pos (Neg) % 17/18 17/18 Pos (Neg) %

Period:
Adopted 
Budget

SECOND 
INTERIM Difference Change

Adopted 
Budget

SECOND 
INTERIM Difference Change

Adopted 
Budget

SECOND 
INTERIM Difference Change

Revenues
Revenue Limit Funding 8010-8099 807,673        809,962        2,289           0.28% -                   -                   -                   #DIV/0! 807,673        809,962        2,289           0.28%
Federal Revenues 8100-8299 -                   -                   -                   #DIV/0! 162,340        200,056        37,716         23.23% 2 162,340        200,056        37,716         23.23%
State Revenues 8300-8599 2,964            5,419            2,455           82.83% 1 651,123        712,260        61,137          9.39% 3 654,087        717,679        63,592         9.72%
Local Revenues 8600-8799 301,793        302,793        1,000           0.33% 4,500            4,500            -                   0.00% 306,293        307,293        1,000           0.33%

Total Revenues 1,112,430     1,118,174     5,744            0.52% 817,963        916,816        98,853          12.09% 1,930,393     2,034,990     104,597        5.42%

Expenditures
Certificated Salaries 1000-1999 170,708        190,108        19,400         11.36% 4 267,265        368,411        101,146        37.84% 6 437,973        558,519        120,546       27.52%
Classified Salaries 2000-2999 242,939        263,143        20,204         8.32% 5 139,202        125,822        (13,380)        -9.61% 382,141        388,965        6,824           1.79%
Benefits & Taxes 3000-3999 193,162        251,120        57,958         30.00% 7 187,506        220,687        33,181          17.70% 7 380,668        471,807        91,139          23.94%
Materials & Supplies 4000-4999 16,377          27,576          11,199          68.38% 8 52,758          64,059          11,301          21.42% 9 69,135          91,635          22,500         32.55%
Operating Expenditures5000-5999 357,595        372,160        14,565         4.07% 225,655        289,820        64,165         28.44% 10 583,250        661,980        78,730         13.50%
Capital Outlay 6000-6599 20,000          20,000          -                   0.00% 18,867          22,664          3,797           20.13% 11 38,867          42,664          3,797           9.77%
Other Outgo 7xxx's 24,428          24,428          -                   0.00% -                   -                   -                   #DIV/0! 24,428          24,428          -                   0.00%
Other Outgo 7300-7399 (9,571)          (10,612)        (1,041)          10.88% 9,571            10,612          1,041           10.88% 12 -                   -                   -                   #DIV/0!

Total Expenditures 1,015,638     1,137,923     122,285        12.04% 900,824        1,102,075     201,251        22.34% 1,916,462     2,239,998     323,536        16.88%

Rev less Exp 96,792          (19,749)        (116,541)       -120.40% (82,861)        (185,259)       (102,398)       123.58% 13,931          (205,008)       (218,939)       -1571.60%

Other Sources/Uses
Transfers In 8910-8979 13,360          13,360          -                   0.00% -                   -                   -                   #DIV/0! 13,360          13,360          -                   0.00%
Contributions 8980-8999 (82,861)        (152,700)       (69,839)        84.28% 13 82,861          152,700        69,839         84.28% 13 -                   -                   -                   #DIV/0!
Transfers Out 7610-7699 -                   -                   -                   #DIV/0! -                   -                   -                   #DIV/0! -                   -                   -                   #DIV/0!

Total Other Sources (69,501)        (139,340)       (69,839)        100.49% 82,861          152,700        69,839          84.28% 13,360          13,360          -                   0.00%

Change in Fund Bal 27,291         (159,089)      (186,380)      -682.94% -                  (32,559)        (32,559)        #DIV/0! 27,291         (191,648)      (218,939)      -802.24%

Beg Fund Bal -                   2,698,358     2,698,358     #DIV/0! -                   32,559          32,559          #DIV/0! -                   2,730,917     2,730,917     #DIV/0!
Adjustments -                   #DIV/0! -                   #DIV/0! -                   #DIV/0!
Adj Beg Fund Bal -                   2,698,358     2,698,358     #DIV/0! -                   32,559          32,559          #DIV/0! -                   2,730,917     2,730,917     #DIV/0!

End Fund Bal 27,291          2,539,269     2,511,978     9204.42% -                   -                   -                   #DIV/0! 27,291          2,539,269     2,511,978     9204.42%
Non Spendable 500              500              500              500              
Restricted  -                   -                   -                   #DIV/0! -                   -                   -                   #DIV/0! -                   -                   -                   #DIV/0!
Comitted 118,735        156,666        37,931         31.95% -                   #DIV/0! 118,735        156,666        37,931         31.95%
Assigned -                   -                   -                   #DIV/0! -                   #DIV/0! -                   -                   -                   #DIV/0!
REU 216,180        225,000        8,820           -                   216,180        225,000        8,820           

Unassigned (308,124)      2,157,103     2,474,047    -802.94% -                  -                  -                  #DIV/0! (308,124)      2,157,103     2,474,047    -802.94%

REU is: 11.3% 10.0%
Tickmark Legend

Unrestricted Restricted Total

2017/18 2nd Interim
Sierra County Office of Education

Gen Fund Budget Comparison Worksheet
Materiality Threshold



1 One Time Mandated Cost per ADA increase. $147 per 16/17 P2 ADA ($147*16.7)

2 One Time McKinney-Vento Grant award. $37,638. Small increase to RS3327 IDEA Mental Health Allocation $78.
3 Foster Youth: Prior Year carryover of approx $60k award. Adjust Special Education RS6512 approximately $800.
4 Teacher In Charge increase $10k, Certificated subs increase approx $3k, Unresticted certificated adjustments approx $5k from position control. Certificated bargaining bonus $1,500.
5 1st Interim position control changes approximately $6,000. 2nd interim tentative adjustment for bargaining settlement approximately $14,500. Other minor salary adjustment of approximately <$300>.
6 Special Education certificated increase approx $68k, Special Education certificated subs increase approx $3k. Foster Youth certificated increase approx $10k. McKinney-Vento certificated increase approx $19k
7 Changes in Benefits and Health & Welfare costs due to staffing and employee health benefit election changes.
8 Increase in Materials & Supplies for 1X Mandated award approx $2,500. Adjust M&S expenditures for State Unrestricted Lottery and Unrestricted resources approx. $8,700.

9 McKinney-Vento M&S increase approx $3,500. Restricted Lottery M&S increase approx $2,300. Increase Special Education approx $4k. Foster Youth M&S increases approx $2k
10 McKinney-Vento Travel increase approx $9k. Special Education travel increased approx $23k. Tupe travel reduced approx <$1k>. Foster Youth Travel/Conference increase approx $33k.
11 Prop 39 Building Improvement increased $5k. Special Education Capital expense reduced approx <$1k>
12 Adjustment in Indirect Cost Rate charges to Restricted programs. 
13 Increase in Contributions from Unrestricted to Restricted due to Special Education cost increases.
14
15
16
17
18

19
20

Sierra County Office of Education
2017/18 2nd Interim



Sierra County Office of Education
2017/18 1st Interim Multi-Year Projection

$: 0
%: 0%

Unrestricted Restricted Combined Unrestricted Restricted Combined Unrestricted Restricted Combined

A B C D E F G H I
Revenues

Revenue Limit Funding 8010-8099 809,962        -               809,962          822,285        -             822,285        822,285        -               822,285        
Federal Revenues 8100-8299 -                200,056        200,056          -               200,056      200,056        -               200,056        200,056        
State Revenues 8300-8599 5,419            712,260        717,679          5,419           712,260      717,679        5,419            712,260        717,679        
Local Revenues 8600-8799 302,793        4,500           307,293          302,793        4,500          307,293        302,793        4,500            307,293        

Total Revenues 1,118,174      916,816        2,034,990       1,130,497     916,816      2,047,313     1,130,497     916,816        2,047,313      

Expenditures
Certificated Salaries 1000-1999 190,108        368,411        558,519          196,100        366,805      562,905        200,071        372,076        572,147        
Classified Salaries 2000-2999 263,143        125,822        388,965          262,007        119,832      381,839        267,182        121,918        389,100        
Benefits & Taxes 3000-3999 251,120        220,687        471,807          256,779        231,028      487,807        267,213        238,796        506,009        
Materials & Supplies 4000-4999 27,576          64,059          91,635            27,576          64,059        91,635          27,576          64,059          91,635          
Operating Expenditures 5000-5999 372,160        289,820        661,980          372,160        289,813      661,973        372,160        289,813        661,973        
Capital Outlay 6000-6599 20,000          22,664          42,664            20,000          22,664        42,664          20,000          22,664          42,664          
Other Outgo 7xxx's 24,428          -               24,428            24,428          -             24,428          24,428          -               24,428          
Other Outgo 7300-7399 (10,612)         10,612          -                 (10,619)        10,619        -               (10,619)         10,619          -                

Total Expenditures 1,137,923      1,102,075     2,239,998       1,148,431     1,104,820   2,253,251     1,168,011     1,119,945     2,287,956      

Rev less Exp (19,749)        (185,259)      (205,008)        (17,934)        (188,004)    (205,938)      (37,514)        (203,129)      (240,643)      

Other Sources/Uses
Transfers In 8910-8979 13,360          -               13,360            13,360          -             13,360          13,360          -               13,360          
Contributions 8980-8999 (152,700)       152,700        -                 (188,004)       188,004      -               (203,129)       203,129        -                
Transfers Out 7600-7629 -                -               -                 -               -             -               -               -               -                

Total Other Sources (139,340)       152,700        13,360            (174,644)       188,004      13,360          (189,769)       203,129        13,360          

Change in Fund Bal (159,089)       (32,559)       (191,648)        (192,578)      -             (192,578)      (227,283)      -              (227,283)      

Beg Fund Bal 2,698,358      32,559          2,730,917       2,539,269     -             2,539,269     2,346,691     -               2,346,691      
Adjustments -                -               -                 -             -               -               -                
Adj Beg Fund Bal 2,698,358      32,559          2,730,917       2,539,269     -             2,539,269     2,346,691     -               2,346,691      

End Fund Bal 2,539,269     -              2,539,269      2,346,691    -             2,346,691     2,119,408     -              2,119,408     
Non Spendable 500               -               500                 500              -             500              500              -               500               
Restricted  -                -               -                 -             -               -               -                
Comitted 156,666        -               156,666          186,013        -             186,013        215,360        -               215,360        
Assigned -                -               -                 -             -               -               -                
REU 225,000        -               225,000          225,000        -             225,000        228,000        -               228,000        

Unassigned 2,157,103     -              2,157,103       1,935,178     -             1,935,178     1,675,548     -              1,675,548     

REU is: 10.0% 10.0%

Budget MYP MYP

Multi Year Projection
Materiality Threshold

2017/18 2018/19 2019/20
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