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School Information and Assurances Pages 

 
County:     Solano 

 

School District:  Travis Unified School District 

 

School Site Name:   
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Principal’s Name:  Deanna Yasaki 

 

Name or title of committee preparing the Safe School Plan (EC 32280, EC 35147):  
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Chairperson, Teacher 

Danielle Garcia School Site Council Secretary, 

Parent 

Iesiah M. Harris School Site Council Member,  

Parent 

James Hodgman  School Site Council Member, 

Parent 

Latisha Hunt School Site Council Member, 

Parent 

Donald Inn  School Site Council Member, 

Teacher 

Meghan Thompson School Site Council Member, 

Parent  

Amy Porquez School Site Council Member, 

Teacher 

KC Seidlitz School Site Council Chairperson, 

School Staff 

Deanna Yasaki 

 

School Site Council Member, 

Principal 
 

 

 

 

 

 

 Travis Elementary  

100 Fairfield Avenue, Travis AFB, CA 94535 

707-437-2070 



 

As required by Education Code (EC) Section 35294.2, the school’s Comprehensive Safe School Plan was 

reviewed and amended prior to March 1 of this school year. 

 

A public meeting was held on February 20, 2018 at 3:00 in the Travis Elementary Library to allow 

public the opportunity to participate in the adoption of this Safe School Plan. (EC 35294.8)  The agenda 

and the minutes of this school site public meeting in which the plan was adopted follow this document. 

 

Pursuant to EC Section 32286, Travis Elementary adopted its comprehensive Safe School Plan on 

February 21, 2017.  As required by EC 32281, this date was prior to March 1 of the present school year. 

 

A report of the status of the Safe School Plan will be included in the annual School Accountability 

Report Card. (EC 32286). 

 

 

 

____________________    ____________ 

KC Seidlitz                    Deanna Yasaki 

School Site Committee Chairperson Principal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 



COMPREHENSIVE SAFE SCHOOL PLAN 

 

 

Mission Statement:   The Travis school community is committed to 

student learning, in a safe and nurturing environment, where everyone is 

help to high expectations and strives to reach their maximum potential. 

 Encourage 

 Inspire 

 Educate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



School Profile:  Travis Elementary Safe School Plan is based on Safe Schools, A planning Guide for Action, 

2002.  The following is stated in the guide:  Safety is central to the daily operation of a school.  Before 

students can improve test scores, schools must be places that are free from disruptive behavior and discipline 

problems that interrupt learning.  Schools have a responsibility to provide a safe, disciplined, and drug-free 

environment that enables students to focus on the academics and social tasks designed to foster their 

development into healthy, productive adults.  Students must feel safe from intimidation, bullying, rejection, and 

physical harm before they can enjoy the higher-level pursuits of learning and mastery.  Safe schools allow 

students to concentrate on learning, teachers to focus on teaching, and parents to be confident their children 

are in a secure, peaceful environment. 

 Travis Elementary has the advantage of being located within the secure confines of Travis Air Force 

Base which enables us to have rapid access to local law enforcement and security services.  Signs are posted at 

the entrance to the school and outside the main office, reminding visitors to sign in and obtain a visitor’s pass.  

Rigorous procedures for student arrival and departure have been established to ensure accountability for the 

safety of students. 

 Throughout the year, students participate in a number of school-wide activities which address their 

physical and social/emotional well-being.  The Security Police and Fire Department present assemblies to 

discuss safety concepts.  Fire, earthquake, lock-down, and shelter-in-place drills are practiced on a regular 

basis.  The Travis AFB Fire Department conducts monthly fire drills.  During Red Ribbon Week there are a 

number of programs which emphasize safe and drug-free activities.  All students are encouraged to participate 

in school-wide programs (Milers-club).  Our District, PTO and ASB funds purchase playground equipment for 

all students, signage, traffic cones and items.  Travis Elementary is a smoke-and-drug free environment. 

 Travis Elementary playground, school grounds, and building are well-maintained.  Pre-school, 

Transitional Kindergarten and Kindergarten students have a playground that was installed in February of 2007 

and the blacktop for students in grades 1-6 was improved with the addition of a slurry seal in the summer of 

2007.  The blacktop has continued to deteriorate and loose gravel and pot holes are common.  In fall 2007, 

Travis staff, parents, and volunteers, painted the playground to encourage and support student activities. In 

spring 2012, on two occasions in the fall of 2014, and the summer of 2017 parent, students, community 

volunteers and staff volunteers repainted the playground area.  Student Leadership has coordinated campus 

clean-up days and continues to do so.  The custodial and maintenance staffs of Travis Unified School District 

maintain a safe and attractive campus.  Inside hallways are clean and decorated with student work, PTO 

displays and motivational materials.  In 2012 the parking lot was enlarged and relined for safety of students, 

parents and staff.  In 2013, the previously existing parking lot was slurry sealed and repainted.  In the past, 

TAFB squadrons have volunteered time and labor to ensure that the building and grounds are clean and in 

good repair. 

 Kindergarteners through sixth grade students learn concepts of nutrition and hygiene.  Classroom 

educators and Food Services also organize health education programs. Travis coordinates with David Grant 

Medical Center to provide dental health and nutritional support. In the 2013-14 school-year the Military and 

Family Life Counselor (MFLC) program was introduced to offer counseling to students and parents on a 

referral basis free to active military families.  The mental health therapists meet with students on school 

grounds during school hours.  The Health Care Specialist maintains health records and notifies parents when 

information is missing.  TUSD’s district nurse provides vision and hearing screening for students in grades K, 

2, and 5, in addition to new students to Travis Unified School District.  Fifth and sixth grade students’ 

curriculum includes Family Life instruction, provided by our fifth and sixth grade teachers. Travis has a team 

of teachers and specialists, including military personnel, whose responsibilities are to assess and assist students 

and families with special academic/emotional needs. 

 Travis Elementary is a student-centered school where there is a strong connection between teachers, 

students, and parents.  Communication at Travis is open, and there are clear expectations for behavior and 

academics.  Each year we distribute a School-Parent compact.  Staff members emphasize student responsibility 

for behavior.  This is reinforced through our motto B.E.S.T., Building Exceptional Students Together, and our 

Falcon Talon rules, Be Safe, Be Respectful, and Be Responsible. Staff members also employ various 

motivational strategies to reward whole classes for appropriate behavior.  In 2008-09, Team Time was 

introduced to our students by our PE teacher. Four mornings each week, all of our students meet in the multi-

purpose room for fifteen minutes of physical activity including dancing and stretching and one day each week 

students and staff meet on the primary playground to walk and talk for 15 minutes. This is also a time where 

we can recognize students for outstanding behavior, recite the Pledge of Allegiance, and make morning 



announcements. Adult noon duty supervisors help ensure a safe environment for all students. During the 2014-

15 school year, the district adopted the Second Step program for K-6 classes to teach skills for social and 

academic success.  During the 2013-14 school-year, Student Leadership began making weekly announcements 

with a focus on character traits and development. During the 2016-2017 school year the staff implemented 

character traits of the month and revamped the falcon talons to reflect the character traits that are taught each 

month. 

Utilizing a team approach, we are confident that Travis Elementary will continue to address student and 

staff needs in the areas of physical and social/emotional environment concerns. 

 

 

COMPREHENSIVE SAFE SCHOOL PLAN 

 

Assessment of school crime committed on the school campus and at 

school-related activities. (EC35294.2 [a], [PC 11 164). 

 
Data Sources: 

 Average Daily Attendance/Truancy Rate 

 Discipline data including Suspension & Expulsion data (UMIRS 

report from consolidated application) and office referrals 

 CA State test scores 

 Police reports, juvenile crime statistics (i.e. arrests on campus) 

 Vandalism repair orders, accident reports, insurance claims 

 Coordinated Program Monitoring—if safety issues noted 

 Student/Staff/Parent Surveys 

 Williams Complaints—if safety issues noted 

 Other _________________________________ 

_______________________________________ 

 
Assessment of school crime: 

 

 Last year we had an average daily attendance rate of 97.9%.  

 Suspensions are implemented after office referrals have been used 

as well as other behavioral interventions. 4 students were 

suspended in 16-17. 

 Our school had 70% of students Proficient/Advanced on the ELA 

statewide assessment and 59.7% Proficient/Advanced on the Math 

statewide assessment for grades 3-6.   

 We have had no arrests on campus or serious vandalism. 

 There have been no Williams Complaints in regards to safety 

issues. 

 

 



COMPREHENSIVE SAFE SCHOOL PLAN 

 

Data Sources: 

 

 Average Daily Attendance: 97.9% (2016-17) 

 Discipline data including Suspension & Expulsion. 

 SBAC Data: 

o 70% Proficient/Advanced in ELA 

o 59.7% Proficient/Advanced in Math 

 No police reports or crime statistics 

 No vandalism reports 

 Parent Survey from 2017 

 
Parent Survey 

The California Healthy Kids Survey was given to all Travis Unified Elementary Schools in the beginning 

of the 2017-2018 school year.  Parents from all five elementary schools believed that the schools were 

welcoming and they felt comfortable talking to staff and teachers. They also noted concerns about the 

conditions of our facilities. In addition, a survey was given to all Travis Elementary School parents in 

December of 2017 regarding safety concerns. There was a common theme around the blacktop of the 

playground being unsafe and had a positive feeling towards the staff being welcoming.  

 

 
In January 2018, a student focus group including students in grades 1-6 were interviewed in compliance 

with LCAP to identify areas that they felt the school needed growth and where they felt the school was 

doing well.  A common theme that arrived included a positive feeling about their learning environment 

as well as a concern about other students disrupting the learning environment. 

 

 

 

 

 

 

 

 

 



COMPREHENSIVE SAFE SCHOOL PLAN 

 
Identify strategies and programs that provide or maintain a high level of 

school safety, such as the following (ED35294.2 [a] [2]): 

 

Strategies: 

 Conflict resolution such as Second Step 

 After-school activity programs 

 Probation or law enforcement support 

 Positive Behavior Support Plans 

 Community/parent partnerships such as Parent Project and Parent 

Project Jr. 

 Character building programs such as Character Counts, BEST 

Practices 

 Anti-bullying programs such as Second Step 

 Attention2Attendance monitoring system to identify Truancy and 

SARB referrals  

 

Our School’s Strategy: 

 Falcon Talon Program 

 Fantastic Falcon Referrals 

 Team Time 

 PTO 

 Before school and after school tutoring/intervention 

 Follow District Attendance Policy 

 TSAP, SST, SART and SARB meetings 
 BEST Practices 

 Buddies 

 Homework Club 

 Second Step 

 Military and Family Life Counselor (MFLC) program 



 COMPREHENSIVE SAFE SCHOOL PLAN 

 

Required components: 

 

Procedures for reporting child abuse 

 

 Child abuse information (brochure and form) is provided 

to the staff at the beginning of the year. School 

psychologist, principal and social worker are available if 

staff has concerns and/or questions. 

 Appendix: 

 PC 11164 et seq 

 BP AR 5141.4 Child Abuse Prevention and Reporting 



Disaster Procedures— 

 

 Fire Drill Form 

 

Emergency/Disaster Drills 

2017/2018 School Year 

for 
 

Travis Elementary 
Date of Drill Type of Drill Comments 

Aug. 24 Fire Drill  

Aug. 25 Fire Drill  

Sept. 12 Fire Drill  

Oct. 4 Fire Drill  

Oct. 19 Earthquake Drill Great California Shake Out Drill 

Nov. 1 Lockdown Drill  

Nov. 6 Fire Drill  

Dec. 4 Fire Drill  

Jan. 23 Fire Drill  

Feb. 9 Fire Drill  

Feb. 12 Lockdown Drill  

Mar. 14 Fire Drill  

April 10 Fire Drill  

May 17 Fire Drill  

May 30 Lockdown Drill  

Additional Drills   

   

 

Types Drills: 

 Fire Drill 

 Shelter in Place 

 Lock Down 

 Earthquake/Explosion 

 Site Evacuation Drill 

 

Submitted by:    _________________________________________ 

   Deanna Yasaki, Principal 

 

  

 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 



TUSD EMERGENCY RESPONSE PROCEDURES 

Active Shooter:  Sounds of gunfire.  Announcement may be made over intercom. 

 Try to remain calm, listen to ascertain if active shooter is within your vicinity, and determine whether to Run, Hide, or Fight. 

 Run:  If there is an escape path, attempt to evacuate yourself and students.  Leave your personal belongings behind. 

 Hide: If evacuation is not possible, hide. Lock and/or blockade the door. Close the blinds. Silence your cell phone and direct your 

students to as well.  Hide behind large objects. Remain very quiet. 

 Fight: As a last resort, and only if you and your students’ lives are in danger, attempt to incapacitate the shooter. Act with 

physical aggression.  Improvise weapons. 

 When law enforcement arrives: 
o Remain calm and follow instructions. 

o Keep your hands visible at all times. 

o Avoid pointing or yelling. 

o Know that help for the injured is on its way. 
 

Air Pollution/Chemical Release:  Announcement will be made over intercom. 

 Staff will be notified to discontinue all athletic activity on campus. 

 Call parents and dismiss students who are susceptible to respiratory problems. 

 Turn off air intake systems. 

 Follow shelter-in-place instructions (such as close doors/windows), if applicable. 
 

Bomb Threat:  Fire alarm will signal evacuation, if evacuation is indicated. 
 

Receiving Threats: 

 Phone: keep caller on line, gather info re: location, 

timing of the bomb, person(s) responsible. Note 

gender, age, voice features, background noises. 

 Mailed/Written: handle letter, note or package as 

little as possible. 

 Electronic (ex: e-mail, text): do not delete 

message. 

Response Protocol: 

 Call 911 immediately. 

 Promptly report threat or suspicious package to Administrator. 

 Place written threat into envelope, note where & by whom it was 

found. 

 Turn off 2-way radio equipment located in threatened building. 

 Public safety officials or school staff may conduct bomb search. 

 School staff shall not handle any explosive or incendiary device. 

 If evacuated, do not reenter threatened building until cleared to do so. 
 

Civil Disturbance on Campus:  Announcement will be made over intercom. 
Such an event would most likely occur if a large number of students caused a disturbance and refused efforts of administrators 

and teaching staff to maintain order.  The following will take place: 
 

 A civil disturbance situation will be announced. 

 Police will be contacted. 

 Move disturbance to an isolated area, if possible.  The administration will meet with concerned parties. 

 Daily instruction will continue. Staff should attempt to persuade all uninvolved students to go to class. Teachers who have 

students in class will keep them until further notice. 
 

Earthquake:  Ground will start shaking.  For drills:  announcement will be made over intercom. 
 Implement “Duck, Cover and Hold” (students and staff should take protective positions under desks or tables away from and with backs 

to windows). 

 Fire alarm will sound if students need to be evacuated (see fire procedures). 

 Students may return to class only when given the “All Clear” signal. 
 

Evacuation/Fire:  Fire alarm will signal.  Specific information may be relayed by intercom, if applicable. 

 Fire alarm will signal evacuation unless inoperable.  A bullhorn or messenger will be used if the alarm is not functioning. 

 Teachers will direct students to the evacuation area(s). Teachers will be the last person out of the room and will bring their roll 

books. 

 Students: bring phones; line up by class (according to evacuation map) in a straight line during the entire emergency. 

 Teachers are to take attendance quickly and return to the front of the line to account for missing students. Implement colored card 

coding system once attendance is taken. 

o Green Status Card: Everyone is ok and accounted for. 

o Red Status Card: Missing or extra student(s).  Report missing students to administration. 

o Red Cross on White Status Card: Medical Attention Needed. 

 Return to class only when given the “All Clear” signal.  
 Students are not to be released unless instructed to do so by administration.  
 Parent staging area should be established and communicated. 

 

                                                    

LOCKOUT LOCKDOWN EVACUATE SHELTER 



 

Lockout. (Secure the Perimeter) 
Announcement – “Lockout” will be made over the intercom 

 
 Bring everyone indoors. 

 Lock perimeter doors. 

 Increase situational awareness. 

 Keep all students/staff in classroom. 

 Staff can continue to teach/work in locked classrooms/offices. 

 Take attendance. 

 Contact school office if staff/students need to use restroom. Admin will confirm with police it is safe to do so prior to authorizing 

temporary release from class

 

 

“SEVERE WINDSTORM” or “TORNADO WARNING” 
 All students remain in classrooms. If students are outside, they should report to class. If this emergency occurs at lunch, all 

students will go to open rooms (multiuse room, gymnasium). 

 Teachers should shut all blinds and drapes.  Do not close windows all the way. 

 Students should stay away from windows and should turn their backs to them. 

 Refrain from touching any downed electrical wires. 
 

Threat of Explosion/Gas Leaks/Aircraft Accident:  Announcement will be made over the intercom. 

 A Duck and Cover Command will be issued, or evacuation will be ordered with the fire alarm, depending on the situation. 

 In the event of gas leak, teachers will be instructed to close all windows and to wait for further instructions. 

 
 

 

 

Emergency Telephone 

Numbers 
 

 

Fairfield 

Emergency….911 

Cell…………. (707) 428-7373 

Sheriff/Fire…. (707) 421-7090 
 

Non-Emergency 

Police/Fire…... (707)428-7300 

Sheriff/Fire…. (707)784-7030 

 

Vacaville 

Emergency….911 

Cell…………. (707) 421-6622 

Sheriff/Fire…. (707) 421-7090 
 

Non-Emergency 

Police/Fire…... (707) 421-7373 

Sheriff/Fire…. (707)784-7030 

 

Travis AFB 

Emergency…. (707) 424-4911 

Cell…………. (707) 424-4911 
 

 

Non-Emergency 

Military Police Desk… (707) 424-

2800 or (707) 424-2227 

Sheriff/Fire…. (707)784-7030 

 

Poison Control. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..     (800) 876-

4766 

Gas/Power Failure . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .    (800) 743-5000 

Red Cross . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .     (707) 429-3131 
 

Travis Unified School District Main Number . . . . . . . . ..    (707) 437-4604 
 

Tune in to Radio Frequencies for emergency 

broadcasts: KUIC . . . . . . . . . . . . . . . . . . . . ..   

95.3 FM 

 KCRA . . . . . . . . . . . . . . . . . . . . . Channel 3 
 

It is the teacher’s responsibility to ensure these safety procedures are followed. Teachers are required to keep accurate lists of students. Teachers are 

responsible for the safety of their students. Teachers shall refer to site emergency evacuation plan for designated evacuation locations. 

Severe Windstorm/Tornado:   Announcement will be made over the intercom including words 

From an outside line CALL 911 

 

*Stay calm*Speak clearly*State your emergency*Give name/address*Allow dispatcher to direct conversation*Stay on phone* 



  

Teacher Responsibilities 
 
California Government Code, Chapter 8, Section 3100 states: “…all public employees are hereby declared to be 

disaster service workers subject to disaster service activities as may be assigned to them by their superiors or by law.” 

In accordance with these provisions, all staff members are considered “disaster service workers” during emergencies 

and must remain on site to carry out assigned responsibilities.” 

  

School staff should be familiar with emergency procedures and any assigned responsibilities.  During an emergency, 

staff will serve on response teams and implement response procedures.  If a teacher has been assigned to a position in 

the following list, the teacher will first accompany the students to the Assembly Area, where they will be reassigned to 

another teacher.  The teacher will then carry out assigned responsibilities. 
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Teacher Responsibilities: 

Student Care 
 

Responsibilities: 

 

The staff needs 

to speak with 

one voice. Only 

the Public 

Information 

Officer will 

release 

information to 

parents or the 

general public. 

□ Assess situation and remain calm.    

□ If ground is shaking, lead Duck, Cover, and Hold On.  

□ Calm, direct, and give aid to students.  Assist seriously injured students if 

possible.  

Lockdown or Shelter in Place:    

□ If gunfire or explosions are heard, get everyone to lie flat on the floor.  

□ If Shelter in Place is activated, follow procedures.  

Evacuation:  

□ Check with buddy teacher and assist as necessary.  

□ Take classroom kit, emergency cards and roll book.  

□ Evacuate to emergency assembly area:  

□ Check buddy teacher and assist if necessary or evacuate both classes together.  

□ Use safest route, alert for hazards; quickly and quietly.  

□ Door closed but unlocked for Search & Rescue access.  

Assembly Area:  

□ Instruct students to sit on grass or blacktop.  

□ Take attendance and complete “Student Accounting Form.”  

□ One of each pair of buddy teachers takes accounting forms to Documentation 

and reports for assignment at Command Post.  

□ Remaining Supervising Teacher:    

□ Supervise and reassure students.   

□ Administer first aid as necessary, or send student to First Aid area with 

his/her emergency card.  

□ Fill out “Notice of First Aid Care” form if first aid is given. Retain one copy; 

attach the other to the emergency card.  

□ Locate emergency cards for each student.  

□ Keep a record of location of all students at all times, using the Student 

Accounting Form.  

□ Be alert for latent signs of injury/shock in all students.   

Student Release:  

□ Student runners will bring form requesting student.  

□ Note that student has left on the Student Accounting Form.   

□ Send emergency card and any first aid forms with student.  

□ Student will accompany runner to release area.  

□ If parent demands child, breaking release procedure, make appropriate 

notations, describing incident, on emergency card and store in classroom kit.  

Avoid confrontations. 

 

Personnel: All teachers and substitute teachers 

Assembly 

Location 

 

Inside:   Multi-purpose Room 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

 

Equipment / 

Supplies 

□ Class lists      

□ Supplies Student Information Sheets or Emergency Cards  

□ First Aid kit and classroom kit (if available)   

□ Forms:   

□ Student Accounting Form  

□ Notice of First Aid Care  

□ Clipboard  

□ Pen or pencil 
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TEACHERS WITH CLASSES: 
 
1. Lead students through proper drop drill if appropriate. 

 

2. Ascertain the extent of any injuries.  Tape the RED “HELP NEEDED” sheet on the outside of the door 

if any injured must be left in the classroom.  Tape the GREEN “ALL CLEAR” sheet on the outside of 

the door if the classroom is clear. 

 

3. Evacuate classroom in a calm, orderly manner. 

 

4. Escort class to the assembly area and take roll call. 

 

5. Complete an Accountability Report sheet for your class—designate a reliable student as your runner and 

send the report to the CP with the runner--include students/staff needing mental health counseling. 

 

6. Supervise and reassure your students throughout the emergency. 

 

7. Keep all of your students with you for student location/reunion purposes. 

 

8. Involve your students in activities that will keep them busy and maintain order. 

 

TEACHERS WITHOUT CLASSES: 
 

 Immediately report to the Logistics Officer, Deanna Yasaki, at the Command Post and assist as 

directed. 

 

INSTRUCTIONAL ASSISTANTS: 
 

 Report to the Logistics Officer, Deanna Yasaki, at the Command Post and assist as directed. 

 

GENERAL RESPONSIBILITIES: 

 
1. If a disaster were to strike during school hours, our primary responsibility is to ensure the safety and 

security of our students first, and each other second.  We can expect student flight and panic to some 

degree, however, most students will look to us for their safety and proper actions in a disaster.  As 

staff and professionals, we must set the example of calm and fight the “flight” urge. 

 

2. Due to the fact that most of us have our own families and our concern for them will be great, once we 

have established control here, we will initiate a relief system.  This system will allow certain employees 

to leave, unite with their loved ones, take care of things, and then return (if requested) to relieve others 

to do the same until all of our students have been united with their families. 
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Management 
 
During an emergency, the Incident Commander is responsible for directing response actions from a designated 

Command Post. To effectively direct response actions, the Incident Commander must constantly assess the situation 

and develop and implement appropriate strategies. The Incident Commander must be familiar with the available 

resources, accurately document all response actions, and effectively communicate response strategies to others 

participating in the response. This function is typically directed by the Principal, as the Incident Commander. The 

Principal is assisted in carrying out this function by a Public Information Officer, Safety Coordinator, and Agency 

Liaison. 
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Management 

School Principal-Administrator 
 

Responsibilities: The Incident Commander (IC) is solely responsible for emergency/disaster 

operations and shall remain at the Command Post (CP) to observe and 

direct all operations.  

Act as Safety Officer to make sure that the safety of students and staff and 

others on the site is the highest priority.  

If appropriate to the situation a qualified available person may be assigned. 

Lead by example: your behavior sets tone for staff and students. 

NOTE: The positions of Information Officer, Liaison Officer, and Safety 

Officer can also be performed by the IC/EOC Director. 

Personnel: The Incident Commander at the school site is most obviously the principal, 

but in his/her absence, it could be the assistant principal, the secretary, or 

the librarian. The EOC Director at the district is likely to be the 

superintendent or another high-ranking official; however, the job could be 

done by any trained administrator designated in the chain of command. 

IC: Principal – Deanna Yasaki 

Alternate: Teacher in Charge - Shawna O’Hara 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Obtain your personal safety equipment; i.e., hard hat, vest, clipboard (with 

job description sheet).  

 Assess type and scope of emergency.  

 Determine threat to human life and structures.   

 Implement emergency/disaster plan and hazard specific procedures.  

 Develop and communicate an incident action plan with objectives and a time 

frame to meet those objectives.  

  Activate functions (assign positions) as needed.  

 Fill in “Incident Assignments” form  

 Appoint a backup or alternate IC    

Operational Duties Continue to monitor and assess total school situation:  

A. View site map periodically for Search & Rescue progress and 

damage assessment information.  

B. Check with chiefs for periodic updates.  

C. Reassign personnel as needed.  

Report (through Communications) to school district on status of students, staff, 

campus as needed. (Site Status Report)  

Develop and communicate revised incident action plans as needed.  

Begin student release when appropriate.  

NOTE:  No student should be released until student accounting is complete. 
Never send students home before the end of the regular school day unless directed 

by the Superintendent of Schools, except individuals on request of 

parent/guardian.  

Authorize release of information.  

Utilize your back up; plan and take regular breaks, 5-10 minutes/hour, relocate 

away from the CP.  

Plan regular breaks for all staff and volunteers. Take care of your caregivers!  
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Release teachers as appropriate per district guidelines. By law, during a disaster, 

teachers become “disaster workers.”  

Remain on and in charge of your campus until redirected or released by the 

Superintendent of Schools. 

Closing Down: Authorize deactivation of sections, branches, or units when they are no longer 

required.  

At the direction of the Superintendent of Schools, deactivate the entire emergency 

response.  If the Fire Department or other outside agency calls an “All Clear,” 

contact the district before taking any further action.  

Ensure that any open actions not yet completed will be taken care of after 

deactivation.      

Ensure the return of all equipment and reusable supplies to Logistics.  

Close out all logs.  Ensure that all logs, reports, and other relevant documents are 

completed and provided to the Documentation Unit.  

Proclaim termination of the emergency and proceed with recovery operations if 

necessary. 

Equipment / 

Supplies 

Campus map Job description clipboards  

Supplies: Master keys Command post tray (pens, etc.)   

Staff & student rosters School district radio  

Disaster response forms Campus 2-way radios  

Emergency/disaster plan AM/FM radio (battery)  

Duplicate rosters (2 sets) Bullhorn  

Tables & chairs (if CP is outdoors)  

Vests (if available)  

Campus Emergency Planning Guidelines  
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Management 

Public Information Officer (PIO) 

 
Responsibilities: The public has the right and need to know important information related to 

emergencies/disaster at the school site as soon as it is available. The Public 

Information Officer (PIO) acts as the official spokesperson for the school 

site in an emergency situation. If a school district PIO is available, he/she 

will be the official spokesperson. A school site-based PIO should only be 

used if the media is on campus and the district PIO is not available or 

forthcoming. News media can play a key role assisting the school in getting 

emergency/disaster related information to the public (parents). Information 

released must be consistent, accurate, and timely. 

Personnel: Designate by position the individual who will be the Public Information 

Officer/Spokesperson for the school, with one or two alternates. 

Public Information Officer: Intervention Specialist – Beth Szabo 

Alternate: Incident Commander 

Team Assembly 

Location 

 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions: Determine a possible “news center” site as a media reception area (located 

away from the Command Post and students).  Get approval from the 

Incident Commander (IC).  

Identify yourself as the “PIO” (vest, visor, sign, etc.)  

Consult with district PIO to coordinate information release.  

Assess situation and obtain statement from IC. Tape-record if possible.  

Advise arriving media that the site is preparing a press release and 

approximate time of its issue.    

Open and maintain a position log of your actions and all communications. 

If possible, tape media briefings. Keep all documentation to support the 

history of the event. 

Operational Duties Keep up-to-date on the situation.  

Statements must be approved by the IC and should reflect:  

• Reassurance — EGBOK — “Everything’s going to be OK.”  

• Incident or disaster cause and time of origin.  

• Size and scope of the incident.  

• Current situation — condition of school site, evacuation progress, care 

being given, injuries, student release location, etc.  Do not release any 

names.  

• Resources in use.  

• Best routes to school if known and appropriate.  

• Any information school wishes to be released to the public.  

Read statements if possible.  

When answering questions, be complete & truthful, always considering 

confidentiality & emotional impact. Avoid speculation, bluffing, lying, 

talking “off the record,” arguing, etc.  Avoid use of the phrase “no 

comment.”  

Remind school site/staff volunteers to refer all questions from media or 

waiting parents to the PIO.  

Update information periodically with IC.  

Ensure announcements & other information is translated into other 

languages as needed.  

Monitor news broadcasts about incident. Correct any misinformation heard.  
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Closing Down: At the Incident Commander’s direction, release PIO staff no longer needed.  

Direct staff members to sign out through Timekeeping.  

Return equipment and reusable supplies to Logistics.  

Close out all logs.  Provide logs and other relevant documents to the 

Documentation Unit. 

Equipment / 

Supplies 

ID vest  

Battery operated AM/FM radio  

Paper/pencils/marking pens  

 Scotch tape/masking tape  

Scissors  

School site map(s) and area maps  

•  8-1/2 x 11 handouts  

•  Laminated poster board size for display  

Forms:  Disaster Public Information Release Work Sheet  

• Sample Public Information Release 

• School Profile or School Accountability Report Card     (SARC)  
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 Communications: Challenges and Suggested Responses  

 Challenge   Response  

 Day One  

 Rumor Control 

A common reaction to fear is to generate rumors or stories to 
fill in information that is not available. Making an uninformed 
declaration about information can be empowering for 
frightened individuals.  Crises are fertile ground for rumors, 
and rumors are unfortunately self-perpetuating.  

 Clear and frequent communication.  Crisis 
communicators should be involved, visible, and convey 
leadership.  Survivors, victims' families, and local citizens 
will look to the school for leadership.  Its presence will help 
calm fears and rumor mongering.  

 Phone Line Jams 

Natural disasters and major news making events can create 
massive phone traffic, jamming cellular connections.  

 Use combination two-way radio/cell phones and if 
possible keep one line open to the district office. If a 
connection is made, don't hang up, just put the phone down 
for use later.       

 Media Intrusion 

School crises can create a crush of media, often making it 
hard to distinguish parents and students from journalists.  
Helicopters and cameras stationed outside the school 
provide live coverage that can put many lives at risk.  

 Determine and maintain a perimeter around the 
school that media may not cross.  Ask for law enforcement 
help in policing violators. Violators may later be denied 
access to official school or law enforcement briefings.  

 Scattering of Schools and School Staff  

Acting on instinct, staff and students facing danger flee the 
building, often not knowing where they are running.  This 
makes it difficult to ensure that students are moving toward 
safety, not danger, and makes it difficult to account for 
students and staff. Parents who come to school often cannot 
find their children and panic ensues. Natural disasters can 
disperse children, families, and entire communities.  Recent 
disasters have spawned effective people (and even pet) 
locator systems that often involve Internet communication.  

 Establish pre-identified locations (reunion areas) 
that students and staff should retreat to in the event of an 
emergency. Ensure that a procedure has been established 
for releasing students to parent or guarding care; the 
procedure should be able to account for when and into 
whose custody the child was released. Provide information 
about dispersed colleagues and students.  

 Media Mistakes Fact verification.  

In the absence of information and the pressure of live 
coverage, verification of facts is often sacrificed for good 
pictures and sound.    

 Establish trust before the crisis strikes.  Provide as 
much information as you can as quickly as you can without 
speculating or releasing unverified information.  Even if all 
you can say are a few sketchy sentences, you can 
communicate your concern and compassion and the action 
being taken to investigate.  Advise media of the potential 
destructiveness of being wrong.  
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 Day Two  

 Challenge   Response  

 Potential for Eroded Credibility 

 When bad things happen, past behavior is used to predict 
future actions. When past behaviors are considered good 
and helpful, the current and future behaviors don't match 
those expectations, there is a loss of credibility. 

 Implement trust-building, fear-reducing, credibility-
fixing behaviors.  Suggestions:  Provide advance 
information.  Ask for input from all, even perceived 
opponents.  Listen carefully.  Demonstrate you've heard, 
adjust action.  Stay in touch. Speak in plain language. 

Bring victims/involuntary participants into the decision 

making process. 

 Constant Need for Information 

The need for a constant streaming of information to the 
community is enormous. Questions and anxieties can 
escalate.  

 Organize separate all-school staff and all-
community meetings to provide information and opportunity 
to express concerns.  Immediately implement information 
channels that are accessible to all members of the 
community and media --  an interactive web site for 
questions and answers, a crisis response hotline, and a 
regularly updated fact sheet.  

 Panic and Alienation  

Normal routines and support systems are suspended and 
survivors can feel very alone and panicked.  

 Drop-in centers should be made available in 
several locations throughout the community for parents, 
students, teachers and others to receive information, 
counseling, and contact with other grieving members of the 
school and community.  

 Media Feeding Frenzies  

Reporters are scrambling for pictures of students, interviews 
with school staff and students, and sometimes implement 
specious means of gaining access to schools and hospitals.  

 Implement a system for coordinating and 
responding to media and set parameters for coverage.  

  
 Day Three and Beyond 

 Community Feelings - Bitterness and Blame 

Victims and victims' families and the school community may 
feel bitter and may take action that causes divisiveness.  
There may also be a tendency to place blame or emphasize 
simplistic solutions to violence or community crisis.  

 Care must be taken to sustain open, responsive 
communication lines with all facets of the school 
community, particularly the victims and their families. 
Liaisons to victims should make frequent contact with the 
families and be responsive to their concerns and needs. In 
addition, affirming community-wide activities should be 
scheduled to allow citizens to contribute to memorials and 
expressions of compassion.  

 Victims' Feelings - Anxiety, Frustration, Anger  

Victims (of varying degrees) declare their needs are not 
being met or considered and resist solutions.  

 Promote the understanding that victims have a 
special mentality and their perception and behavior is 
altered in ways that are fundamentally predictable.  Victims 
designate themselves and determine when they are not 
longer victims.  

 Anxiety and Media Interest in Return to School  

Anxieties escalate around returning to school.  There is a 
heightened media interest in covering the first day back.  

 Establish drop-in support groups within school 
during lunch hour and before and after school.  Carefully 
plan re-entry and make adequate counseling support 
available. Communicate well first day plans and set limits 
with the media.    
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EMERGENCY PUBLIC INFORMATION 
 
 Designate by position the individual who will be the Public Information 

Officer/Spokesperson for the school, with two alternates. 

 

The following radio and television stations, with their contact numbers (phone, fax, email), 

will be utilized by the school for disseminating pertinent school information: 

 

The following school telephone numbers will be designated for use by parents/guardians 

during an emergency/disaster: 

 

Contact name Telephone # Fax # Email 

Angela Wilkerson 707-437-2070 707-437- 2687 awilkerson@travisusd.org 

KC Seidlitz 707-437-2070 707-437- 2687 kseidlitz@travisusd.org 

 

 

D. Identify any staff who speak foreign languages for answering the above designated phone(s) 

should there be any parents/guardians who speak English poorly or not at all. 

 

Language Name   Telephone #  Email 

Spanish  Corrie Acuna       707-437-2070  cschmidt@travisusd.org  

Tagalog Marilou Lapurja 707-437-2070  mlapurja@travisusd.org 

Greek  Anna Rodgers  707-437-2070  arodgers@travisusd.org 

 

 

The student handbook briefly explains the procedures to be followed by the school in the event of a disaster. Included 

in this handbook are the local radio and television stations that will disseminate school information, as well as the 

designated school telephone number(s) that parents can call during an emergency/disaster. These procedures may be 

updated periodically, with parent newsletters or mailings being utilized to get any necessary updated information to 

parents.  

 

Media briefings will be conducted as necessary at (location) Travis Unified School District Office. 
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MEDIA CONTACT NUMBERS 

Telephone # Fax # E-Mail Address 

Radio Stations 

Radio Station Telephone # Fax # Email 

KUIC 707-446-0200 707-446-0122  

    

 

 

Newspapers 

Paper Telephone # Fax # Email 

Vacaville Reporter 707-448-6401   

Daily Republic 707-427-6989   

Sacramento Bee 916-321-1111 916-556-5612  

San Francisco 

Chronicle 

415-777-1111   

 

Television Stations 

Television Station Telephone # Fax # Email 

KCRA Channel 3 916-446-3333 916-441-4050  

KXTV - News 10 916-441-2345 916-447-6107  

KOVR - CBS 13 916-374-1313 916-371-1304  

KTXL - Fox 40 916-454-4548 916-739-0559  

 

http://en.wikipedia.org/wiki/KXTV
http://en.wikipedia.org/wiki/KOVR
http://en.wikipedia.org/wiki/KTXL
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Management 

Safety Officer 
 

Responsibilities: The Safety Officer ensures that all activities are conducted in as safe a 

manner as possible under the circumstances which exist. 

Personnel: Incident Commander will act as Safety Officer to make sure that the safety 

of students and staff and others on the site is the highest priority.  

Safety Officer: Incident Commander 

If appropriate to the situation a qualified available person may be 

assigned. 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Check in with Incident Commander for situation briefing.  

 Obtain necessary equipment and supplies from Logistics.  

 Put on position identifier, such as vest, if available.  

 Open and maintain a position log.  Maintain all required records and 

documentation to support the history of the emergency or disaster.  

Document:  

 Messages received  

 Action taken  

 Decision justification and documentation  

 Requests filled 

Operational Duties Monitor drills, exercises, and emergency response activities for safety.  

Identify and mitigate safety hazards and situations.  

Stop or modify all unsafe operations.  

Ensure that responders use appropriate safety equipment.  

Think ahead and anticipate situations and problems before they occur.  

Anticipate situation changes, such as severe aftershocks, in all planning.  

Keep the Incident Commander (IC) advised of your status and activity and 

on any problem areas that now need or will require solutions. 

Closing Down: When authorized by IC, deactivate the unit and close out all logs.  Provide 

logs and other relevant documents to the Documentation Unit.  

Return equipment and reusable supplies to Logistics. 

Equipment / 

Supplies 

Vest or position identifier, if available   

Supplies: Hard hat, if available  

Clipboard, paper, pens   

Two-way radio, if available 
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Management 

Liaison Officer 
 

Responsibilities: The Liaison Officer serves as the point of contact for Agency 

Representatives from assisting organizations and agencies outside the 

school district and assists in coordinating the efforts of these outside 

agencies by ensuring the proper flow of information. 

 

Personnel: Liaison Officer: Intervention Specialist – Beth Szabo 

Alternate: Incident Commander 

 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

 

Start-up Actions:  Check in with Incident Commander (IC) for situation briefing.  

 Determine your personal operating location and set up as necessary.  

 Obtain necessary equipment and supplies from Logistics.  

 Put on position identifier, such as vest, if available.  

  Open and maintain a position log.  Maintain all required records and 

documentation to support the history of the emergency or disaster. 

Operational Duties Brief Agency Representatives on current situation, priorities and incident 

action plan.  

Ensure coordination of efforts by keeping IC informed of agencies’ action 

plans.  

Provide periodic update briefings to Agency Representatives as necessary. 

 

Closing Down: At the Incident Commander’s direction, deactivate the Liaison Officer 

position and release staff no longer needed.  Direct staff members to sign 

out through Timekeeping.  

Return equipment and reusable supplies to Logistics.  

Close out all logs.  Provide logs and other relevant documents to the 

Documentation Unit. 

 

Equipment / 

Supplies 

Vest or position identifier, if available   

Supplies: Two-way radio, if available  

Clipboard, paper, pens 

List of phone numbers for local agencies 
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Planning/Intelligence 
 
During an emergency, SEMS Planning and Intelligence involves the use of various methods to efficiently gather 

information, weigh and document the information for significance, and actively assess the status of the emergency. 

This understanding and knowledge about the situation at hand is vital to the effective management of a response. 

Under SEMS, this function is supported by two staff members, one involved with “Documentation” and the other with 

“Situation Analysis.” In TUSD schools, “Situation Analysis” may be performed by a “Communications” position. Both 

of these positions, if assigned at the discretion of the Principal, will report directly to the Incident Commander 

(Principal) unless a Planning/Intelligence Chief is assigned. 
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Planning/Intelligence 
 

Responsibilities: Situation Analysis   

Planning/Intelligence is responsible for the collection, evaluation, 

documentation and use of information about the development of the 

incident and the status of resources.  Maintain accurate site map.   Provide 

ongoing analysis of situation and resource status.  

 

Personnel: Certificated or classified staff member can perform this function. These 

people must be able to use communications equipment, gather information 

in a timely manner, and weigh it for significance. 

Situation Analysis: Intervention Specialist – Beth Szabo 

Documentation: Secretary – KC Seidlitz 

 

Team Assembly 

Location 

A.  

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Check in with Planning/Intelligence Chief for situation briefing.  

 Obtain necessary equipment and supplies from Logistics.  

 Put on position identifier, such as vest, if available.  

 Determine whether there will be a Finance/Administration Section.  If there 

is none, the Documentation Clerk will be responsible for maintaining all 

records of any expenditures as well as all personnel time keeping records. 

Operational Duties  Records:  Maintain time log of the Incident, noting all actions and reports. 

 Record content of all radio communication with district Emergency 

Operations Center (EOC).  

 Record verbal communication for basic content.  

 Log in all written reports.  

 File all reports for reference (file box).  

 Important: A permanent log may be typed or rewritten at a later time for 

clarity and better understanding. Keep all original notes and records—

they are legal documents.  

 

 Student and Staff Accounting:  

  Receive, record, and analyze Student Accounting forms.  

 Check off staff roster.  Compute number of students, staff, and others on 

campus for Situation Analysis.  Update periodically.    

 Report missing persons and site damage to Command Post.  

 Report first aid needs to medical team leader.  

 File forms for reference. 

 

Closing Down: Close out all logs and turn all documents into Documentation.  

Return equipment and reusable supplies to Logistics. 

Equipment / 

Supplies 

Paper, pens, dry-erase pens, tissues   

Job description clipboards  

Large site map of campus, laminated or covered with Plexiglas  

File box(es)  

Map of county or local area 
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Planning/Intelligence 

Communications Group 
 

Responsibilities: This unit is responsible for establishing, coordinating, and directing verbal 

and written communications within the school disaster site and with the 

school district.  If the school district cannot be contacted, communications 

may be made with outside agencies when necessary. 

 

The Communications position is responsible for the analysis of emergency 

information, identifying potential changes in emergency conditions, and 

maintaining the “status board.” 

Personnel: Communications Member:  Intervention Specialist – Beth Szabo 

Alternate:  Incident Commander 

 

School staff member with campus two way radio, supported by student 

or disaster volunteer runners, and, if available, a Disaster volunteer who is 

a qualified amateur radio operator. 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Set up Communications station in a quiet location with access to the 

Command Post (CP).  

 Turn on radios and advise CP when ready to accept traffic. 

Operational Duties  Communicate with district EOC per district procedure.  At the direction 

of the Incident Commander (IC), report status of students, staff, and 

campus, using Site Status Report Form.  

 Receive and write down all communications from the district EOC.    
 Use runners to deliver messages to the IC with copies to the 

Plans/Intelligence Chief.  

 Maintain Communications Log: date/time/originator/recipient  

 Follow communications protocol.  Do not contact the city directly if the 

district EOC is available.   

 Direct the media or the public to the Public Information Officer.  

 Monitor AM/FM radio for local emergency news:   

95.3  

 

Closing Down:  Close out all logs, message forms, etc. and turn them over to 

Documentation.  

  Return all equipment and unused supplies to Logistics.  

 

Equipment / 

Supplies 

 2-way radios with spare batteries for each   

 District emergency Handheld radio 

 District emergency phone roster 

 Job description clipboard paper, pens  

 Table and chairs AM/FM radio  

 File boxes, tote tray for outgoing messages    

 Forms:  Site Status Report  

 Message forms  
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Communications: Challenges and Suggested Responses 

 
 Challenge   Response  

 Day One  

 Rumor Control 

A common reaction to fear is to generate rumors or stories to 
fill in information that is not available. Making an uninformed 
declaration about information can be empowering for 
frightened individuals.  Crises are fertile ground for rumors, 
and rumors are unfortunately self-perpetuating.  

 Clear and frequent communication.  Crisis 
communicators should be involved, visible, and convey 
leadership.  Survivors, victims' families, and local citizens 
will look to the school for leadership.  Its presence will help 
calm fears and rumor mongering.  

 Phone Line Jams 

Natural disasters and major news making events can create 
massive phone traffic, jamming cellular connections.  

 Use combination two-way radio/cell phones and if 
possible keep one line open to the district office. If a 
connection is made, don't hang up, just put the phone down 
for use later.       

 Media Intrusion 

School crises can create a crush of media, often making it 
hard to distinguish parents and students from journalists.  
Helicopters and cameras stationed outside the school 
provide live coverage that can put many lives at risk.  

 Determine and maintain a perimeter around the 
school that media may not cross.  Ask for law enforcement 
help in policing violators. Violators may later be denied 
access to official school or law enforcement briefings.  

 Scattering of Schools and School Staff  

Acting on instinct, staff and students facing danger flee the 
building, often not knowing where they are running.  This 
makes it difficult to ensure that students are moving toward 
safety, not danger, and makes it difficult to account for 
students and staff. Parents who come to school often cannot 
find their children and panic ensues. Natural disasters can 
disperse children, families, and entire communities.  Recent 
disasters have spawned effective people (and even pet) 
locator systems that often involve Internet communication.  

 Establish pre-identified locations (reunion areas) 
that students and staff should retreat to in the event of an 
emergency. Ensure that a procedure has been established 
for releasing students to parent or guarding care; the 
procedure should be able to account for when and into 
whose custody the child was released. Provide information 
about dispersed colleagues and students.  

 Media Mistakes Fact verification.  

In the absence of information and the pressure of live 
coverage, verification of facts is often sacrificed for good 
pictures and sound.    

 Establish trust before the crisis strikes.  Provide as 
much information as you can as quickly as you can without 
speculating or releasing unverified information.  Even if all 
you can say are a few sketchy sentences, you can 
communicate your concern and compassion and the action 
being taken to investigate.  Advise media of the potential 
destructiveness of being wrong.  
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 Day Two  

 Challenge   Response  

 Potential for Eroded Credibility 

 When bad things happen, past behavior is used to predict 
future actions. When past behaviors are considered good 
and helpful, the current and future behaviors don't match 
those expectations, there is a loss of credibility. 

 Implement trust-building, fear-reducing, credibility-
fixing behaviors.  Suggestions:  Provide advance 
information.  Ask for input from all, even perceived 
opponents.  Listen carefully.  Demonstrate you've heard, 
adjust action.  Stay in touch. Speak in plain language. 

Bring victims/involuntary participants into the decision 

making process. 

 Constant Need for Information 

The need for a constant streaming of information to the 
community is enormous. Questions and anxieties can 
escalate.  

 Organize separate all-school staff and all-
community meetings to provide information and opportunity 
to express concerns.  Immediately implement information 
channels that are accessible to all members of the 
community and media -- an interactive web site for 
questions and answers, a crisis response hotline, and a 
regularly updated fact sheet.  

 Panic and Alienation  

Normal routines and support systems are suspended and 
survivors can feel very alone and panicked.  

 Drop-in centers should be made available in 
several locations throughout the community for parents, 
students, teachers and others to receive information, 
counseling, and contact with other grieving members of the 
school and community.  

 Media Feeding Frenzies  

Reporters are scrambling for pictures of students, interviews 
with school staff and students, and sometimes implement 
specious means of gaining access to schools and hospitals.  

 Implement a system for coordinating and 
responding to media and set parameters for coverage.  

  
 Day Three and Beyond 

 Community Feelings - Bitterness and Blame 

Victims and victims' families and the school community may 
feel bitter and may take action that causes divisiveness.  
There may also be a tendency to place blame or emphasize 
simplistic solutions to violence or community crisis.  

 Care must be taken to sustain open, responsive 
communication lines with all facets of the school 
community, particularly the victims and their families. 
Liaisons to victims should make frequent contact with the 
families and be responsive to their concerns and needs. In 
addition, affirming community-wide activities should be 
scheduled to allow citizens to contribute to memorials and 
expressions of compassion.  

 Victims' Feelings - Anxiety, Frustration, Anger  

Victims (of varying degrees) declare their needs are not 
being met or considered and resist solutions.  

 Promote the understanding that victims have a 
special mentality and their perception and behavior is 
altered in ways that are fundamentally predictable.  Victims 
designate themselves and determine when they are not 
longer victims.  

 Anxiety and Media Interest in Return to School  

Anxieties escalate around returning to school.  There is a 
heightened media interest in covering the first day back.  

 Establish drop-in support groups within school 
during lunch hour and before and after school.  Carefully 
plan re-entry and make adequate counseling support 
available. Communicate well first day plans and set limits 
with the media.    
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Operations 
 
Under SEMS, all emergency response actions are implemented under the Operations function. This function is 

supported by staff performing first aid, crisis intervention, search and rescue, site security, damage assessment, 

evacuations, and the release of students to parents. Within TUSD, these activities are performed by the following 

teams, under the direct supervision of the Incident Commander (Principal), unless an Operations Chief is assigned: 

First Aid/Medical Team; Security/Utilities Team; Assembly Area Team; Psychological First Aid Team; 

Supply/Equipment Team; Request Gate Team; Reunion Gate Team; Fire Suppression/HazMat Team; and Search and 

Rescue Teams.  
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Operations 

Medical Team Leader 
 

Responsibilities: The Medical Team Leader is responsible for the provision of emergency 

medical response, first aid, and counseling.  Informs the Operations Chief 

or Incident Commander (IC) when the situation requires health or medical 

services that staff cannot provide.  Ensures that appropriate actions are 

taken in the event of deaths. 

Personnel: Health Care Specialist - Anna Rodgers 

Alternate: Teacher – Nonato Icatar 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions: Establish scope of disaster with IC and determine probability of outside 

emergency medical support and transport needs.  

Make personnel assignments.  If possible, assign a minimum of two people 

to Triage, two to Immediate, two to Delayed, and two to Psychological.  

Set up first aid area in a safe place, away from students and parents, with 

access to emergency vehicles.  Obtain equipment/supplies from the 

container.  

Assess available inventory of supplies & equipment.  

Review safety procedures and assignments with personnel.  

Establish point of entry (“triage”) into treatment area.   

Establish “immediate” and “delayed” treatment areas.  

 Set up a separate Psychological First Aid area if staff levels are sufficient. 

Operational Duties  Oversee care, treatment, and assessment of  patients  

 Ensure caregiver and rescuer safety  

 Latex gloves for protection from body fluids; replace with new gloves for 

each new patient.  

 Make sure that accurate records are kept.  

  Provide personnel response for injuries in remote locations or      request 

Transport Team from Logistics.  

 If needed, request additional personnel from Logistics.  

 Brief newly assigned personnel.  

 Report deaths immediately to Operations Chief.  

 Keep Operations Chief informed of overall status.   

 Set up morgue, if necessary, in cool, isolated, secure area; follow 

guidelines.  

 Stay alert for communicable diseases and isolate appropriately.  

 Consult with Student Care Director regarding health care,      medications, 

and meals for students with known medical conditions (diabetes, asthma, 

etc.). 

 

Closing Down:  At the Incident Commander’s direction, release Medical staff no longer 

needed. Direct staff members to sign out through Timekeeping.  

 Return equipment and reusable supplies to Logistics.  

 When authorized by IC, deactivate the section and close out all logs.  

Provide logs and other relevant documents to the Documentation Unit. 

Equipment / Supplies   Equipment/ First Aid Supplies: See list below  

 Job description clipboards  

 Marking pens  

 Stretchers  

 Blankets  
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 Vests, if available  

 Quick reference medical guides  

 Tables & chairs  

 Ground cover/tarps  

 Staff and student medication from health office  

 Forms: Notice of First Aid Care Medical Treatment Victim Log 

 

 

Recommended First Aid Supplies:  

4 x 4” compress: 1000 per 500 students  

8 x 10” compress: 150 per 500 students  

Kerlix bandaging: 1 per student  

Ace wrap: 2-inch: 12 per campus  

4-inch: 12 per campus  

Triangular bandage: 24 per campus  

Cardboard splints: 24 each, sm, med. Lg.  

Steri-strips or butterfly bandages: 50/campus  

Aqua-Blox (water) cases:  

0.016 x students + staff = # cases  

(for flushing wounds, etc.)  

Neosporin: 144 squeeze packs/campus  

Hydrogen peroxide: 10 pints/campus  

Bleach, 1 small bottle  

Plastic basket or wire basket stretchers  

or backboards: 1.5/100 students  

Scissors, paramedic: 4 per campus  

Tweezers: 3 assorted per campus  

Triage tags: 50 per 500 students  

Latex gloves: 100 per 500 students  

Oval eye patch: 50 per campus  

Tapes: 1” cloth: 50 rolls/campus  

2” cloth: 24 per campus  

Dust masks: 25/100 students  

Disposable blanket: 10 per 100 students  

First Aid Books: 2 standard and 2 advanced per campus  

Space blankets: 1/student and staff  

Heavy duty rubber gloves, 4 pair  
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Operations 

First Aid Team 
 

Responsibilities: Use approved safety equipment and techniques to provide emergency 

medical response, first aid, and counseling 

Personnel: Member: School Nurse – Anna Rodgers 

First-aid trained staff and volunteers 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Obtain & wear personal safety equipment including latex gloves. 

 Check with Medical Team Leader for assignment. 

Operational Duties   Administer appropriate first aid. 

 Keep accurate records of care given. 

 Continue to assess victims at regular intervals. 

 Report deaths immediately to Medical Team Leader. 

 If & when transport is available, do final assessment and document 

on triage tag. Keep and file records for reference—do not send with 

victim. 

 Student’s Emergency Card must accompany student removed from 

campus to receive advanced medical attention. Send emergency 

out-of-area phone number if available. 

 Triage Entry Area: 

 Staffed with minimum of 2 trained team members, if possible. • 

One member confirms triage tag category (red, yellow, green) and 

directs to proper treatment area. Should take 30 seconds to assess 

— no treatment takes place here. Assess if not tagged.  

• Second team member logs victims’ names on form and sends 

forms to CP as completed. 

 Treatment Areas (“Immediate” & Delayed”) 

 Staff with minimum of 2 team members per area, if possible.  

 One member completes secondary head-to-toe assessment.  

 Second member records information on triage tag and on-site 

treatment records.  

 Follow categories: Immediate, Delayed, Dead  

 When using 2-way radio, do not use names of injured or dead. 

Closing Down:   Return equipment and unused supplies to Logistics. 

 Clean up first aid area. Dispose of hazardous waste safely. 

 Complete all paperwork and turn into the Documentation Unit. 

Equipment / 

Supplies 

  Equipment/ First Aid Supplies: See list below  

 Job description clipboards  

 Marking pens  

 Stretchers  

 Blankets  

 Vests, if available  

 Quick reference medical guides  

 Tables & chairs  

 Ground cover/tarps  

 Staff and student medication from health office  

 Forms: Notice of First Aid Care Medical Treatment Victim Log 
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Recommended First Aid Supplies:  
4 x 4” compress: 1000 per 500 students  

8 x 10” compress: 150 per 500 students  

Kerlix bandaging: 1 per student  

Ace wrap: 2-inch: 12 per campus  

4-inch: 12 per campus  

Triangular bandage: 24 per campus  

Cardboard splints: 24 each, sm, med. Lg.  

Steri-strips or butterfly bandages: 50/campus  

Aqua-Blox (water) cases:  

0.016 x students + staff = # cases  

(for flushing wounds, etc.)  

Neosporin: 144 squeeze packs/campus  

Hydrogen peroxide: 10 pints/campus  

Bleach, 1 small bottle  

Plastic basket or wire basket stretchers  

or backboards: 1.5/100 students  

Scissors, paramedic: 4 per campus  

Tweezers: 3 assorted per campus  

Triage tags: 50 per 500 students  

Latex gloves: 100 per 500 students  

Oval eye patch: 50 per campus  

Tapes: 1” cloth: 50 rolls/campus  

2” cloth: 24 per campus  

Dust masks: 25/100 students  

Disposable blanket: 10 per 100 students  

First Aid Books: 2 standard and 2 advanced per campus  

Space blankets: 1/student and staff  

Heavy duty rubber gloves, 4 pair  
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Operations 

Search and Rescue Team Leader 
 

Responsibilities:  Safety Rules: Buddy system:   

 Minimum of 2 persons per team.  

 Take no action that might endanger you.  Do not work beyond your 

expertise. Use appropriate safety gear. Size up the situation first.   

 Follow all operational and safety procedures.  

 

Personnel: Search and Rescue Team Leader:  Incident Commander / Available 

Staff 

 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Obtain all necessary equipment from container.  See list below.  

 Obtain briefing from Operations Chief, noting known fires, injuries, or 

other situations requiring response.  

 Assign teams based on available manpower, minimum 2 persons per 

team.   

Operational Duties  Perform visual check of outfitted team leaving CP; include 

radio check. Teams must wear sturdy shoes and safety 

equipment.    

 Record names and assignments before deploying teams.  

 Dispatch teams to known hazards or situations first, then to 

search the campus using specific planned routes.  Send a 

specific map assignment with each team.  

 Remain at Command Post (CP) in radio contact with S&R 

Teams.    

  Record all teams’ progress and reports on site map, 

keeping others at CP informed of problems.  When a room 

is reported clear, mark a “C” on the map.  

  If injured students are located, consult Operations Chief 

for response.  Utilize Transport teams, or send a First Aid 

Team.  

   Record exact location of damage and triage tally  

  (I=immediate, D=delayed, DEAD=dead on map.  

   Keep radio communication brief and simple. No codes.  

 

Closing Down:  Record the return of each S&R team.  Direct them to return 

equipment and report for additional assignment to 

Logistics.   

  Provide maps & logs to the Documentation Unit.  
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Operations 

Search and Rescue Teams 
 

Responsibilities:  Safety: Buddy system:  Minimum of 2 persons per team.  

  Take no action that might endanger you.  Do not work 

beyond your expertise. Use appropriate safety gear. Size up 

the situation first.   

  Follow all operational and safety procedures.  

 

Personnel: Search and Rescue Member: Custodian - and Available Staff 

 

Team Assembly 

Location 

B.  

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Obtain all necessary equipment from container.  See list 

below.  

You must be wearing sturdy shoes and long sleeves.  
  Put batteries in flashlight.  

 Check at Command Post (CP) for assignment.  

 

Operational Duties  Report gas leaks, fires, or structural damage to CP 

immediately upon discovery.  Shut off gas or extinguish 

fires if possible.  

 Before entering a building, inspect complete exterior of 

building. Report structural damage to team leader. Use 

yellow caution tape to barricade hazardous areas. Do not 

enter severely damaged buildings.  
  If building is safe to enter, search assigned area (following 

map) using orderly pattern. Check all rooms. Use chalk or 

grease pencil to mark slash on door when entering room. 

Check under desks and tables. Search visually and vocally. 

Listen. When leaving each room, close slash to form “X” 

on door. Report by radio to Command Post that room has 

been cleared (ex: "Room A-123 is clear”)*   

 When injured victim is located, team transmits location, 

number, and condition of injured to CP. Do not use names 

of students or staff.  Follow directions from CP.  

 Record exact location of damage and triage tally 

(I=immediate, D=delayed, DEAD=dead on map and report 

information to CP.  

  Keep radio communication brief and simple. No codes.  

 

Closing Down:  Return equipment to Logistics.   

 Provide maps and logs to the Documentation Unit. 

 

Equipment / 

Supplies 

 Wear vest, hard hat, work and latex gloves, & whistle with 

master keys on neck lanyard. Wear first aid backpack.  

 Carry campus 2-way radio and clipboard with job 

description & map indicating search plan.  

 Carry bucket or duffel bag with goggles, flashlight, dust 

masks, pry bar, grease pencil, pencils, duct tape, masking 

tape.  
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 Remember:  If you are not acknowledged, you have not 

been heard.  Repeat your transmission, being aware of 

other simultaneous transmissions.  

 

GUIDELINES FOR LIGHT SEARCH AND RESCUE 
  
1. Never conduct a search and rescue alone. Work with a partner. Plan your search. Do not wander without a pattern.  

2. Before you enter each building, feel the top and bottom of the front door with the back of your hand. If it is hot, do not 

enter. If it is cool, cautiously open the door. Repeat this process every time you come to a closed door.  

3. Check the doorjamb, the wall, and the ceiling for cracks and splinters. If the house appears unsafe, do not enter.  

4. Enter the room low, preferably on your knees. Be alert. Be aware that there may be aftershocks.  

5. While still in the entry way, sniff for the odor of natural gas. If you do smell gas, open the front and back doors and as 

many windows as you can, without going inside, to provide ventilation. Enter the house only when the smell of gas is 

gone.  

6. While still in the entry way, loudly call out, "Is anyone here?" Listen for a response. If someone answers, ask them to 

tell you where they are, and what type of help they need. If you don't hear anything, call out that anyone trapped 

should make some kind of noise. Pause occasionally during the entire search to listen for cries, moans, thumping 

and/or banging and other indicators of someone needing help.  

7. If it is dark, slowly sweep each room with your flashlight before going in. Check the floor and the ceiling of the area 

you are in for hazards-holes, fallen beams, or glass.  

8. Systematically search each room. Stay with your partner and communicate often. Pay careful attention to areas under 

desks, behind furniture, inside closets, under stairs, and under sinks and restrooms.  

9. If it is dark, keep in contact with the wall. It is easy to become disoriented. Should you become confused 

about your location, following the wall will eventually lead you back to the original door.  

10. If you find an injured person, determine, to the best of your ability, the nature of her/his injuries. If no spinal injuries 

are evident, move the victim to the first aid providers for assessment.  

11.  Mark the front of each building when you finish, to let others know you have searched it.  

12.  If your attempts to rescue others are obviously beyond your physical capacity or skill, and might jeopardize your life, 

we recommend these rescues be left for the professionals. Sometimes it takes wisdom and courage to wait for help 
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DAMAGE ASSESSMENT REPORT 

NOTE:  Do not enter building unless the structural evaluation has been completed and the building is designated as safe to enter.   

 

School/Site Name: __________________________ Location/Building Code: _______________________ 

District:________ Date: ___/____/____  Time: (24:00 Hours):____:____ 

Damage Category No 

Damage  

Slight Damage  Severe Damage  Hazardous 

Condition 

Location/Room #/Note 

Electrical □ □ □ □ _______________________ 

Natural Gas Lines and 

Water Heater/Boiler 
□ □ □ □ _______________________ 

Water  □ □ □ □ _______________________ 

Sewer  □ □ □ □ _______________________ 

Phone  □ □ □ □ _______________________ 

Hazardous 

Materials  

Custodial chemicals 

□ □ □ □ Chemical Type/Quantity spilled or leaking: 

 

___________________________________ 

Lab chemicals □ □ □ □ Chemical Type/Quantity spilled or leaking: 
 

___________________________________ 

Asbestos □ □ □ □ _______________________ 

Lead □ □ □ □ _______________________ 

Physical Hazards 

Sink Holes 

□ □ □ □  

_______________________ 

Construction Areas □ □ □ □ _______________________ 

Damaged Bld. Matl.  □ □ □ □ _______________________ 

Broken Glass □ □ □ □ _______________________ 

Notes:  (description of trouble, location, severity or hazardous materials): 

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________ 

Findings 

Building or room safe for re-occupancy    □  

Building or room closed due to hazardous condition  □   

The following corrective measures need to be completed prior to re-occupancy: 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________
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Operations 

Site Security/Utilities 

 
Responsibilities: Secure campus and control traffic to prevent unauthorized entry into or exit 

from school--lock all gates 

 

If Needed: 

a. Shut off gas main (only if you can smell gas leak) 

b. Shut off electricity 

c. Shut off water 

1. If needed, double check the location of student request/release point with 

Command Post. 

2. Lock all outside access gates or doors. 

3. Station personnel as needed to refer people to the student request/ release 

point. 

4. Mount signs at campus access point(s) to direct parents to student 

request/release point. 

5. Report problems or status to Operations Chief. 

6. Report to Operations Chief after items 1-5 are completed, for reassignment. 

(Personnel assigned to securing entrances/exits and directing people to student 

request/release point should continue in this assignment for duration of 

emergency situation.) 

 

The Security/Utilities Team Leader is also responsible for contacting local 

utilities (water, electricity, gas, sewer) as needed. 

 

Personnel: Security/Utilities Team Leader:  Custodian -  
 

Security/Utilities Team Member:  Available Staff 

 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Wear hard hat and identification vest if available 

Operational Duties   As you do the following, observe the campus and report any damage by 

radio to the Command Post  

 Lock gates and major external doors.  

 Locate/control/extinguish small fires as necessary.  

 Check gas meter and, if gas is leaking, shut down gas supply.  

 Shut down electricity only if building has clear structural damage or 

advised to do so by Command Post (CP).  

 Post yellow caution tape around damaged or hazardous areas.  

 Verify that campus is “locked down” and report same to CP.  

 Advise CP of all actions taken for information and proper logging.  

 Be sure that the entire campus has been checked for safety hazards and 

damage.  

 No damage should be repaired prior to full documentation, such as 

photographs and video evidence, unless the repairs are essential to 

immediate life-safety.   

 Route fire, rescue, police, etc. as appropriate.  

 Direct all requests for information to the Public Information Officer.  
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Closing Down:  Return equipment and reusable supplies to Logistics.  

 When authorized by the Incident Commander, close out all logs.  Provide 

logs and other relevant documents to the Documentation Unit.   

Equipment / 

Supplies 

 Wear vest, hard hat, work gloves, and whistle.  

 Supplies:  
 Carry campus 2-way radio 

 Master keys 

 clipboard with job  description 

 Carry bucket or duffel bag with goggles, flashlight,   dust masks, yellow 

caution tape, and shutoff tools for gas &    (crescent wrench)   

 Copy of the school’s Emergency Procedures 

 Large durable signs for providing direction and information  

 Notebook containing site maps 
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Operations 

Maintenance/Fire Group 

 
Responsibilities This Group is responsible for recognizing, isolating and possibly mitigating 

hazards or potential hazards after a disaster has occurred. For the best possible 

outcome during and after a disaster the Maintenance/Fire Group (MFG) must 

feel comfortable in locating utility supplies and shutting them off during a 

disaster.  The MFG will work directly under the Operations Leader and assist 

responding police and fire personnel in locating hazards.  

Personnel Custodian – Dung Nguyen 

Campus Monitors, Available Staff or disaster worker capable of carrying 

out directed tasks.  

 

Team 

Assembly 

Location 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team members will initially meet at the inside location. If the inside location is 

unavailable, team members will meet at the outside location. 

Start-up 

Action 

 Establish communications with the Operations Leader. This communications 

can be face to face or by radio.  

 Give Ops Leader your location and plan of action to check damaged utilities 

(gas lines, electrical boxes, water mains) 

 Gain access to the proper tools necessary to accomplish plan of action and a 

map identifying the location of utilities. 

Operational 

Duties 

 Execute plan and report findings of damaged utilities or other hazards.  Report 

any injured or trapped individuals to the Operations Leader so search and 

rescue can be dispatched. 

 Shut off any utilities that have been damaged ONLY if you can accomplish it 

in a safe manner. 

 If utilities are damaged beyond repair, establish a perimeter around the area 

and deny entry to everyone except trained disaster workers. Once a perimeter 

is established, other staff members may be given the duty of denying access to 

the affected area. This will allow the MFG to continue with their damage 

control.  

 If a fire is found during the initial search, first make sure all students and staff 

members remain clear of the area. Next, notify Operations Leader of the 

situation. DO NOT ATTEMPT TO ENTER ANY BUILDING THAT IS ON 

FIRE! If fire hoses are available in the area, water may be applied from a safe 

distance from OUTSIDE of the building. 

 Shut down the gas and electrical to the affected building and open all gates 

accessing the building so emergency vehicles will have access when 

responding. These actions will expedite access for responding emergency 

crews. 

 Once the entire campus has been scouted and all hazards have been identified, 

a face to face report should be given to the Operations Leader. 

Closing Down  ALL UTILITIES MUST BE PLACED BACK IN SERVICE BY 

TRAINED PROFESSIONALS.  

Equipment & 

Supplies 

 Portable Radio 

 Tool Box with full complement of tools 

 Fire Line Tape for restricting area access. 

  

The above guidelines were intentionally left very vague in regards to fire fighting. Unless personnel are trained, and 

provided with the proper equipment, they are exposing themselves to unnecessary risk. The amount of property that 

two or three unequipped people can save during a fire situation is not worth the life that must be risked to accomplish 
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this task!  Only trained fire fighters with appropriate equipment should attempt enter a building that is on fire 

or extinguish a fire that may include hazardous materials, including car fires. 

 

 

 

Guidelines for Maintenance/Fire Group 
 

C. ELECTRICAL ISSUES 
 Locate utilities services. Check to see if electrical service is underground or supplied by overhead wire. If 

overhead power lines are present, the MFG should do a thorough check of all power lines on campus and 

the weather head that attaches each line to each building. If findings identify any power line that has 

fallen or detached itself for any reason, a safety zone of 20 feet in all directions should be established 

around the affected area. DO NOT TOUCH DOWNED WIRES! 

 After any disaster where structures were significantly damaged a thorough check of each room may be 

required. If upon entry there is a smell of smoke, or a burning smell, immediately contact emergency 

services. Next, shut down the electricity to the effected building. The damage to the building may have 

caused a short in the wiring circuit. This could allow objects that are in the affected room to conduct 

current from the wiring and electrocute anyone who may come into contact with them.  

 It is not always necessary to turn off power to buildings. If no damage has been done and a safety check 

of every room produces no findings, then the electricity should be left on for heating and cooking 

purposes.    

 

D. NATURAL GAS ISSUES 
 Locate the gas meter and check for any leaks. Most leaks will be created at the spot where the 

line exits the ground after an earthquake. If there are no signs of a leak, continue to any other 

meters on campus. If a leak is found, immediately shut off that meter. If this does not stop the 

leak call for emergency services and establish a perimeter of at least 150 ft around the meter. 

Deny access to everyone except trained emergency workers. It may be necessary to shut down 

the natural gas supply to the entire campus if a leak is found and it cannot be corrected at the 

affected meter, but this is a last resort. 

 
E. WATER LINE ISSUES 

 Locate the water supply valve usually located in the road way. Water lines should be left alone unless 

there is a break in a line. Once a line has been broken, the water in the line is now contaminated and can 

no longer be used for drinking.  

 

 

FIRE ISSUES 
 Small fires can be extinguished with a fire extinguisher if they are very small and contained in a non-

flammable environment. Fires normally double in size every 30 to 45 seconds. Unless someone sees a 

fire start, and has a fire extinguisher within an arms reach, they should not attempt to extinguish the fire. 

Fires grow too fast and produce breath taking smoke that will prevent someone from escaping a room 

unless done so in the early stages of the fire. Bottom line, LEAVE FIRE FIGHTING TO 

PROFESSIONALS. Evacuate immediately. 
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OPERATIONS 

Assembly/Shelter Team 
 

 
Responsibilities: Ensure the care and safety of all students on campus except those who are 

in the Medical Treatment Area. 

     Pre-designate locations on campus 

Media Corral 

Assembly Area 

Request Gate 

Reunion Gate 

Evacuation area and routes 

Latrine locations – Girls, Boys and Faculty 

 

The Assembly Area Team is responsible for the safe evacuation and 

accounting of all students and staff during an emergency.  The team is also 

responsible for reporting missing persons to the Incident Commander 

 

 

Personnel: Assembly Area Team Leader: Teacher in Charge - Shawna O’Hara 

Alternate Team Leader:  Speech Teacher – Rachel Finigan 

 

Assembly Area Team Member:  Classroom teachers, substitute teachers, 

and staff as assigned. 

 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:     Wear identification vest if available.                      

    Take job description clipboard, & radio.  

    Check in with Operations Chief for situation briefing.  

    Assign personnel to assignments as needed.  

    If school is evacuating:  

Verify that the assembly area and routes to it are safe.  

Count or observe the classrooms as they exit, to make sure that all classes 

evacuate.  

Initiate the set-up of portable toilet facilities and hand- washing stations. 

 

Operational Duties  

Monitor the safety and well-being of the students and staff in the Assembly 

Area.  

Administer minor first aid as needed.  

Support the Student Release process by releasing students with appropriate 

paperwork.  

When necessary, provide water and food to students and staff.  

Make arrangements for portable toilets if necessary, ensuring that students and 

staff wash their hands thoroughly to prevent disease.  

Make arrangements to provide shelter for students and staff.  

Arrange activities and keep students reassured.  

Update records of the number of students and staff in the assembly area (or in 

the buildings).  
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Direct all requests for information to the PIO.  

 

Closing Down: Return equipment and reusable supplies to Logistics.  

When authorized by IC, close out all logs. Provide logs and other relevant 

documents to the Documentation Unit.  

Equipment / 

Supplies 

Vest, campus 2-way radio  

Clipboard with job description  

Ground cover, tarps  

First aid kit, water, food, sanitation supplies  

Student activities: books, games, coloring books, etc.  

Forms:  

Student Accounting  

Notice of First Aid Care forms 
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Operations 

Evacuation Team 
 

Responsibilities: Direction for Assembly / Shelter Team Leader 

Personnel: Available Staff if Needed 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:    Organize team 

Operational Duties   

 

Closing Down:   

Equipment / 

Supplies 

 Safety backpack 
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Operations 

Psychological First Aid Team 
 

 
Responsibilities: The Psychological First Aid Team is responsible for the caring and safety 

of all students on campus during an emergency.  It also provides 

psychological first aid as needed during and immediately after an 

emergency. 

Personnel: Psychological First Aid Team Leader:  School Psychologist – Steve 

Brown/ Brandon Chavez 

Available Staff 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:   Check with the Medical Team Leader for assignment. 

 Start Log for all patients seen 

Operational Duties  Psychological First Aid Team Leader 

 The Psychological First Aid Team Leader is responsible for directing 

team activities and periodically interacting with the Incident Commander 

to identify problems and report status.   

 The Psychological First Aid Team Leader is also responsible for 

assigning personnel as needed. 

 

 Psychological First Aid Team Members 

 The members of the Psychological First Aid Team are responsible for 

monitoring the safety and well-being of the students and staff in the 

Assembly Area.  The Psychological First Aid Team will direct all 

external requests for information to the Public Information Officer.  

Specific duties of the members of the Psychological First Aid Team may 

include: 

 Administering minor first aid and psychological first aid as needed 

 Supporting the Release Gate Team as needed. 

 Coordinating with the Incident Commander to provide water and food to 

student and staff when necessary. 

 Providing reassurance to students. 

 Updating records of the number of students and staff. 

 

Closing Down:   Return equipment and unused supplies to Logistics. 

 Complete all paperwork and turn it in to the Documentation Unit. 

Equipment / 

Supplies 

  Vest or position identifier 

 Hand-held radio 

 Ground Cover, tarps 

 First aid kit 

 Paper, pens, pencils 
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Operations 

Student Care 
 

Responsibilities: Ensure the care and safety of all students on campus except those who 

are in the medical treatment area. 

 

Personnel: Student Care Leader: Teacher in Charge – Shawna O’Hara 

Classroom teachers, substitute teachers, and staff as assigned 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Wear an identification vest, if available. 

 Take a job description clipboard and radio. 

 Check in with the Operations Section Chief for a situation briefing. 

 Make personnel assignments as needed. 

 If evacuating: 

*  Verify that the assembly area and routes to it are safe. 

*  Count or observe the classrooms as they exit, to make sure that all classes 

evacuate. 

* Initiate the set-up of portable toilet facilities and hand-washing stations. 

Operational Duties  Monitor the safety and well-being of the students and staff in the 

assembly area.  

 Administer minor first aid as needed.  

 Support the Student Release process by releasing students with the 

appropriate paperwork. When necessary, provide water and food to 

students and staff.  

 Make arrangements for portable toilets if necessary, ensuring that 

students and staff wash their hands thoroughly to prevent disease. 

 Make arrangements to provide shelter for students and staff.  

 Arrange activities and keep students reassured.  

 Update records of the number of students and staff in the assembly area 

(or in the buildings).  

 Direct all requests for information to the PIO. 

 

Closing Down:   Return equipment and reusable supplies to Logistics.  

 When authorized by the Incident Commander, close out all logs. 

 Provide logs and other relevant documents to the Documentation Unit. 

Vest 

Equipment / 

Supplies 

 Vest Clipboard with job description  

 Ground cover, tarps  

 First aid kit Student activities: books, games, coloring books, etc. 

 Forms:  

*  Student Accounting  

* Notice of First Aid Care  

 Campus two-way radio  

 Water, food, sanitation supplies 
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Operations 

Request Gate 
 

Responsibilities: The Request Gate Team is responsible for processing parent requests for 

student release during an emergency. 

Personnel: Request Gate Team Leader:  Clerk – Angela Wilkerson 

Alternate Team Leader:  Speech Teacher – Rachel Finigan 

Team Member: Available Staff 

 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Prepare ID Tags to be issued to parents/guardians 

 Place Request Gate and other Location identification signs 

 Copies of Emergency cards to identify authorized persons 

Operational Duties  Request Gate Team Leader 

 The Request Gate Team Leader is responsible for directing team 

activities and periodically interacting with the Incident Commander to 

identify problems and report status.  The Request Gate Team Leader will 

refer all outside requests for information to the Public Information 

Officer. 

 

 Request Gate Team Members 

 The members of the Request Gate Team are responsible for greeting 

parents, guardians, or designees and providing them with tags or other 

identifications authorizing the holders to reunite with their students at the 

Reunion Gate.  Specific duties of the members of the Request Gate Team 

may include: 

 Greeting and directing parents, guardians, or designees to the counselors 

as appropriate. 

 Providing reassurance to parents, guardians, or designees and maintaining 

order. 

 Issuing a tag or other identifications only to an authorized person. 

 Directing parents or guardians to the Reunion Gate. 

 

Closing Down:  Return equipment and reusable supplies to Logistics.  

 When authorized by the Incident Commander, close out all logs. 

 Provide logs and other relevant documents to the Documentation Unit.   

Equipment / 

Supplies 

 Keys to Main Gate 

 Bullhorn 

 Tags or other identifications 

 Location identification signs 
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Operations 

Reunion Gate 
 

Responsibilities: The Reunion Gate Team is responsible for reuniting parents or guardians 

with students.  This can be a highly sensitive role due to the fact that some 

parents will be informed that their children may be injured, missing or dead. 

The team will keep accurate records of students leaving the campus. 

Personnel: Reunion Gate Team Leader:  Secretary – KC Seidlitz 

Alternate:  Student Support Specialist- Beth Louden 

Reunion Gate Team Member:  Library Technician – Brenda Shaffer 
 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Take a job description clipboard and radio. 

 Check in with the Operations Section Chief for a situation briefing. 

 Make personnel assignments as needed. 

 Collect emergency cards for students 

Collect Materials for sign-out log 

 Start Student Release Log 

Operational Duties  Reunion Gate Team Leader 

 The Reunion Gate Team Leader is responsible for directing team 

activities and periodically interacting with the Incident Commander to 

identify problems and report status.  The Reunion Gate Team Leader will 

refer all requests for information to the Public Information Officer.  The 

Reunion Gate Team Leader is also responsible for collecting the Student 

Release Log from the Team Members and have them readily available to 

Incident Commander. 
 

 Reunion Gate Team Members 

 The members of the Reunion Gate Team are responsible for greeting 

parents, guardians, and designees and reuniting them with their students 

at the designated Reunion Gate.  Specific duties of the members of the 

Reunion Gate Team may include: 
 

 Greeting parents, guardians, and designees at the Reunion Gate. 

 Verifying the authenticity of the tags or other identifications. 

 Dispatching Student Runners to Assembly Area to escort students whose 

parents have come to claim them. 

 Providing reassurance to parents, guardians, and designees and directing 

them to the Reunion Area to wait for their children. 

 Confirming students recognize the authorized adults who come to claim 

them and requiring adult to sign student out of school. 

 Completing Student Release Log and submitting them to the Reunion 

Gate Team Leader. 
 

Closing Down:  Return equipment and reusable supplies to Logistics.  

 When authorized by the Incident Commander, close out all logs. 

 Provide logs and other relevant documents to the Documentation Unit.  

Equipment / Supplies  Hand-held radios 

 Tables and chairs (from nearby classrooms) 

 Keys to Reunion Gate 

 Materials for sign-out log 

 Student Release Log  
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Logistics 
 
The Logistics function of SEMS supports emergency operations by coordinating personnel; assembling and deploying 

volunteer teams; providing supplies, equipment, and services; and facilitating communications among emergency 

responders. Within TUSD, these activities are performed by the Security/Utilities Team and the Supply/Equipment 

Team both of which report directly to the Incident Commander unless a Logistics Chief is assigned.  

 



54 

 

Logistics 

Equipment / Supply Team 
 

Responsibilities: The Supply/Equipment Team is responsible for ensuring the availability 

and delivery of adequate supplies and equipment during the course of an 

emergency. 

Personnel: Equipment/Supply Team Leader:  Custodian -  

Equipment/Supply Team Member: Available Staff 

Team Assembly 

Location 

 

Inside:   Main Office Area 

Outside:  Playground B (area outside of B-wing bathrooms/picnic area) 

Team Members will initially meet at the inside location.  If the inside 

location is unavailable, Team Members will meet at the outside location. 

Start-up Actions:  Check in with the Incident Commander for a situation briefing. 

 Open the supplies container or other storage facility. 

 Put on position identifier, such as a vest, if available. 

 Begin distribution of supplies and equipment as needed. 

Operational Duties Supply/Equipment Team Leader 

 The Supply/Equipment Team Leader is responsible for directing team 

activities and keeping the Incident Commander informed of overall 

status.  Specific duties of the Supply/Equipment Team Leader may 

include: 

 Reporting equipment and supply needs. 

 Estimating the number of persons requiring shelter and determining the 

length of time shelter will be needed. 

 

 

Supply/Equipment Team Members 

 The members of the Supply/Equipment Team are responsible for 

assessing the adequacy of available water, food and other supplies and 

organizing the distribution of resources for immediate use (water, food, 

power, radios, telephones, and sanitary supplies).  Specific duties of the 

members of the Supply/Equipment Team may include: 

 Distributing emergency water and food supplies. 

 Establishing a list of all persons in shelter and determining any special 

needs.  

 Controlling conservation of water. 

 Assist team members in locating appropriate supplies and equipment. 

 Log all supplies distributed 

 

Closing Down:  Close out all logs turn them over to Documentation.  

 

Equipment / 

Supplies 

 Hand-held radios 

 Keys 

 Bullhorn 

 Emergency water supplies 

 Emergency food supplies 

 Temporary power supplies 

 Cell phones 

 Sanitary supplies 
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Communications: Challenges and Suggested Responses 

 
 Challenge   Response  

 Day One  

 Rumor Control 

A common reaction to fear is to generate rumors or stories to 
fill in information that is not available. Making an uninformed 
declaration about information can be empowering for 
frightened individuals.  Crises are fertile ground for rumors, 
and rumors are unfortunately self-perpetuating.  

 Clear and frequent communication.  Crisis 
communicators should be involved, visible, and convey 
leadership.  Survivors, victims' families, and local citizens 
will look to the school for leadership.  Its presence will help 
calm fears and rumor mongering.  

 Phone Line Jams 

Natural disasters and major newsmaking events can create 
massive phone traffic, jamming cellular connections.  

 Use combination two-way radio/cell phones and if 
possible keep one line open to the district office. If a 
connection is made, don't hang up, just put the phone down 
for use later.       

 Media Intrusion 

School crises can create a crush of media, often making it 
hard to distinguish parents and students from journalists.  
Helicopters and cameras stationed outside the school 
provide live coverage that can put many lives at risk.  

 Determine and maintain a perimeter around the 
school that media may not cross.  Ask for law enforcement 
help in policing violators. Violators may later be denied 
access to official school or law enforcement briefings.  

 Scattering of Schools and School Staff  

Acting on instinct, staff and students facing danger flee the 
building, often not knowing where they are running.  This 
makes it difficult to ensure that students are moving toward 
safety, not danger, and makes it difficult to account for 
students and staff. Parents who come to school often cannot 
find their children and panic ensues. Natural disasters can 
disperse children, families, and entire communities.  Recent 
disasters have spawned effective people (and even pet) 
locator systems that often involve Internet communication.  

 Establish pre-identified locations (reunion areas) 
that students and staff should retreat to in the event of an 
emergency. Ensure that a procedure has been established 
for releasing students to parent or guarding care; the 
procedure should be able to account for when and into 
whose custody the child was released. Provide information 
about dispersed colleagues and students.  

 Media Mistakes Fact verification.  

In the absence of information and the pressure of live 
coverage, verification of facts is often sacrificed for good 
pictures and sound.    

 Establish trust before the crisis strikes.  Provide as 
much information as you can as quickly as you can without 
speculating or releasing unverified information.  Even if all 
you can say are a few sketchy sentences, you can 
communicate your concern and compassion and the action 
being taken to investigate.  Advise media of the potential 
destructiveness of being wrong.  
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 Day Two  

 Challenge   Response  

 Potential for Eroded Credibility 

 When bad things happen, past behavior is used to predict 
future actions. When past behaviors are considered good 
and helpful, the current and future behaviors don't match 
those expectations, there is a loss of credibility. 

 Implement trust-building, fear-reducing, credibility-
fixing behaviors.  Suggestions:  Provide advance 
information.  Ask for input from all, even perceived 
opponents.  Listen carefully.  Demonstrate you've heard, 
adjust action.  Stay in touch. Speak in plain language. 

Bring victims/involuntary participants into the decision 

making process. 

 Constant Need for Information 

The need for a constant streaming of information to the 
community is enormous. Questions and anxieties can 
escalate.  

 Organize separate all-school staff and all-
community meetings to provide information and opportunity 
to express concerns.  Immediately implement information 
channels that are accessible to all members of the 
community and media --  an interactive web site for 
questions and answers, a crisis response hotline, and a 
regularly updated fact sheet.  

 Panic and Alienation  

Normal routines and support systems are suspended and 
survivors can feel very alone and panicked.  

 Drop-in centers should be made available in 
several locations throughout the community for parents, 
students, teachers and others to receive information, 
counseling, and contact with other grieving members of the 
school and community.  

 Media Feeding Frenzies  

Reporters are scrambling for pictures of students, interviews 
with school staff and students, and sometimes implement 
specious means of gaining access to schools and hospitals.  

 Implement a system for coordinating and 
responding to media and set parameters for coverage.  

  
 Day Three and Beyond 

 Community Feelings - Bitterness and Blame 

Victims and victims' families and the school community may 
feel bitter and may take action that causes divisiveness.  
There may also be a tendency to place blame or emphasize 
simplistic solutions to violence or community crisis.  

 Care must be taken to sustain open, responsive 
communication lines with all facets of the school 
community, particularly the victims and their families. 
Liaisons to victims should make frequent contact with the 
families and be responsive to their concerns and needs. In 
addition, affirming community-wide activities should be 
scheduled to allow citizens to contribute to memorials and 
expressions of compassion.  

 Victims' Feelings - Anxiety, Frustration, Anger  

Victims (of varying degrees) declare their needs are not 
being met or considered and resist solutions.  

 Promote the understanding that victims have a 
special mentality and their perception and behavior is 
altered in ways that are fundamentally predictable.  Victims 
designate themselves and determine when they are not 
longer victims.  

 Anxiety and Media Interest in Return to School  

Anxieties escalate around returning to school.  There is a 
heightened media interest in covering the first day back.  

 Establish drop-in support groups within school 
during lunch hour and before and after school.  Carefully 
plan re-entry and make adequate counseling support 
available. Communicate well first day plans and set limits 
with the media.    
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Administration / Finance 
 
The Finance/Administration function of SEMS involves the purchasing of all necessary materials, tracking financial 

records, timekeeping for emergency responders, and recovering school records following an emergency. Within 

TUSD, these activities may be performed by a “Documentation” position which reports directly to the Incident 

Commander unless a Finance/Administration Chief is assigned. 
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Emergency Management/Incident Command 

ORGANIZATION CHART  
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EMERGENCY MANAGEMENT ORGANIZATION CHART 
             

       

Incident Commander  

(IC) 

Principal 

Deanna Yasaki 

Alt.-Teacher in Charge 

Shawna O’Hara 

 

      

  Management Planning/Intelligence   Operations Operations   Logistics  Administration/Finance  

                   

 

 

 

Public 

Information 

Officer 
Intervention Specialist 

Beth Szabo 

 Alt.-IC 

 

  
Situation Analysis / 

Communications 
Intervention Specialist 

Beth Szabo 

  Alt.-IC 

 

Assembly/Shelter 
Teacher in Charge 

Shawna O’Hara 
Alt.-Speech 

Rachel Finigan 

  Search and 

Rescue  
Incident Commander 

Alt.-Custodian  

Dung Nguyen 

 

 
Equipment / Supply 

Custodian 

 

  
Documentation 

Secretary 
KC Seidlitz 

 

  

         

                  

 

 
 

Safety Officer 
Incident Commander 

Student Support Specialist 

Beth Louden 
 Alt.-IC 

  
 

Documentation  
Secretary  

KC Seidlitz 

 

 

First Aid/Medical  
Health Technician        

Anna Rodgers 

Alt.-Instructional 

Assistant 
Yvonne Bigham  

  Site Security / 

Utilities 
Custodian 

Dung Nguyen 

  

  

 

  

         

            Other Assignments  

 

 Liaison Officer 
Intervention Specialist 

Beth Szabo 

 Alt.-IC 

 

   

Psychological 

First Aid 
School Psychologist 

Steve Brown & 

Brandon Chavez 

  Maintenance / 

Fire 
Custodian 

 

  

School Nurse  
Anna Rodgers 

 

Plant Manager  
Deanna Yasaki 

 

Complex Project Manager  
Custodian 

 

School Safety Planning 

Committee Chair  
Deanna Yasaki 

 

 

   

             

 

 

    

Request Gate  
Clerk 

Angela Wilkerson 

Alt.-Speech 

Rachel Finigan 

  
Reunion Gate  
Library Tech  

Brenda Shaffer 

Alt.-  

Beth Louden 

   

   

             

 [Note: This Organization Chart is based on SEMS, and adapted for TUSD use.  The Principal and School Safety Planning Committee should use discretion in making further 

modifications to address specific needs of the school.  The first name in the box represents the primary responsible person whereas the second name denotes the backup] 
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  Travis Elementary 17/18 Emergency Contact List 

 

   

 Deanna Yasaki       

 Principal/Main contact will call Lead Contacts.  Lead contacts will call the names on their list and report back to principal. 

 Name  Cell Other Email Contacted Comments 

 Angie Wilkerson Classified Office    Yes  / MSG   

 Terri Agnitsch Classified IA SCIL    Yes  / MSG   

 Amber Busay Behavior Interv. Spec.    Yes  / MSG   

 Harvey King Classified Custodial    Yes  / MSG   

 Dawn Lundholm Classified Kitchen    Yes  / MSG   

 Custodian Classified Custodial    Yes  / MSG   

 Rebecca Scott Classified Kitchen    Yes  / MSG   

 

Charmaine 
Sweatmon Classified IA SCIL    Yes  / MSG   

 Shanna Wolf Classified IA SCIL     Yes  / MSG   

 Christina Heckman Preschool Speech    Yes  / MSG   

 Alexandria Attwater Classified IA SCIL    Yes  / MSG   

 Carla Baleto Preschool Speech    Yes  / MSG   

 Lydia Chambers Classified IA SCIL    Yes  / MSG   

 Cassie DeHart Preschool SCIL    Yes  / MSG   

 Leslie Fullen Classified IA SCIL    Yes  / MSG   

 Vona Fe Ofamen Classified IA SCIL    Yes  / MSG   

 Tami Post Classified IA SCIL    Yes  / MSG   

 Nickie Cunningham Grade 1    Yes  / MSG   

 Lorena Abreu Classified IA SCIL    Yes  / MSG   

 Corrie Acuna Grade K-AM    Yes  / MSG   

 Melissa Knox Classified IA SCIL    Yes  / MSG   

 Lila Korpell Grade 1    Yes  / MSG   

 Monica Lowe Grade K    Yes  / MSG   

 Aerin Matern Grade K-PM    Yes  / MSG  

 Marcia Mendoza TK-PM     Yes  / MSG   

 Amy Porquez Grade 3    Yes  / MSG   

 Rosemary Dopler Grade 3    Yes  / MSG   

 Barbara Forbes Grade 2    Yes  / MSG   

 Lori Garcia Grade 2    Yes  / MSG   

 Pamela George Preschool IA    Yes  / MSG   

 Donald Inn Grade 2    Yes  / MSG   

 Kelsey Honeychurch Preschool IA     Yes / MSG  

 Scott Ziegler Grade 3     Yes / MSG  
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  Travis Elementary 15/16 Emergency Contact List   

        

 Deanna Yasaki       

 Principal/Main contact will call Lead Contacts.  Lead contacts will call the names on their list and report back to principal. 

 Name     Contacted Comments 

 Shawna O'Hara Grade 6    Yes  / MSG  

 Sara Godinez Grade 4    Yes  / MSG   

 Nonato Icatar Grade 5    Yes  / MSG   

 A.J. Jackson Classified IA SCIL    Yes  / MSG   

 Mark Kleinman Grade 4    Yes  / MSG   

 Cassie Olinski SCIL TK    Yes  / MSG   

 Melissa Philips Grade 6    Yes  / MSG   

            

 Rachel Finigan Speech       Yes  / MSG   

 Branden Chavez Psych       Yes  / MSG   

 Kristie Ballard Learning Center       Yes  / MSG   

 Steve Brown Psych       Yes  / MSG   

 Jennifer Canady SCIL IA       Yes  / MSG   

 Erica Candido Social Worker       Yes  / MSG   

 Rachelle Dingcong Learning Center IA       Yes  / MSG   

 Marilou Lapurja Learning Center IA       Yes  / MSG   

 April Phillips SCIL TK/K       Yes  / MSG   

 Kristina Pickering Learning Center IA       Yes  / MSG   

        

 KC Seidlitz Classified Office       Yes  / MSG   

 Nicole Agir Speech Therapist       Yes  / MSG   

 

David Flores-
Workman Music / Band       Yes  / MSG   

 Shari Hendrix Music / Band       Yes  / MSG   

 Beth Louden Classified Support       Yes  / MSG   

 Anna Rodgers Classified Office       Yes  / MSG   

 Brenda Shaffer Classified Library       Yes  / MSG   

 Matt Soughers PE       Yes  / MSG   

 Beth Szabo Intervention Specialist       Yes  / MSG   
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 Appendix: 
 Emergency Response Binder 

 Initial Response to Emergencies—TSUD Emergency Response 

Procedures 

 Incident Command Chain—district 

 Incident Command Chair--Site 

 Incident Response Committees 

 Checklists for Incident Response Committees 

o Forms  

 Emergency Telephone Numbers 

o Site Phone Tree 

o Community Emergency Numbers 

 School Maps with NIMS Designations 

 EC 32001 Fire Warning Systems; Sounding Alarm; Fire 

Drills 

 BP AR 3516 Disaster Plan 

 BP AR 1330 Use of School Facilities 

 AR 3516.1 Fire Drills and Fires 

 AR 3516.2 Bomb Threat 

 BP 3516.5 Emergency Schedules 

 AR 3516.3 Earthquake Emergency Procedure System 

 BP 3516.5 Emergency Schedules 

 BP AR 3543 Transportation Safety and Emergencies 
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Suspension/Expulsion Procedures 

 
 SUSPENSION*PARENT/STUDENT RIGHTS (Handbook 2010-11) 

     Our intention is that our school environment be a positive and successful one.  At times, it 

may become necessary to suspend a student from school.  According to Travis USD Board 

Policy, 5114(c), and California Education Code, 48900, students may be suspended from 

school for any of the following reasons. 

 

 Caused, attempted to cause, or threatened to cause physical injury to another 

person. 

 Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other 

dangerous object. 

 Unlawfully possessed, used, sold, or otherwise furnished, or was under the 

influence of any controlled substance. 

 Unlawfully offered or arranged or negotiated to sell any controlled substance. 

 Committed robbery or extortion. 

 Caused or attempted to cause damage to school property or private property. 

 Stole or attempted to steal school property or private property. 

 Possessed or used tobacco, except as permitted under the regulations of this school 

district according to Education Code Section 48901 (df.5131.6-Drugs, Tobacco, 

Alcohol). 

 Committed an obscene act or engaged in habitual profanity or vulgarity. 

 Unlawfully offered, arranged, or negotiated to sell any drug paraphernalia, as 

defined in Section 11364 of the Health and Safety Code. 

 Disrupted school activities or otherwise willfully defied the valid authority of 

supervisors, teachers, administrators, other school officials, or other school 

personnel engaged in the performance of their duties. 

 Has committed sexual harassment as defined in Education Code 48900.2 section 

212.5. 

 In the event of suspension, parents and pupils have the right to due process, 

(Education Code 48911, 48914, 48915) and to review the student’s records.  In the 

event of suspension, a parent conference with the principal may occur before the 

student is readmitted to school. 

 Appendix: 

 BP AR 5144.1 Suspension and Expulsion/Due Process 

 AR 5144.2  Suspension and Expulsion/Due Process 

(Students with Disabilities) 
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Procedures for notifying teachers of dangerous students 

 

 District Procedures for Notification of Teachers of 

Dangerous Students 
At the beginning of every school year, the Student Services office sends an update 

for each school’s Education Code Infractions binder.  The binder contains the 

names, the number of incidents, the type of incident, and the total days of 

suspension for students who have violated education code 48900 a-r (with the 

exception of h), and Education Code 48900.2, 4800.3, 48900.4, and 48900.7.  The 

binder contains records for the past three school years. 

 

Staff members are made aware of the binder through an e-mail through their 

administrator or at a staff meeting.  Teachers can make an appointment with the 

administrator to review the binder.   Administrators keep a checklist of teachers to 

ensure they have received the information.  Administrators are also asked to inform 

teachers of any student who is enrolling that they know to have violated the 

Education Code sections listed above.   

 

 School Procedures for Notification of Teachers of 

Dangerous Students 
 

Staff has access to ABI to review student discipline history and have access to review student cumulative 

files.  Staff are encouraged to use ABI as a resource and to review student cumulative files throughout the 

year. 

 

 Appendix 

 EC 49079 Reporting of dangerous students 

 BP AR 0450 Comprehensive Safety Plan 
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A policy on sexual harassment 
TUSD Sexual Harassment Policy (Student Handbook 2010-11) 

The Travis Unified School District is committed to providing an educational environment free of 

unlawful harassment.  The District maintains a strict policy prohibiting harassment of students 

because of sex, race, color, national origin, ethnicity, religion, age, physical or mental disability, 

blindness or severely impaired vision or any other basis protected by federal, state or local law 

ordinance, or regulations.  All such harassment is unlawful. 

 

Irrespective of law, the District believes that all such harassment is offensive.  Unlawful harassment 

in any form, including verbal, physical and visual conduct, threats, demands and retaliation, is 

prohibited.  Violation of this policy by an employee may result in discipline, which may include 

discharge, depending on the seriousness of the violation.  Violation of this policy by another 

student may result in discipline, which may include suspension or expulsion, depending on the 

nature and seriousness of the violation.  (See Education Code Sections 48900 and 48900.2) For 

a complete copy of the Travis USD Harassment Policy (5145.1(b)) contact the office of the 

Superintendent. 

 

 Appendix 

 EC 212.5 Sexual harassment 

 BP 1312.3 Uniform Complaint Procedures 

 BP 4119.11 Sexual Harassment 

 BP 5145.3  Nondiscrimination/Harassment 

 BP 5145.7 Sexual Harassment 
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A district wide dress code and any school site or individual codes 
DRESS FOR SCHOOL 

Travis Elementary has recommendations for dress that in our experience improves the safety of 

children on the playground.   

 

1. School attire should be appropriate, modest, and in good taste.  No offensive logos, i. e. alcohol, 

tobacco, guns, are allowed. 

 

2. Short-shorts, bare midriffs, tank tops (may be worn under another shirt), and halter tops are not 

considered proper dress for school.  Shirts must have at least a 1” or wider strap. Shorts and 

skirts must be fingertip length. 

 

3. Sandals/flip-flops, high heels, and platform shoes are prohibited because they present a safety 

hazard on the playground; rubber soled shoes are recommended. PE classes require rubber 

soled tennis shoes that are not slip-ons. Heelys are also not allowed.   

 

4. Head coverings of any kind are not to be worn inside the building unless for medical or religious 

reasons. 

 

5. Over-sized earrings are prohibited due to safety reasons. 

 

6. Proper-sized clothing is recommended. Pants must fit at the waist and not sag down by the 

hips. 

 

7. Fridays are School Spirit Day.  All students are encouraged to wear their Spirit Wear which 

can be purchased through our PTO, or the school colors blue and gold. 

 

 

 Appendix 

 EC 35183  Dress code….gang apparel… 

 BP AR 5136 Gangs 

 BP AR 5132 Dress and Grooming 
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Safe ingress and egress procedures 
 

PARKING, PARKING, PARKING!!!! 

     Students who are driven to our school must NOT arrive before 8:00 and need to be picked up 

promptly after school. There is no designated staff member to assist with parking. All adults 

are responsible for following rules and procedures that will benefit everyone!  

 

PARTNERS IN SAFETY 

The most important school concern? The safety of our students. 

 

     Traffic around schools can pose a safety problem, especially at the beginning and end of 

each school day. Our goal is to improve safety for our students and offer parents options. 

Observe the following rules when unloading and loading Travis Elementary students 

(numbers refer to the map in the welcome folder): 

 

Drop-off, Option #1—Kiss & Go (Grade 1-3 playground and Grade 4-6 playground) 

 Enter the Kiss & Go area (1) only when your children are ready to exit the vehicle. 

School supplies must be in the car (not in the trunk) so that children can exit quickly. 

 

 Pull forward all the way to the last gate before unloading, even if there are no cars behind 

you.  

 

 Unload only from the passenger side of the car. 

 

 Unload QUICKLY in the Kiss & Go area. 

 

 Unload only from the passenger side of the car. 

 

 Children enter the playground using the nearest gate in front of your vehicle. 

 

 Remain in the driver’s seat.  

 

 Do not park in the Kiss & Go lane and leave car unattended. 

 

 Exit the Kiss & Go lane promptly after unloading children. Stay in sequence. Do not pass 

cars in front of you. Wait until the car in front has unloaded and follow in turn. 

 

 Do not block the crosswalk or bus entrance/exit with your vehicle. 

 

 When walking, parents and students are to use the crosswalk whenever possible. 
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Drop-off, Option #2—Parking 

 Parents park in a visitor/non-staff assigned parking space in front of school or parking lot. 

 All students entering through the front of the school should use the sidewalk to enter the 

primary playground (2); upper grade students walk to the upper grade playground (3) 

via the primary playground.  

 All students entering through the parking lot should use the cross walk and enter through 

the nearest open gate. 

 

Pick-up for Grades 1-6 – Parent MPR Pick-up 

 

Parents enter the MPR using: 

 Parking lot outside doors. 

 Double glass doors next to the MPR and the lost and found area. 

 Children and siblings should be supervised at all times. 

Walking with children: 

 When walking, parents and students are to use the crosswalk whenever possible. 

 Parents should monitor children and siblings at all times to prevent accidents or injury. 

 

Student Walkers – 

 Students gather on the stage in the MPR. 

 Students are released to gather transportation vehicles (bikes, scooters or skateboards as 

needed). 

 Students are expected to follow all school and traffic rules and behavior expectations 

while walking. 

 Students are escorted off school grounds by an adult.  Students should follow the adult. 

 Safe behavior is expected at all times. 

 

Transportation Requirements 

If your child rides the bus, your child will always ride the bus unless the teacher/school has 

written notification from the parent/guardian. 

 

Rainy Days 

Between 8:00 and 8:15, students should walk to their outside classroom doors and knock to be 

let in. If it is pouring down rain and students have a long distance to walk, they may enter the 

building through the MPR doors (4, 5) or the double doors off of A wing (6). 
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Travis Elementary 
Transitional Kindergarten / Kindergarten Student Drop-off and Pick-up 

 
 AM/PM Drop-off: K parents/guardians may drop off their children inside the 

Kindergarten playground area. 
 AM/PM Pick-up: Parents/guardians picking up AM students will pick up their 

children in the same location that they were dropped off. 
  
     On rainy days, parents can enter the main office area and wait with their children 

until the gate is open or the teacher arrives to escort the students to class. During 
pickup, students will remain in the classrooms until parents have arrived. 

 
     Students are not to play on K playground equipment before or after class. 

This equipment is only to be used during scheduled class time. 
 
    Parents/guardians must park in designated parking areas—at no time are buses 

to be blocked from entering or leaving school property. 
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BUS RULES 

 

District Transportation Policy 

Travis Unified School District provides free bussing to elementary students. 

 

BUS RULES 

 

1. Students will obey the direction of the bus driver and monitors while waiting for loading 

and riding the bus 

2. Students should be ready to board the bus when it arrives.  In the event a student misses 

the bus, the parent will be responsible for providing transportation for the student. 

3. Under no circumstances are students to play in the streets, harm other students, or bother 

the personal property of others while waiting for the bus. 

4. Students who ride the bus will be expected to go home on the bus unless the parent comes 

to school to pick them up.  A note from the parent MUST be given to the teacher/school in 

ADVANCE on these occasions. 

5. Students will forfeit their privileges to ride the bus if they are cited two or more times for 

failure to adhere to bus rules.  Parents will be notified by the Director of Transportation if 

their child is going to lose the privileges of riding the bus.  If bus riding privileges are 

suspended, parents will be responsible for providing transportation for their child. 

 

BUS PASS VIOLATIONS 

 

1st Offense: Student will be given a verbal and written warning that a valid Bus Pass must be 

presented upon boarding; parent/guardian will be notified by phone. Student will be allowed 

to ride the bus for that day. 

2nd Offense: Student will be given a verbal and written warning that a valid Bus Pass must be 

presented upon boarding; parent/guardian will be notified by phone. Letter will also be sent 

to parent/guardian regarding the offense. Student will be allowed to ride the bus for that day.  

3rd Offense: Student will receive a final written notice. Transportation will be denied to the 

student and the student will not be allowed to board the bus. 

 

 Appendix 

 BP AR 3514 Environmental Safety 

 BP 3514.1 Hazardous Substances 

 AR 3514.2 Integrated Pest Management 

 BP 5112.5 Open/Closed Campus 

 BP AR 5131.1 Bus Conduct 

 BP AR 5142.1 Identification and Reporting of Missing 

Children 
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Procedures to ensure a safe orderly environment 
 

VOLUNTEERS 

 

Parents and volunteers must stop in the front office to sign in and pick up a Visitor’s Pass. 

Unauthorized adults and student visitors are not allowed on campus or in classrooms. If you wish 

to observe or volunteer, please contact the teacher in advance and make arrangements. A Recess 

Pass is required if parents plan to visit the playground. 

 

Travis Unified School District has a volunteer policy in effect. A volunteer registration packet 

available in our office needs to be completed and turned in to the school.  The school will send it 

to the District Office for processing.  If fingerprinting is required, volunteers are responsible for 

the cost. 

 

ALL VISITORS ARE REQUIRED TO SIGN IN AT THE FRONT OFFICE AND 

ACQUIRE A VISITOR’S PASS.  PASSES MUST BE VISIBLE. 

 

PARENT INVOLVEMENT 
 

The Parent Teacher Organization (PTO) is very active at Travis Elementary.  All parents are 

welcomed and encouraged to join the PTO.  The PTO is involved in many activities which support 

our students’ educational program. PTO meetings are usually held bi-monthly. 

 

We have a School Site Council (SSC) that meets once each month and is responsible for analyzing 

data and guiding the allocation of school categorical funds. We look for new members each 

September. SSC meetings are usually held the third Tuesday of every month in the school library. 

 

STAFF POSITIONS 
 

Parents are invited to apply for a noon duty supervisor position. This is a paid two-hour position 

and gives parents an opportunity to visit with all first through sixth grade students in the school.  

Fingerprinting will be paid by the school for individuals accepting a noon duty supervisor 

position. 

 

CLASSROOM INTERRUPTIONS 

 

In an effort to cut down on classroom interruptions, we are asking you to help us by making every 

effort to set your day’s plans with your children BEFORE sending them to school. 

 

For messages that are not of immediate urgency, leave a voice mail, send an e-mail, or a note for 

the classroom teacher.  Should you have a message of an urgent nature, please inform the office 

staff so that they may notify the teacher or student. All attempts will be made to deliver messages 
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received at the end of the day, however, this can be very difficult due to student activities taking 

place. It is best to receive messages early in the school day. 

 

If you are going to be picking your child up before his or her regular dismissal time, as a courtesy 

send a note to the teacher. Arrive a few minutes before pickup time so that we may call your child 

down to the office. Students will not be called out of class in advance. 

 

EMERGENCY CARDS 

 

Emergency cards must be completed and on file for each student. Each student is expected to 

have an emergency phone number where the school can reach the parents or someone with 

authority, in case the student is injured and requires a doctor’s care. An emergency contact person 

MUST have base access.  IT IS IMPORTANT to notify us of job changes, daycare arrangements, 

address changes, phone changes, etc. so that we can find you in case of an emergency. Base 

passes must be secured by non-military individuals in order to access the school. 

 

SAFETY PLAN 

A school safety plan is revised and adopted each year by the School Site Council and TUSD 

School Board. Specific responsibilities are given to adults for supervision of students in a safe 

location when a disaster occurs. Fire drills and earthquake disaster preparedness are practiced 

during the school year in cooperation with the local fire and police departments. Staff and parent 

telephone trees are updated each year. Should an emergency situation (such as an earthquake, 

chemical spill, power failure, civil disaster, or any other event that interrupts regular school 

activity) occur while school is in session, our basic response plan will be as follows: 

 Students will not be released until the situation is under control. 

 Students will not be allowed to leave with another person unless that particular person 

is listed on the student’s emergency card in our files.  

We do ask your help in the following areas: 

1. DO NOT CALL THE SCHOOL.  We must leave phone lines open for emergency 

calls. 

2. Listen for the telephone message that will be sent by Travis Elementary. This message 

will outline specific instructions for parents/guardians and will be sent to all phone 

numbers listed on the emergency card. 

3. Park in designated parking spaces. Leave the road clear for emergency vehicles. 

4. Tune in to local radio stations and television.  

5. Reinforce with your student the importance of following directions of school personnel. 

TAFB will frequently run drills. If the drill is of importance, we will notify everyone. 
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EMERGENCY PROCEDURES FOR DISASTER 

Fire Drill: Alarm will automatically be activated in each classroom with corresponding strobe 

lights. All students and staff will exit outside classroom doors and quickly walk to designated 

spots on the playground area. The teachers will immediately count all students to confirm 

attendance and location of each student. Teachers will hold up cards to designate that all students 

are accounted for. “Need Help” cards will be held up indicating missing students.  

Earthquake: Duck and cover exercise will be used in the classrooms. After the shaking has 

discontinued, students will follow fire drill procedures. Emergency cards will be used to exit 

students from the campus. 

Lockdown: In the event that the school needs to go in to a “Lockdown” mode, the principal or 

designee will make that announcement. Teachers will ensure that the inside and outside classroom 

doors are locked and blinds are closed. Students and teachers will take cover under their desks 

and stay away from doors and windows. Teachers will place an “Okay” sign in the hallway door 

if students are all accounted for and “Need Help” sign if a student is unaccounted for. Teachers 

will e-mail the office with an “Okay” or “Need Help” in the message line. 

Tornado: Students will move to an inside hallway away from glass windows. 

 

 

CUSTODY 
 

In most cases, divorced parents continue to have equal rights, such as access to information.  If 

you have a court order that limits the rights of one parent in matters such as custody or visitation, 

bring a copy to the school office.  Unless your court order is on file with us, we must provide 

equal rights and access to both parents. 
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ATTENDANCE 

General Absences 
Children cannot learn if they are not in school.  California schools no longer receive funding for 

students who are sick or excused.  It is essential that your child attend school whenever possible, 

for part of a day after or before appointments.  State attendance requirements, however, still rely 

on excused and unexcused tallies.  It is important to remember that parents/guardians have three 

days to excuse an absence. 

 

1. Notwithstanding E.C. 48200, a pupil shall be excused from school when the absence 

is: 

A. Due to his or her illness 

B. Due to quarantine under the direction of a county or city health officer 

C. For the purpose of having medical, dental, optometric, or chiropractic services 

rendered 

D. For the purpose of attending the funeral services of a member of his or her 

immediate family, so long as the absence is not more than one day if the service 

is conducted in California and not more than three days if the service is conducted 

outside California 

E. For the purpose of jury duty in the manner provided for by law 

F. Due to the illness or medical appointment during school hours of a child of whom 

the pupil is the custodial parent   

G. Attendance at an educational conference on the legislative or judicial process 

offered by a nonprofit organization 

H. For justifiable personal reasons, including, but not limited to, an appearance in 

court, attendance at a funeral service, observance of a holiday or ceremony of his 

or her religion, attendance at religious retreats, or attendance at an employment 

conference when the pupil’s absence has been requested in writing by the parent 

or guardian and approved by the principal or a designated representative pursuant 

to uniform standards established by the governing board   

I. For the purpose of serving as a member of a precinct board for an election 

pursuant to Sec. 12302 of the Elections Code 

J. Participation in religious instruction or exercises in accordance with district 

policy 

2. A pupil absent from school under this section shall be allowed to complete all 

assignments and tests missed during the absence that can be reasonably provided and, 

upon satisfactory completion within a reasonable period of time, shall be given full 

credit thereof.  The teacher of any class from which a pupil is absent shall determine 

the tests and assignments, which shall be reasonably equivalent to, but not necessarily 

identical to, the tests and assignments that the pupil missed during the absence 

3. For the purposes of this section, attendance at religious retreats shall not exceed four 

hours per semester 

4. Absences pursuant to this section are deemed to be absences in computing average daily 

attendance and shall not generate state apportionment payments  
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5. “Immediate family,” as used in this section, has the same meaning as that set forth in 

Section 45194, except that references therein to “employee” shall be deemed to be 

references to “pupil.”  [E.C. 46014, 48205] 

 

LATENESS/TARDINESS 

 

Children are encouraged to establish a habit of promptness. Students are at a disadvantage when 

they enter late, as they frequently miss directions given by the teacher. After 8:10 and 11:30 

kindergarten students need a pass to enter class; after 8:20 students in grades 1-6 need a pass 

to enter class.  Tardiness count towards truancy due to the fact that a student is 

considered tardy if he/she is late more than 30 minutes. Students who are removed from 

school early, late or tardy, will not be considered for perfect attendance awards. 
 

ATTENDANCE FLOW CHART 

 

After 3 unexcused absences or 3 tardies (31 minutes or more) or 10% of the school year 

(absences have to exceed 10) 

 First notice of truancy 

 

After 1 additional unexcused absence or tardy (4 total) 

 Second notice of Truancy 

 SART (Student Attendance and Review Team meeting) 

 

After next additional unexcused absence or tardy (5 total) 

 Third notice of Truancy 

 Notification of SARB (Student Attendance and Review Board) meeting 
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INDEPENDENT STUDY 
 

Short-Term Independent Study may be an option for students who have unavoidable absences 

and will be absent for five (5) to fifteen (15) consecutive days (not including illness).  If a 

student will be absent for more than 15 days, the student must be withdrawn from the Travis 

Unified School District and enrolled in the destination district.  Short-Term Independent Study 

contracts cannot be used for disciplinary reasons. 

 

To be eligible for a Short-Term Independent Study contract, a student must have satisfactory 

academic progress and attendance.   

 

 Academic Requirements 

Elementary Students Kindergarten through 3rd Grade--no unsatisfactory grades in core 

academic subjects * 

4th-6th  graders--no interventions in core academic subjects* 

 

*These are as determined by most recent progress report or 

trimester report card for general education students.   For K-6 

students receiving Special Education services, the latest progress 

report or report card must indicate progress towards meeting 

educational goals and objectives. 

 

If the student does not meet the eligibility requirements for a Short-Term Independent Study 

contract, the absences will be considered “unexcused” and will be added in when considering 

truancy referrals for the student. 

 

Short-Term Independent Study contracts will not be issued during any STAR testing (April 26—

May 7). Teachers must receive five days notice for preparing an independent study contract. 

There can be no more than two (2) Short-Term Independent Study contracts granted per 

student per school year.  Parents are requested to contact their child’s teacher regarding 

independent study; the teacher will contact the office. All student work must be submitted to 

the school on the contracted day of return.  If all the work is returned with satisfactory 

progress, the student will maintain a clear attendance record.  If the student’s work is 

unsatisfactory, or incomplete, the school can only grant excused days of absence for the 

amount of satisfactory work returned.  The additional days of absence will be considered 

unexcused, and will count towards truancy limits.  If a student had any unexcused absence(s) 

due to failure to complete work on an initial Short-Term Independent Study contract, a second 

Short-Term Independent Study contract will not be granted for that school year. Although a 

student may satisfactorily complete an independent study contract, the student will not qualify 

for perfect attendance awards. 
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STUDENT MEDICATION 
 

Children may take medication, which is prescribed by a physician, and get help from school 

personnel during the school day if: 

1. The district designee has received a written statement from the physician detailing the 

medication name, method, amount, and time schedules by which the medication is to be 

taken; and  

2. Parent, guardian or caregiver submits a written statement indicating his/her desire that the 

school district allocate the medication; and 

3. Parent signs a release statement on a special form available from Travis Elementary. 

Students may be allowed to self-administer an asthma inhaler or epi-pen injection if the parent 

has completed a form with all of the above information and confirmation from the physician 

that it is necessary for the student to carry the medication, the student has been trained in the 

use of the medication, and the student is able to self-administer the medication. Parents and 

students must also read and sign the discipline clause on the back of the Pupil Self-

Administration of Medication acknowledging their understanding of the consequences should 

the child use the medication incorrectly. If your child is on a continuing medication regimen 

for a non-episodic condition, you are required to notify the school office of the medication 

being taken, the current dosage, and the name of the supervising physician. Medications 

include prescription medications and over-the-counter medications including but not limited 

to Tylenol, cough drops, cough syrup, vitamins, etc.  Medications must be picked up before 

the end of the school year or the following week. Otherwise, the medication will be discarded. 

New medication forms must be filled out yearly. For additional information, contact our 

Health Care Specialist. 

 

Travis Unified School District has a Wellness Policy as required by the Federal Government. 

This policy requires us to reduce the amount of unhealthy foods that students consume during 

the school day. We request that students, who want to celebrate their birthdays with other 

students, bring healthy snacks in lieu of processed cookies and cakes. Alternative choices 

include water, 100% fruit juices, milk, cheese, yogurt, fresh fruit and vegetables, vegetables 

and dip, vegetable salads, fruit salads, whole grain breads, bagels, trail mix, granola bars, and 

air-popped popcorn. 
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STUDENT SERVICES 
 

Listed below are the services offered to students of Travis Elementary School.  If you have any 

questions concerning any of these services, please feel free to call us. 

 

 

* Travis Student Assistance Program 

* Student Study Team 

* Leveled Reading Instruction 

* Speech and Language 

* Health Services     

* Resource Program 

* Gifted and Talented Education (GATE) 

* English Language Development (ELD) Instruction 

 

 

STUDENT STUDY TEAM 

 

The Student Study Team provides an opportunity for school staff and parents to share in a process 

which looks at a student’s strengths and areas of concern, in order to help a student succeed 

academically and behaviorally at school.  The team discusses possible courses of action 

including, but not limited to, classroom modification of program, assessment, retention, and 

counseling.  Teachers and/or parents may refer children to the Student Study Team.  

 

 

 

 Appendix 

 BP AR 0000 Vision 

 BP 0100 Philosophy 

 BP 1020 Youth Services 

 BP AR 1240 Volunteer Assistance 

 BP AR 1250 Visitors/Outsiders 

 AR 3515 Campus Security 

 BP AR 3513.3 Tobacco-Free Schools 

 BP AR 3515.2 Disruption 
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 AP AR 3516 Emergencies and Disaster Preparedness 

Plan 

 BP AR 3530 Risk Management/Insurance 

 BP 4000 Concepts and Roles 

 BP 4020 Drug and Alcohol-Free Workplace 

 BP AR 4118 Suspension/Disciplinary Action 

 BP AR 4119.42 Pathogens 

 BP AR 4119.43  Universal Precautions 

 BP AR  4157 Employee Safety 

 BP AR 5020 Parent Rights and Responsibilities 

 BP 5021 Noncustodial Parents 

 BP AR 5113 Absences and Excuses 

 AP AR 5113.1 Truancy 

 BP 5131 Conduct 

 BP 5131.5 Vandalism, Theft and Graffiti 

 BP AR 5131.6 Alcohol and Other Drugs 

 BP AR 5131.62 Tobacco 

 BP AR 5131.63 Steroids 

 BP AR  5131.7 Weapons and Dangerous Instruments 

 BP 5137 Positive School Climate 

 BP AR 5141 Health Care and Emergencies 

 BP 5141.1 Accidents 

 BP AR  5141.21Administering Medication and 

Monitoring Health Conditions 

 BP 5141.21 Infectious Diseases 

 BP AR 5141.26 Tuberculosis Testing 

 BP AR 5141.3 Health Examinations 

 BP AR 5141.31 Immunizations 

 AR 5141.32 Health Screening for School Entry 

 BP 5141.33 Head Lice 

 BP 5141.6 Student Health and Social Services 

 BP AR 5142.1 Identification and Reporting of Missing 

Children 
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 BP AR 5144 Discipline 

 BP 5145.9 Hate-Motivated Behavior 

 BP 5145 Rights and Responsibilities 

 BP AR 5145.11 Questioning and Apprehension 

 BP AR 5145.12 Search and Seizure 

 BP 5149 At-Risk Students 

 BP AR 6141.2 Recognition of Religious Beliefs and 

Customs 

 BP AR 6142.1 Sexual Health and HIV/AIDS Prevention 

Instruction 

 BP 6142.6 Learning Through Community Service 

 BP AR 6163.2 Animals at School 
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Rules and procedures on school discipline 
 

PROHIBITED ON SCHOOL CAMPUS 
 

1. Use of any area without permit. 

2. Using intoxicating beverages or drugs or utilizing substances that can be seen as 

endorsing illegal drugs such as the energy product, Blow. 

3. Roller-skating, rollerblading, riding bicycles, skateboarding, autos or motorcycles on 

lawns, playing fields, paved areas or grounds. 

4. Horseback riding or walking of horses or dogs. 

5. Use of bows and arrows or other weapons. 

6. Flying model airplanes or playing golf. 

7. Use of profane, loud or abusive language. 

8. Littering. 

BASIC SCHOOL RULES 

 

Travis Elementary Falcons follow the “Falcon Talon.” 

1. Be Safe 

2. Be Respectful 

3. Be Responsible 

 

How can we be safe? 

1. Obey authorized adults. 

2. Keep personal property and toys at home.   

3. Skateboards, roller blades or scooters are not allowed on school grounds. 

4. Students arriving or leaving school via any means other than busing or parent drop-off 

and pick up must give the office written notification. 

5. Never bring dangerous objects or weapons to school. 

6. Follow the rules even when adults aren’t present. 

7. Use playground equipment appropriately. 

8. Do NOT play in or enter empty classrooms or hallways. 

 

How can we be respectful? 

1. Respect others and respect their property. 

2. Respect school property. 

3. Dress appropriately. 

4. Respect and obey authorized adults. Always ask permission before leaving an area. 

 

How can we be responsible? 

1. Think before acting. 

2. Always do your best 

3. Tell an adult if someone is being unsafe or if there is something dangerous that needs to 

be taken care of. 

     Please support our rules by 

following them carefully. 

This benefits everyone and 

ensures the safety of our 

students. 
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How Can We  

Be Safe, Respectful and Responsible  

 in the MPR During Lunch? 
 

1. All students will eat in the MPR unless other arrangements have been made with the 

teacher. 

2. Line “cuts” will not be allowed. 

3. Use quiet voices when talking to a neighbor.  Stop talking when an adult is     giving 

directions. 

4. Students must sit in the MPR where directed by the supervisors and remain there until 

dismissed.  Food will be eaten in the MPR and not taken outside. 

5. Do not throw food or any other object in the MPR.  Students who misbehave will be 

required to stay after lunch and help clean up the MPR. 

6. We request that students not share food for health reasons. 

 

 

 Appendix 

 EC 35291  Rules 

 EC 35291.5  Rules and Procedures on School Discipline; 

Adoption; enforcement; filing; review 

 

Hate crime policy and procedures 

(See School Rules and Disciplinary Procedures) 

 Appendix 

 BP AR 5144.1 Suspension and Expulsion/Due Process 

 BP AR 5144.2 Suspension and Expulsion/Due Process 

(Students with Disabilities) 
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ACTION PLAN FOR COMPONENT 1—THE SCHOOL CLIMATE 
THE PEOPLE AND PROGRAMS THAT INFLUENCE THE SCHOOL.   

 

Goal Objectives Individuals 

Responsible 

Activities Resources 

Address school’s 

social/emotional 

environment. 

 

Continue the 

implementation of BEST 

Practices and school wide 

incentive program (Falcon 

Talons) 

 

Student Leadership  

 

Continue implementing 

Kagan Cooperative 

Learning structures to 

enforce academic and 

interpersonal learning (i.e. 

classbuilding, teambuilding, 

social skills, communication 

skills, decision making, 

knowledge building, 

procedure learning, 

processing info, thinking 

skills and presenting info) 

 

Counseling for students 

through the Family Forces 

and MFLC programs 

 

 

 

Travis Staff 

Principal/Secretary 

 

 

 

 

     Travis Staff 

 

 

Travis Staff 

 

 

 

 

 

 

 

 

 

 

 

 

Counselors 

 

 

 

 

Travis Staff 

1. Address discipline 

procedures at first 

staff meeting of the 

year. 

2. Include discipline 

procedures in Staff 

and Parent/Student 

Handbooks. 

3. Review school rules 

with students at the 

beginning of the 

year and once each 

trimester. 

4. Parent compact 

distributed, signed, 

and returned. 

5. Morning 

announcements. 

6. Practice Kagan 

structures during 

class time and staff 

meetings. 

ASB 

Site Based Budget 

District LCFF 

TAFB Resource 
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Implement Second Step: 

Skills for Social and 

Academic Success program 

 

Character Traits 

 

Social Skills groups 

 

 

 

Principal/Travis Staff 

 

Social Worker 

Academic Intervention Intervention/tutoring 

programs, Youth Center, 

etc. 

Certificated personnel 

Youth Center personnel 

Coordinate teaching 

staff, and 

enrollment 

procedures. 

Site Based Budget 

Intervention 

Specialist  

YMCA Armed 

Forces 

Attendance Encourage good attendance. Student Services, Principal, 

Attendance Clerk, Staff 

1. Recognize perfect 

attendance at the 

end of each 

trimester. 

2. Communicate 

absences and tardy 

concerns with 

parents through the 

A2A program. 

ASB 

Site Based Budget 

Drug Free 

Environment 

Continue to support Red 

Ribbon Week 

Teachers/Principal 

 

Activities for Red 

Ribbon Week, 

grades TK-6. 

 

Teach lessons about 

being drug free and 

standing up to peer 

pressure. 

ASB 

PTO 

Site Based Budget 
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ACTION PLAN FOR COMPONENT 2 

SCHOOL’S PHYSICAL ENVIRONMENT 
THE PHYSICAL CONDITIONS IN WHICH EDUCATION TAKES PLACE (LOCATION, BUILDINGS, CLASSROOMS, 

PROCEDURES)  

Goal Objectives Individuals 

Responsible 

Activities Resources 

Continue disaster drill 

exercises including 

earthquake drill, fire 

drill, lockdown, shelter-

in-place, bus evacuation. 

Include more active 

shooter/lockdown drills. 

TAFB Fire Department 

conducts monthly fire 

exercises. 

Principal, secretary, 

custodian, TAFB Fire 

Department 

Document exercises and 

send to Student Services 

when requested. 

No cost 

Address internal security: 

school alarms and fire 

extinguishers. 

Educate staff members 

on fire alarms, fire-

control devices, and 

extinguishers. 

Test exit and security 

lights to ensure that they 

are in working condition. 

Ensure workability of 

smoke alarms. 

Exterior door locks. 

Lead Custodian/Principal 

Supervisor of 

Maintenance and 

Custodial Services 

TAFB Fire Department 

Hold in-service during a 

monthly staff meeting. 

 

No Cost 

Continue to ensure 

cleanliness in the school. 

 Would like classrooms and 

bathrooms to be cleaned 

on a regular basis to 

include sinks. 

 Health Office cleaned on a 

regular basis.  

Custodial staff, custodial 

supervisor, principal 

Regular inspection District Funds 

Continue to address 

school grounds physical 

safety issues. 

 

 Perform regular 

inspections/repair of 

blacktop area and 

playground equipment. 

 Re-paint playground poles 

in bright colors to ensure 

student safety. 

 Repaint handicapped 

parking spots, crosswalk, 

etc. 

TUSD maintenance 

department, custodial 

department, principal 

Communicate with 

custodians and TUSD’s 

maintenance department. 

 

District Funds / Safety 

Grant Funds 
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 Address flooding in 

playground B area. 

 Address classroom 

flooding. 

 Gate at field for student 

walkers. 

 Modernize the field (with 

athletic enhancements) 

 Pursue new gates in 

playground B that allow 

exit in an emergency but 

are locked from outside. 

Crash Gates 

 Crosswalk needed from 

the edge of parking lot to 

the grass in front of the 

school. 

 Sidewalk needed from in 

front of the school from 

the parking lot. 

 

Identify planting areas 

for students. 

Identify areas for student 

planting. 

Complete greenhouse 

Principal, custodians, 

teachers, District 

maintenance staff. 

Share with staff 

identified areas for 

planting. 

Site Based Budget, ASB, 

PTO 

Continue addressing 

traffic concerns. 

Identify areas of concern. 

Mark parking spaces 

clearly with staff/visitor. 

 

Principal, staff members, 

parents/guardians 

Share through phone 

calls, Travis Tales, and 

Student/Parent 

Handbook traffic 

procedures. 

Site Based Budget, PTO 

 

 

 

Power and electrical 

safety concerns 

Identify areas of concern Principal, custodians, 

teachers, District 

maintenance staff. 

Communicate with 

custodians and TUSD’s 

maintenance department 

District funds 

Continue to monitor 

heat/air in classrooms 

Identify areas of concern 

such as extreme cold or 

hot 

Principal, custodians, 

teachers, District 

maintenance staff. 

Communicate with 

custodians and TUSD’s 

maintenance department 

District funds 

Continue to monitor the 

plumbing on site 

Identify areas of concern Principal, custodians, 

teachers, District 

maintenance staff 

Communicate with 

custodians and TUSD’s 

maintenance department 

District funds 

Gate/Fence around the 

perimeter of the school 

Add a double gate at the 

end of the bus lane to 

ensure student safety 

TUSD, Principal Communicate with 

TUSD maintenance 

department 

District funds/Safety 

Grant funds 

 


