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INTRODUCTION
Mission Statement
The mission of Redwood Coast Montessori is to serve a diverse population of elementary through high
school children (K-12) in the Humboldt County area by providing children with a high quality educational
option based on the Montessori method.
Vision Statement
Redwood Coast Montessori maintains as part of its mission a commitment to a specific vision that
emphasizes active student participation in learning, peaceful conflict resolution, and communication as
means to growth and development. This vision is emphasized in our Schoolwide Learner Outcomes and is
supported through the structure of our program, which is based extensively on Montessori and Project Based
Learning pedagogy.
Purpose and Scope
Redwood Coast Montessori Comprehensive School Safety Plan provides guidance and direction to
principals, faculty and staff who have Emergency Management Responsibilities (EMR). The Emergency
Response Plan along with the Comprehensive School Safety Plan shall be used during an emergency incident
involving an RCM school facility.
RCM School Safety Team

Arcata &
Manila

Title
Director
Site Supervisor
Teacher
Board Member

NAMES
Bryan Little
Michelle Leonard
Michelle Dobrowolski
Troy Nicolini

PHONE
707-672-6277
707-496-9802
479-434-0198
707-496-5959

Key Emergency Contact
After contacting 911, it is imperative during an emergency to contact your site supervisor as quickly as
possible. He/She will respond immediately to the emergency and alert the appropriate members of the
School Safety Team.
Standardized Emergency Management System (SEMS) is the system required by Government Code
8607(a) for managing response to multi-agency and multi-jurisdiction emergencies in California. SEMS
consists of five organizational levels, which are activated as necessary: Field Response, Local
Government, Operational Area, Regional, and State.
School Site Leadership Team (SSLT)
Each RCM facility and administrative site will have a School Site Leadership Team (SSLT) to take charge of
the emergency, respond effectively, protect the occupants of the facility and reduce the risk of physical
injury, property damage and business interruption.
The School Site Leadership Team (SSLT) carries out the Field Response level of crisis and emergency
management, the School Safety Team functions at the Local Government level in this system. By organizing
our crisis response plans according to SEMS, both school sites are positioned to integrate services when an
incident occurs on an area, regional or state level.
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By standardizing key elements of the emergency management system, SEMS is intended to:
• Facilitate the flow of information within and between levels of the system.
• Facilitate coordination among all responding agencies.
Use of SEMS will improve the mobilization, deployment, utilization, tracking, and demobilization of needed
mutual aid resources. Use of SEMS will reduce the incident of poor coordination and communications, and
reduce resource ordering duplication on multi-agency and multi-jurisdiction responses. SEMS is designed to
be flexible and adaptable to varied disasters that occur in California, and to the needs of all emergency
responders.
Essential Management Functions: SEMS has five essential functions adapted from Incident Command
System (ICS). The Field Response uses the five primary ICS functions: Command, Operations,
Planning/Intelligence, Logistics, and Finance/Administration. The term management is used instead of
command at all levels except Field Response. The titles of the other functions remain the same at all levels.
Under the SEMS, tasks are delegated to members of the SSLT to successfully handle critical incidents. The
SSLT member is then responsible for the task assigned and serves as the manager of the task. This type of
delegation allows each manager to focus on just one or two aspects of the incident. These managers then
provide information to the incident commander (principal) and assist them in making informed decisions.
Using this organizational system during a critical incident creates clear communication channels that will
reduce the amount of confusion and chaos.
Permanently assigning specific areas of responsibility to members of the Safe School Leadership Team
provides each member with the opportunity to specialize in the management of his/her area.
The SEMS can also address the uncertainty of exactly who will be in the building during an emergency.
When assigning the management of critical roles in the SEMS, assign an alternate for each role to assure
coverage at all times. This may require some individuals to be responsible for more than one task if the
primary manager were out of the building. While the SEMS identifies roles for the members of the SSLT, all
school faculty members should know their specific functions during an emergency. Teachers with students in
class will have specific functions, as will teachers not assigned a class when an emergency occurs. It is
imperative to emergency operations that SEMS roles and responsibilities are assigned and understood by the
Safe School Leadership Team members. The Roles & Responsibilities outlined in this documents, will also
assist the Incident Commander System if one or more team members/alternates are not available. City
emergency responders use the SEMS to manage emergency events. Because of this, a school with assigned
roles for administrators and teachers will be able to work more efficiently with city agencies.

3

PROCEDURES
Please note that the Safe School Leadership Team (SSLT) functions have been organized to align with the
District Standardized Emergency Management System (SEMS) and the National Incident Management
System (NIMS). Depending on staff available, team members may serve multiple roles. For example, the
Principal may serve as both incident commander and Operations officers etc.
In the event of an emergency situation, the School Site Leadership Team should report to a designated
location to oversee and provide directions during the emergency situation. The principal and/or designee in
charge are to facilitate the following:
(1) secure the area, (2) check for damage, (3) assess injury situations, and (4) report findings to the Assistant
Superintendent. Safe School Leadership Team is listed below.
When a school identifies an individual or group that may pose potential harm to themselves or others, the
school will convene their SSLT.
The task of the SSLT is to assess the level of threat posed; determine what level of response the school site
will initiate; what district resources may be required and what response may be needed.
This team should work with outside agencies when making referrals under Welfare and Intuitions Code
5150.
The team will oversee and document the school site’s response to threats, 5150 referrals and plan for
monitoring or services that may need to occur after the crisis has passed.
When engaged in the RCM 5150 referral process, this team becomes a Student Wellness Team. The team
may expand at that point to include other staff, parents or whoever else may be required to monitor the
student’s well being when and if returned to school.
SSLT Manila Campus
STAFF MEMBER

TITLE

ALTERNATE

ALTERNATE

Michelle Leonard

Administrator

Bryan Little

Administrator

Michelle Dobrowolski

Teacher

Esther Hutton

Office Manager

Sheriff’s Department

Law Enforcement

Luke Biesecker

Arcata SD Superintendent

SSLT Arcata Campus
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STAFF MEMBER

TITLE

ALTERNATE

ALTERNATE

Bryan Little

Administrator

Michelle Leonard

Administrator

Jay Scrivner

Teacher

Jacob Landmesser

Resource Teacher

Arcata Police
Department

Law Enforcement

Luke Biesecker

Arcata SD Superintendent

FIRST AID RESPONDERS
Each School site must have designated First Aid responders who are first to provide assistance when
needed. Annually, identify those staff members who have current training in CPR and First
Aid. In an emergency situation, any staff member may provide assistance. Insure that there are an
adequate number of people
trained in first aid in addition to the crisis response team.
The following staff members are designated emergency first aid responders for the 2022-23 school year at
Redwood Coast Montessori.

CPR

FIRSTA
ID

Manila Campus

X
X
X
X
X
X
X
X
X
X
X
X

X
X
X
X
X
X
X
X
X
X
X
X

NAME

Bryan Little
Michelle Leonard
Esther Hutton
Annie Osborn
Yavanna Reynolds
Reilly McCoy
Andrea Lovio
Michelle Dobrowolski
Sheree Shapiro
Tiffanie Rieke
Carrie “Burl” Burlogar
Tess Yinger

TITLE

Director
Manila Site Supervisor
Office Manager
Teacher
Teacher
Teacher
Teacher
Teacher
Teacher
Kitchen staff
After School Director
Teacher

ROOM/PHONE

707-630-5018
707-832-4194
707-832-4194
707-832-4194
707-832-4194
707-832-4194
707-832-4194
707-832-4194
707-832-4194
707-832-4194
707-832-4194
707-832-4194
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CPR

FIRSTAID

Arcata Campus

X
X
X
X
X
X
X
X
X
X
X

X
X
X
X
X
X
X
X
X
X
X

NAME

Bryan Little
Michelle Leonard
Jay Scrivner
Betsy Elkinton
Maria Poznanska
Sasha Lyth
Gabe Trepanier
Tian-Ai Aldridge
Sarah Kolar
Jacob Landmesser
Burl Berlogar

TITLE

Director
Manila Site Supervisor
Teacher
Teacher
Teacher
Teacher
Teacher
Teacher
Teacher
RST
PE

ROOM/PHONE

707-630-5018
707-832-4194
707-630-5018
707-630-5018
707-630-5018
707-630-5018
707-630-5018
707-630-5018
707-630-5018
707-630-5018
707-630-5018

CPR PRECAUTIONS
To minimize the risk of infectious disease transmission during emergency mouth-to-mouth
resuscitation, mouthpieces, shields, pocket masks, or other ventilation devices shall be used. Such
equipment shall be stored with first aid equipment in the health office. Unless the scope of the
crisis/first aid response is prohibitive, the appropriate student and/or the emergency employee
accident reports are to be completed as per usual District policy.
STAFF CRISIS MANAGEMENT TEAM
This team is the only team, which should release students to parent(s) or guardian(s). Team
responsibilities may include:
ü Updating student census lists on a regular basis.
ü Maintaining a “go box” with pens, forms, clipboards, etc., needed to establish a student release
area.
ü Securing census lists and emergency cards when a crisis occurs.
ü Maintaining location at the front of emergency meeting area.
ü Assigning team(s) dedicated to the release of students and another team(s) dedicated to locating
information for staff and students.
ü When authorized by the site principal, the Release Team begins the process of reuniting students
with parents or guardians.
ü Team ensures students are released to authorized parent or guardian and documents release by
using a sign out form.
Manila Campus
STAFF MEMBER

TITLE

EMERGENCY TASK
Assigning teams dedicated to the
release of students and other teams
as necessary. Contact EMS.
Oversee release of students.
Contact EMS

Michelle Leonard

Michelle
Dobrowolski

Site Administrator

Michelle
Dobrowolski

Sheree Shapiro

Adm. Assistant

Sheree Shapiro

Esther Hutton

Emergency Locator

Release students

Annie Osborn

Teacher

Release students

Anna Gaines

Teacher

Release students

Andrea Lovio

Teacher

Release students

Yavanna Reynolds

Teacher

Release students

Reilly McCoy

Teacher

Release students

Wendy Shulze

Teacher
Resource Center
Director

Release students

Esther Hutton
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ALTERNATE

Release students

Arcata Campus
STAFF MEMBER

ALTERNATE

TITLE

EMERGENCY TASK
Assigning teams dedicated to the
release of students and other teams
as necessary. Contact EMS.
Oversee release of students. Contact
EMS

Bryan Little

Jay Scrivner

Site Administrator

Jay Scrivner

Betsy Elkinton

Adm. Assistant

Betsy Elkinton

Jacob Landmesser

Teacher

Release students

Jacob Landmesser

Teacher

Release students

Maria Poznanska

Teacher

Release students

Sasha Lyth

Teacher

Release students

Gabe Trepanier

Teacher

Release students

Justin Gyenis

Teacher

Release students

Sarah Kolar

Teacher

Release students

Adam Lawrence

Teacher

Release students

Tian-Ai Aldridge

Teacher

Release students

Redwood Coast Montessori
Student Release Form
STUDENT
NAME
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ROOM #

TEACHER

DATE

TIME

PARENT/
GUARDIAN

Redwood Coast Montessori
Student Release Form
SCHOOL SITE PERSONNEL DUTIES AND RESPONSIBILITIES
In the event of a major disaster, there is no guarantee that emergency medical or fire personnel will be able to
immediately respond to school sites. Therefore, the school staff must be prepared to ensure the care and
safety of students during the first several hours after a major disaster without outside assistance.
It is critical to determine who does what, where, and how—before such a disaster occurs.
Director/Safe School Leadership Team
1. Acts as the liaison between the school site and central office and maintains communication with
appropriate central office staff and/or local law enforcement agencies, fire department, and medical
assistance agencies as appropriate.
2. Posts and regularly updates Safe School Leadership Team information and the emergency phone
numbers, emergency first aid responders, and chemical inventory lists.
3. Ensures Safe School Leadership Team members are knowledgeable of the location of shut-off valves
and how to turn them off. Do not attempt to turn utilities back on yourself.
4. Ensures that teachers are trained to carry out responsibilities during disaster and drill procedures;
encourages teachers to work in teams through a buddy system.
5. Establishes a communications system consisting of the following elements:
a. System of specific disaster warning signals that are well known to staff and students, and
includes, both bell and voice signals.
b. Alternate system for written communication with staff in the event voice-to-voice communication
is not available.
c. Designate and enforce exclusive use of a telephone line and number to be used only by the
Principal (or authorized person) and the Superintendent (or designee).
d. A communication Center in a location accessible to parents, interested community members, and
media to handle inquiries, rumor control, and information in an orderly fashion.
The following guidelines should be adhered to:
§ Include a sign-in sheet for all media to complete.
§ Notify the School Director.
§ Follow the directions of the School Director. Only the Director or designee is authorized to
release information. All other personnel should cordially refer the media to the Arcata
School District at 707-822-0351.
§ Designate a person to record incidents for documentation purposes including debriefing.
6. Establishes a student release system that will facilitate an organized method to release individual
students to authorized adults only.
7. Assigns the following duties to school staff:
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a. Patrol entrances to direct emergency personnel, parents, district staff, and media to appropriate
areas, and prohibit unauthorized persons from entering campus.
b. Monitor/supervise halls and corridors to maintain a safe and secure environment.
c. Conduct search-and-rescue operations to systematically search every room in order to locate
trapped/injured persons and to recover critical supplies and equipment.
d. Establish/coordinate Communication Center.
e. Administer first aid.
f. Work with emergency medical triage teams to identify injured students and staff and to record
ambulance destinations.
g. Supervise Student Release Procedures.
h. Check building utility systems and appliances for damage.
8. Schedules regular emergency drills and reviews the emergency plan with staff, students, and parents
and to schedule regular site inspections for safety hazards.
9. Plans alternate classroom evacuation routes, if standard routes are obstructed.
10. Ensures that other personnel who provide services to students and staff are aware of emergency
procedures.
11. Reviews and updates the site-level plan annually, with particular attention to the unique
characteristics of the site.
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Evacuation Plans
Each site must have an evacuation plan that consists of two stages:
Stage One Evacuation: All students and staff are evacuated from buildings and stationed at a safe location
on campus.
Stage Two Relocation: At the direction of the District Incident Commander, all students and staff are
relocated to a determined location off campus at time of event. Coordinate with transportation department
and Police and Fire Department. (Examples: gas leak, fallen aircraft)
Plans shall be based on the current Site maps.
Evacuation Plan Checklist:
q Detailed campus diagrams that show:
o Evacuation routes
o Designated areas for each teacher and class
o Areas of supervision
o Transportation points (for both busses and autos)
o Student Release area
o Press area
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q

Teams
o Crisis Response Team
o Student Release Team

q

Emergency cards and census list (Always ready to be taken to student release area)

q

Parent/Guardian sign out log or forms

q

Impaired mobility list (Location of these students throughout the school day)

q

Classroom evacuation materials (Laminated guides, “go bags”, binders or boxes that teachers will
carry along with their roll books)

q

Communication Plan (How teachers will communicate to the Safe School Leadership Team and visa
versa)

Storage/Electrical
RR

C

C

C

C

Laundry
RR

Janitor

Kitchen

RR

RR

Main Hall

Office

C

C

C

C

RR

RR
S

Redwood Coast Montessori
Manila Site
C

Classroom

Security Alarm Panel

S

Storage

Water Shut Off

Exit/Door

Gas Shut Off

Fire Extinguisher

Chemical Lab

Fire Alarm Panel

Main Electrical Shut Off

Fire Sprinkler Connection

Sub Panels

1911 Peninsula Drive
Manila, CA
Phone: 707-832-4194

RR
S
RR

2018-11/JPA/Site Maps/Redwood Coast Montessori - Manila.pdf

_________________________________________________________________
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Emergency Disaster Plan
The intent of this plan is to clarify school procedures in the case of an emergency. The objectives of our plan
are the following:
1. To provide for action which will minimize injuries and loss of life of students and school and
emergency personnel if an emergency occurs during school hours;
2. To provide for maximum use of school personnel and school facilities;
3. To ensure the safety and protection of our students and school personnel immediately after a disaster;
4. To arrange for a calm and efficient plan for parents to retrieve their children from school, should it be
necessary, following a disaster.
To meet these objectives, in the event a disaster should occur when children are at school, the following
action plan would be implemented.
Teacher Will:
1. Give “duck, cover and hold” instructions in event of earthquake.
2. Evacuate building in case of fire or after an earthquake
§ Take emergency folder and duffel bag and evacuate students to assigned area.
§ Take first aid kit and duffel bag only when evacuating after an earthquake.
§ Hold students in assigned yard area, take role, and wait for further instructions from authorized
school or emergency personnel.
§ Remain with class and report anyone who is missing.
§ Take appropriate first aid action.
§ Refrain from re-entering buildings until deemed safe.
3. Dismiss students to go home only to parent or responsible adult designated on child’s emergency
release form. Child must be signed out by parent or a responsible adult.
Assigned School Director Will:
1. In the event of a fire, shut off gas, electricity and water (in that order).
2. In the event of an earthquake, if gas is smelled, turn off gas; if there is an electrical problem, turn off
electricity; if there are water leaks, turn off water.
3. Inspect buildings for damage.
4. Report to principal for further instructions.
5. Set up and coordinate a first aid center.
Assigned School Director Will:
1. Assign available adults to tasks as needed.
2. Decide if evacuation to a designated shelter is necessary.
School Administration Will:
1. If telephones are operable:
§ Notify the police department and/or fire department.
§ Monitor incoming phone calls.
2. Maintain communication with staff and outside agencies.
Special Information For Parents
Telephones/Communications
In the event of an earthquake, flood or other natural disaster, keep your radios tuned to your local radio
station for advisory information. Please do not call the school as we must have the lines open for emergency
calls.

12

Dismissal
Should there be a major earthquake, children will remain under the supervision of school authorities until
parents or responsible adults can pick them up.
Student Release Procedure
1.
Go directly to the entrance of the school or evacuation area.
2.
Inform teacher, aide or adult responsible for that classroom that you are taking the child from the
class line.
3.
Proceed with child back to Student Release Tables just outside the school entrance to sign a Student
Release form for each child you are taking. Do not remove your child or any other child from school
without signing the emergency release form. This provides us a record of where each child is when
someone else arrives later looking for the child.
4.
Unless you are staying to volunteer, please leave as quickly as possible after signing out your child.
5.
Adults will be needed to help with first aid, dismissing students, helping with classes, monitoring
traffic, etc. If you are able to volunteer to help, go directly to the Command Center where the
Volunteer coordinator will give you an assignment. Volunteers should leave children with their
classes and not sign student release form until they are ready to leave.
If You Can’t Get to the School
Should a major disaster occur, it is likely that many parents will not be able to reach the school right away.
If conditions make it necessary, we will release your child to the adult indicated on your child’s Emergency
Release form. We will keep a written record of the child and the adult to whom the child has been released.
The school principal or teacher in charge will determine the need to leave the building. In the event the
building cannot be reoccupied or if a fire requires evacuation of the school, the students will be transferred to
the nearest available safe shelter.
If the children are caught in a disaster between home and school, it is recommended that they go immediately
to school.
Food and Water
In the event that children would need to remain on campus for several hours after any sort of a disaster, there
will be a supply of fresh water and limited food, in the school earthquake kit.
Fire Drills and Evacuation
In the case of fire at the school, the school will be immediately evacuated according to the floor plan set forth
at the beginning of each school year. Teachers are required to keep a student roster with them at all times,
checking attendance immediately after evacuation. Fire drills will be conducted at least once per year with
the evacuation of the local fire department.
Earthquake/Tsunami
Redwood Coast Montessori is in the tsunami zone but there is high ground very close to the school site so
the tsunami danger is mitigated.
There are two tsunami scenarios to consider. The more serious threat is the earthquake that occurs just off
the Humboldt Coast. This would produce a tsunami in Manila within 10-15 minutes. The only warning that
will occur for this event is the earthquake shaking. The evacuation maps are based on this worst case event.
Note that not all earthquakes that occur in Humboldt cause tsunamis. The kind of earthquake that causes
tsunamis is much longer in duration than the other kind of earthquake.
The other scenario is where the earthquake occurs somewhere else in the Pacific Ocean. In this case the
tsunami is generally expected to be smaller and will take longer to arrive in Manila. For this event the
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earthquake will not be felt in Manila so the official warning system of NOAA’s National Weather Service is
how you will be notified of this kind of event.
ACTIONS
For all earthquakes
Follow earthquake procedures: Duck, Cover, and Hold on. Students and staff should take cover under desks
if possible and stay away from windows. Try to remember to count to measure the length of the earthquake.
For long earthquakes
If an earthquake lasts longer than 20 seconds then a tsunami is possible and you should evacuate. If you’re
not sure if the earthquake is long enough to cause a tsunami, go with your gut feeling. In other words, if you
feel worried about a tsunami, then go ahead and evacuate. Consider it a drill if it turns out that the
earthquake was not long enough to cause a tsunami.
The kind of earthquake that causes tsunamis can last as long as five minutes but may only have a minute of
strong shaking, so remember this important point: As soon as the shaking diminishes to the point where it is
safe to move then you should begin to evacuate.
When evacuating, lead students to the evacuation site via the wide trail that leads to the west of the facility.
At the evacuation site, keep the students contained in the smallest possible footprint and place staff around
the students to keep them together.
For Tsunami Watches and Warnings (via NOAA Weather Radio or outdoor siren)
You will be notified of these events by an automatic activation of the facility’s NOAA Weather Radios, or
by hearing the outdoor siren located at the waste water treatment plant, or by any of the other redundant
notification systems.
These events can have a range in lead times from three hours to fifteen hours and can represent tsunamis that
are very small (three feet) to ones that are almost as big as the ones caused by the local earthquake. In
general, it is always good to move away from the coast for these events (in the event, for example, you are
on a field trip). If the information in the Tsunami Warning message indicates that the tsunami will be
significant and will arrive soon then evacuation to the evacuation site is appropriate.
Bomb Threats
In the case of a bomb threat at the school, the school will be immediately evacuated according to the fire
evacuation plan, appropriate emergency personnel will be summoned. Students and teachers will not reenter the building until it has been deemed safe by emergency personnel.
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Tsumani/Fire Drill Schedule
The principal shall also hold fire drills at least once a month at the elementary and intermediate
level, and not less than twice every school
year at the secondary level.
MONTH
September
October
November
December
January
February
March
April
May
June

DATE

TIME

Imminent Danger/Lockdown Procedure
(Remain on Campus)
An extreme emergency exists when one or more of the following situations occur on campus: (1)
drive-by shooting/show-by, (2) armed intruder, (3) mass protest, or (4) helicopter searches or SWAT
team operations.
1. Imminent Danger Signal – Continuous series of short bells for an extended period of time will be
the signal that an extreme emergency exists. One long
ring will indicate “All Clear.” Call 911.
2. The SITE ADMINISTRATOR will be in charge of emergency first aid: A designated area will
be utilized as a gathering place. If other than Building A, indicate gathering place: Main Hall.
In the site supervisor’s absence the STAFF ALTERNATE will be in charge.
3. The ADMINITRATIVE ASSISTANT will maintain phone communication with the district office
and telecommunication center for internal communications.
4. The EMERGENCY LOCATOR will serve as emergency locator to notify parents, guardians,
and/or doctors of injured persons.
5. The SITE ADMINISTRATOR or designee will identify a person to serve as public information
contact under the direction of the District Information Office
6. The SITE ADMINISTRATOR will be responsible for locking all lavatory doors, cafeteria doors,
office doors, and gates as directed.
7. Teachers who are unassigned should assemble in the Main Hall or other designated meeting area
for instructions.
8. When the imminent danger signal is given, teachers should take the following actions:
• Proceed immediately to homerooms
• Direct as many students as possible into rooms
• Supervise the area outside room until students are in rooms
• Lock doors and close curtains
• Students in rooms are to be seated and sign-up sheets provided so that each student
accounts for his/her presence in the room
• Notify the front office of any additional outbreaks
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• Students to remain in classroom until the all-clear signal is given
9. In the event that gunfire is heard, everyone should be instructed to lie flat on the ground/floor
10. School staff should stay until the crisis is declared over
State of California Government Code,
Chapter 8, Division IV, Title I
The State of California Government Code states that all public employees become emergency
service workers in the event of a declared emergency. This means that all school district
employees will be required to work in this capacity in case a disaster occurs and a state of
emergency is declared.
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PHONE TREE
Once it is verified that a crisis exists, the building administrator or designee sets the phone tree in motion.
When a crisis occurs during weekends, vacation periods, or when a large number of staff is away from the
school, it will be necessary to transmit information via a phone tree. At other times, when crises occur when
school is in session, only the people outside the school building need to be contacted via telephone.
Manila Campus
Staff

Contact Info

Who to contact?

Alternate

Contact Info

Michelle L

707-496-9802

All teachers and Esther

Esther

707-499-4834

Andrea

707-845-5989

Claudia, Room B parents

Ashley

707-616-9505

Julie, Room D parents

Katie

503-477-2887

Anna
Annie

562 841 4888

Annie, Room E parents

Claudia

7007-845-8501

Michelle D

479-434-0198

Room I/J parents, Marcia, Janarie
Laura Arrington

Sheree

707-227-4894

Reilly

408-607-7404

Room H parents

Jessica M.

714-610-6062

Yavanna

510-878-8241

Room G parents

Autumn

Esther

707-499-4834

Tiffanie, Burl, Payton, Tamera, All
aides, Jess (S/T), Maria & Jesus

Michelle L

707-496-9802

Arcata Campus
Staff

Contact Info

Who to contact?

Alternate

Contact Info

Bryan
Betsy
Jay

707-672-6277
301-356-0571
707-616-2072

All staff
Adolescent parents
High School parents

Jay
Maria
Jacob

707-616-2072
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774-276-5386

Redwood Coast Montessori Emergency Phone Numbers
Emergency
Manila Campus Office
Manila Site Supervisor (Michelle Leonard)
Arcata Campus Office
School Director (Bryan Little)
Arcata School District Office
JPA Director
Animal Control
Arcata Police Department
Humboldt County Sheriff
Arcata Fire
Poison Control
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911
707-832-4194
707-832-4194
707-630-5018
707-630-5018
707-822-0351
707-445-7055
707-840-8132
707-822-2428
707-445-7251
707-825-2000
(800) 876-4766

Code Yellow
Building Evacuation
Signal: 2 long air blasts - repeated
To be used in the event of:
• Fire - Chemical spill (on campus)
Teachers will:
• Escort their students out of the building by the assigned (or safest) route to the room’s assigned
fire drill location
• Lock their classroom door after insuring that all students are out of the room
• Take roll once all students have arrived at the assigned area
• Await further instructions from Crisis Response Team
Students will:
• File out of classrooms in a quiet orderly manner as directed by teachers
• Assemble in the designated fire drill area for their classroom
• Permit the teacher to take roll in a quiet and orderly manner
• Await further instructions from their teacher
Crisis Response Team Members will:
• Determine the level of response required for the incident
• Establish an incident command center
• Notify School officials (Planning/Intelligence)
• Convene Student Release team if needed (Operations)
• Prepare materials for emergency response personnel (Logistics)
Code is rescinded when:
• Conditions are deemed safe by the Incident Commander (Principal appropriate civil authority)
• Teachers are given the “All Clear” signal either one long bell or verbal instructions
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Code Green
Duck, Cover and Hold – Building Evacuation
Signal: 3 short air blasts - repeated
To be used in the event of:
•
•
•
•

Earthquake/Tsunami
Fallen Aircraft
Possible Explosion
Tornado/Severe Storm

Teachers will:
• Direct students away from widows, bookshelves and carts
• Direct students to duck under desks, tables etc. and cover their heads and faces with their
arms
• Assume the same duck and cover position as the students
• Await further instructions from Crisis Response Team or “All Clear” signal
• After the “All Clear” signal, Escort their students out of the building by the assigned (or
safest) route to the room’s assigned tsunami drill location
• Report injuries or other immediate safety concerns to the Crisis Response Team
Students will:
• Move quickly away from windows, bookshelves or unsecured carts or equipment
• If possible, duck under their desk or tables
• Once positioned, kneel with head resting at knees, arms covering back of head
• Remain in place until given the “All Clear” signal
• File out of classrooms in a quiet orderly manner as directed by teachers
Crisis Response Team Members will:
• Determine the level of response required for the incident
• Establish an incident command center
• Notify School officials (Planning/Intelligence)
• Prepare materials for emergency response personnel (Logistics)
Code is rescinded when:
• Conditions are deemed safe by the Incident Commander (Principal appropriate civil authority)
• Teachers are given the “All Clear” signal either one long bell or verbal instructions
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Code Red
Shelter in Place
Signal: continuous series of short air blasts
To be used in the event of:
• Gunfire/Police action in vicinity
• Armed Intruder
• Hostage Crisis
Teachers will:
• Get everyone inside their rooms, including students and staff seeking shelter
• Lock their classroom door, close widows and curtains
• Instruct students to lie on the floor
• Close all blinds and curtains
• Turn off all lights
• Instruct students to remain silent
• Await further instruction from Crisis Response Team or Police
Students will:
• Report to the nearest classroom, common room or office area
• Identify themselves to the teacher or staff member in charge
• Immediately drop to the floor, away from doors or windows
• Remain silent
• Await further instructions from teacher
Crisis Response Team Members will:
• Determine the level of response required for the incident
• Establish an incident command center
• Notify Law Enforcement
• Prepare materials for emergency response personnel (Logistics)
Code is rescinded when:
• Conditions are deemed safe by the Incident Commander (Principal appropriate civil authority)
• Teachers are given the “All Clear” signal either one long bell or verbal instructions
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POLICIES
Child Abuse Reporting Procedures
A. Definition of Child Abuse
Child abuse means a physical injury that is inflicted by other than accidental on a child by another person.
Child Abuse also means the sexual abuse of a child or any act or omission pertaining to child abuse reporting
laws (willful cruelty, unjustifiable punishment of a child, unlawful corporal punishment or injury). Child
abuse also means the physical or emotional neglect of a child or abuse in out-of-home care.
1. Child Abuse a. Injury inflicted by another person. b. Sexual Abuse. c. Neglect of child's physical,
health, and emotional needs. d. Unusual and willful cruelty; unjustifiable punishment. e. Unlawful
corporal punishment.
2. Not Considered Child Abuse a. Mutual affray between minors b. Injury caused by reasonable and
necessary force used by a peace officer:
•
To quell a disturbance threatening physical injury to a person or damage property
•
To prevent physical injury to another person or damage to property
•
For the purposes of self defense.
•
To obtain possession of weapons or other dangerous objects within the control of a child
•
To apprehend an escapee
RCM employees receive annual child abuse identification and reporting training prior to the start of school each year.
As an employee of a school District, you are considered a mandated reporter of child abuse or neglect. If you have a reasonable
suspicion that a child has been abused or neglected, you have a legal obligation to immediately make a report to Child Welfare
Services (CWS) or as soon as is practicably possible by telephone. You are also required by law to prepare and send, fax or
electronically transmit a written report within thirty-six (36) hours of receiving the information regarding the incident.
You are encouraged to contact an administrator to discuss the suspected abuse in order to gather more information regarding
the student's circumstances. School administrators will provide you with the proper reporting forms. You will have immunity from
criminal and civil liabilities for any report you make to CWS. The law allows for school employees to submit a single group
report to CWS if various employees suspect abuse of a single child.
Procedure:
• Use the Suspected Child Abuse Report found the school office.
• Complete all sections (except Section B: Report Notification) PRIOR to calling CWS to report.
o Section B: Report Notification is completed once you speak to the CWS screener.
• The completed form is put into the CWS Binder located in the school office
• A follow-up letter is sent from CWS to you regarding the status of the report. This will need to be attached to the
original CWS report.
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Wellness Policy
If you child is truly sick (bad cough, very runny nose, fever, or vomiting in past 24 hours) she or he
must stay home to get better and to decrease the likelihood of spreading the illness within our school
community. Otherwise, please do all
you can to ensure your child is on time and ready to learn each day. One way to promote wellness
with your child is to make sure they are consuming at least 5-9 servings of fresh fruits and
vegetables everyday. RCM’s entire wellness policy is available at www.redwoodmontessori.org.
Lice Policy
Our school policy is a "no live bug" policy. Parents are encouraged to pick up their child once lice
are found on their child. The student may return to school when all live lice have been removed, and
two careful, thorough combings of the hair have been completed.
Please remember that these small insects are not particular. They are just as happy on clean hair as
hair washed less often so any child can get them.
Vaccination Policy
All RCM students are required to receive vaccinations as outlined in SB277 prior to attending
school. For more information about SB 277, please see the Frequently Asked Questions available at:
http://www.shotsforschool.org/laws/sb277faq/.
For more information about school immunization requirements and resources, please visit the
California Department of Public Health’s website at www.shotsforschool.org, or contact your local
health department.
Conflict Resolution and Student Behavior
Peaceful conflict resolution is a core tenant for RCM and our school community. Although the
process of resolving conflicts looks slightly different at various developmental levels, the basic
premise is the same throughout: communicate directly, describe your concerns respectfully, listen
with openness, seek resolution with humility. RCM emphasizes traditional Montessori approaches
to conflict resolution including use of the Peace Table/Peace Area as well as Positive Discipline
strategies as a school-wide approach to developing a healthy student-centered community.
Discipline
Freedom Within Limits is a basic tenant of the Montessori approach to teaching and learning. In
general, students are free to choose from an array of challenging work, to work undisturbed, and to
care for themselves and the classroom environment. Ground rules are established early in the year,
and the children are allowed to work freely so long as they do not disturb others.
We strive to resolve all conflicts and behavior issues within the classroom setting. Should a
problem, conflict, or behavior develop into an ongoing distraction to student learning, parents will
be contacted the same day. If the behavior is so serious as to cause injury to anyone or damage to
things in the classroom, then parents will be called right away. The teacher or staff member will
decide whether the behavior warrants that the child be sent home. If the situation requires a
parent/guardian conference, then a meeting will be arranged to discuss and implement an action
plan to help the student change the behavior. It is up to the director to decide whether the student
can continue to attend school until the conference is held and a plan put into place. If the director
decides that the student will not attend regular classes, independent study work will be assigned and
the student and family will be responsible to work with the student.
If the discipline problem continues after a plan has been established, the school director may meet with the
family to assess the student, the action plan, and decide on next steps. Examples of immediate, go-home
behaviors include causing serious injury to another student or self, causing serious damage to school
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materials or building, refusing to comply with basic safety procedures such as coming inside with the class
when recess or outside activities, or behaving in such a way that the rest of the class cannot continue with the
regular school day.
Anti-Bullying Policy
Redwood Coast Montessori believes that all students have a right to a safe and healthy school environment.
The school and community have an obligation to promote mutual respect, tolerance, and acceptance.
Redwood Coast Montessori will not tolerate behavior that infringes on the safety of any student. A student
shall not intimidate or harass another student through words or actions. Such behavior includes direct
physical contact, such as hitting or shoving; verbal assaults, such as teasing or name-calling; and social
isolation or manipulation.
Redwood Coast Montessori expects students and/or staff to immediately report incidents of bullying to the
director. Staff members are expected to immediately intervene when they see a bullying incident. Each
complaint of bullying should be promptly investigated.
This policy applies to students on school grounds, while they are traveling to and from school, during the
lunch period whether on or off campus, and during a school-sponsored activity.
To ensure bullying does not occur on the school campus, Redwood Coast Montessori will provide staff
development training in prevention of bullying and cultivate acceptance and understanding in all students
and staff to develop each school’s ability to maintain a safe and healthy learning environment.
Teachers should discuss this policy with students in ways appropriate to their ages and should assure them
that they need not endure any form of bullying. Students who bully are in violation of this policy and are
subject to disciplinary action up to and including expulsion.
Redwood Coast Montessori will adopt a Student Code of Conduct to be followed by every student while he
or she is on school grounds, when traveling to and from school or a school- sponsored activity, and during
lunch period, whether on or off campus.
Bullying
The Student Code of Conduct includes, but is not limited to, the following actions and consequences:
• Any student who engages in bullying may be subject to disciplinary action up to and including
expulsion.
• Students are expected to immediately report incidents of bullying to the principal or designee.
• Students can rely on staff to promptly investigate each complaint of bullying in a thorough and
confidential manner.
If the complainant student or the parent of the student believes that the investigation or complaint was not
resolved appropriately, the student or the parent of the student should contact the principal or the school
office. The school system prohibits retaliatory behavior against any complainant or any participant in the
complaint process.
The procedures for intervening in bullying behavior include, but are not limited to, the following:
• All staff, students, and parents will receive a summary of the policy prohibiting bullying at the
beginning of the school year, as part of the student handbook and/or information packet, as part of new
student orientation, and as part of the school system’s notification to parents.
• The school will make reasonable efforts to keep confidential a report of bullying and the results of the
investigation.
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•
•

Staff members are expected to immediately intervene when they see a bullying incident occur.
People witnessing or experiencing bullying are encouraged to report the incident; such reporting will
not reflect on the victim or witnesses in any way.

EMERGENCY RESPONSE
Earthquake/Tsunami
Redwood Coast Montessori is in the tsunami zone but there is high ground very close to the school site so
the tsunami danger is mitigated.
There are two tsunami scenarios to consider. The more serious threat is the earthquake that occurs just off
the Humboldt Coast. This would produce a tsunami in Manila within 10-15 minutes. The only warning that
will occur for this event is the earthquake shaking. The evacuation maps are based on this worst case event.
Note that not all earthquakes that occur in Humboldt cause tsunamis. The kind of earthquake that causes
tsunamis is much longer in duration than the other kind of earthquake.
The other scenario is where the earthquake occurs somewhere else in the Pacific Ocean. In this case the
tsunami is generally expected to be smaller and will take longer to arrive in Manila. For this event the
earthquake will not be felt in Manila so the official warning system of NOAA’s National Weather Service is
how you will be notified of this kind of event.
ACTIONS
For all earthquakes
Follow earthquake procedures: Duck, Cover, and Hold on. Students and staff should take cover under desks
if possible and stay away from windows. Try to remember to count to measure the length of the earthquake.
For long earthquakes
If an earthquake lasts longer than 20 seconds then a tsunami is possible and you should evacuate. If you’re
not sure if the earthquake is long enough to cause a tsunami, go with your gut feeling. In other words, if you
feel worried about a tsunami, then go ahead and evacuate. Consider it a drill if it turns out that the
earthquake was not long enough to cause a tsunami.
The kind of earthquake that causes tsunamis can last as long as five minutes but may only have a minute of
strong shaking, so remember this important point: As soon as the shaking diminishes to the point where it is
safe to move then you should begin to evacuate.
When evacuating, lead students to the evacuation site via the wide trail that leads to the west of the facility.
At the evacuation site, keep the students contained in the smallest possible footprint and place staff around
the students to keep them together.

For Tsunami Watches and Warnings (via NOAA Weather Radio or outdoor siren)
You will be notified of these events by an automatic activation of the facility’s NOAA Weather Radios, or
by hearing the outdoor siren located at the waste water treatment plant, or by any of the other redundant
notification systems.
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These events can have a range in lead times from three hours to fifteen hours and can represent tsunamis that
are very small (three feet) to ones that are almost as big as the ones caused by the local earthquake. In
general, it is always good to move away from the coast for these events (in the event, for example, you are
on a field trip). If the information in the Tsunami Warning message indicates that the tsunami will be
significant and will arrive soon then evacuation to the evacuation site is appropriate.
General Workplace Policies
Prohibition of Harassment/Discrimination and Protection Against Retaliation
Policy
The School is committed to providing a workplace and educational environment free of sexual harassment,
as well as harassment and discrimination based on such factors as race, religion, creed, color, ethnicity,
national origin, ancestry, age, medical condition, genetic information, gender identity and expression, gender
related appearance and behavior, marital status, sex, sexual orientation, citizenship status, disability or any
other category protected by law. The School will not condone or tolerate harassment or discrimination of
any type by any employee, whether supervisory or co-employee, against an employee, third party vendor or
student. The School also does not condone or tolerate harassment of its employees by any third parties or
students. The School will promptly and thoroughly investigate any complaint of harassment or
discrimination and take appropriate corrective action, if warranted.
The School will take all reasonable steps to prevent discrimination and unlawful harassment from occurring.
Sexual or other unlawful harassment in employment violates the School’s policy and is prohibited under
Title VII of the Civil Rights Act and the California Fair Employment and Housing Act.
Definition of Harassment
Harassment includes verbal, physical or visual conduct that creates an intimidating, offensive or hostile
working or educational environment or that unreasonably interferes with job performance. Verbal
harassment includes, but is not limited to, epithets, derogatory comments or slurs based on a protected
category. Physical harassment includes, but is not limited to, assault, impeding or blocking movement or
any physical interference with normal work or movement, when directed at a legally protected individual.
Visual harassment includes, but is not limited to, derogatory posters, cartoons or drawings on a basis
protected by law.
Definition of Sexual Harassment
Federal law defines sexual harassment as unwelcome sexual conduct that is a term or condition of
employment. The Equal Employment Opportunity Commission's Guidelines define two types of sexual
harassment: "quid pro quo" and "hostile environment." "Unwelcome" sexual conduct constitutes sexual
harassment when "submission to such conduct is made either explicitly or implicitly a term or condition of
an individual's employment," "Quid pro quo harassment" occurs when "submission to or rejection of such
conduct by an individual is used as the basis for employment decisions affecting such individual." A “hostile
environment” claim for harassment occurs when discrimination based on sex has created a hostile or abusive
work environment.
California law defines unlawful sexual harassment in largely the same ways. Sexual harassment occurs
where a term of employment (i.e., compensation or in terms, conditions or privileges of employment),
academic status or progress (i.e., a student’s grades or promotion to the next grade) is explicitly or implicitly
conditioned upon submission to unwelcome sexual advances, as more fully described below. Sexual
harassment also occurs where the submission to, or rejection of, the conduct by the individual is used as the
basis of academic or employment decisions affecting the individual.
Additionally, sexual harassment
occurs where harassment (unwanted sexual advances, visual, verbal or physical conduct of a sexual nature) is
sufficiently severe, persistent, pervasive or objectively offensive so as to alter the conditions of employment
and create an abusive or hostile educational or working environment or to limit the individual’s ability to
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participate in or benefit from an education program or activity. Sexual harassment occurs where the conduct
has the purpose or effect of having a negative impact on the individual’s academic performance, work or
progress or has the purpose or effect of creating an intimidating, hostile, or offensive educational or working
environment. Finally, sexual harassment occurs where submission to, or rejection of, the conduct by the
individual is used as the basis for any decision affecting the individual regarding benefits and services,
honors, programs or activities available at or through the School.
The educational environment includes, but is not limited to, the School’s campus or grounds, the properties
controlled or owned by the School and off-campus, if such activity is School sponsored or is conducted by
organizations sponsored by or under the jurisdiction of the School.
The following are examples of offensive behavior:
Ø Unwanted sexual advances, flirtations, touching or requests for sexual favors;
Ø Verbal abuse of a sexual nature;
Ø Graphic or suggestive comments about dress or body and the sexual uses to which it could be put;
Ø Unwarranted graphic discussion of sexual acts.
Ø Sexually degrading words;
Ø Suggestive or obscene letters, notes or invitations;
Ø Verbal harassment including, but not limited to, unwelcome epithets, jokes, derogatory comments, or
slurs of a sexual nature, or sexually degrading words used to describe a person;
Ø Physical harassment including, but not limited to, assault, impeding or blocking movement or any
physical interference with normal work or school activities or movement, when done because of your
sex;
Ø Visual harassment including, but not limited to, leering, making sexual or obscene gestures,
displaying sexually explicit or derogatory posters, cartoons or drawings, or computer-generated
images of a sexual nature;
Ø Making or threatening retaliatory action after receiving a negative response to sexual advances.
What to do if Sexual and Other Unlawful Harassment Occurs
Internal Procedures:
School Level Investigation: The School Director has the responsibility to maintain a work place and
educational environment free from any form of sexual or other unlawful harassment. Consequently, should
the School Director become aware of any conduct that may constitute sexual harassment, discrimination or
other prohibited behavior, immediate action will be taken to address and remediate such conduct.
Any employee who has experienced or is aware of a situation that is believed to be sexually or otherwise
unlawfully harassing has a responsibility to report the situation immediately to the School Director, 1611
Peninsula Drive, Arcata, CA 95521; (707) 832-4194. If the employee is not comfortable contacting the
School Director or if that individual is not available, the employee should contact the Chair of the RCM
Board of Directors, 1611 Peninsula Drive, Arcata, CA 95521; (707) 832-4194. A Harassment Complaint
Form may be obtained from the School Director. The School Director will conduct a prompt investigation
and take appropriate corrective action where warranted. Complaints will be handled as discreetly as
possible, consistent with the need to investigate effectively and promptly resolve the matter. 5 C.C.R. §
4964.
If an employee has a complaint regarding an alleged violation of federal or state law or regulations governing
educational programs (including but not limited to Consolidated Categorical Aid Programs, Migrant
Education, Special Education Programs), including allegations of unlawful discrimination not involving
employment, the employee should utilize the Uniform Complaint Procedure adopted by the School. 5 CCR
§ 4610.
Any employee found to have participated in improper harassment or discrimination will be subject to
disciplinary action, up to and including possible dismissal.
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External Procedures:
Filing a Complaint with the Department.
Employees or job applicants who believe that they have experienced unlawful employment discrimination
may file a complaint directly with the Department. The Department serves as a neutral fact-finder and
attempts to help the parties voluntarily resolve disputes. If the Department finds sufficient evidence to
establish discrimination occurred and settlement efforts fail, the Department may file a formal accusation.
Employees can also pursue the matter through a private lawsuit in civil court after a complaint has been filed
with the Department and a Right to Sue Notice has been issued. For more information, contact the
Department toll free at (800) 884-1684, in the Sacramento area and out of state at (916) 227-0551 or visit its
website at www.dfeh.ca.gov. To contact the nearest field office of the Equal Employment Opportunity
Commission (“EEOC”), call 1-800-669-4000. You should be aware that state and federal law provide time
limits within which complaints must be filed. Contact the relevant agency to determine the applicable time
limit.
Retaliation Policy
It is in violation of the School’s policy for the School or any employee to demote, suspend, reduce, fail to
hire or consider for hire, fail to give equal consideration in making employment decisions, fail to treat
impartially in the context of any recommendations for subsequent employment that the School may make,
adversely affect working conditions or otherwise deny any employment benefit to or take actions that are
materially adverse against an individual because that individual has opposed practices prohibited by law or
has filed a complaint, testified, assisted or participated in any manner in an investigation, proceeding or
hearing conducted by the Department or their staff. Any employee retaliating against another employee,
applicant or student will be disciplined, up to and including termination.
Examples of protected activities under the School’s retaliation policy include seeking advice from the
Department; filing a complaint with the Department, irrespective of whether the complaint is actually
sustained; opposing employment practices the employee reasonably believes to exist and believes to be a
violation of the law; participating in an activity that is perceived by the School as opposition to
discrimination, whether or not so intended by the employee expressing the opposition; participating in the
proceeding of a local human rights or civil rights agency on a legal basis.
Nothing in this policy shall be construed to prevent the School from enforcing reasonable disciplinary
policies and practices, nor from demonstrating that the actions of an applicant or employee were either
disruptive or otherwise detrimental to legitimate business interests so as to justify the denial of an
employment benefit.
Workplace Violence
The School takes the safety and security of its employees seriously. The School does not tolerate acts or
threats of physical violence, including but not limited to intimidation, harassment and/or coercion, that
involve or affect the School or that occur, or are likely to occur, on School property. You should report any
act or threat of violence immediately to the School Director.
Open Door Policy
The School wishes to provide the most positive and productive work environment possible. To that end, it
has an open door policy where it welcomes your questions, suggestions or complaints relating to your job,
conditions of employment, the School or the treatment you are receiving. Other than in situations involving
harassment (as outlined and described above), please contact the School Director with your questions or
concerns. If the situation is not resolved to your satisfaction, please contact the Chair of the RCM Board of
Directors, preferably in writing, who will further investigate the issue.
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Drug Free Workplace
It is the School’s policy to maintain a drug and alcohol-free workplace. No employee may use, possess,
offer for sale or be under the influence of any illegal drugs or alcohol during working hours, including lunch
and break periods, in the presence of pupils or on School property at any time.
Engaging in any of the activities above shall be considered a violation of School policy and the violator will
be subject to discipline, up to and including termination. The School complies with all federal and state laws
and regulations regarding drug use while on the job.
Smoking
All School buildings and facilities are non-smoking facilities.
Health, Safety and Security Policies
The School is committed to providing and maintaining a healthy and safe work environment for all
employees. Accordingly, the School has instituted an Injury and Illness Prevention Program designed to
protect the health and safety of all personnel. The School maintains an Injury and Illness Prevention
Program, which is kept by the School Director and is available for your review.
You are required to know and comply with the School’s general safety rules and to follow safe and healthy
work practices at all times. You are required to immediately report to your supervisor any potential health or
safety hazards and all injuries or accidents.
In compliance with Proposition 65, the School will inform all employees of any known exposure to a
chemical known to cause cancer or reproductive toxicity.
The School has also developed guidelines to help maintain a secure workplace. Be aware of unknown
persons loitering in parking areas, walkways, entrances, exits and service areas. Report any suspicious
persons or activities to security personnel or to your supervisor. Secure your desk or office at the end of the
day. When called away from your work area for an extended length of time, do not leave valuable or
personal articles around your workstation that may be accessible. You should immediately notify your
supervisor when keys are missing or if security access codes, identification materials, or passes have been
breached. The security of the facilities, as well as the welfare of our employees, depends upon the alertness
and sensitivity of every individual.
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Suspension and Expulsion Policies Grounds for suspension which fall under Education Code 48900
Grounds for Suspension and Expulsion of Students
A student may be suspended or expelled for prohibited misconduct if the act is related to school activity or
school attendance occurring at anytime including but not limited to: a) while on school grounds; b) while
going to or coming from school; c) during the lunch period, whether on or off the school campus; d) during,
going to, or coming from a school-sponsored activity.
Enumerated Offenses
1. Discretionary Suspension Offenses. Students may be suspended for any of the following acts when
it is determined the pupil:
a) Caused, attempted to cause, or threatened to cause physical injury to another person.
b) Willfully used force of violence upon the person of another, except self-defense.
c) Unlawfully possessed, used, sold or otherwise furnished, or was under the influence of any
controlled substance, as defined in Health and Safety Code 11053-11058, alcoholic beverage,
or intoxicant of any kind.
d) Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in
Health and Safety Code Sections 11053-11058, alcoholic beverage or intoxicant of any kind,
and then sold, delivered or otherwise furnished to any person another liquid substance or
material and represented same as controlled substance, alcoholic beverage or intoxicant.
e) Committed or attempted to commit robbery or extortion.
f) Caused or attempted to cause damage to school property or private property.
g) Stole or attempted to steal school property or private property.
h) Possessed or used tobacco or products containing tobacco or nicotine products, including but
not limited to cigars, cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff,
chew packets and betel. This section does not prohibit the use of his or her own prescription
products by a pupil.
i) Committed an obscene act or engaged in habitual profanity or vulgarity.
j) Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug
paraphernalia, as defined in Health and Safety Code Section 11014.5.
k) Knowingly received stolen school property or private property.
l) Possessed an imitation firearm, i.e.: a replica of a firearm that is so substantially similar in
physical properties to an existing firearm as to lead a reasonable person to conclude that the
replica is a firearm.
m) Committed or attempted to commit a sexual assault as defined in Penal Code Sections 261,
266c, 286, 288, 288a or 289, or committed a sexual battery as defined in Penal Code Section
243.4.
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n) Harassed, threatened, or intimidated a student who is a complaining witness or witness in a
school disciplinary proceeding for the purpose of preventing that student from being a witness
and/or retaliating against that student for being a witness.
o) Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma.
p) Engaged in, or attempted to engage in hazing. For the purposes of this subdivision, “hazing”
means a method of initiation or pre-initiation into a pupil organization or body, whether or not
the organization or body is officially recognized by an educational institution, which is likely
to cause serious bodily injury or personal degradation or disgrace resulting in physical or
mental harm to a former, current, or prospective pupil. For purposes of this section, “hazing”
does not include athletic events or school-sanctioned events.
q) Made terroristic threats against school officials and/or school property. For purposes of this
section, “terroristic threat” shall include any statement, whether written or oral, by a person
who willfully threatens to commit a crime which will result in death, great bodily injury to
another person, or property damage in excess of one thousand dollars ($1,000), with the
specific intent that the statement is to be taken as a threat, even if there is no intent of actually
carrying it out, which, on its face and under the circumstances in which it is made, is so
unequivocal, unconditional, immediate, and specific as to convey to the person threatened, a
gravity of purpose and an immediate prospect of execution of the threat, and thereby causes
that person reasonably to be in sustained fear for his or her own safety or for his or her
immediate family’s safety, or for the protection of school property, or the personal property of
the person threatened or his or her immediate family.
r) Committed sexual harassment, as defined in Education Code Section 212.5. For the purposes
of this section, the conduct described in Section 212.5 must be considered by a reasonable
person of the same gender as the victim to be sufficiently severe or pervasive to have a
negative impact upon the individual’s academic performance or to create an intimidating,
hostile, or offensive educational environment. This section shall apply to pupils in any of
grades 4 to 12, inclusive.
s) Caused, attempted to cause, threaten to cause or participated in an act of hate violence, as
defined in subdivision (e) of Section 233 of the Education Code. This section shall apply to
pupils in any of grades 4 to 12, inclusive.
t) Intentionally harassed, threatened or intimidated a student or group of students to the extent of
having the actual and reasonably expected effect of materially disrupting class work, creating
substantial disorder and invading student rights by creating an intimidating or hostile
educational environment. This section shall apply to pupils in any of grades 4 to 12, inclusive.
u) Engaged in an act of bullying, including, but not limited to, bullying committed by means of
an electronic act.
1) “Bullying” means any severe or pervasive physical or verbal act or conduct, including
communications made in writing or by means of an electronic act, and including one or
more acts committed by a student or group of students which would be deemed hate
violence or harassment, threats, or intimidation, which are directed toward one or more
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students that has or can be reasonably predicted to have the effect of one or more of the
following:
i.

ii.
iii.
iv.

Placing a reasonable student (defined as a student, including, but is not limited to,
a student with exceptional needs, who exercises average care, skill, and judgment
in conduct for a person of his or her age, or for a person of his or her age with
exceptional needs) or students in fear of harm to that student’s or those students’
person or property.
Causing a reasonable student to experience a substantially detrimental effect on his
or her physical or mental health.
Causing a reasonable student to experience substantial interference with his or her
academic performance.
Causing a reasonable student to experience substantial interference with his or her
ability to participate in or benefit from the services, activities, or privileges
provided by the Charter School.

2) “Electronic Act” means the creation or transmission originated on or off the school site,
by means of an electronic device, including, but not limited to, a telephone, wireless
telephone, or other wireless communication device, computer, or pager, of a
communication, including, but not limited to, any of the following:
i.
A message, text, sound, video, or image.
ii.
A post on a social network Internet Web site including, but not limited to:
(a) Posting to or creating a burn page. A “burn page” means an Internet Web site
created for the purpose of having one or more of the effects as listed in
subparagraph (1) above.
(b) Creating a credible impersonation of another actual pupil for the purpose of
having one or more of the effects listed in subparagraph (1) above. “Credible
impersonation” means to knowingly and without consent impersonate a pupil
for the purpose of bullying the pupil and such that another pupil would
reasonably believe, or has reasonably believed, that the pupil was or is the
pupil who was impersonated.
(c) Creating a false profile for the purpose of having one or more of the effects
listed in subparagraph (1) above. “False profile” means a profile of a fictitious
pupil or a profile using the likeness or attributes of an actual pupil other than
the pupil who created the false profile.
iii.
An act of cyber sexual bullying.
(a) For purposes of this clause, “cyber sexual bullying” means the dissemination
of, or the solicitation or incitement to disseminate, a photograph or other visual
recording by a pupil to another pupil or to school personnel by means of an
electronic act that has or can be reasonably predicted to have one or more of
the effects described in subparagraphs (A) to (D), inclusive, of paragraph (1).
A photograph or other visual recording, as described above, shall include the
depiction of a nude, semi-nude, or sexually explicit photograph or other visual
recording of a minor where the minor is identifiable from the photograph,
visual recording, or other electronic act.
(b) For purposes of this clause, “cyber sexual bullying” does not include a
depiction, portrayal, or image that has any serious literary, artistic, educational,
political, or scientific value or that involves athletic events or schoolsanctioned activities.
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3) Notwithstanding subparagraphs (1) and (2) above, an electronic act shall not constitute
pervasive conduct solely on the basis that it has been transmitted on the Internet or is
currently posted on the Internet.
v) A pupil who aids or abets, as defined in Section 31 of the Penal Code, the infliction or
attempted infliction of physical injury to another person may be subject to suspension, but not
expulsion, except that a pupil who has been adjudged by a juvenile court to have committed,
as an aider and abettor, a crime of physical violence in which the victim suffered great bodily
injury or serious bodily injury shall be subject to discipline pursuant to subdivision (1).
w) Possessed, sold, or otherwise furnished any knife unless, in the case of possession of any
object of this type, the student had obtained written permission to possess the item from a
certificated school employee, with the School Director or designee’s concurrence.
2. Non- Discretionary Suspension Offenses: Students must be suspended and
recommended for expulsion for any of the following acts when it is determined
the pupil:
a) Possessed, sold, or otherwise furnished any firearm, explosive, or other dangerous object
unless, in the case of possession of any object of this type, the students had obtained written
permission to possess the item from a certificated school employee, with the School Director
or designee’s concurrence.
3. Discretionary Expellable Offenses: Students may be expelled for any of the
following acts when it is determined the pupil:
a) Caused, attempted to cause, or threatened to cause physical injury to another person.
b) Willfully used force of violence upon the person of another, except self-defense.
c) Unlawfully possessed, used, sold or otherwise furnished, or was under the influence of any
controlled substance, as defined in Health and Safety Code Sections 11053-11058, alcoholic
beverage, or intoxicant of any kind.
d) Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in
Health and Safety Code Sections 11053-11058, alcoholic beverage or intoxicant of any kind,
and then sold, delivered or otherwise furnished to any person another liquid substance or
material and represented same as controlled substance, alcoholic beverage or intoxicant.
e) Committed or attempted to commit robbery or extortion.
f) Caused or attempted to cause damage to school property or private property.
g) Stole or attempted to steal school property or private property.
h) Possessed or used tobacco or products containing tobacco or nicotine products, including but
not limited to cigars, cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff,
chew packets and betel. This section does not prohibit the use of his or her own prescription
products by a pupil.
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i) Committed an obscene act or engaged in habitual profanity or vulgarity.
j) Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug
paraphernalia, as defined in Health and Safety Code Section 11014.5.
k) Knowingly received stolen school property or private property.
l) Possessed an imitation firearm, i.e.: a replica of a firearm that is so substantially similar in
physical properties to an existing firearm as to lead a reasonable person to conclude that the
replica is a firearm.
m) Committed or attempted to commit a sexual assault as defined in Penal Code Sections 261,
266c, 286, 288, 288a or 289, or committed a sexual battery as defined in Penal Code Section
243.4.
n) Harassed, threatened, or intimidated a student who is a complaining witness or witness in a
school disciplinary proceeding for the purpose of preventing that student from being a witness
and/or retaliating against that student for being a witness.
o) Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma.
p) Engaged in, or attempted to engage in hazing. For the purposes of this subdivision, “hazing”
means a method of initiation or pre-initiation into a pupil organization or body, whether or not
the organization or body is officially recognized by an educational institution, which is likely
to cause serious bodily injury or personal degradation or disgrace resulting in physical or
mental harm to a former, current, or prospective pupil. For purposes of this section, “hazing”
does not include athletic events or school-sanctioned events.
q) Made terroristic threats against school officials and/or school property. For purposes of this
section, “terroristic threat” shall include any statement, whether written or oral, by a person
who willfully threatens to commit a crime which will result in death, great bodily injury to
another person, or property damage in excess of one thousand dollars ($1,000), with the
specific intent that the statement is to be taken as a threat, even if there is no intent of actually
carrying it out, which, on its face and under the circumstances in which it is made, is so
unequivocal, unconditional, immediate, and specific as to convey to the person threatened, a
gravity of purpose and an immediate prospect of execution of the threat, and thereby causes
that person reasonably to be in sustained fear for his or her own safety or for his or her
immediate family’s safety, or for the protection of school property, or the personal property of
the person threatened or his or her immediate family.
r) Committed sexual harassment, as defined in Education Code Section 212.5. For the purposes
of this section, the conduct described in Section 212.5 must be considered by a reasonable
person of the same gender as the victim to be sufficiently severe or pervasive to have a
negative impact upon the individual’s academic performance or to create an intimidating,
hostile, or offensive educational environment. This section shall apply to pupils in any of
grades 4 to 12, inclusive.
s) Caused, attempted to cause, threaten to cause or participated in an act of hate violence, as
defined in subdivision (e) of Section 233 of the Education Code. This section shall apply to
pupils in any of grades 4 to 12, inclusive.
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t) Intentionally harassed, threatened or intimidated a student or group of students to the extent of
having the actual and reasonably expected effect of materially disrupting class work, creating
substantial disorder and invading student rights by creating an intimidating or hostile
educational environment. This section shall apply to pupils in any of grades 4 to 12, inclusive.
u) Engaged in an act of bullying, including, but not limited to, bullying committed by means of
an electronic act.
1) “Bullying” means any severe or pervasive physical or verbal act or conduct, including
communications made in writing or by means of an electronic act, and including one or
more acts committed by a student or group of students which would be deemed hate
violence or harassment, threats, or intimidation, which are directed toward one or more
students that has or can be reasonably predicted to have the effect of one or more of the
following:
i.

ii.
iii.
iv.

Placing a reasonable student (defined as a student, including, but is not limited to,
a student with exceptional needs, who exercises average care, skill, and judgment
in conduct for a person of his or her age, or for a person of his or her age with
exceptional needs) or students in fear of harm to that student’s or those students’
person or property.
Causing a reasonable student to experience a substantially detrimental effect on his
or her physical or mental health.
Causing a reasonable student to experience substantial interference with his or her
academic performance.
Causing a reasonable student to experience substantial interference with his or her
ability to participate in or benefit from the services, activities, or privileges
provided by the Charter School.

2) “Electronic Act” means the creation or transmission originated on or off the school site,
by means of an electronic device, including, but not limited to, a telephone, wireless
telephone, or other wireless communication device, computer, or pager, of a
communication, including, but not limited to, any of the following:
i.
A message, text, sound, video, or image.
ii.
A post on a social network Internet Web site including, but not limited to:
(a) Posting to or creating a burn page. A “burn page” means an Internet Web site
created for the purpose of having one or more of the effects as listed in
subparagraph (1) above.
(b) Creating a credible impersonation of another actual pupil for the purpose of
having one or more of the effects listed in subparagraph (1) above. “Credible
impersonation” means to knowingly and without consent impersonate a pupil
for the purpose of bullying the pupil and such that another pupil would
reasonably believe, or has reasonably believed, that the pupil was or is the
pupil who was impersonated.
(c) Creating a false profile for the purpose of having one or more of the effects
listed in subparagraph (1) above. “False profile” means a profile of a fictitious
pupil or a profile using the likeness or attributes of an actual pupil other than
the pupil who created the false profile.
iii.
An act of cyber sexual bullying.
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(c) For purposes of this clause, “cyber sexual bullying” means the dissemination
of, or the solicitation or incitement to disseminate, a photograph or other visual
recording by a pupil to another pupil or to school personnel by means of an
electronic act that has or can be reasonably predicted to have one or more of
the effects described in subparagraphs (A) to (D), inclusive, of paragraph (1).
A photograph or other visual recording, as described above, shall include the
depiction of a nude, semi-nude, or sexually explicit photograph or other visual
recording of a minor where the minor is identifiable from the photograph,
visual recording, or other electronic act.
(d) For purposes of this clause, “cyber sexual bullying” does not include a
depiction, portrayal, or image that has any serious literary, artistic, educational,
political, or scientific value or that involves athletic events or schoolsanctioned activities.
3) Notwithstanding subparagraphs (1) and (2) above, an electronic act shall not constitute
pervasive conduct solely on the basis that it has been transmitted on the Internet or is
currently posted on the Internet.
v) A pupil who aids or abets, as defined in Section 31 of the Penal Code, the infliction or
attempted infliction of physical injury to another person may be subject to suspension, but not
expulsion, except that a pupil who has been adjudged by a juvenile court to have committed,
as an aider and abettor, a crime of physical violence in which the victim suffered great bodily
injury or serious bodily injury shall be subject to discipline pursuant to subdivision (1).
w) Possessed, sold, or otherwise furnished any knife unless, in the case of possession of any
object of this type, the student had obtained written permission to possess the item from a
certificated school employee, with the School Director or designee’s concurrence.
4. Non -Discretionary Expellable Offenses: Students must be expelled for any
of the following acts when it is determined pursuant to the procedures below
that the pupil:
a) Possessed, sold, or otherwise furnished any firearm, explosive, or other dangerous object
unless, in the case of possession of any object of this type, the students had obtained written
permission to possess the item from a certificated school employee, with the School Director
or designee’s concurrence.
If it is determined by the Board of Directors that a student has brought a fire arm or destructive device, as
defined in Section 921 of Title 18 of the United States Code, on to campus or to have possessed a firearm or
dangerous device on campus, the student shall be expelled for one year, pursuant to the Federal Gun Free
Schools Act of 1994. In such instances, the pupil shall be provided due process rights of notice and a
hearing as required in this policy.
The term “firearm” means (A) any weapon (including a starter gun) which will or is designed to or may
readily be converted to expel a projectile by the action of an explosive; (B) the frame or receiver of any such
weapon; (C) any firearm muffler or firearm silencer; or (D) any destructive device. Such term does not
include an antique firearm.
The term “destructive device” means (A) any explosive, incendiary, or poison gas, including but not limited
to: (i) bomb, (ii) grenade, (iii) rocket having a propellant charge of more than four ounces, (iv) missile
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having an explosive or incendiary charge of more than one-quarter ounce, (v) mine, or (vi) device similar to
any of the devices described in the preceding clauses.
Suspension Procedure
Suspensions shall be initiated according to the following procedures:
1. Conference
Suspension shall be preceded, if possible, by a conference conducted by the School Director or the
Director’s designee with the student and his or her parent and, whenever practical, the teacher, supervisor
or Charter School employee who referred the student to the School Director or designee.
The conference may be omitted if the School Director or designee determines that an emergency
situation exists. An “emergency situation” involves a clear and present danger to the lives, safety or
health of students or Charter School personnel. If a student is suspended without this conference, both the
parent/guardian and student shall be notified of the student’s right to return to school for the purpose of a
conference.
At the conference, the pupil shall be informed of the reason for the disciplinary action and the evidence
against him or her and shall be given the opportunity to present his or her version and evidence in his or
her defense. This conference shall be held within two school days, unless the pupil waives this right or is
physically unable to attend for any reason including, but not limited to, incarceration or hospitalization.
No penalties may be imposed on a pupil for failure of the pupil’s parent or guardian to attend a
conference with Charter School officials. Reinstatement of the suspended pupil shall not be contingent
upon attendance by the pupil’s parent or guardian at the conference.
2. Notice to Parents/Guardians
At the time of the suspension, the School Director or designee shall make a reasonable effort to contact
the parent/guardian by telephone or in person. Whenever a student is suspended, the parent/guardian
shall be notified in writing of the suspension and the date of return following suspension. This notice
shall state the specific offense committed by the student. In addition, the notice may also state the date
and time when the student may return to school. If Charter School officials wish to ask the
parent/guardian to confer regarding matters pertinent to the suspension, the notice may request that the
parent/guardian respond to such requests without delay.
3. Suspension Time Limits/Recommendation for Expulsion
Suspensions, when not including a recommendation for expulsion, shall not exceed five (5) consecutive
school days per suspension. Upon a recommendation of Expulsion by the School Director or School
Director’s designee, the pupil and the pupil’s guardian or representative will be invited to a conference to
determine if the suspension for the pupil should be extended pending an expulsion hearing. In such
instances when the Charter School has determined a suspension period shall be extended, such extension
shall be made only after a conference is held with the pupil or the pupil’s parents, unless the pupil and the
pupil’s parents fail to attend the conference.
This determination will be made by the School Director or designee upon either of the following: 1) the
pupil’s presence will be disruptive to the education process; or 2) the pupil poses a threat or danger to
others. Upon either determination, the pupil’s suspension will be extended pending the results of an
expulsion hearing.
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Authority to Expel
A student may be expelled either by the Charter School Board following a hearing before it or by the Charter
School Board upon the recommendation of an Administrative Panel to be assigned by the Board as needed.
The Administrative Panel should consist of at least three members who are certificated and neither a teacher
of the pupil or a Board member of the Charter School’s governing board. The Administrative Panel may
recommend expulsion of any student found to have committed an expellable offense.
Expulsion Procedures
Students recommended for expulsion are entitled to a hearing to determine whether the student should be
expelled. Unless postponed for good cause, the hearing shall be held within thirty (30) school days after the
School Director or designee determines that the Pupil has committed an expellable offense.
In the event an administrative panel hears the case, it will make a recommendation to the Board for a final
decision whether to expel. The hearing shall be held in closed session (complying with all pupil
confidentiality rules under FERPA) unless the Pupil makes a written request for a public hearing in open
session three (3) days prior to the date of the scheduled hearing.
Written notice of the hearing shall be forwarded to the student and the student’s parent/guardian at least ten
(10) calendar days before the date of the hearing. Upon mailing the notice, it shall be deemed served upon
the pupil. The notice shall include:
1) The date and place of the expulsion hearing;
2) A statement of the specific facts, charges and offenses upon which the proposed expulsion is
based;
3) A copy of the Charter School’s disciplinary rules which relate to the alleged violation;
4) Notification of the student’s or parent/guardian’s obligation to provide information about the
student’s status at the Charter School to any other school district or school to which the student seeks
enrollment;
5) The opportunity for the student and/or the student’s parent/guardian to appear in person or to
employ and be represented by counsel or a non-attorney advisor;
6) The right to inspect and obtain copies of all documents to be used at the hearing;
7) The opportunity to confront and question all witnesses who testify at the hearing;
8) The opportunity to question all evidence presented and to present oral and documentary evidence
on the student’s behalf including witnesses.
Special Procedures for Expulsion Hearings Involving Sexual Assault or Battery Offenses
The Charter School may, upon a finding of good cause, determine that the disclosure of either the identity of
the witness or the testimony of that witness at the hearing, or both, would subject the witness to an
unreasonable risk of psychological or physical harm. Upon this determination, the testimony of the witness
may be presented at the hearing in the form of sworn declarations that shall be examined only by the Charter
School or the hearing officer. Copies of these sworn declarations, edited to delete the name and identity of
the witness, shall be made available to the pupil.
1. The complaining witness in any sexual assault or battery case must be provided with a copy of the
applicable disciplinary rules and advised of his/her right to (a) receive five days notice of his/her
scheduled testimony, (b) have up to two (2) adult support persons of his/her choosing present in the
hearing at the time he/she testifies, which may include a parent, guardian, or legal counsel, and (c)
elect to have the hearing closed while testifying.
2. The Charter School must also provide the victim a room separate from the hearing room for the
complaining witness’ use prior to and during breaks in testimony.
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3. At the discretion of the person or panel conducting the hearing, the complaining witness shall be
allowed periods of relief from examination and cross-examination during which he or she may leave
the hearing room.
4. The person conducting the expulsion hearing may also arrange the seating within the hearing room
to facilitate a less intimidating environment for the complaining witness.
5. The person conducting the expulsion hearing may also limit time for taking the testimony of the
complaining witness to the hours he/she is normally in school, if there is no good cause to take the
testimony during other hours.
6. Prior to a complaining witness testifying, the support persons must be admonished that the hearing
is confidential. Nothing in the law precludes the person presiding over the hearing from removing a
support person whom the presiding person finds is disrupting the hearing. The person conducting the
hearing may permit any one of the support persons for the complaining witness to accompany him or
her to the witness stand.
7. If one or both of the support persons is also a witness, the Charter School must present evidence
that the witness’ presence is both desired by the witness and will be helpful to the Charter School.
The person presiding over the hearing shall permit the witness to stay unless it is established that
there is a substantial risk that the testimony of the complaining witness would be influenced by the
support person, in which case the presiding official shall admonish the support person or persons not
to prompt, sway, or influence the witness in any way. Nothing shall preclude the presiding officer
from exercising his or her discretion to remove a person from the hearing whom he or she believes is
prompting, swaying, or influencing the witness.
8. The testimony of the support person shall be presented before the testimony of the complaining
witness and the complaining witness shall be excluded from the courtroom during that testimony.
9. Especially for charges involving sexual assault or battery, if the hearing is to be conducted in the
public at the request of the pupil being expelled, the complaining witness shall have the right to have
his/her testimony heard in a closed session when testifying at a public meeting would threaten serious
psychological harm to the complaining witness and there are no alternative procedures to avoid the
threatened harm. The alternative procedures may include videotaped depositions or contemporaneous
examination in another place communicated to the hearing room by means of closed-circuit
television.
10. Evidence of specific instances of a complaining witness’ prior sexual conduct is presumed
inadmissible and shall not be heard absent a determination by the person conducting the hearing that
extraordinary circumstances exist requiring the evidence be heard. Before such a determination
regarding extraordinary circumstance can be made, the witness shall be provided notice and an
opportunity to present opposition to the introduction of the evidence. In the hearing on the
admissibility of the evidence, the complaining witness shall be entitled to be represented by a parent,
legal counsel, or other support person. Reputation or opinion evidence regarding the sexual behavior
of the complaining witness is not admissible for any purpose.
Record of Hearing
A record of the hearing shall be made and may be maintained by any means, including electronic recording,
as long as a reasonably accurate and complete written transcription of the proceedings can be made.
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Presentation of Evidence
While technical rules of evidence do not apply to expulsion hearings, evidence may be admitted and used as
proof only if it is the kind of evidence on which reasonable persons can rely in the conduct of serious affairs.
A recommendation by the Administrative Panel to expel must be supported by substantial evidence that the
student committed an expellable offense.
Findings of fact shall be based solely on the evidence at the hearing. While hearsay evidence is admissible,
no decision to expel shall be based solely on hearsay. Sworn declarations may be admitted as testimony from
witnesses of whom the Board, Panel or designee determines that disclosure of their identity or testimony at
the hearing may subject them to an unreasonable risk of physical or psychological harm.
If, due to a written request by the expelled pupil, the hearing is held at a public meeting, and the charge is
committing or attempting to commit a sexual assault or committing a sexual battery as defined in Education
Code Section 48900, a complaining witness shall have the right to have his or her testimony heard in a
session closed to the public.
The decision of the Administrative Panel shall be in the form of written findings of fact and a written
recommendation to the Board who will make a final determination regarding the expulsion. The final
decision by the Board shall be made within ten (10) school days following the conclusion of the hearing. The
Decision of the Board is final.
If the Administrative Panel decides not to recommend expulsion, the pupil shall immediately be returned to
his/her educational program.
Written Notice to Expel
The School Director or designee following a decision of the Board to expel shall send written notice of the
decision to expel, including the Board’s adopted findings of fact, to the student or parent/guardian. This
notice shall also include the following: Notice of the specific offense committed by the student; and Notice
of the student’s or parent/guardian’s obligation to inform any new district in which the student seeks to enroll
of the student’s status with the Charter School.
The School Director or designee shall send a copy of the written notice of the decision to expel to the
authorizer. This notice shall include the following: a) The student’s name b) The specific expellable offense
committed by the student.
Disciplinary Records
The Charter School shall maintain records of all student suspensions and expulsions at the Charter School.
Such records shall be made available to the authorizer upon request.
No Right to Appeal
The pupil shall have no right of appeal from expulsion from the Charter School as the Charter School
Board’s decision to expel shall be final.
Expelled Pupils/Alternative Education
Parents/guardians of pupils who are expelled shall be responsible for seeking alternative education programs
including, but not limited to, programs within the County or their school district of residence. The Charter
School shall work cooperatively with parents/guardians as requested by parents/guardians or by the school
district of residence to assist with locating alternative placements during expulsion.
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Rehabilitation Plans
Students who are expelled from the Charter School shall be given a rehabilitation plan upon expulsion as
developed by the Board at the time of the expulsion order, which may include, but is not limited to, periodic
review as well as assessment at the time of review for readmission. The rehabilitation plan should include a
date not later than one year from the date of expulsion when the pupil may reapply to the Charter School for
readmission.
Readmission
The decision to readmit a pupil or to admit a previously expelled pupil from another school district or charter
school shall be in the sole discretion of the Board following a meeting with the School Director or designee
and the pupil and guardian or representative to determine whether the pupil has successfully completed the
rehabilitation plan and to determine whether the pupil poses a threat to others or will be disruptive to the
school environment. The School Director or designee shall make a recommendation to the Board following
the meeting regarding his or her determination. The pupil’s readmission is also contingent upon the Charter
School’s capacity at the time the student seeks readmission.
Special Procedures for the Consideration of Suspension and Expulsion of Students with Disabilities
1. Notification of District
The Charter School shall immediately notify the District and coordinate the procedures in this policy
with the District of the discipline of any student with a disability or student who the Charter School
or District would be deemed to have knowledge that the student had a disability
2. Services During Suspension
Students suspended for more than ten (10) school days in a school year shall continue to receive
services so as to enable the student to continue to participate in the general education curriculum,
although in another setting, and to progress toward meeting the goals set out in the child’s IEP/504
Plan; and receive, as appropriate, a functional behavioral assessment and behavioral intervention
services and modifications, that are designed to address the behavior violation so that it does not
recur. These services may be provided in an interim alterative educational setting.
3. Procedural Safeguards/Manifestation Determination
Within ten (10) school days of a recommendation for expulsion or any decision to change the
placement of a child with a disability because of a violation of a code of student conduct, the Charter
School, the parent, and relevant members of the IEP/504 Team shall review all relevant information
in the student’s file, including the child’s IEP/504 Plan, any teacher observations, and any relevant
information provided by the parents to determine:
a) If the conduct in question was caused by, or had a direct and substantial relationship to,
the child’s disability; or
b) If the conduct in question was the direct result of the local educational agency’s failure to
implement the IEP/504 Plan.
If the Charter School, the parent, and relevant members of the IEP/504 Team determine that either of
the above is applicable for the child, the conduct shall be determined to be a manifestation of the
child’s disability.
If the Charter School, the parent, and relevant members of the IEP/504 Team make the
determination that the conduct was a manifestation of the child’s disability, the IEP/504 Team shall:
a) Conduct a functional behavioral assessment, and implement a behavioral intervention
plan for such child, provided that the Charter School had not conducted such assessment
prior to such determination before the behavior that resulted in a change in placement;
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b) If a behavioral intervention plan has been developed, review the behavioral intervention
plan if the child already has such a behavioral intervention plan, and modify it, as necessary,
to address the behavior; and
c) Return the child to the placement from which the child was removed, unless the parent and
the Charter School agree to a change of placement as part of the modification of the
behavioral intervention plan.
If the Charter School, the parent, and relevant members of the IEP/504 team determine that
the behavior was not a manifestation of the student’s disability and that the conduct in
question was not a direct result of the failure to implement the IEP/504 Plan, then the
Charter School may apply the relevant disciplinary procedures to children with disabilities
in the same manner and for the same duration as the procedures would be applied to
students without disabilities.
4. Due Process Appeals
The parent of a child with a disability who disagrees with any decision regarding placement, or the
manifestation determination, or the Charter School believes that maintaining the current placement
of the child is substantially likely to result in injury to the child or to others, may request an
expedited administrative hearing through the Special Education Unit of the Office of Administrative
Hearings or by utilizing the dispute provisions of the 504 Policy and Procedures.
When an appeal relating to the placement of the student or the manifestation determination has been
requested by either the parent or the Charter School, the student shall remain in the interim
alternative educational setting pending the decision of the hearing officer or until the expiration of
the forty-five (45) day time period provided for in an interim alternative educational setting,
whichever occurs first, unless the parent and the Charter School agree otherwise.
5. Special Circumstances
Charter School personnel may consider any unique circumstances on a case-by-case basis when
determining whether to order a change in placement for a child with a disability who violates a code
of student conduct.
The School Director or designee may remove a student to an interim alternative educational setting
for not more than forty-five (45) school days without regard to whether the behavior is determined to
be a manifestation of the student’s disability in cases where a student:
a) Carries or possesses a weapon, as defined in 18 USC 930, to or at school, on school
premises, or to or at a school function;
b) Knowingly possesses or uses illegal drugs, or sells or solicits the sale of a controlled
substance, while at school, on school premises, or at a school function; or
c) Has inflicted serious bodily injury, as defined by 20 USC 1415(k)(7)(D), upon a person
while at school, on school premises, or at a school function.
6. Interim Alternative Educational Setting
The student’s interim alternative educational setting shall be determined by the student’s IEP/504
team.
7. Procedures for Students Not Yet Eligible for Special Education Services
A student who has not been identified as an individual with disabilities pursuant to IDEIA and who
has violated the Charter School’s disciplinary procedures may assert the procedural safeguards
granted under this administrative regulation only if the Charter School had knowledge that the
student was disabled before the behavior occurred.
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The Charter School shall be deemed to have knowledge that the student had a disability if one of the
following conditions exists:
a) The parent/guardian has expressed concern in writing, or orally if the parent/guardian
does not know how to write or has a disability that prevents a written statement, to Charter
School supervisory or administrative personnel, or to one of the child’s teachers, that the
student is in need of special education or related services.
b) The parent has requested an evaluation of the child.
c) The child’s teacher, or other Charter School personnel, has expressed specific concerns
about a pattern of behavior demonstrated by the child, directly to the director of special
education or to other Charter School supervisory personnel.
If the Charter School knew or should have known the student had a disability under any of the three (3)
circumstances described above, the student may assert any of the protections available to IDEIA-eligible
children with disabilities, including the right to stay-put.
If the Charter School had no basis for knowledge of the student’s disability, it shall proceed with the
proposed discipline. The Charter School shall conduct an expedited evaluation if requested by the parents;
however the student shall remain in the education placement determined by the Charter School pending the
results of the evaluation.
The Charter School shall not be deemed to have knowledge of that the student had a disability if the parent
has not allowed an evaluation, refused services, or if the student has been evaluated and determined to not
be eligible.
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