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Introduction 

 
School safety is a top priority in every school district and is essential to student 

achievement. A safe school is one where teaching and learning are not distracted; 

disruptions are minimized; drugs, violence, bullying and fear are not present; students are 

not discriminated against; expectations for behavior are clearly communicated; and 

consequences for infractions are consistently and fairly applied. School districts have a 

responsibility to ensure a safe school environment that is free of intimidation and 

harassment and to establish consequences for students and/or staff who engage in 

discrimination. 

 
The Big Oak Flat-Groveland Unified School District recognizes that students and staff 
have the right to safe and secure schools where they are free from physical and 
psychological harm. The Big Oak Flat-Groveland Unified School District is fully 
committed to maximizing school safety and to creating a positive learning environment 
that emphasizes high expectations for student conduct, responsible behavior and respect 
for others. 
 
This plan has been developed to comply with Senate Bill 187 (Hughes), Comprehensive 
School Safety Plan Act, Education Code 35294.1-35294.9.  It is available for public review 
at any of the three district school sites as well as the district office. 
 
The District-wide Comprehensive Safety Plan will be reviewed and revised yearly, prior to 
the March 1 deadline by the School Safety Planning Committee.  The committee shall 
evaluate, and amend as necessary, the safety plan each year to ensure that the plan is 
properly implemented.  An Annual Review Sheet documenting updates to the 
District-wide Comprehensive Safety Plan will be made available in the district office for 
public review. 
 
Members of the District Safety Planning Committee are: 
 
Wynette Hilton, Tenaya Principal/ District Superintendent 
Penny Williamson, Teacher ï K-2 Representative 
Jennifer Smith, Teacher ï 3-5 Representative  
Jessica Pretzer, Teacher ï 6-8 Representative 
Ryan Dutton, Tioga Principal 
Debbie Larson- Classified Staff 
Miles Silva, Director of Maintenance Operations  
Rhonda Crow ï Principalôs Secretary 
Danielle Fischer-Parent 
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The Safe School Planning Process 
 

It is apparent that systems already in place in the schools have kept our schools a very safe place.  

(See School Accountability Report Card-suspensions and expulsions data).  It is also recognized 

that the district needs to plan for safeguarding students and staff for the future and thus must do a 

complete audit of facilities and procedures to minimize the possibility of a tragedy. 

 

Each year the School Safety Committee will assess the current status of school crime/safety issues 

at the Tioga High School, Tenaya Elementary School and Don Pedro campuses, and review 

current school rules, regulations, and procedures. 

 

The committee will  review the schoolsô procedures for complying with existing laws related to 

school safety as well as any new legislation that would impact the current District-wide 

Comprehensive Safety Plan.  The committee will identify goals and objectives that would support 

a high level of school safety for all students and staff.   

 

All Safety Plan related material will be kept on file at the school sites and at the district office.  

This Safety Plan will be available for inspection by the members of the public. 

 

 

Legislative Requirements ï Standardized Emergency Management System (SEMS) 
 

The Big Oak Flat-Groveland Unified School District has incorporated protocols of Californiaôs 

Standardized Emergency Management System (SEMS).  The California Code of Regulations, 

Title 19, Division 2, Chapter 1, Sections 2400-2450 outlines the requirements of all special 

districts.  These regulations establish the Standardized Emergency Management System (SEMS) 

based upon the Incident Command System (ICS).  SEMS is intended to standardize response to 

emergencies involving multiple jurisdictions or multiple agencies.  SEMS is intended to be 

flexible and adaptable to the needs of all emergency responders in California.   

 

SEMS requires emergency response agencies use basic principles and components of emergency 

management including: 

 

o ICS,  

o Multi -agency or inter-agency coordination,  

o Operational area concept, and  

o Established mutual aid systems.   

 

 
State agencies must use SEMS.  Local governments must use SEMS by December 1, 1996 in 

order to be eligible for state funding of response-related personnel costs pursuant to activities 

identified in California Code of Regulations, Title 19, §2920, §2925, and §2930.   
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Legislative Requirements ï National Incident Management System (NIMS) 
 

Executive Order S-2-05 issued by the Governor of California directs the California Office of 

Emergency Services and Office of Homeland Security, in cooperation with the Standardized 

Emergency Management System Advisory Board, to develop a program to integrate the National 

Incident Management System, to the extent appropriate, into the stateôs emergency management 

system. 

 

In 2004, the Department of Homeland Security released the National Incident Management 

System (NIMS) as required by Homeland Security Presidential Directive (HSPD) -Management 

of Domestic Incidents and HSPD-8 Preparedness.  While most emergency situations are handled 

locally, when there's a major incident help may be needed from other jurisdictions, the state and 

the federal government.  NIMS was developed so responders from different jurisdictions and 

disciplines can work together better to respond to natural disasters and emergencies, including acts 

of terrorism. NIMS benefits include a unified approach to incident management; standard 

command and management structures; and emphasis on preparedness, mutual aid and resource 

management. 

HSPD-5   established and designated the NIMS Integration Center (NIC) as the lead federal entity 

to coordinate NIMS compliance.  Its primary function is to ensure that NIMS remains an accurate 

and effective management tool through refining and adapting compliance requirements to address 

ongoing preparedness needs. 

To accomplish this, the Compliance and Technical Assistance Branch relies on input from Federal, 

State, local, tribal, multi-discipline and private sector stakeholders to assure continuity and 

accuracy of ongoing implementation efforts. In this collaborative role, the NIC has worked with 

these partners to refine and implement improvements to NIMS, including the development of 

performance measurement systems for State, territorial, tribal, and local governments, based on 

lessons learned and best practices from across the nation. 

  
 
NIMS plans include;  
o Use of standardized terminology,  
o Standardized organizational structures (ICS), 
o Interoperable communications,  
o Consolidated action plans 
o Unified command structures, when applicable,  
o Uniformed personnel qualification s standards, 
o Uniformed planning, training, and exercises,  
o Comprehensive resource management, and  
o Designated incident facilities.  
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EMERGENCY PROCEDURES PLAN 
 

In our community, it is possible for a major disaster to occur at any time. Natural disasters 
such as fires and earthquakes, and man-made disasters, which can result from fallen 
aircraft, bus accidents, chemical accidents, bomb threats, fire, explosion/threat of 
explosion, and civil disturbance, are potential threats to our community, including our 
schools. 
 
The Big Oak Flat-Groveland Unified School District recognizes its legal and moral 
responsibility to provide for the safety and welfare of its students and staff, especially in a 
disaster situation. The Big Oak Flat-Groveland Unified School District is also aware of its 
role to work cooperatively with other community agencies to prepare for and effectively 
deal with a disaster situation in our community. 
 

Consequently, it is the intent of the Big Oak Flat-Groveland Unified School District to 
assure optimum safety and welfare of its students and staff by developing an effective 
emergency procedures plan and the necessary practice to carry out the plan. The 
effectiveness of our plan will be determined by how well our students and staff are trained. 
 

Our plan has been prepared in compliance with California Administration Code, Title V, 
Education Code 560, which requires all public schools to have a written civil defense and 
disaster preparedness plan. Our plan includes specific courses of action to be taken by 
school district employees in the event of a disaster. All employees are expected to be 
completely familiar with the plan and their assigned responsibilities. 
 
The major goals of this plan are to save lives, protect property, and give aid to those in need 
in the event of a disaster. To successfully attain these goals, it is the intent of this plan to 
make people aware of how to act and react before, during and after the occurrence of a 
disaster. Each fall, school site administrators will review the emergency procedures plan 
with staff and students in preparation for the new school year. 
 

The Big Oak Flat-Groveland Unified School District welcomes any constructive 
suggestions from any staff or community member to improve this emergency procedures 
plan. If there are any questions about this plan, please contact the superintendentôs office. 
 
 
 
 
  

 

 

 

 

 



2 

 

 

 

 

 

 

 

 

The Incident Command System Post (ICSP) is the schoolôs incident ñheadquarters,ò a location 

where the primary coordination and management functions are executed.  The most important 

consideration is that the ICSP have enough space for the Incident Command staff and four Section 

Chiefs to set up and proceed with emergency response coordination.  This requires a working 

communications system (if available), tables and chairs to work from, good lighting, writing 

supplies, and display areas (for maps) plans, assignments, etc.). 

 

Possible locations for the ICSP include the school office, gymnasium, cafeteria, or yard area.  It 

may be desirable to locate the ICSP such that the full emergency assembly area is in view, while 

maintaining adequate separation from the students, evacuation assemble areas, medical treatment 

areas, and student release areas.,  Each school should pre-designate a primary and alternate ICSP. 

 

 

Tenaya Campus: 
                                                                   Main Office 

Primary I ncident Command Post Location 

 

Library or Cafeteria  

Secondary Incident Command Post Location 

 

 

 

Tioga Campus: 
Main Office 

Primary Incident Command Post Location 

 

Cafeteria/Gym  

Secondary Incident Command Post Location 

 

 

 

Don Pedro Campus: 
Main Office 

Primary Incident Command Post Location 

 

Cafeteria/Gym 

Secondary Incident Command Post Location

COMMAND POST  
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                                            Section Chief:                                                                 Se ction Chief:                          Section Chief:                                                                    

                                                Site Principal                                                                 Site Principal and Secretary       Site Principal and Secretary       

  Site Security Team:                                    Student Care Team:                                  Supplies/Facilities Team:                       Situation Analysis Team:  Analysis 

Tea   

 

 

  

 

 

 

 

  Search &  Rescue Team:                              Student Release Team:                             Staffing Team :                                        Documentation Team:  

 

 

  

 

  

 

 

                                                                                                                                         

                                                                                                                                       Communications Team:   

  Medical Team:   

  

 Section Chief:  

 Tenaya Principal  

 

                                                                                                                               Record Keeping Team:  

 

                                                                                                                         Transportation Team:  

 

 

EMERGENCY ORGANIZATION CHART FOR:   BOFG Unified School District -Tenaya School 2019 -2020  

INCIDENT COMMANDER:  

Superintendent/Principal 
ALTERNATE:  

Lead Teacher 

PUBLIC INFORMATION OFFICER:  

Superintendent/Principal 

SAFETY OFFICER:  

Superintendent/Principal 

 

LIAISON OFFICER:  

District Secretary 

OPERATIONS  LOGISTICS  PLANNING  

 

Team Leader: Jason Coultrap 

 

Alternate /Assistant: Jon Hawkins 

 

Assistant: Kelly  Koster 

 

 

 

 

FINANCE/ADMIN.  

 

Y
e
a

r: 2
0

19
-2

0
2

0 

 

Team Leader: Penny Williamson 

 

Alternate/Assistant: Natalie Gonzales 

 

Assistant: Chealsey Davis 

 

 

 

______________________________________

Team Leader:  Jon Hawkins 

____________________________________ 

 Alternate/Assistant: Michael Galvin 

______________________________________ 

Assistant: Jenny Porta 

______________________________________ 

Team Leader: Trudi Griffin 

______________________________________ 

Alternate/Assistant:  Jessica Pretzer 

______________________________________ 

Assistant: Hillary Mariscal 

 

______________________________________ 

Team Leader: Rhonda Crow 

______________________________________ 

Alternate/Assistant: Joanne Beaudreau 

______________________________________ 

Assistant: Lisa Pritchard 

______________________________________ 

 

______________________________________ 

Team Leader: Michele Hessler 

______________________________________ 

Alternate/Assistant: Heidi Ludwig 

______________________________________ 

Assistant: Laura Garcia 

______________________________________ 

Team Leader: Jude Hawkins 

______________________________________ 

Alternate/Assistant:  Brianna Deutsch 

______________________________________ 

Alternate: 

______________________________________ 

 

______________________________________ 

Team Leader: Susan Peterson 

______________________________________ 

Alternate/Assistant: Pam Reimers 

______________________________________ 

  

______________________________________ 

 

______________________________________ 

Team Leader: Lydia Loera 

______________________________________ 

Alternate/Assistant: Jodi Richey 

____________________________________ 

Assistant: Dani Fischer 

______________________________________ 

______________________________________ 

Team Leader: Jennifer Smith 

______________________________________ 

Alternate/Assistant: Debbie Larson 

______________________________________ 

Assistant:  

______________________________________ 

 

______________________________________ 

Team Leader: Dave Pish 

______________________________________ 

Alternate/Assistant:  Cavan Rose 

______________________________________ 

Assistant: Holly Folies 

______________________________________ 

 

______________________________________ 

Team Leader: Kristin Griffith 

______________________________________ 

Alternate/Assistant: Brianna Trevino 

______________________________________ 

 

______________________________________ 
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                                            Section Chief:                                                           Se ction Chief:                                Section Chie f:                                                                    

                                           Site Administrator                                                        Site Administrator and Secretary       Site Administrator and Secretary       

  Site Security Team:                                       Student Care Team:                                  Supplies/Facilities Team:                       Situation Analysis Team:  

Analysis Tea   

 

 

  

 

 

 

 

  Search & Rescue Team:                              Student Release Team:                             Staffing Team :                                        Documentation Team:  

 

 

  

 

  

 

 

                                                                                                                                         

                                                                                                                                       Communications Team:   

  Medical Team:   

  

 Section Chief:  

 Tioga  Administrator  

 

                                                                                                                               Record Keeping Team:  

 

                                                                                                                         Transportation Team:  

 

EMERGENCY ORGANIZATION CHART FOR:   BOFG Unified School District -Tioga High School 2019 -20  

INCIDENT COMMANDER:  

Superintendent 
ALTERNATE:  

Tioga Principal 

PUBLIC INFORMATION OFFICER:  

Superintendent 

SAFETY OFFICER:  

Tioga Principal 

LIAISON OFFICER:  

District Secretary 

OPERATIONS  LOGISTICS  PLANNING  

 

Team Leader: Thomas Vallotton 

Al ternate /Assistant: Rebecca Dotson 

 

 

 

 

 

 

FINANCE/ADMIN.  

 

Y
e
a

r:2
0

19
/2

0
2

0 

 

Team Leader: Karen Seals 

 

Alternate/Assistant: Lynda Martinez 

 

 

 

 

______________________________________

Team Leader: Ryan Dutton 

______________________________________ 

 Alternate/Assistant: Emily Hanchett 

______________________________________ 

 

______________________________________ 

Team Leader: Stephen Baptista 

______________________________________ 

Alternate/Assistant:  Ryan Duttpm 

______________________________________ 

 

 

______________________________________ 

Team Leader: Thomas Vallotton 

______________________________________ 

Alternate/Assistant: Kevin Griffith/ Emily 

Hanchett 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

Team Leader: Rebecca Dotson 

______________________________________ 

Alternate/Assistant: Kevin Griffith 

______________________________________ 

 

 

______________________________________ 

Team Leader: Ryan Dutton 

______________________________________ 

Alternate/Assistant: Steven Baptista 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

Team Leader: Rebecca Dotson 

______________________________________ 

Alternate/Assistant: Lynda Martinez 

______________________________________ 

  

______________________________________ 

 

______________________________________ 

Team Leader: Karen Seals  

______________________________________ 

Alternate/Assistant: Rebecca Dotson 

____________________________________ 

______________________________________ 

 

______________________________________ 

Team Leader: Ryan Dutton 

______________________________________ 

Alternate/Assistant:  Rebecca Dotson 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

Team Leader: Rebecca Dotson 

______________________________________ 

Alternate/Assistant:  Karen Seals 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

Team Leader:  Rebecca Dotson 

______________________________________ 

Alternate/Assistant: Emily  Hanchett 

______________________________________ 

 

______________________________________ 
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                                            Section Chief:                                                           Se ction Chief:                                Section Chief:                                                                    

                                           Site Administrator                                                        Site Administrator and Secretary       Site Administrator and Secretary       

  Site Secur ity :                                               Student Care :                                         Supplies/Facilities :                            Situation Analysis : Analysis 

Tea   

 

 

  

 

 

 

 

  Search & Rescue Team :                              Stude nt Release Team :                          Staffing :                                                 Documentation : 

 

 

  

 

  

 

 

                                                                                                                                         

                                                                                                                                       Communications :  

  Medical :  

  

 Section Chief:  

 Don Pedro  Administrator  

 

                                                                                                                               Record Keeping : 

 

                                                                                                                         Transportation : 

 

EMERGENCY ORGANIZATION CHART F OR:   BOFG Unified School District -Don Pedro  High School 2019 -20  

INCIDENT COMMANDER:  

Superintendent 

ALTERNATE:  

Don Pedro Principal 

PUBLIC INFORMATION OFFICER:  

Superintendent 

SAFETY OFFICER:  

Don Pedro Principal 

LIAISON OFFICER:  

District Secretary 

OPERATIONS  LOGISTICS  PLANN ING  

 

Team Leader: Don Couch 

 

Alternate :Shian Liang 

 

 

 

 

 

FINANCE/ADMIN.  

 

Y
e
a

r:2
0

19
-2

02
0
 

 

Team Leader: Penny Shuey 

 

Alternate/ Assistant :Christina Wyman 

 

 

 

 

______________________________________ 

Team Leader: Vicki Bradshaw 

_________________________________ 

  

Alternate/ Assistant: Julie Mc Daniels 

_____________________________________ 

 

______________________________________ 

Team Leader: Nickie Lamm 

 

 Alternate :Kevin Griffith 

______________________________________ 

 

 

______________________________________ 

Team Leader: Gary Houghton 

______________________________________ 

Alternate/Assistant: Don Couch 

______________________________________ 

 

 

______________________________________ 

Team Leader: Vicki Bradshaw 

______________________________________ 

Alternate/Assistant: Jeannette Thompson 

______________________________________ 

 

 

______________________________________ 

Team Leader: Sheri Gempler 

 

Alternate :Christina Wyman 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

Team Leader: Vicki Bradshaw 

 

Alternate :Jessica Carson-Hull 

______________________________________ 

 

______________________________________ 

  

______________________________________ 

 

______________________________________ 

 

Team Leader: Christina Wyman 

 

Alternate/Assistant :Penny Shuey 

_____________________________________ 

 

______________________________________ 

 

______________________________________ 

Team Leader: Nickie Lamm 

 

Alternate :Jessica Carson-Hull 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

Team Leader: Paula Mueller 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

 

______________________________________ 

 

 Sheri Cochran  

 

______________________________________ 

 

______________________________________ 
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          The following pages provide a brief description of each position.  Use to assign duties.  Note that the Organization  

 Chart provided utilizes all positions of a full scale incident.  Each incident calls for appropriate level of staff 

 involvement.  Chart is designed to be collapsed or expanded as needed. 

EMERGENCY ORGANIZATION CHART  ̧DESCRIPTION OF DUTIES  

 

 

  

   

 

 

 

 

 Ensure the safety of students, staff and others on campus.          

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

  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

MANAGEMENT/COMMAND  

INCIDENT COMMANDER  

Note:  

If available wear 

WHITE vests.   

The Incident Commander (IC) is solely responsible 

for emergency/ disaster operations and sha ll 

remain at the Command Post  (CP) to observe and 

direct all operations.   

 

 

 

 
The Safety Officer ensures that all 

activities are conducted in as safe 

a manner as possible under the 

circumstances which exist. 

 

 

 
 

 

 

 

 

 

 
The Public Information Officer (PIO) acts as the 

official spokesperson for the school site in and 

emergency situation.  If a school district PIO is 

available, he/she will be the official spokesperson.  A 

school site-based PIO should only be used if the media 

is on campus and the direct PIO is not available or 

forthcoming. 

 

News media can play a key role assisting the school in 

getting emergency/disaster related information to the 

public (parents).  Information released must be consistent, 

accurate, and timely. 

 
  

  

 

 

 
The Liaison Officer serves as the 

point of contact for outside 

Agency Representatives offering 

organizational assistance during 

school site emergency response.  

The Liaison Officer coordinates 

the efforts of these outside 

agencies while on-site to ensure 

the proper flow of information. 

 

 
. 

 

SAFETY OFFICER  

 

 

 

 

PUBLIC INFORMATION OFFICER  

 

LIASION OFFICER  
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PLANNING  

PLANNING SECTION CHIEF  Note: If  

available w ear  

YELLO W vests.   

 

 

 

Responsible for the collection, 

evaluation, documentation and use 

of information about the 

development of the incident and the 

status of resources.  

 

 

 
 

 

 

 

Responsible for the collection, 

evaluation, documentation, and use of 

information about the development of 

the incident and the status of resources.  

Maintain accurate site map.  Provide 

ongoing analysis of situation and 

resource status.   

 
 

  

DOCUMENTATION UNIT  SITUATION ANALYSIS UNIT  

 

Resp onsible for the collection, evaluation, 

documentation and use of informat ion about the 

development of the incident and the status of resources.  

Maintain accurate records and site map.  Provide 

ongoing analysis of situation and resource status.  Work 

with the Incident Commander to develop the Incident 

Action Plan (IAP).  
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           Manages the direct response of the disaster which  

              can inc lude the following teams: (as needed)  

 

 

 

 

 

 

 

 

  

 

OPERATIONS  

OPER ATIONS SECTION CHIEF  

 

 

 

 

Assess, identify & 

mitigate campus 

hazards during & 

immediately following 

on-site 

disaster/emergency.  

Responsible for campus 

security. 

 
 

 

 

 

 

 

 
 

Refer to Emergency  

       

 for detailed duties. 

 

 

 

 

Manages & Executes 

search and rescue 

efforts on campus.  

Minimun of 2 persons 

per team.  

 

 

 

 

 
 

 

 

 

 

 

 
 

                                                    

Operations Plan Manual 

    for detailed duties. 

 

 

 

 

Responsible for 

provision of emergency 

medical response, first 

aid & counseling.  

Reports need of health 

or medical services.  

Ensures appropriate 

actions in event of 

deaths. 

 

 

 
          

 

 

 
          
    

      Operations Plan Manual 

            for detailed duties. 

 

 

 

 

Responsible for 

providing for safe 

sheltering & care of 

students & staff during 

emergency.  Facilitates 

campus evacuation if 

necessary. 

 

 
 

 

 

 

 

 

 

 
 

 

      Operations Plan Manual 

for detailed duties. 

 

 

 

 

Oversees the 

reunifica-tion of students 

with parents or authorized 

adults through Request & 

Release Gates. 

 

 

 

 
 

 

 

 

 

 

 

 
 

 

Operations Plan Manual  

for detailed duties. 

SITE SECURITY 

TEAM LEADER  

LEADER  

ASSISTANT  

 

LEADER  

ASSISTANT  

 

 

 

  

SEARCH & 

RESCUE TEAM 

LEADER  

LEADER  

ASSISTANT  

 

 

MEDICAL  

TEAM LEADER  

LEADER  

ASSISTANT  

 

 

STUDENT CARE 

TEAM LEADER  

LEADER  

ASSISTANT  

  

 

STUDENT RELEASE 

TEAM LEADER  

 

 

 
 

 

Note:   

Wear ORANGE  

vests if available.  
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Responsible for providing facilities, services, personnel, equipment,  

 materials and forms in support of incident.  Sets up & maintains check -in roster.   

 

 

 

 

 

 

 

LOGISTICS  

LOGISTICS SECTION CHIEF  

Note:  

Wear LIME 

GREEN vests  if 

available.   

 

 

 

 

Provides facilities, 

equipment, supplies and 

materials in support of the 

incident 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

Responsible for coordinating 

check-in and assignment of 

personnel (staff, students, 

disaster volunteers). 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Establishes, coordinates and 

directs verbal & written 

communication within the 

school disaster site & with the 

school district. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Implements the 

transportation plan during 

school emergency.  Assesses 

need for buses, trucks, etc. 

for transporting students, 

staff and/or supplies & 

directs vehicles. 
 

 

 
 

 

 

 

 

 

    

 

SUPPLIES/FACILITIES 

UNIT  

STAFFING  

UNI T 

COMMUNICATIONS  TRANSPORTATION  

LEADER  

ASSISTANT  

LEADER  LEADER  

ASSISTANT  ASSISTANT  

LEADER  

ASSISTANT  
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Note:  These positions are usually only activated in a major incident or following an accident. 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FINANCE/ADMINISTRATION SECTION CHIEF  

Note:  

Wear DARK 

GREEN vests  if 

available.    

 

 

 

Responsible for financial tracking, 

procurement, and cost analysis 

related to the disaster or emergency.  

Maintain financial records, track and 

record staff hours. 

 

 
 

 

 

 

Responsible for ensuring that records 

for personnel costs, volunteers, 

payroll, purchasing materials and 

supplies, insurance claims, and cost 

recovery are maintained during 

campus emergencies. 

 
 

 

 

 

 

 

                      

 

FINANCE/ADMIN. CHIEF  RECORD KEEPING UNIT  
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COUNTY-WIDE EMERGENCY 

COMMUNICATION MATRIX 

 

 

 

 

 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sheriff 

or 

Sonora 

Police 

 

County 

Schools 

Office 

 

All 

Districts 

 

Staff 

 

Parents 

 

Special 

Education 

 

Staff 

 

Parents 

Radio 

 

Newspaper 

Region 6 

 

Agencies 



16 

 

DISTRICT EMERGENCY 
COMMUNICATION MATRIX  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hospitals 

Health 

Dept. 

SHERIFF 
or 

Hwy Patrol 

 

 
DISTRICT  

 

Nearby 

Districts 

Radio 
(Snowy Day) 

etc. 

 

Staff 

B.B. 

Connect 

Parents 

 

Radio 
Newspaper 

 

COUNTY 

SCHOOLS 

OFFICE 

 

Special 

Education 

 

All  

Districts 

 

Parents 
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EMERGENCY PHONE NUMBERS 
 

Emergency          9-1-1 
            Ambulance 

            Fire and Rescue        962-7891 

            Highway Patrol        943-8600 

 Tuolumne County Sheriff        533-5815 

 American Red Cross        532-4112 

 Sonora Police         532-8143 

 

Communications/Media 

           KVML ï Star 92 ï KKBN Sonora      533-1450 

            Modesto Bee             800-776-4233 

            Union Democrat        532-7151 

 

Insurance 

            SISC (Self Insured Schools of California)                                           1-661-636-4710                                          

  

Medical 

    Adventist Health Sonora                532-5000 

        

OTHER: 

           Airports: 

                    Pine Mountain Lake, Groveland (Jim Thomas)   533-5685 
                 Columbia (Jim Thomas)      533-5685 

           Transportation/Maintenance Dept.                                                   962-5765 ext.1092 

 

           Gas-Propane 

                    JS West        532-7475 

                         Pro-Flame        984-0800 

                       Suburban Propane       984-5283 

          Pacific Gas & Electric (PG&E)           800-834-0004 

          Telephone: 

 AT&T                                                                     800-222-0300 

            Tuolumne County: 

                    Board of Supervisors       533-5521 

                    Health Department       533-7400 

                    Office of Emergency Services     533-5511 

  Social Services       533-5711 

                    Superintendent of Schools Office     536-2000 

                    Transportation Services      533-5601 
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Tuolumne County Schoolsô Phone Numbers 
Belleview Elementary       586-5510 

Big Oak Flat-Groveland District     962-5765 

Chinese Camp Elementary      984-5421 

Cold Springs High School      586-3011 

Columbia Elementary School      533-7700 

Curtis Creek District       533-1083 

Curtis Creek Elementary      532-1428 

Dario Cassina High School      532-1587 

Don Pedro High School      852-2864 

Jamestown Elementary School     984-5217 

Long Barn High School      586-3011 

Mother Lode Adventist      532-2855 

Mother Lode Christian      928-4126 

Shaws Flat         536-2012 

Sierra Country        984-0454 

Sonora District       532-5491 

Sonora Elementary       532-3159 

Sonora High School       532-5511 

Sonora High School District      533-8510 

Soulsbyville Elementary      532-1419 

South Fork High School      956-3521 

Springfield Community Day School     533-5450 

Summerviille Elementary      928-4291 

Summerville High School      928-4228 

Tenaya Elementary       962-7846 

Tioga High School       962-4763 

Twain Harte Elementary School     586-3266 
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PRE-EMERGENCY PROCEDURES 

 
A. Preparation of the Schools 
 

 1. Hazard Assessment 

 

a. To be performed by qualified appropriate personnel. 

b. To include evaluation of interior and exterior portions of school 

buildings as well as school grounds. 

c. To include assessment of: 

(1) Proximity of toxic, flammable, corrosive, chemically 

reactive material. 
 (2) Proximity of high voltage power lines. 

(3) Possible effects of flooding that may need particular 

consideration. 

(4) Probable safety of evacuation areas after a quake; proximity 

of gas, water, sewer lines. 

(5) Interior hanging fixtures. 

(6) Windows, particularly those near doorways. 
 (7) Bookcases and shelving within classrooms as well as all 

objects on shelves and cabinets. 

(8) Stability of water heaters. 

 d. To allow for removal or correction of hazards insofar as practicable. 

 
 2. First Aid Supply Station(s) 

 a. To provide for storage of first aid material. 

 b. To be cited as to location on school premises. 

 c. To include first aid supplies (see suggested list). 

 

 3. Equipment 

a.      To be inventoried and supplemented with new purchases if necessary         

           (see suggested list). 

  b. To be cited as to location on school premises. 

  c. To include tools and instructions for shutting off gas, 
 electricity, and water. 
d. To include communication equipment including AM-FM 

   battery operated radio, walkie-talkies, bullhorns, and extra 
   batteries. 
    e. To include provision for emergency sanitation 
   facilities. 
 
4.  General Information 
 a. To be maintained at main office 
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             b.  To include: 

  (1) Plot map of school including shut-off valves for gas,        

 electricity, and water and hot water heaters. Also list at least 3 

persons trained to disconnect them. 

   (2) Number and location of fire extinguishers. 

   (3) Emergency phone numbers for city and county  
    disaster-responding agencies (including police and fire  

    departments, hospitals, Red Cross, Civil Defense, gas,  

    electric and water companies, Office of Emergency Services). 

(4) Contents and location for all first aid supplies plus suggested 

locations for establishing emergency disaster and first aid 

treatment centers; first aid procedures. 

(5) Chain of Command. 
(6) List of disaster related equipment and map where located. 
(7) Frequency of radio station(s) broadcasting local disaster 

information. 
(8) Duplicate copies of emergency cards to be held at one  

    other location other than the school office. 

(9) Names of at least 2 persons with first aid training who would 

operate the first aid center. 

(10) Names of staff members with training in first aid and CPR. 

(11) Copy of complete emergency procedures plan. 

(12) Names, addresses, and phone numbers of those in the 

surrounding community who have agreed to assist the schools. 

(13) Identification and location of emergency supplies of water  
    within the school: hot water heaters, etc. 
   (14) Notation concerning special medication for students and staff. 
   (15) Hazardous materials inventory and location for all sites. 
 

B. Preparation of the Students 
1. Classroom Education 

a. Earthquake education program to be taught as designated by the 
principal: to include: 

(1) Geology of earthquakes. 

(2) Importance of earthquake drills. 

(a) Discuss noise accompanying quake, results (fallen 
books, broken glass, etc.), and need for students to be 
silent and listen for directions. 

 (b) Discuss aftershocks and procedures if elsewhere at   

         time of quake (bathroom, on way to or from school,  

 etc.).         
(c) Discuss prevalence of quakes all over the world; 

frequent natural event. 

(d) Discuss procedures (let students know what to do if 
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teacher is out of room, unconscious). 

(e)    Discuss student releasing policy. 
 

b. Fire prevention program to be taught annually as designated by the 
principal: to include: 
(1) Importance of fire drills. 

(a) Discuss procedures (let students know what 
to do if teacher is out of room, unconscious). 

(b) Discuss student releasing policy. 
(c) To include hazard awareness at school and elsewhere. 
(d) To include discussion of home and family 

preparedness. 
(e) to incorporate appropriate first aid training into 

education programs. 
 

2. Fire and Earthquake Drills are Mandated By Law 
a. To include monthly fire drills. 
b. To include a minimum of one earthquake drill every 3 months. 
c.  To keep accurate records of drills. 

 
C. Responsibilities of the Staff 

1. Superintendent  
 The Superintendent shall: 

a. Be knowledgeable of responsibilities for disaster preparedness. 

b. Appoint a second-in-command and a backup. 

c. Order a site and building hazard survey, which would include 

recommendations on how to determine the safety of buildings after 

a disaster. Update hazard survey when necessary. 

d. See that the principal and staff are trained to determine safety of 

buildings after a disaster. 

e. Require all staff to annually review the Emergency Procedures Plan. 

f. See that all schools carry out drills and earthquake education 

programs for both students and staff. 

g.       Recommend that all teachers hold current first aid certification;    

    encourage teachers to hold current CPR certification. 

h.       Appoint a chairperson for the School Safety Committee. 

i.       Keep parents informed of school policies and plans related to   

 disasters. 

j.       See that the supplies needed to implement and maintain the plan are     

  available. 

k.        In the spring, prepare an annual report to the board on disaster  

preparedness including updating procedures, expenses, and 

recommendations for the following year. 
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l.       Schedule a workshop each fall for staff covering emergency  

 preparedness. 

m. Schedule community education programs as appropriate. 

 
2.   Principal 

  The Principal shall: 

  a.   Be knowledgeable of the responsibilities for disaster preparedness.  
  b.   Designate a second in command and a backup. 
  c.   Designate a location for the emergency first aid supplies. Supervise         
             storage of equipment and water. 
 d.   Set up procedures to protect essential records. 
 e.   See that teachers are trained (responsibilities, earthquake    

curriculum, first aid and CPR). Provide training for new staff, aides, 
and substitutes. 

f.   Establish (with the cooperation of the staff) routes from the    
  classroom to the evacuation site. 

 g.   See that the earthquake and fire education and drills are completed   
             as designated. 

 h.   Plan for traffic control during disaster and designate a person to be in   

  charge and a backup. 

 i.   See that equipment is properly located and that maps locating such  

  equipment are up to date. 

 
3. Teachers 

The Teachers shall:  
a. Be knowledgeable of responsibilities for disaster preparedness. 
b. Include earthquake education in the curriculum as directed and when 

appropriate. 
c. Conduct meaningful drills. 
d. Consider taking and maintaining current CPR and first 

aid training. 
e. Provide written directions for a substitute in case of absence. 

 
4. Secretarial Staff 

The Secretarial Staff Shall: 
a.   Know procedures for preserving essential school records in case of a 

     disaster. 
  b.   Be knowledgeable of the emergency procedures plan. 
   c.   Assist the principal as appropriate. 
 

 

5. Custodians 

The Custodians shall: 
a. Know location of and procedures for turning off water, gas, electricity 
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and intake valve on water heaters. 
b.  Know location of disaster equipment and supplies. 

 
6. Food Services Staff 

The Food Services Staff shall: 

a.  Be knowledgeable of responsibilities for disaster preparedness. 
b. Keep a current list of food supplies on hand. 
c. Cooperate with outside agencies (Red Cross, etc.). 

 

7. Bus Drivers 

The Bus Drivers shall: 

a.  Be knowledgeable of emergency procedures plan. 
b. Keep current on state and county emergency procedures for bus 

drivers. 
 

8. All Other Staff Personnel (Aides, Substitute Teachers, Student Teachers, 
etc.) 
a.  Be aware of emergency procedures plan. 
b.  Performs duties as assigned. 
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FIRST AID SUPPLIES 

 

These supplies will be kept in the schoolôs main office 

 
 Supplies Quantity 
 
 Bandaids, box 1 
 Steri-pads Gauze pads 10 
 Gauze roller 2ò x 5 yd., doz. 2 
 Adhesive tape roll 1ò 1 
 Adhesive tape roll 2ò 1 
 Tongue depressors, box 500 1 
 Magazines for splints stack 
 Wood, long pieces for splints 4 
 Elastic bandages 2ò ankle wrap 2  
 Ampules ammonia inhalant, box 1 
 Eye solution 1 
 Instant cold packs squeezable 2 
 Scissors, small sharp 1 
 Splinter forceps 1 
 Forehead thermometer 1 
 Safety pins, assorted box 1 
 Phisoderm (green soap) 1 
 Red Cross first aid manual 1 
 Sanitary napkins, box 1 
 Household bleach, quart 1 
 Tylenol or non-aspirin substitute 1 
 Eye patches, sterile 1 
 Kleenex, large box 1 
 Warm blanket 1 
 Flashlight with batteries 1 
 Baking soda, box 1 
 Universal antidote, bottle 1 
 Iso rubbing alcohol, pint 1 
 Neosporin, tube 1 
 Kaopectate and spoon 1 
 Stretcher 1 
 Paper, pens (for record keeping) Several 

Latex or plastic gloves 
 
 
 
 

 



25 

 

EMERGENCY EQUIPMENT 

 

Suggested List 
Axe 
Blankets 
Bullhorn (with batteries) 
Can opener, manual 

Crowbars 
Cups, paper or plastic 
Fire extinguishers 
Flashlights (extra batteries) 
Gas lantern and fuel 
Gas stove and fuel 
Hammers 
Hoses 

Knives, heavy duty 
Light sticks 
Masking tape 
Matches, wax protected tips 
Pails 

Picks 

Plastic garbage bags, 1 per child, rain protection 

Plastic sheeting 
Pot to boil water 

Rope 
Saws, hand 

Screwdrivers 

Shovels 
Stretcher 
String 

Tarps, drop cloths 

Toilet paper 
Transistor radio (extra batteries) 
Walkie talkies (if available) 

Waterbaskets and plastic liners 
Wire 
Wire cutters 

Wrenches 
Other items as appropriate for school location 
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EMERGENCY EVACUATION CLASSROOM BACKPACK  

 
For use ONLY in emergency situations, a backpack will be placed in a visible, unobstructed 

location in each classroom and contain (in addition to the content listed below) an attendance sheet, 

student photo I.D. cards and an All Accounted For -green/red-Students Missing 8 1/2ò x 11ò 

laminated flip sheet.   

 

The backpack will be utilized in a crisis as well as in practice fire and other drills.  One pack per 

class should be taken on field trips. 

 

 

The following are recommended contents for the backpacks: 

1. Small first aid kit 

 

2. First aid manual 

 

3. Bright colored vinyl vest to be worn in non drill situations 

 

4. Non-latex gloves 

 

5. Whistle 

 

6. Flashlight/batteries 

 

7. Post-it note pad 

 

8. Two (2) felt pens 

 

9. Moist towelettes 

 

10. Emergency thermal survival blanket (tiny folded size) 

 

11. Transistor radio/batteries ï OPTIONAL 

 

 

 

A separate emergency file will be kept updated in the office for each class including current class 

lists.  A special form will be signed by each parent stating to whom the student could be released in 

case of major emergency.  One staff member will be assigned to take this file out of the office in an 

emergency and report to a particular assigned area.   

 

Be aware and plan for any special needs of students on your campus.  
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Big Oak Flat-Groveland Unified School District  

Drills Log Sheet 2019-20 School Year 

 
____Tenaya   ____Tioga  ____Don Pedro 
  

 

 

Fire Drill  
 Date-         Date-     Date- 

 Date-     Date-    Date- 

 Date-     Date- 

 Date-     Date- 

 

 

Earthquake Drill  
 Date-     Date-    Date- 

      

 

Lock Down Drill -Intrusive and Non-Intrusive 
 Date-  

 Date- 

 

 

Teacher Illness Drill 
 Date- 

 

 

Others, as appropriate 
 Date- 

 Date- 

 

SEMS/NIMS TRAINED  
 SEMS/NIMS Staff Training/Review Date- 

 

ALICE  

 ALICE Staff and Student Training/Review Date- 

 

Post in office at each site. 
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FIRE 
 

FIRE DRILLS WILL BE CONDUCTED ON EACH CAMPUS AT LEAST ONCE 

MONTHLY. ONE DRILL DURING THE YEAR WILL BE UNANNOUNCED.  

THE PRINCIPAL WILL HAVE THE RESPONSIBILITY OF INITIATING THE 

DRILLS.   

 

Purpose 

 

To train students and staff to leave the building in an orderly fashion, quietly, safely and 

quickly in case of an emergency. 

 

To teach self-control in time of present and future emergencies. 

 

Signals 

 

Fire alarm systems will signal the beginning of a drill. The drill will consist of continuous 

ringing of the alarm. 

 

At the completion of the drill, the alarm will be manually stopped for a period of silence. 

 

ñAll Clearò will be called and verbal confirmation that the drill is completed. 

 

DUTIES: 

 

A. Principal 

 

1. Notification of proper authorities immediately upon discovery 

of the fire, notify the following: 

 - fire department (911)  

  - District Superintendent 

 - County Superintendent of Schools Office 

- Emergency medical assistance (if needed) 

- Appropriate law enforcement (if needed) 

- Insurance carrier 
 

2. Post traffic control at school parking lot so that lot is accessible for 

emergency traffic. 
 

3. Set up first aid station(s), if needed, and direct all medical supplies. 

 

4. Notify parents/guardians in case of serious injuries. 
 

 



29 

 

 

B.        Teacher 

 

1. Clear room of all persons. Take backpack, green/red flip card and 

attendance sheet with you! 

2. Close all windows and doors, if possible. Turn off lights. Leave door 

unlocked for emergency personnel. 

3. Lead the class to their designated safety area used for fire drills as quickly as 

possible. 
 

4. Maintain order. 

 

C.  Custodian and Drill Staff 

 

1. Check to see that all windows and doors are closed, lights are turned out and 

doors are left unlocked in each classroom and common rooms. 
 

2. Know locations of fire extinguishers and alarm boxes on campus. 

 

3. Report to principal or designee for further instructions. 
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EARTHQUAKE 

 
Signals 
The earthquake itself is a real emergency. 

Voice of the teacher for drills: the word ñDROPò is sufficient.  

ALL CLEAR:   teacher command. 
 

Evacuation of buildings (if necessary) - Use fire drill procedures. 

 

DUTIES: 

 

A. Principal 

1. Notification of proper Authorities -  Immediately following the earthquake, notify 

the following: 

a. District Superintendent 

b. County of Superintendent Schools Office 

c. Appropriate emergency services as needed 

d. Insurance carrier  

2. Oversee conservation and distribution of water. 

3. Determine location of First Aid Center. 

4. Notify parents/guardians of any serious injuries. 

5. Post traffic control to keep parking lot free for emergency vehicles. 

 

B. Teacher 

1. Children should be quiet and calm and ready to listen to directions. 

2. Each person should assume the ñDUCK, COVER AND HOLDò position (head 

tucked, with face covered by arms and hands) under their desks, with backs to the 

windows. This will protect head and eyes against falling timbers and flying glass 

as much as possible. Hold this position until ñALL CLEARò signal is given. 

3. If children are on the playground, they should go to the area assigned for fire drill 

if possible, otherwise lie flat on the ground. 

4. If the children are on their way to class when an earthquake occurs, they should 

move away from all buildings and tall objects and stop until the quake is over.  

Students should then proceed to class for further instructions. 

 

C. Custodian 

1. Gas and electricity should be turned off to prevent fires. 

2. Assist in any fire-fighting or recovery activities. 

3. Help set up emergency sanitation facilities, if needed. 

 

D. Secretary 

1. Under direction of principal, provide for preservation of essential school records. 

 2. Monitor radio emergency broadcasts. 

 3. Funnel volunteers to locations where needed. 
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