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 1. Introduction - Comprehensive School Safety Plan 

  
California Education Code Section 32286 requires each school site to annually review and update its school 

safety plan, which must be developed and written by a School Site Council (SSC) or its designated Safety 

Planning Committee in collaboration with teachers, classified staff, parents, and first responders to ensure they 

are up-to-date and complete. 

  

School Safety Plans must include an 1) assessment of the current status of school crime committed on campus 

and at school-related functions and 2) an identification of appropriate strategies and programs that 

provide/maintain a high level of school safety.  Plans must have policies and procedures addressing critical 

issues including: 3) child abuse reporting, 4) suspension and expulsion policies and notification of teachers; 5) 

policies prohibiting discrimination, harassment, intimidation, and bullying, 6) school dress code, 7) the safe 

ingress and egress of students and visitor access to campus, 8) ensuring a safe and orderly school learning 

environment 9) school discipline procedures, 10) disaster preparedness and  earthquake emergency 

procedures (which are included in the school site Emergency Operations Plan).  Plans may also include 

guidelines regarding mental and physical health and procedures for responding to release of a pesticide or toxic 

substance. 

  

THIS SECTION INTENTIONALLY LEFT BLANK 
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2. School Safety Plan – Implementation and Review Timeline 
 

 September 

● Review Second Steps curriculum at first staff meeting 

● Train all staff and students on inside lock down procedures 

● Review discipline and sexual harassment policies and procedure with staff 

● Review school rules, dress code and sexual harassment policy with students 

● Review school rules, discipline and schedules with Staff  

● Inform parents about lockdown drills and procedures 

● Conduct monthly fire drill                                                                   

● Earthquake drop, hold, cover drill 1                                                                
  

October 

● Discuss Comprehensive School Safety Plan with School Safety Committee 

● Present Comprehensive School Safety Plan to the public 

● Present Comprehensive School Safety Plan for approval of the board 

● Review lockdown procedures with students 

● Conduct Great California Shakeout Disaster Drill 1                                  

● Conduct monthly fire drill                                                                             

● Parent/Teacher Conferences 
  

November-December 

● Recognize students at academic assemblies 

● Meet with Staff 

● Conduct monthly fire drills                                         

● Conduct indoor lockdown drill 1                                                                        

● Earthquake drop, hold, cover drill 2                                                                     
  

January-March 

● Meet with Staff 

● Conduct outdoor lockdown drill 2                                                                          

● Conduct monthly fire drills                                         

● Conduct Evacuation Drill                                                                                        

● Earthquake drop, hold, cover drill 3                                                                     
  

April- June 

● Review/modify Discipline Plan with Leadership Team and School Site Council 

● Recognize students at academic assemblies 

● Conduct lock down drill when students are outside of classroom 2         

● Conduct monthly fire drills         

● Earthquake drop, hold, cover drill 4                                                                    
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3.     Assessment of School Crime 

 

Willow Cove Elementary School reports all crime to the Pittsburg Police Department and utilizes School 

Resource Officers (SROs) when necessary.  School district personnel are also notified of any incidents where the 

police have been called to the school.  We have had no criminal activity on campus, however, we have seen 

students struggling with social skills, likely due to school having been closed.  We have increased mental health 

assistance this year, with the addition of counselors and a behavioral support aide. 

 
Suspension/Expulsion Data 2022-2023 

 Enrollment Expulsion Suspension Grand Total 

Willow Cove Elementary 623 0 9 9 

*Information from DataQuest: DataQuest (CA Dept of Education) 

 

4. Appropriate Programs and Strategies that Provide School Safety 

 
Regarding monitoring attendance, we at Willow Cove regularly send the district on CWA checks to student 

houses when truancy patterns begin developing.  We call to verify all student absences and hold SART 

meetings. We continue to take parents to SARB if attendance doesn’t improve after the SART meeting.  That 

said, we have had to be cognizant of COVID exposures and the abundance of caution many parents are still 

showing. We have eliminated perfect attendance awards but continue student-of-the-month incentives.  

Teachers also use their own classroom incentives, including awards and ClassDojo points. 

Teachers and administration also use ClassDojo to communicate with parents regularly.  We try to be proactive 

when addressing student behavior.  We follow the SST and COST processes in order to address student needs. 

The SST and COST processes allow us to determine whether or not we should recommend Lincoln Center 

counseling or another type of support.  In addition, we are in frequent contact with district behaviorists, who 

help us create behavior plans when necessary. 

This information will be provided to the School Site Council during one of their regular meetings. 

 

THIS SECTION INTENTIONALLY LEFT BLANK 

 

 

 

 

https://dq.cde.ca.gov/dataquest/
https://dq.cde.ca.gov/dataquest/
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5.  Child Abuse Reporting Procedures 

  

According to legislation AB1432, all school staff have received annual training on the Mandated Reporting laws 

for school employees. All school staff members are considered “Mandated Reporters”.  

  

A Mandated Reporter shall make a report whenever, in his or her professional capacity or within the scope of his 

or her employment, has knowledge of or observes a child who the mandated reporter knows or reasonably 

suspects has been the victim of child abuse or neglect (Penal Code 11166(a)).  

  

Pittsburg Unified School District mandated reporters shall report suspected child abuse or neglect to: 

                                 Child Protective Services – 24 hour hotline 

                                 1-877-881-1116  

  

Mandated reporters must then follow up with a written report Suspected Child Abuse Report SCAR form 8572 

which must be faxed or mailed to Child & Family Services within 36 hours: 

          

                                 Fax (925) 798-0756 

                                 Child & Family Services 

2120 Diamond Blvd., Suite 120 

                                 Concord, CA 94520 

                                   

Send a copy of the report to PUSD Educational Services Director marked as “Confidential”. 

 

THIS SECTION INTENTIONALLY LEFT BLANK 
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5a. Suspected Child Abuse Report Form SCAR 

Link: SUSPECTED CHILD ABUSE REPORT 

https://mandreptla.org/cars.web/Forms/Blank_SCAR_Report.pdf
https://mandreptla.org/cars.web/Forms/Blank_SCAR_Report.pdf
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5b. SCAR Form Instructions 
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6.  Suspension and Expulsion Board Policies 

Board Policy 5144.1 Suspension and Expulsion/Due Process 
 
The Governing Board has been elected by the community to provide leadership and citizen oversight of the 
district. The Board shall ensure that the district is responsive to the values, beliefs, and priorities of the 
community. PUSD, as a district, is determined to serve the identified needs of all its students as part of its 
commitment to both equity and providing rigorous learning opportunities to all students to assist them to 
achieve their highest potential. Following a data driven and results-based approach, the Governing Board 
supports a cycle of inquiry approach of continual improvement. The program update to the Board will be 
guided by the cycle of inquiry and the essential questions:  What is the need? What are the goals? What are we 
using to measure progress? What are the results? 
 
The Governing Board desires to provide district students access to educational opportunities in an orderly 
school environment that protects their safety and security, ensures their welfare and well-being, and promotes 
their learning and development. The Board shall develop rules and regulations setting the standards of 
behavior expected of district students and the disciplinary processes and procedures for addressing violations 
of those standards, including suspension and/or expulsion. 
 
The grounds for suspension and expulsion and the procedures for considering, recommending, and/or 
implementing suspension and expulsion shall be only those specified in law, in this policy, and in the 
accompanying administrative regulation. 
 
Except when otherwise permitted by law, a student may be suspended or expelled only when his/her behavior 
is related to a school activity or school attendance occurring within any district school or another school 
district, regardless of when it occurs, including, but not limited to, the following:  (Education Code 48900(s)) 

1.   While on school grounds 
2.   While going to or coming from school  
3.   During the lunch period, whether on or off the school campus  
4.   During, going to, or coming from a school-sponsored activity 

District staff shall enforce the rules concerning suspension and expulsion of students fairly, consistently, 
equally, and in accordance with the district's nondiscrimination policies. 
 
Appropriate Use of Suspension Authority 
 
Except when a student's act violates Education Code 48900(a)-(e), as listed in items #1-5 under "Grounds for 
Suspension and Expulsion:  Grades K-12" of the accompanying administrative regulation, or when his/her 
presence causes a danger to others, suspension shall be used only when other means of correction have failed 
to bring about proper conduct.  (Education Code 48900.5, 48900.6) 
 
A student's parents/guardians shall be notified as soon as possible when there is an escalating pattern of 
misbehavior that could lead to on-campus or off-campus suspension. 
 
No student may be suspended for disruption or willful defiance, pursuant to Education Code 48910. (Education 
Code 48900) 
 
Students shall not be suspended or expelled for truancy, tardiness, or absenteeism from assigned school 
activities. 
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On-Campus Suspension  
 
To ensure the proper supervision and ongoing learning of students who are suspended for any of the reasons 
enumerated in Education Code 48900 and 48900.2, but who pose no imminent danger or threat to anyone at 
school and for whom expulsion proceedings have not been initiated, the Superintendent or designee shall 
establish a supervised suspension classroom program which meets the requirements of law. 
 
Except where a supervised suspension is permitted by law for a student's first offense, supervised suspension 
shall be imposed only when other means of correction have failed to bring about proper conduct.   
 
Authority to Expel 
 
A student may be expelled only by the Board.  (Education Code 48918(j)) 
 
As required by law, the Superintendent or principal shall recommend expulsion and the Board shall expel any 
student found to have committed any of the following "mandatory recommendation and mandatory 
expulsion" acts at school or at a school activity off school grounds:  (Education Code 48915) 

1.   Possessing a firearm which is not an imitation firearm, as verified by a certificated employee, unless 
the student had obtained prior written permission to possess the item from a certificated 
school   employee, with the principal or designee's concurrence 

2.   Selling or otherwise furnishing a firearm 
3.   Brandishing a knife at another person 
4.   Unlawfully selling a controlled substance listed in Health and Safety Code 11053-11058 
5.   Committing or attempting to commit a sexual assault as defined in Penal Code 261, 266c, 286, 288, 

288a, or 289, or committing a sexual battery as defined in Penal Code 243.4 
6.   Possessing an explosive as defined in 18 USC 921 

For all other violations listed in the accompanying administrative regulation under "Grounds for Suspension 
and Expulsion:  Grades K-12" and "Additional Grounds for Suspension and Expulsion:  Grades 4-12," the 
Superintendent or principal shall have the discretion to recommend expulsion of a student. If expulsion is 
recommended, the Board shall order the student expelled only if it makes a finding of either or both of the 
following:  (Education Code 48915(b) and (e)) 

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

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

A vote to expel a student shall be taken in an open session of a Board meeting. 
 
The Board may vote to suspend the enforcement of the expulsion order pursuant to the requirements of law 
and the accompanying administrative regulation.  (Education Code 48917) 
 
No student shall be expelled for disruption or willful defiance.  (Education Code 48900) 
 
No child enrolled in a preschool program shall be expelled except under limited circumstances as specified in 
AR 5148.3 - Preschool/Early Childhood Education. 
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Due Process 

 
The Board shall provide for the fair and equitable treatment of students facing suspension and/or expulsion by 
affording them their due process rights under the law. The Superintendent or designee shall comply with 
procedures for notices, hearings, and appeals as specified in law and administrative regulation. (Education 
Code 48911, 48915, 48915.5, 48918) 
 
Maintenance and Monitoring of Outcome Data 
 
The Superintendent or designee shall maintain outcome data related to student suspensions and expulsions in 
accordance with Education Code 48900.8 and 48916.1, including, but not limited to, the number of students 
recommended for expulsion, the grounds for each recommended expulsion, the actions taken by the Board, 
the types of referral made after each expulsion, and the disposition of the students after the expulsion period. 
For any expulsion that involves the possession of a firearm, such data shall include the name of the school and 
the type of firearm involved, as required pursuant to 20 USC 7961. Suspension and expulsion data shall be 
reported to the Board annually and to the California Department of Education when so required. 
 
In presenting the report to the Board, the Superintendent or designee shall disaggregate data on suspensions 
and expulsions by school and by numerically significant student subgroups, including, but not limited to, ethnic 
subgroups, socioeconomically disadvantaged students, and English learners, students with disabilities, foster 
youth, and homeless students. Based on the data, the Board shall address any identified disparities in the 
imposition of student discipline and shall determine whether and how the district is meeting its goals for 
improving school climate as specified in its local control and accountability plan. 
  
Regulation PITTSBURG UNIFIED SCHOOL DISTRICT 
Revised: September 28, 2022 
 

6a. For Staff 
 

Board Policies 4158, 4258, 4358 Employee Security 

 

The Board of Education desires to provide a safe, orderly working environment for all employees. As part of the 
district's comprehensive school safety plan, the Superintendent or designee shall develop strategies for 
protecting employees from potentially dangerous persons and situations and for assisting them in the event of 
an emergency situation. 
 
(cf. 0450 - Comprehensive Safety Plan) 
(cf. 3515 - Campus Security) 
(cf. 5131.4 - Student Disturbances) 
 
The Superintendent or designee shall ensure that employees are informed, in accordance with law, regarding 
crimes and offenses by students who may pose a danger in the classroom. 
When violence is directed against an employee by any individual and the employee so notifies the 
Superintendent or designee, the Superintendent or designee shall take steps to ensure that appropriate legal 
measures are instituted. When the employee notifies the Superintendent or designee of a threat of bodily 
harm, the district shall take appropriate measures to enable the employee to request assistance if a threat 
occurs on school grounds. 
The Superintendent or designee shall ensure that employees are trained in crisis prevention and intervention 
techniques in order to protect themselves and students. Staff development may include training in classroom 
management, effective communication techniques and crisis resolution. 

http://www.gamutonline.net/district/pittsburg/displayPolicy/558010/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558115/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558402/4
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(cf. 4131 - Staff Development) 
(cf. 4231 - Staff Development) 
(cf. 4331 - Staff Development) 
 
The Board recognizes that access to two-way communications devices allows employees to call for assistance 
from their supervisor or law enforcement in the event of a threat of violence or medical emergency. The 
district shall provide such communications devices in classrooms to the extent possible. 
 
(cf. 5141 - Health Care and Emergencies) 
(cf. 4118 - Suspension/Disciplinary Action) 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 
 
Reporting of Injurious Objects 
 
The Board requires school employees to take immediate action upon being made aware that any person is in 
possession of an injurious object on school grounds or at a school-related or school-sponsored activity. The 
employee shall use his/her own judgment as to the dangerousness of the situation and, based upon this 
analysis, shall do one of the following: 
 
1. Confiscate the object and deliver it to the principal immediately 
2. Immediately notify the principal, who shall take appropriate action 
3. Immediately notify the local law enforcement agency and the principal 
 
(cf. 5131.7 - Weapons and Dangerous Instruments) 
(cf. 5144. - Discipline) 
(cf. 5144.1 - Suspension and Expulsion/Due Process) 
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities) 
 
When informing the principal about the possession or seizure of a weapon or dangerous device, the employee 
shall report the name(s) of persons involved, witnesses, location, and the circumstances of any seizure. 
 
Regulation PITTSBURG UNIFIED SCHOOL DISTRICT 

Approved:  October 22, 2008 Pittsburg, California 

 

Procedures to Notify Teachers of Dangerous Pupils  

 

Throughout the school year, pursuant to Education Code 49079, all Pittsburg Unified School District teachers 

have access to a list of enrolled students who have, sometime within the past three years, engaged in or been 

reasonably suspected of having engaged in one or more activities leading to suspension or expulsion. The 

following procedure is used in notifying teachers:  

1. Teachers will be notified of this process at the first staff meeting of the school year 

2. Sign in sheets for the staff meetings will be kept like all sign in sheets.  

California Education Code 48900 identifies acts that make a student eligible for suspension/expulsion. These 

acts include: 

● Causing/threatening physical injury to another person; 

● Using physical force or violence;  

● Sale or possession of firearms/weapons;  

http://www.gamutonline.net/district/pittsburg/displayPolicy/558278/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558341/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558353/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558418/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558229/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558337/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558412/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558442/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558444/4
http://www.gamutonline.net/district/pittsburg/displayPolicy/558445/4
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● Use, sale or furnishing of controlled substances, alcohol or intoxicants;  

●  Possession, sale or furnishing of drug paraphernalia; and  

● Committing crimes such as robbery, vandalism, extortion, or theft.  

Education Code 48900.2 through 48900.7 identifies additional acts such as sexual harassment, hate violence, 

harassment, threats or intimidation of school personnel or pupils; and terroristic threats against school officials 

or school property, or both.  

 
Accessing Discipline Data  
 
To access, you must sign on to your Aeries Portal. 

● A red Safe Schools Act (SSA) icon will appear in your class attendance. 
●  Hovering over the SSA with your mouse will show an infraction date.  
● Clicking on the SSA opens the Assertive Discipline screen where incidents will be visible.  
● Print rosters will also show this information. Students that have a Safe Schools Act date, will have an * 

to the left of their name on a printed class roster. 

7. Nondiscrimination and Harassment Policy 

Board Policy 5145.3 Non Discrimination/Harassment 
 

The Board of Education has been elected by the community to provide leadership and citizen oversight of the 
district. The Board shall ensure that the district is responsive to the values, beliefs, and priorities of the 
community. PUSD, as a district, is determined to serve the identified needs of all its students as part of its 
commitment to both equity and providing rigorous learning opportunities to all students to assist them to 
achieve their highest potential. Following a data driven and results-based approach, the Governing Board 
supports a cycle of inquiry approach of continual improvement. The program update to the Board will be 
guided by the cycle of inquiry and the essential questions: What is the need? What are the goals? What are we 
using to measure progress? What are the results? 
 
This policy shall apply to all acts constituting unlawful discrimination or harassment related to school activity or 
to school attendance occurring within a district school, and to acts which occur off campus or outside of school-
related or school-sponsored activities but which may have an impact or create a hostile environment at school. 
 
The Governing Board desires to provide a safe school environment that allows all students equal access and 
opportunities in the district's academic, extracurricular, and other educational support programs, services, and 
activities. The Board prohibits, at any district school or school activity, unlawful discrimination, including 
discriminatory harassment, intimidation, and bullying, targeted at any student by anyone, based on the 
student's actual or perceived race, color, ancestry, nationality, national origin, immigration status, ethnic group 
identification, ethnicity, age, religion, marital status, pregnancy, parental status, physical or mental disability, 
sex, sexual orientation, gender, gender identity, gender expression, or genetic information, or association with 
a person or group with one or more of these actual or perceived characteristics. 
 
Unlawful discrimination, including discriminatory harassment, intimidation, or bullying, may result from 
physical, verbal, nonverbal, or written conduct based on any of the categories listed above. Unlawful 
discrimination also occurs when prohibited conduct is so severe, persistent, or pervasive that it affects a 
student's ability to participate in or benefit from an educational program or activity; creates an intimidating, 
threatening, hostile, or offensive educational environment; has the effect of substantially or unreasonably 
interfering with a student's academic performance; or otherwise adversely affects a student's educational 
opportunities. 
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Unlawful discrimination also includes disparate treatment of students based on one of the categories above 
with respect to the provision of opportunities to participate in school programs or activities or the provision or 
receipt of educational benefits or services. 
 
The Board also prohibits any form of retaliation against any individual who reports or participates in the 
reporting of unlawful discrimination, files or participates in the filing of a complaint, or investigates or 
participates in the investigation of a complaint or report alleging unlawful discrimination. Retaliation 
complaints shall be investigated and resolved in the same manner as a discrimination complaint. 
 
The Superintendent or designee shall facilitate students' access to the educational program by publicizing the 
district's nondiscrimination policy and related complaint procedures to students, parents/guardians, and 
employees. In addition, the Superintendent or designee shall post the district's policies prohibiting 
discrimination, harassment, intimidation, and bullying and other required information on the district's web site 
in a manner that is easily accessible to parents/guardians and students, in accordance with law and the 
accompanying administrative regulation. 
 
The Superintendent or designee shall provide training and/or information on the scope and use of the policy 
and complaint procedures and take other measures designed to increase the school community's 
understanding of the requirements of law related to discrimination. The Superintendent or designee shall 
regularly review the implementation of the district's nondiscrimination policies and practices and, as necessary, 
shall take action to remove any identified barrier to student access to or participation in the district's 
educational program. The Superintendent or designee shall report the findings and recommendations to the 
Board after each review. 
 
Regardless of whether a complainant complies with the writing, timeline, and/or other formal filing 
requirements, all complaints alleging unlawful discrimination, including discriminatory harassment, 
intimidation, or bullying, shall be investigated and prompt action taken to stop the discrimination, prevent 
recurrence, and address any continuing effect on students. 
 
Students who engage in unlawful discrimination, including discriminatory harassment, intimidation, retaliation, 
or bullying, in violation of law, Board policy, or administrative regulation shall be subject to appropriate 
consequence or discipline, which may include suspension or expulsion when the behavior is severe or pervasive 
as defined in Education Code 48900.4. Any employee who permits or engages in prohibited discrimination, 
including discriminatory harassment, intimidation, retaliation, or bullying, shall be subject to disciplinary action, 
up to and including dismissal. 
 
Record-Keeping 
 
The Superintendent or designee shall maintain a record of all reported cases of unlawful discrimination, 
including discriminatory harassment, intimidation, or bullying, to enable the district to monitor, address, and 
prevent repetitive prohibited behavior in district schools.  
 
Policy PITTSBURG UNIFIED SCHOOL DISTRICT 
adopted: March 14, 2007 Pittsburg, California 
revised: September 27, 2023 
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Administration Regulation 5145.7 Sexual Harassment 

 

The Board of Education has been elected by the community to provide leadership and citizen oversight of the 
district. The Board shall ensure that the district is responsive to the values, beliefs, and priorities of the 
community. PUSD, as a district, is determined to serve the identified needs of all its students as part of its 
commitment to both equity and providing rigorous learning opportunities to all students to assist them to 
achieve their highest potential. Following a data driven and results-based approach, the Governing Board 
supports a cycle of inquiry approach of continual improvement. The program update to the Board will be 
guided by the cycle of inquiry and the essential questions:  What is the need? What are the goals? What are we 
using to measure progress? What are the results? 
 
The Board of Education is committed to maintaining an educational environment that is free from 
discrimination, harassment, intimidation and bullying.  The Board prohibits, at school or at school-sponsored or 
school-related activities, sexual harassment targeted at any student by anyone.  The Board also prohibits 
retaliatory behavior or action against persons who complain, testify, assist or otherwise participate in the 
complaint process established pursuant to this policy and the administrative regulation. 
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 1312.3 - Uniform Complaint Procedures) 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
(cf. 5131 - Conduct) 
(cf. 5131.2 - Bullying) 
(cf. 5137 - Positive School Climate) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction) 
 
The district strongly encourages students who feel that they are being or have been sexually harassed on 
school grounds or at a school-sponsored or school-related activity by another student or an adult, or who have 
experienced off-campus sexual harassment that has a continuing effect on campus, to immediately contact 
their teacher, the principal, the district's Title IX Coordinator, or any other available school employee. Any 
employee who receives a report or observes an incident of sexual harassment shall notify the Title IX 
Coordinator. 
 
Once notified, the Title IX Coordinator shall ensure the complaint or allegation is addressed through AR 
5145.71 Title IX Sexual Harassment Complaint Procedures or BP/AR 1312.3 - Uniform Complaint Procedures, as 
applicable. Because a complaint or allegation that is dismissed or denied under the Title IX complaint 
procedure may still be subject to consideration under state law, the Title IX Coordinator shall ensure that any 
implementation of AR 5145.71 concurrently meets the requirements of BP/AR 1312.3. 
The Title IX Coordinator shall offer supportive measures to the complainant and respondent, as deemed 
appropriate under the circumstances. 
 
The Superintendent or designee shall inform students and parents/guardians of the district's sexual 
harassment policy by disseminating it through parent/guardian notifications, publishing it on the district's web 
site, and including it in student and staff handbooks. All district staff shall be trained regarding the policy 
 
Instruction/Information 
 
The Superintendent or designee shall ensure that all district students receive age-appropriate instruction and 
information on sexual harassment. Such instruction and information shall include: 
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1. What acts and behavior constitute sexual harassment; including the fact that sexual harassment could occur 
between people of the same gender and could involve sexual violence 
 
2. A clear message that students do not have to endure sexual harassment under any circumstance 
 
3. Encouragement to report observed instances of sexual harassment, even where the victim of the harassment 
has not complained 
 
4. A clear message that student safety is the districts primary concern, and that any separate rule violation 
involving an alleged victim or any other person reporting a sexual harassment incident will be addressed 
separately and will not affect the manner in which the sexual harassment complaint will be received, 
investigated, or resolved 
 
5. A clear message that, regardless of a complainant’s noncompliance with the writing, timeline, or other 
formal filing requirements, every sexual harassment allegation that involves a student, whether as the 
complainant, respondent, or victim of the harassment, shall be investigated and action shall be taken to 
respond to harassment, prevent recurrence, and address any continuing effect on students 
 
6. Information about the district's procedure for investigating complaints and the person(s) to whom a report 
of sexual harassment should be made 
 
7. Information about the rights of students and parents/guardians to file a criminal complaint, as applicable, 
including the right to file a civil or criminal complaint while the district investigation of a sexual harassment 
complaint continues 
 
8.  A clear message that, when needed, the district will implement supportive measures to ensure a safe school 
environment for a student who is the complainant or victim of sexual harassment and/or other students during 
an investigation 
 
(cf. 5131.5 - Vandalism, Theft and Graffiti) 
(cf. 5137 - Positive School Climate) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction) 
(cf. 1312.1 - Complaints Concerning District Employees) 
 
Disciplinary Measures 
 
Upon completion of an investigation of a sexual harassment complaint, any student found to have engaged in 
sexual harassment or sexual violence of anyone at school or at a school-sponsored or school-related activity is 
in violation of this policy and shall be subject to disciplinary action. For students in grades 4 through 12, 
disciplinary action may include suspension and/or expulsion, provided that in imposing such discipline the 
entire circumstances of the incident(s) shall be taken into account. 
 
Upon investigation of a sexual harassment complaint, any employee found to have engaged in sexual 
harassment or sexual violence toward any student shall be subject to disciplinary action up to and including 
dismissal, in accordance with law and the applicable collective bargaining agreement. 
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Confidentiality and Record-Keeping 
 
The Superintendent or designee shall maintain a record of all reported cases of sexual harassment to enable 
the district to monitor, address and prevent repetitive harassing behavior in its schools. 
 
All complaints and allegations of sexual harassment shall be kept confidential except as necessary to carry out 
the investigation or take other subsequent necessary action. (5 CCR 4964) 
 
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information) 
 
Regulation PITTSBURG UNIFIED SCHOOL DISTRICT 
approved: March 14, 2007 Pittsburg, California 
revised: May 11, 2022 
 

8. School–wide Dress Code Policy 5132 

Willow Cove/PUSD Uniform or Dress Code 

The Pittsburg Unified School District has mandated that students in grades K - 8 wear school uniforms. The 

administration is encouraged to establish any needed regulations consistent with this policy through 

cooperative planning with staff, students and parents.  (Policy #5132: Dress and Grooming) 

The Governing Board believes that appropriate dress and grooming contribute to a productive learning 

environment.  This policy will assist students as they refrain from wearing clothing that may present a health or 

safety hazard or a distraction which would interfere with the educational process. 

Tops: 

White or navy blue collared shirts, such as polo shirts or blouses.  Undershirts will be white or navy blue. 

Students may also wear school spirit clothing.   

Bottoms: 

Navy blue pants, shorts, skirts, skorts or jumpers.  Shorts, skirts or skorts can be no shorter than mid-thigh 

(fingertip test).  Socks and leggings will be solid white, navy blue or black.  Pants will fit at the waist.  Bottoms 

must be made of twill, cotton blend or corduroy.  No denim.  No sweats.  

Footwear: 

Must be safe, appropriate, and allow students to properly participate in P.E.  No slippers, flip-flops, or backless 

sandals. 

Students will be given loaner uniforms when possible, or we call to have a parent bring appropriate attire.   

Any clothing or accessories deemed to be gang related, whether by the color or content, are not allowed.  They 

will be removed and possibly confiscated. 
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Board Policy 5132 Dress and Grooming 

In cooperation with teachers, students and parents/guardians, the principal or designee shall establish school 

rules governing student dress and grooming which are consistent with law, Board policy and administrative 

regulations. These school dress codes shall be regularly reviewed. 

(cf. 0420 - School Plans/Site Councils) 

Each school shall allow students to wear sun-protective clothing, including but not limited to hats and 

sunglasses, for outdoor use during the school day. The principal may determine that hats are prohibited in 

certain locations or areas where sun protection is not necessary. (Education Code 35183.5) 

Shoes must be worn at all times, slippers are not allowed. Clothing, jewelry and personal items (backpacks, 

fanny packs, gym bags, water bottles etc.) shall be free of writing, pictures or any other insignia which are 

crude, obscene, vulgar, profane or sexually suggestive, which bear drug, alcohol or tobacco company 

advertising, promotions and likenesses, or which advocate racial, ethnic or religious prejudice. Dress which is 

disruptive and contrary to school rules regarding drugs, alcohol, violence, and gang affiliated or related clothing 

is not permitted. Clothes shall be sufficient to conceal undergarments for males and females at all times. 

Student clothing such as but not limited to see-through or fish-net fabrics, halter tops, off-the-shoulder or low-

cut tops, exposed midriffs and skirts or shorts shorter than mid-thigh and pajamas may be prohibited. Pants are 

to be worn at waist level. Belts are to be worn if needed to support clothing. Dress that presents a health or 

safety hazard or a distraction which would interfere with the educational process is prohibited. 

No grade of a student participating in a physical education class shall be adversely affected if the student does 

not wear standardized physical education apparel because of circumstances beyond the student's control. 

(Education Code 49066) 

The principal may establish dress, grooming and hygiene guidelines for times when students are engaged in 

extracurricular, physical education or other special school activities. 

(cf. 5121 - Grades/Evaluation of Student Achievement) 

At individual schools that have a dress code prohibiting apparel that interferes with the educational process or 

threatens to disrupt the school's activities, the principal may identify in the school safety plan attire that 

reasonably could be determined to threaten the health and safety of the school environment if it were worn or 

displayed on a school campus. (Education Code 32282) 

Because student dress is constantly changing, clothing and grooming styles that present a health or safety 

hazard or a distraction which would interfere with the educational process/school activities shall be reviewed 

at least annually and updated whenever related information is received. 

K-8 Mandatory School Uniforms 

The Board believes that appropriate dress and grooming contribute to a productive learning environment. The 

Board recognizes that in order to promote student safety and discourage theft, peer rivalry and/or gang activity 

the Board may wish to establish a dress code requiring students to wear uniforms. Such a dress code shall be 

http://www.gamutonline.net/district/pittsburg/displayPolicy/558002/5
http://www.gamutonline.net/district/pittsburg/displayPolicy/249119/5
http://www.gamutonline.net/district/pittsburg/displayPolicy/132284/5
http://www.gamutonline.net/district/pittsburg/displayPolicy/558385/5
http://www.gamutonline.net/district/pittsburg/displayPolicy/899639/5
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included as part of the school safety plan. The Board shall approve the plan upon determining that it is 

necessary to protect the health and safety of the school's students and maintain a positive school climate. 

When the plan to require uniforms is adopted, the Superintendent or designee shall establish procedures 

whereby parents/guardians may choose to have their children exempted from the school uniform policies. 

Students shall not be penalized academically, otherwise discriminated against, or denied attendance to school 

if their parents/guardians so decide. The school shall establish guidelines identified in the school dress code 

and school safety plans, provisions whereby parents/guardians may choose not to have their children comply 

with an adopted school uniform policy which is contrary to their beliefs or exceptions deemed appropriate by 

the principal. The Superintendent or designee shall ensure that resources are identified to assist economically 

disadvantaged students in obtaining uniforms. (Education Code 35183) 

Policy PITTSBURG UNIFIED SCHOOL DISTRICT 

Adopted: January 25, 2006 Pittsburg, California 

9.  Safe Ingress and Egress Procedures 

 

http://www.gamutonline.net/district/pittsburg/displayPolicy/131417/5
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School and district staff are dedicated to ensuring the safety of students, staff and parents/ guardians going to 

and from school. 

  

Designated emergency exit routes are defined in the Emergency Operations Plan.  In case an accident, fire, 

earthquake or other emergency affects our regular evacuation routes, school staff is responsible for directing 

students to a safe, alternative exit route.  Students must remain on campus, under staff supervision.  In case of 

emergency, students must be retained until they can be released to either a parent or an authorized 

emergency contact. 

  

Emergency scenarios that students need to be prepared for: 

 

● Walking to school: Student should continue walking to school. 

● Walking home: Student should continue walking home. 

● In the neighborhood: Student should return home or go to a pre-designated alternate home. 

● Waiting for a bus: Student should return home or go to a pre-designated alternate home. 

● On a school bus on the way to school: The bus driver will continue to school when it is safe. 

● On a school bus on the way home: The bus driver will continue home when it is safe. 

● On a school bus on the way to a field trip: The driver will return to the school when it is safe. 

● During a field trip: The teacher will find safe shelter at that location until it is safe to return to the    

school. 

● On a school bus returning to school from a field trip: The driver will continue to school when it is safe. 

Willow Cove’s campus can only be accessed through gates on the south side of campus along Hanlon Way. 

1. Main entrance/exit gates, east and west parking lots – open from 6:00 a.m. to 8:00 p.m. 

2. Pedestrian gates, east and west lots and between lots – open from 6:00 a.m. to 8:00 p.m. 

Between the main gates and interior campus are two parking lots with drop-off and pick-up zones.  The interior 

campus can be accessed in the following ways: 

1. Kindergarten playground gate – open during preschool dismissal at 11:00 a.m. and 3:00 p.m. 

2. Staff lounge gate – locked (and rarely opened). 

3. Gate to trash area – unlocked. 

4. Gate between library and gym – locked (and rarely opened). 

5. Gate between gymnasium and east fence – locked (but open at dismissal). 

6. Steel gates on either side of the main office – locked to the outside all day, used as exits and staff-only 

entrances (key required). 

7. Double doors to gym – locked, used for drop off from 7:15 to 7:45 a.m. and preschool drop off at 8:00 

a.m.  Also used as a dismissal exit during rain. 

8. Library door – locked. 

9. Main office – locked.  All visitors either call or ring the doorbell to be let in and must pass through the 

office and get a visitor pass in order to access the interior campus. 

 Willow Cove has several ways in and out, all of which are located on the south side of campus, which is the 

front of campus.  There are no gates in the fences that enclose the east, west or north sides of campus. 
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The front of campus has four vehicle-sized swinging chain-link gates, two for each parking lot and drop-

off/pick-up zone: one entrance and one exit.  In addition there are three pedestrian gates, one on the far west 

side of the front fence, one on the far east side of the front fence, and one in the middle, between the two 

parking lots and drop-off/pick-up zones.  These gates all remain open during the day to allow for regular 

business and operations to occur. 

The front of the school buildings have several entrances.  There are swinging chain-link gates in front of the 

kindergarten playground, the staff lounge, between the library and gymnasium, and between the east side of 

the gym and the east campus fence.  Only the gate to the trash area remains open during the school day.  

There are also steel gates on either side of the office, both of which remain locked.  There are four doors 

through which one could enter campus: two double doors on the front side of the gymnasium, the library door, 

and the main office door.  All of these doors remain unlocked during the school day.  The office is the only 

direct route to the inner campus.  Any person who wishes to visit campus must pass through the office and get 

a pass. 

The only other route that is open to the inner campus is the fire road running along the west side of campus.  

There is now a gate with a keypad that requires a passcode.  There is a gate and several doors to teacher 

workrooms along the fire road, all of which remain locked during the day.  There is now a yellow swinging bar 

gate separating the portables from the fireroad, which remains locked. Between the main campus and the back 

parking lot, there is access to the playground and several gates to the main courtyard.  These internal gates 

remain open during the day. 

9a. Visitor Access to School Campus 

Willow Cove Elementary School is a closed campus.  During school hours, all visitors must sign in and out at the 

school’s office and wear identification badges while on school grounds.  Currently, visitors must ring the 

doorbell to gain access to the office and interior campus. 

10.    Ensuring a Safe and Orderly Environment  

School Climate: 

At Willow Cove Elementary School, we strive to create a caring, supportive and connected community.  

We encourage families to join us for our evening events (Healthy Living Night, Art Night, etc.), monthly Star 

Student classroom recognition, academic awards, AVID parent nights, and our end-of-the-year Aloha Games.  

Parents are also encouraged to join committees, such as Parent Club, School Site Council, and ELAC, or to 

simply volunteer in the classroom or on field trips.   

We reinforce good student behavior with PawPrints (a school currency that allows students to purchase 

rewards at the PawPrint Store), Wildcat Wows (a class-wide reward currency that allows classes to trade them 

in for treats), and Star Students.  Star Students are students deemed by their teacher to have demonstrated 

excellent behavior for a month.  These students are given medallions, a day of free dress, recognized in their 

classes, and, if they are Star Students for the whole year, have an end-of-year recognition and party.   
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We strive to be inclusive and respectful of all cultures.  Willow Cove is a Dual Language Immersion school, 

meaning roughly half of our students are on a Spanish-English track.  A large part of the DLI program is to 

celebrate the cultures of Latino countries.  In addition, we have school-wide Hispanic country and African 

American projects in which students create written and visual displays for the school to parade by and view.   

At Willow Cove, we attempt to create a supportive and enriching overall experience.  We offer after school 

intervention for our struggling students.  We also offer enrichment programs such as gardening,  band, choir, 

and a musical play. In the past, we also have had a variety of assemblies from outside agencies such as the 

Dairy Council, Eco Hero, Jump Rope for Heart and Wheels of Freestyle, a BMX show focusing on anti-bullying 

and anti-drug use.  We continue to draw from this list. 

Physical Environment: 

At Willow Cove, we do our best to keep our school a safe, clean and visually pleasing campus. We are vigilant in 

our upkeep.  Administration is in regular contact with custodians and the district maintenance department.  

Any graffiti or damage is addressed as quickly as possible.  Any damaged equipment is immediately closed if it 

could potentially injure a student or staff member.  

Our school gardening program helps to beautify the school and keeps students involved in the school’s upkeep.  

Students also assist with trash clean up around campus.  Site staff and administration work closely with the 

district gardening team. We are now planning to have green spaces created through a grade and partnership 

with the Green Schoolyard Project. 

We keep the school as physically secure as possible and practical.  While the front gates remain open during 

the school day in order to allow access to parking lots and delivery of necessary supplies, the remainder of 

campus is locked.  The fire road is the only other way to access the side and back of the school without going 

through the main office.  We use the front office to communicate with parents and the community as well by 

posting meeting announcements, agendas, and anti-drug, anti-bullying, anti-violence posters. 

We try to balance student safety and security with keeping the school part of the community.  As mentioned in 

the previous section, we have numerous family nights.  Also, on Back to School Night, we often hold a hot dog 

barbecue where families, free of charge, can eat, listen to music and socialize with other families and staff 

members.  Our intent is to make the school feel like a gathering point.  In addition, we hold an annual trunk-or-

treat for children in the neighborhood. During this event, staff park on the blacktop and hand out treats to 

neighborhood kids, whether they’re our students or not. 

We ensure there is adequate supervision.  During arrival, dismissal and recess, teachers are assigned to 

supervise students.  During lunches, we have hired noon duty supervisors.  We also have extra supervisors 

during arrival and dismissal in order to increase supervision.  We now have a full-time CRA as well. A strong 

adult presence improves student behavior and allows for better monitoring of other adults who come and go in 

the morning and afternoon. 

To maintain order, safety and legal compliance, we are in regular contact with law enforcement regarding 

traffic and the occasional need for back up due to highly-escalated student behavior.  In addition, we refer 
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students to SARB when necessary in order to assist parents with avoiding student truancy and the legal 

ramifications of chronic truancy. 

11.    School Discipline Procedures 

 

In PUSD, student discipline is viewed as a developmental process, and effective strategies for addressing 

student behavior. Restorative Practices provide opportunities for all members of the community to understand 

consequences of their actions, address any harm caused by their behavior, and restore disrupted relationships. 

Our school’s disciplinary practices are designed to engage scholars in the learning process so that they may 

become college and career ready. We believe that fair, firm, and consistent implementation of disciplinary 

actions is expected and that scholars need to be informed about the consequences of their behavior. We also 

believe school discipline will be administered in a manner that focuses on teaching students positive behavior 

and keep them engaged in their regular academic program to the greatest extent practicable.  

 

PUSD administrators are committed to utilizing interventions and disciplinary support/consequences that are 

consistent, fair, reasonable, age appropriate, and reflective of the severity of the student’s misconduct.  Willow 

Cove Elementary School is committed to the implementation of progressive discipline and use of other means 

of correction. Aligning with PUSD’s District-wide behavior matrix, Willow Cove Elementary School will make 

every reasonable effort to address and correct student misbehavior using school-based resources at the lowest 

possible level, and to support students in learning the skills necessary in maintaining a positive school 

environment.  Willow Cove Elementary School is committed to supporting scholars with reflective 

conversation, taking responsibility for their actions and identifying and learning prosocial behaviors.  

 

** Note: The above excerpt incorporates by reference the “Code of Conduct” student response manual and 

“Matrix” which is a part of a coordinated effort to improve school climate for all stakeholders/educational 

partners, reduce suspension and expulsion, eliminate disproportionality in disciplinary responses, and focuses 

on prevention and intervention rather than punishment.  

 

School Rules  

• Be safe.  

• Be responsible.  

• Be respectful.  

• Keep your hands, feet and objects to yourself.  

 

Rewards  

• Verbal praise.  

• PawPrints.  

• Star Student. 

• Academic awards. 

• Lifeskills awards.  

• Teacher determined.     
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Students are recognized on a regular basis for positive behavior and their academic accomplishments.   

General Playground Rules  

• Follow the school rules.  

• Follow the play structure rules.  

• Kicking balls is only permitted on the fields.  

• Students may not leave the playground or cross the yellow line without a proper pass or 

in order to access the picnic area.  

• No eating on the yard, except in the picnic area.  

• No playing in the East Field, between the sand and the parking lot.  

Play Structure Rules  

• Use the play structure as it was intended.  

• Be courteous, respectful and careful.  

• Keep hands, feet and objects to yourself.  

• No running on or around the play structure.  

• No climbing on the outside of or jumping from the play structure.  

• Only one person at a time on the slide.  

• No climbing up the slide.  

• No food, drink, balls or other items on the play structure. 
 

11a.  Discipline Board Policy 

 

Board Policy 5144 Discipline 

The Board of Education has been elected by the community to provide leadership and citizen oversight of the 

district. The Board shall ensure that the district is responsive to the values, beliefs, and priorities of the 

community. PUSD, as a district, is determined to serve the identified needs of all its students as part of its 

commitment to both equity and providing rigorous learning opportunities to all students to assist them to 

achieve their highest potential. Following a data driven and results based approach, the Governing Board 

supports a cycle of inquiry approach of continual improvement. The program update to the Board will be 

guided by the cycle of inquiry and the essential questions:  What is the need? What are the goals? What are we 

using to measure progress? What are the results? 

  

The Governing Board is committed to providing a safe, supportive, and positive school environment which is 

conducive to student learning and achievement and desires to prepare students for responsible citizenship by 

fostering self-discipline and personal responsibility. The Board believes that high expectations for student 

behavior, use of effective school and classroom management strategies, provision of appropriate intervention 

and support, and parent/guardian involvement can minimize the need for disciplinary measures that exclude 

students from instruction as a means for correcting student misbehavior. 

 

The Superintendent or designee shall develop effective, age-appropriate strategies for maintaining a positive 

school climate and correcting student misbehavior at district schools. The strategies shall focus on providing 

students with needed supports; communicating clear, appropriate, and consistent expectations and 

consequences for student conduct; and ensuring equity and continuous improvement in the implementation of 

district discipline policies and practices. 
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In addition, the Superintendent or designee's strategies for correcting student misconduct shall reflect the 

Board's preference for the use of positive interventions and alternative disciplinary measures over exclusionary 

discipline measures. 

  

Disciplinary measures that may result in loss of instructional time or cause students to be disengaged from 

school, such as detention, suspension, and expulsion, shall be imposed only when required or permitted by law 

or when other means of correction have been documented to have failed.  (Education Code 48900.5) 

  

School personnel and volunteers shall not allow any disciplinary action taken against a student to result in the 

denial or delay of a school meal.  (Education Code 49557.5) 

  

Seclusion and behavioral restraint are prohibited as a means of discipline and shall not be used to correct 

student behavior except as permitted pursuant to Education Code 49005.4 and in accordance with district 

regulations.  (Education Code 49005.2) 

  

The Superintendent or designee shall create a model discipline matrix that lists violations and the 

consequences for each as allowed by law. 

  

The administrative staff at each school may develop disciplinary rules to meet the school's particular needs 

consistent with law, Board policy, and district regulations. The Board, at an open meeting, shall review the 

approved school discipline rules for consistency with Board policy and state law. Site-level disciplinary rules 

shall be included in the district's comprehensive safety plan.  (Education Code 32282, 35291.5) 

  

At all times, the safety of students and staff and the maintenance of an orderly school environment shall be 

priorities in determining appropriate discipline. When misconduct occurs, staff shall attempt to identify the 

causes of the student's behavior and implement appropriate discipline. When choosing between different 

disciplinary strategies, staff shall consider the effect of each option on the student's health, well-being, and 

opportunity to learn. 

  

Staff shall enforce disciplinary rules fairly, consistently, and in accordance with the district's nondiscrimination 

policies. 

  

The Superintendent or designee shall provide professional development as necessary to assist staff in 

developing the skills needed to effectively and equitably implement the disciplinary strategies adopted for 

district schools, including, but not limited to, knowledge of school and classroom management skills and their 

consistent application, effective accountability and positive intervention techniques, and the tools to form 

strong, cooperative relationships with parents/guardians. 

  

District goals for improving school climate, based on suspension and expulsion rates, surveys of students, staff, 

and parents/guardians regarding their sense of school safety and connectedness to the school community, and 

other local measures, shall be included in the district's local control and accountability plan, as required by law. 
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At the beginning of each school year, the Superintendent or designee shall report to the Board regarding 

disciplinary strategies used in district schools in the immediately preceding school year and their effect on 

student learning.   

 

Policy PITTSBURG UNIFIED SCHOOL DISTRICT 

Adopted: March 14, 2007 Pittsburg, California 
Revised: October, 25, 2023  
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12.   Instructions For Administration Of Naloxone Nasal Spray  
 

Use naloxone nasal spray for known or suspected opioid overdose in adults and children. Each naloxone 

nasal spray has 1 dose and cannot be reused. 

STEP 1: EVALUATE FOR SIGNS OF OPIOID OVERDOSE 

Signs of OVERDOSE*, which often results in death if not treated, include: 

 

● Unconsciousness or inability to awaken 

● Slow or shallow breathing or breathing difficulty such as choking sounds or a 
gurgling/snoring noise from a person who cannot be awakened 

● Fingernails or lips turning blue/purple 

OPIOID HIGH vs. OPIOID OVERDOSE 

 

 

OPIOID HIGH 

 

OPIOID OVERDOSE 

 

Relaxed muscles 

 

Pale, clammy skin 

 

Speech slowed, 

slurred 

 

Cannot speak, very shallow breathing or not 

breathing 

 

Breathing slow or 

shallow 

 

Slowed heartbeat or stopped 

 

Appears sleepy, 

nodding off 

 

Deep snorting or gurgling, vomiting 

 

Responds to stimuli but difficulty being 

awakened from sleep 

 

Unresponsive to stimuli (calling name, 

shaking, sternal rub) 

 

Normal heart 

beat/pulse 

 

Cyanotic skin color (blue lips, fingertips) 

 

Normal skin color 

 

Pinpoint pupils 
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Suspicion of opioid overdose can be based on: 

● Presenting symptoms 

● History 

● Report from bystanders 

● School Nurse or staff prior knowledge of person 

● Nearby medications, illicit drugs or drug paraphernalia 

 

*If the person does not respond to stimuli (as above), go to STEP 2. 

 

STEP 2: ADMINISTER NALOXONE (SEE NARCAN™ Nasal Spray QUICK START GUIDE below) 

 

● Action 1. 

○ Lay the person on their back to receive a dose of naloxone nasal spray 

● Action 2. 

○ Remove naloxone nasal spray from the box 

○ Peel back the tab with the circle to open the naloxone nasal spray 

● Action 3. 

○ Hold the naloxone nasal spray with your thumb on the bottom of the plunger and 

your first and middle fingers on either side of the nozzle 

● Action 4. 

○ Tilt the person’s head back and provide support under the neck with your hand 

○ Gently insert the tip of the nozzle into one nostril until your fingers on either side of 

the nozzle are against the bottom of the person’s nose 

● Action 5. 

○ Press the plunger firmly to give the dose of naloxone nasal spray 

● Action 6. 

○ Remove the naloxone nasal spray from the nostril after giving the dose 

STEP 3: CALL 911 FOR HELP 

● Call for help- Dial 911 after naloxone nasal spray is used 

● State: “Someone is unresponsive and not breathing.” 

● Give a specific address and/or description of your location 

● Follow dispatcher’s instructions 

STEP 4: RESUSCITATE/SUPPORT THE PERSON’S BREATHING 

● Assess breathing: Perform rescue breathing if needed. 

● Place the person on their back. 

● Check to see if there is anything in their mouth blocking the airway, such as gum, 
toothpick, undissolved pills, syringe cap, cheeked Fentanyl patch. If present, remove it 
while wearing gloves.
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● Place one hand on the person’s chin, tilt the head back, and pinch the nose closed. 

● If using a mask, place and hold mask over mouth and nose 

● If not using a mask, pinch their nose with one hand and place your mouth over the 
person’s mouth to make a seal and give two (2) slow breaths. 

● Watch for the person’s chest (but not the stomach) to rise. 

● Follow up with one breath every 5 seconds. 
 

● Assess pulse: Perform CPR if needed. (CPR certification is recommended, not required) 
 

STEP 5: MONITOR THE PERSON’S RESPONSE 

● If the person responds by returning to spontaneous breathing, move the person on their 
side (recovery position) after giving naloxone nasal spray 

● Watch the person closely until help arrives 

● If the person does not respond by waking up, to voice or touch, or breathing normally after 
2 to 3 minutes of naloxone nasal spray administration, another dose may be given 

● Resume rescue breathing if spontaneous breathing does not recur 

● Stay with the person until help arrives 

● Follow school administrator’s guidance regarding the seizing of all illegal and/or non- 
prescribed opioid narcotics found on victim; process in accordance with Pittsburg Unified 
School District protocols 

 

NOTE SIGNS OF OPIOID WITHDRAWAL: Using naloxone in patients who are opioid dependent may result 

in severe opioid withdrawal symptoms such as restlessness or irritability, body aches, diarrhea, 

tachycardia, fever, runny nose, sneezing, piloerection (goosebumps), sweating, yawning, nausea or 

vomiting, nervousness, shivering or trembling, abdominal cramps, weakness, tearing, insomnia, opioid 

craving, dilated pupils, and increased blood pressure. 

 

These symptoms are uncomfortable, but not life threatening. 

STEP 6: REFER 

 

● Have the individual transported to the nearest medical facility, even if symptoms seem to get 
better. After an overdose, a person dependent on opioids should be medically monitored for 
safety 

● When safe, remove gloves, if used, following appropriate safety procedures. Avoid 
touching your eyes, nose, and mouth 

● Wash your hands with soap and water for at least 20 seconds. If soap and water are not 
available and you had no skin contact with illicit drugs, an alcohol-based hand sanitizer with at 
least 60% alcohol may be used 

● Contact parent/guardian per school protocol 

● Complete Naloxone Administration Report form 

● Follow up with treatment referral recommendations
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ADMINISTRATION OF NALOXONE NASAL SPRAY FLOWCHART 



PITTSBURG UNIFIED SCHOOL DISTRICT 
2000 RAILROAD AVENUE,SUITE D · PITTSBURG · CALIFORNIA  94565 

Jennifer A. Clark, Director – Student Services 
 

 
  

 



 

 

13.   Disaster Procedures, Routine & Emergency - EOP  
 

The Emergency Operations Plan is reviewed annually in conjunction with the Supervisor of Site Safety 

and Emergency Preparedness.  Included in the EOP are updated listings of emergency response team 

members and assignments, including team members responsible for adaptations for pupils with 

disabilities. 

  

Staff members will be trained in emergency response and management procedures, with reviews each 

school year so that they are able to provide directions and to keep students safe in the case of an 

emergency. In addition school sites will hold regular fire/emergency drills and the dates/ times are 

recorded at each school site and shared with the Supervisor of Site Safety and Emergency Preparedness.   

  

Each school site will have Search and Rescue equipment, classroom go bags, lockdown kits, an incident 

command system (with principal) and a location where all emergency supplies are secured.  These 

supplies will be inventoried each year.  Emergency Procedure Guide Flip Charts are available in each 

classroom and each classroom has a Basic First Aid Kit.  School offices will have emergency response 

plans, guidelines, and reference guides to assist staff in every type of emergency. 

  

The district has an emergency communications system designed to allow schools to report status during 

an emergency via computer, radio, phone and the district’s internal phone system.  Schools have hand-

held radios for on-campus communications. School bus drivers and campus staff use a district-wide 

radio system to connect school sites to the district office and Transportation.    

  

Pursuant to Education Code 32282, the Pittsburg Unified School District grants the use of school 

buildings, grounds, and equipment to public agencies, including the American Red Cross, for mass care 

and welfare shelters during disasters or other emergencies affecting the public health and welfare. We 

cooperate with such agencies in furnishing and maintaining whatever services they deem necessary to 

meet the community's needs. 
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