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RM-1 Administration of Student Medication
Resource(s)
• 26-41-104
Training in use of epinephrine auto-injector
• 53A-11-601 et seq.
Administration of Medication
I.

Purpose and Philosophy
A.
B.

C.

D.

II.

Definitions
A.
B.

C.

D.

III.

To authorize school personnel to administer medication to students and to provide
immunity from liability for authorized personnel.
East Hollywood Board of Trustees and administration recognizes that medication
should be administered by the student or the student's parent/guardian. However,
the Board of Education recognizes that the health of a student may require
administration of medication during the course of a school day.
Subject to the conditions of this policy, authorized school personnel may provide
help with the administration of medication to students during periods when the
student is under the control or supervision of the school and school personnel.
As long as authorized personnel act in a prudent and responsible manner, school
staff who provide assistance in substantial compliance with the licensed medical
provider's written statement, are not liable civilly or criminally for any adverse
reaction suffered by the student as a result of taking the medication or discontinuing
the administration of the medication under this policy.

“Asthma medication” means prescription or nonprescription, inhaled asthma
medication.
“Diabetes medication” means prescription or nonprescription medication used to
treat diabetes, including related medical devices, supplies, and equipment used to
treat diabetes.
“Epinephrine auto-injector” means a disposable drug delivery system with a springactivated concealed needle that is designed for emergency administration of
epinephrine to provide, rapid, convenient first-aid for persons suffering a potentially
fatal anaphylactic reaction.
“Medication” means a medicine or substance recognized by the FDA to have
curative or remedial properties. The medication much be administered under the
direction of a licensed medical provider, and may be a prescribed or over the
counter product intended for internal or external use.

Procedure for Administration of Medication at School
A.

The following procedures are intended to facilitate the implementation of this policy.
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B.

C.

Prescription and/or nonprescription medication may be administered to a student
only if:
1.
The student's parent or legal guardian has provided a completed, current,
signed and dated, “Authorization of School Personnel to Administer
Medication” form providing for the administration of medication to the student
during regular school hours.
2.
A current photograph of the student shall be provided and attached to the
request.
3.
The request must be updated, at least, on a yearly basis, or whenever a
change is made in the administration of medication.
4.
The student's licensed medical provider has also provided a signed and dated
“Authorization of School Personnel to Administer Medications” form describing
the method, amount, and time schedule for medication administration and the
side effects that may be seen in the school setting from medication.
5.
The medication is delivered to the school by the student’s parent/guardian, or
by a responsible adult. A one week’s supply or more is recommended.
6.
Prescription medication is in a container that has been properly labeled by a
pharmacy.
7.
Nonprescription, over the counter medication, is in the original container and
clearly labeled with child’s name and dose, per doctor’s order on the container.
8.
The medication is an oral medication, inhalant medication, eye or ear drop
medication, gastrostomy, rectal, or topical medication, epinephrine autoinjector, or glucagon and Insulin.
9.
Medications requiring other routes (IV, and other injectable medications)
cannot be administered by school personnel.
10. Prescription and/or nonprescription medication specified in a student’s IEP or
504 accommodation plan will be administered as outlined in the
accommodation plan.
The principal will:
1.
Annually send a letter to the parent/guardian regarding medication
administration in the schools.
2.
Designate staff to administer medication. A record or form identifying the
authorized staff by name and position will be kept in the medication
administration book.
3.
Arrange annual training for designated employees. This training will include:
a)
How to properly administer medication(s)
b)
Indications for the medication(s)
c)
Dosage and time of medication(s)
d)
Adverse reactions and side effects of medication(s)
e)
Proper maintenance of records
4.
Designate personnel responsible for administering medication to students with
a written physician's medication order.
5.
If a medication is repeatedly refused or not given, the parent/guardian must be
notified.
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6.

D.

Any adverse reactions or medication error will be reported promptly to the
parent/guardian. If the parent is unavailable, the student's doctor will be called
for further direction. This adverse reaction or error must be documented.
7.
Requirement that designated staff sign that they received medication
administration training.
8.
Insure proper maintenance of records pertaining to the student's daily
administration of medication(s).
9.
Each student must have his/her own record which includes an “Authorization of
School Personnel to Administer Medication” and “Daily Medication Tracking”
forms.
a)
The “Daily Medication Tracking” form will show authorized signature and
initials of designated staff and codes. All boxes must contain initials,
codes or designation as non-school day
b)
The “Daily Medication Tracking” form will show medication, dosage, time
of day, and date. It will show how much medication has been delivered to
the school discarded (if necessary) and who witnessed it
c)
The “Daily Medication Tracking” form will be available to be viewed by
parent/guardian upon request
d)
All medication documents will be placed in the student's cumulative file or
special education file at the end of each year
e)
The “Authorization of School Personnel to Administer Medication” and
“Daily Medication Tracking” forms are legal medical documents
10. Provide a secure location for the safekeeping of medications.
a)
Medication(s) to be administered by school staff must be stored in a
locked cabinet with the exception of those medications needing
refrigeration
b)
Adequate temperature of all medication must be maintained.
Unused medication(s) should be picked up within two weeks following
notification of parents/guardians or it will be disposed of by the school
and recorded on the “Daily Medication Tracking” form
c)
In disposing of medication, two people must be present to record the
medication, amount of medication discarded, date and how discarded.
Both witnesses must sign the “Daily Medication Tracking” form
Authorization for administration of medication by school personnel may be
withdrawn by the school at any time after actual notification to the parent/guardian
should problems or difficulties occur, such as:
1.
The parent/guardian has been non-compliant with the medication policy
2.
The student has been non-compliant with the medication policy by:
a)
Refusing medication repeatedly
b)
Frequently not coming for medication at appointed time
3.
The withdrawal of medication for students on 504 accommodation plans or IEP
can only occur after a renegotiation meeting with the parent has taken place.
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IV.

Student Self-Administration of Asthma, Diabetes Medication or an Epinephrine AutoInjector
A.

V.

Procedure for Audit of Student Self-Administration of Asthma or Diabetes Medication
A.

VI.

A student shall be permitted to possess and self-administer asthma medication, or
diabetes medication, or an epinephrine auto-injector if:
1.
The student’s parent or guardian signs a statement authorizing the student to
self-administer asthma or diabetes medication, or an epinephrine auto-injector;
and acknowledging that the student is responsible for, and capable of, selfadministering the asthma or diabetes medication, or an epinephrine autoinjector
2.
The student’s health care provider provides a written statement that states it is
medically appropriate for the student to self-administer asthma or diabetes
medication, or an epinephrine auto-injector and be in possession of the asthma
or diabetes medication, the epinephrine auto-injector at all times; and the
name of the asthma or diabetes medication prescribed or authorized for the
student’s use.
3.
Any misuse of asthma or diabetes medication, or the epinephrine auto-injector
by the student may be subject to disciplinary action under the school’s Safe
and Orderly Schools Policy.

An audit of self-administration of asthma or diabetes medication will be preform two
(2) times a year by the school principal and/or designee to ensure that the
appropriate self-administration form is signed yearly by the parent and medical
provider. At the conclusion of each audit, the school principal/director will retain a
copy and a copy will be kept in the medication book.

Student Self-Administration of Medication
A.

B.

This policy does not prohibit a student from carrying his/her own medication to
school in instances where the student’s maturity level is such that he/she could
reasonably be expected to appropriately administer the medication on his/her own.
In such instances, the student may carry one day’s dosage of medication on their
person.
Any misuse of such medication by the student may be subject to disciplinary action
according to policy and procedure.
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RM-2

Accommodations for Nursing Mothers

Reference(s):
•
•
I.

Reasonable Break Time for Nursing Mothers
Nursing Mothers in the Workplace

Philosophy/Purpose
A.

II.

USC 29-207(r)
UCA 34-49

East Hollywood shall ensure that all employees and students who are nursing mothers
are provided reasonable accommodations in accordance with state law.

Reasonable Breaks and Private Room Required
A.

EHHS administrators shall for a period of at least one year after the mother gives birth,
the school will:
1.
Provide reasonable breaks for each time an employee/student needs to breast
feed or express milk.
2.
Consult with the employee/student requesting accommodation under this policy to
determine the frequency and duration of breaks.

B.

Unless it would create an undue hardship on school operations, EHHS administrators
shall provide a room or other location in close proximity to the work area of the
employee requesting accommodation under this policy.
1.
The room may not be a bathroom or toilet stall
2.
The room shall:
a)
Be maintained in a clean and sanitary condition
b)
Provide privacy shielded from the view of and intrusion from coworkers or
the public
c)
Be available at the times and for a duration reasonably required
d)
Have an electrical outlet
In the rare case where accommodations requested under this policy would create an
undue hardship (e.g. all potentially suitable rooms for essential school activities are
occupied); administrators should attempt to make other reasonable accommodations
(i.e. off-site breaks or breaks at alternate times).
EHHS shall provide access to a clean and well-maintained refrigerator or freezer for the
temporary storage of an employee’s breast milk.

C.

D.
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RM-3 Transporting Students Policy
Resource(s)
• 49 USC Ch. 301
Motor Vehicle Safety
• 41-6a-1203
Railroad Grade Crossing
• 41-6a-1301 et seq.
School Buses and School Bus Parking Zones
• 53-3-213
Age and Experience Requirements to Drive School Bus
Utah
• 53-3-412
CDL Classifications, Endorsements, and Restrictions
• 53-8-211
Safety Inspection of School Buses and Other Vehicles
• 53a-17a-126
State Support of Pupil Transportation
• 53a-17a-127
Eligibility for State-Supported Transportation
• 53a-17a-145
Additional Levy by District for Debt Service, School Sites,
Buildings, Buses, Textbooks, and Supplies
• 76-9-107
Unauthorized Entry of School Bus
• R277-600
Student Transportation Standards and Procedures
• R277-601
Standards for Utah School Buses and Operations USOE
Standards for Utah School Buses Operations Manual
I.

Policy
A.
B.
C.

I.

Definition
A.

B.

II.

East Hollywood High School adheres to all state and federal student transportation
laws and regulations.
The purpose of this policy is to provide safe transportation to and from school and to
all school sponsored trips for all eligible students.
The board prefers the use of school buses or appropriately insured commercial
vehicles to transport students to and from off- campus activities and field trips, both
during and outside of regular school hours. Private or rental vehicles may also be
used subject to guidelines specified in the administrative procedures to this policy.
The board may authorize additional student transportation services in special
circumstances.

Extra-Curricular Activities: Before or after school activities where attendance is not
required as part of the regular school program. Examples include sports, school
clubs, or activities sanctioned by the Utah High School Activities Association.
Field Trips: Educational activities conducted during the school day, but not on the
school campus.

Procedures for Implementation
A.

EHHS will transport eligible students to and from school in accordance with state
and federal transportation laws, including the Utah School Bus Operations Manual.
School staff are responsible for informing parents about these procedures and the
associated board policy.
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B.

C.

D.

E.

To promote student safety, school busses may be used to transport students on field
trips, extra-curricular activities, or any other approved activity that is sponsored by
the school. If necessary, students may be transported in rental or private vehicles by
an authorized driver. In these cases:
1.
The parent or guardian of the student being transported must sign the
Parent/Guardian permission form for a Student to be a Passenger in a Private
or Rental Vehicle.
2.
Every student must have and use a seat belt.
3.
Students should be seated in accordance with any applicable car
manufacturer’s air bag recommendations.
Any vehicle with a seating capacity of 11 or more, including the driver, may not be
used to transport students unless the vehicle meets the federal school bus safety
standards.
All drivers must have a valid driver’s license, and current, valid automobile insurance
as required by state law.
1.
Drivers must be either a parent/guardian of a student participating in the
activity or an adult 25 years of age or older.
2.
No one may drive if he/she has had a conviction in the past 10 years for an
alcohol/drug related driving violation or more than two moving violations in the
last 12 months.
3.
Adult drivers must complete the Adult Driver of Private or Rental Vehicle
Transportation form.
4.
Student drivers must complete a Parent/Guardian Permission form for a
Student to Operate a Private Vehicle for School Activities.
5.
No driving is allowed between the hours of 11:00 p.m. and 5:00 a.m.
6.
Unauthorized stops are prohibited.
There are some extracurricular activities before or after school where attendance is
not required. Therefore, school transportation is not provided. For those activities,
students or their parents will be responsible for transportation.
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RM-4 Bullying, Cyberbullying, Hazing and Harassment Policy
Resource’s
• R277-613
Bullying, cyber-bullying, hazing and harassment
• R277-609
Standards for Charter School Discipline Plans
• UCA 53A-11
Bullying and hazing
• UCA 53A-15
School Safety and Crisis Line
I.

Purpose
A.

B.
C.

D.

II.

Bullying, cyberbullying, harassment, and hazing of students and employees are
against federal, state and local policy, and are not tolerated by East Hollywood High
School.
EHHS is committed to providing all students with a safe and civil school environment
in which all members of the school community are treated with dignity and respect.
EHHS has in place policies, procedures, and practices that are designed to reduce
and eliminate bullying, cyberbullying, harassment and hazing—including but not
limited to civil rights violations—as well as processes and procedures to deal with
such incidents. Bullying, cyberbullying, harassment, and hazing of students and/or
employees by students and/or employees will not be tolerated at EHHS.
School officials have the authority to discipline students for off-campus speech that
causes or threatens a substantial disruption on campus or school activities, including
violent altercations, or a significant interference with a student’s educational
performance and involvement in school activities. If after an investigation, a student
is found to be in violation of this policy, the student shall be disciplined by
appropriate measures up to, and including, suspension and expulsion, pursuant to
Utah Code Ann. 53A-11-904 and in accordance with the U.S. Department of
Education Office for Civil Rights, loss of participation in extracurricular activities,
and/or probation. If after an investigation, a school employee is found to have
violated this policy, the employee shall be disciplined by appropriate measures up
to, and including, termination.

Definitions
A.

"Bullying" means intentionally or knowingly committing an act that:
1.
Endangers the physical health or safety of a school employee or student
a)
Involves any brutality of a physical nature such as whipping, beating,
branding, calisthenics, bruising, electric shocking, placing of a harmful
substance on the body, or exposure to the elements and/or involves
consumption of any food, liquor, drug, or other substance
b)
Involves other physical activity that endangers the physical health and
safety of a school employee or student Involves physically obstructing
school employee's or student's freedom to move and is done for the
purpose of placing a school employee or student in fear of:
(1) Physical harm to the school employee or student
(2) Harm to property of the school employee or student
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2.

B.

C.

D.

E.

The conduct described above constitutes bullying, regardless of whether the
person against whom the conduct is committed directed, consented to, or
acquiesced in, the conduct.
a)
In addition to the above, EHHS considers bullying to be aggressive
behavior that:
(1) Is intended to cause distress and harm;
(2) Exists in a relationship in which there is an imbalance of power and
strength; and is repeated over time.
“Cyberbullying" means:
1.
Using the Internet, a cell phone, or another device to send or post text, video,
or an image with the intent or knowledge with reckless disregard, that the text,
video, or image will hurt, embarrass, or threaten an individual, regardless of
whether the individual directed, consented to, or acquiesced in the conduct, or
voluntarily accessed the electronic communication.
“Federally protected class” means any group protected from discrimination under
federal law.
1.
Title VI of the Civil Rights Act of 1964 prohibits discrimination on the basis of
race, color, or national origin.
2.
Title IX of the Education Amendments of 1972 prohibits discrimination on the
basis of sex.
3.
Section 504 of the Rehabilitation Act of 1973 and Title II of the Americans with
Disabilities Act of 1990 prohibits discrimination on the basis of disability.
4.
Other areas included under these acts include religion, gender identity, and
sexual orientation.
“Harassment” means repeatedly communicating to another individual, in an
objectively demeaning or disparaging manner, statements that contribute to a hostile
learning or working for the individual. This includes rumor spreading and social
aggression intended to demean and disparage another individual and that
contributes to a hostile environment for that individual.
“Hazing” means intentionally or knowingly committing an act that:
1.
Endangers the physical health or safety of a school employee or student;
Involves any brutality of a physical nature such as whipping, beating, branding,
calisthenics, bruising, electric shocking, placing of a harmful substance on the
body, or exposure to the elements.
2.
Involves consumption of any food, liquor, drug, or other substance;
3.
Involves other physical activity that endangers the physical health and safety of
a school employee or student.
4.
Involves physically obstructing a school employee's or student's freedom to
move.
5.
Is done for the purpose of initiation or admission into, affiliation with, holding
office in or as a condition for, membership or acceptance, or continued
membership or acceptance, in any school or school sponsored team,
organization, program, or event.
6.
If the person committing the act against a school employee or student knew
that the school employee or student is a member of, or candidate for,
membership with a school, or school sponsored team, organization, program,
or event to which the person committing the act belongs to or participates in.
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7.

F.
G.

H.
I.

J.

K.
III.

Prohibitions
A.

B.
C.

D.
E.

IV.

The conduct described in Subsection “E” constitutes hazing, regardless of
whether the person against whom the conduct is committed directed,
consented to, or acquiesced in, the conduct.
“Parent” means a student’s guardian.
“Retaliation” means an act of communication intended:
1.
As retribution against a person for reporting bullying, cyberbullying,
harassment, or hazing; or
2.
To improperly influence the investigation of, or the response to, a report of
bullying or hazing.
“School" means any public elementary or secondary school or charter school
“School board" means:
1.
A local school board; or
2.
A local charter board.
“School employee" means:
1.
School teachers, staff and administrators
2.
All others employed, directly or indirectly, by the school, school board, or
school district.
“Volunteer” means a person working under direct supervision of a licensed educator.

No school employee or student may engage in bullying or harassing a school
employee or student:
1.
On school property
2.
At a school related or sponsored event
3.
On a school bus
4.
At a school bus stop
5.
While the school employee or student is traveling to or from a location or event
described above in Subsection B (1) – (4).
No school employee or student may engage in hazing or cyberbullying a school
employee or student at any time or in any location.
No school employee or student may engage in retaliation against:
1.
A school employee
2.
A student
3.
An investigator for, or witness of, an alleged incident of bullying, harassing,
cyberbullying, hazing, or retaliation
No school employee or student may make a false allegation of bullying, harassing,
cyberbullying, hazing, or retaliation against a school employee or student.
Any bullying, harassing, or hazing that is found to be targeted at a federally
protected class is further prohibited under federal anti-discrimination laws and is
subject to compliance regulations from the Office for Civil Rights.

Actions Required if Prohibited Acts are reported
A.

Each reported complaint will include:
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B.

C.

D.

E.

F.

1.
Name of offender (if known)
2.
Date and location of incident(s)
3.
A statement describing the incident(s), including names of witnesses (if known)
Each reported violation of the prohibitions noted previously will be promptly
investigated by a school administrator or an individual designated by a school
administrator.
A report of bullying, cyberbullying, hazing, harassment, and retaliation may be made
anonymously, but EHHS will not take formal disciplinary action based solely on an
anonymous reports.
Verified violations of the prohibitions noted previously shall result in consequences
or penalties. Consequences or penalties may include but are not limited to:
1.
Student suspension or removal from a school-sponsored team or activity
including school sponsored transportation
2.
Student suspension or expulsion from school or lesser disciplinary action
3.
Employee suspension or termination for cause or lesser disciplinary action
4.
Employee reassignment
5.
Other action against student or employee as appropriate
The school will notify a parent if the parent’s student threatens to commit suicide, or
if the student is involved in an incident of bullying, cyberbullying, harassment,
hazing, or retaliation.
1.
EHHS will produce and maintain a record that verifies that the parent was
notified of the incident or threat.
2.
EHHS will not disclose the record described in D1 to anyone unauthorized to
receive it and will not use the record for purposes not allowed under the law.
3.
Compliance with the Office for Civil Rights when Civil Rights Violations Occur:
4.
Once EHHS knows or reasonably should know of possible student-on-student
bullying, cyber-bullying, harassment or hazing, the school must take immediate
and appropriate action to investigate or otherwise determine what occurred.
5.
If it is determined that the bullying, cyber-bulling, harassment or hazing
occurred as a result of the student-victim’s membership in a protected class,
EHHS shall take prompt and effective steps reasonably calculated to:
a)
End the bullying, cyber-bullying, harassment, or hazing
b)
Eliminate any hostile environment
c)
Prevent its recurrence
6.
These duties are EHHS’s responsibilities even if the misconduct also is
covered by a separate anti-bullying policy and regardless of whether the
student makes a complaint, asks the school to take action, or identifies the
bullying, cyberbullying, harassment or hazing as a form of discrimination.
Actions must also include, as appropriate:
1.
Procedures for protecting the victim and other involved individuals from being
subjected to:
a)
Further bullying, cyberbullying, harassment, or hazing, and retaliation for
reporting the bullying, cyberbullying, harassment, or hazing
b)
Prompt reporting to law enforcement of all acts of bullying, cyberbullying,
harassment, hazing, or retaliation that constitute suspected criminal
activity
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c)

d)

e)

V.

Investigations
A.
B.

C.

VI.

EHHS will promptly and reasonably investigate allegations of bullying, cyberbullying,
harassment and/or hazing.
The principal, guidance counselor(s), and school resource officer shall be
responsible for investigating and responding to reports of bullying, cyber-bullying,
harassing, hazing, or retaliation.
EHHS policy, in compliance with state and federal law, that students have a limited
expectation of privacy on the school’s Internet system, and routine monitoring or
maintenance may lead to discovery that a user has violated school policy or law.
Also, individual targeted searches will be conducted if there is reasonable suspicion
that a user has violated policy or law. Personal electronic devices of any student
suspected of violation of the above policy will be confiscated for investigation and
may be turned over to law enforcement.

Anonymous Safety and Crisis Line (801-587-3000)
A.

VII.

Prompt reporting to the Office for Civil Rights (OCR) of all acts of
bullying, cyberbullying, harassment, hazing, retaliation that may be
violations of student(s)’ or employee(s)’ civil rights
Procedures for a fair and timely opportunity for the accused to explain the
accusations and defend his actions prior to student or employee
discipline
Procedures for providing due process rights under Section 53A-8-102
(licensed staff) and local employee discipline policies prior to employee
discipline or Section 53A-11-903 and local policies (students) prior to
long term (more than 10 day) student discipline

The School Safety and Crisis Line at the University Neuropsychiatirc Institute (UNI)
is available 24 hours a day, seven days a week for an individual to: Anonymously
report:
1.
Unsafe, violent, or criminal activities, or the threat of such activities at or near a
public school. Prohibited acts are listed below:
a)
Incidents of bullying, cyber-bullying, harassment, or hazing
b)
Incidents of physical or sexual abuse committed by a school employee or
school volunteer
c)
Seek crisis intervention, including suicide prevention, to individuals
experiencing emotional distress or psychiatric crisis
d)
EHHS shall inform students, parents, and school personnel of the School
Safety and Crisis Line for anonymous reporting
e)
EHHS shall follow this policy and the Stakeholder Concerns/Complaint
policy when it receives an anonymous report from the School Safety and
Crisis Line

Training
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A.

B.
C.

D.

All students, staff, and volunteers at EHHS will receive annual training from a
qualified professional regarding bullying, cyberbullying, harassment, hazing. This
training will address:
1.
Overt aggression that may include physical fighting such as punching, shoving,
kicking, and verbal threatening behavior, such as name calling, or both
physical and verbal aggression or threatening behavior relational aggression or
indirect, covert, or social aggression, including rumor spreading, intimidation,
enlisting a friend to assault a child, and social isolation.
2.
Bullying, cyberbullying, harassment or hazing of a sexual nature or with sexual
overtones.
3.
Cyberbullying, including use of email, web pages, text messaging, instant
messaging, three-way calling or messaging or any other electronic means for
aggression inside or outside of school.
4.
Civil-rights violations including training and education specific to bullying based
upon students' actual or perceived identities, and conformance or failure to
conform to stereotypes. Training on civil rights violations will include
compliance when civil rights violations are reported.
5.
Awareness and intervention skills such as social skills training.
6.
Volunteers are under direct supervision of a licensed educator who is
responsible for ensuring the volunteer is trained in the above areas. Volunteers
are required to report to their supervising licensed educator if they are notified
of a bullying, cyberbullying, hazing, harassment, or retaliation incident among
students or if they reason to suspect such an incident. Volunteers are
prohibited from engaging in bullying activities themselves and will be asked to
leave EHHS if in violation of this policy.
Pursuant to 53A-15-1301, EHHS will implement a youth suicide prevention program
for students.
Pursuant to 53A-1-603, all licensed educators must complete 2 hours of professional
development of youth suicide prevention training once every license renewal cycle.
To the extent possible, other programs or initiatives designed to provide training and
education regarding the prevention of bullying, cyber-bullying, harassment, hazing,
and retaliation will be implemented.
In addition to training for all school employees, students, volunteers, coaches, and
university mentors involved in any extra-curricular activity shall:
1.
Participate in bullying and hazing prevention training prior to participation in the
extra-curricular activity.
2.
Repeat bullying, cyberbullying, harassment, and hazing prevention training at
least every three years.
3.
Be informed annually of the prohibited activities list provided previously in this
Policy and the potential consequences for violation of this Policy.

VIII. Additional Notes
A.

53A-11a-301 requires that this policy be developed with input from (1) students, (2)
parents, (3) teachers, (4) school administrators, (5) school staff, and (6) law
enforcement agencies.

Board Approved May 2017

EHHS
Bullying, Cyberbullying, Hazing,
and Harassment Policy

B.

C.
D.
E.

All information received in a complaint, names of complainants shall be treated with
the utmost confidence to the extent possible. Administrators shall notify complainant
before revealing his name.
A student assessment of the prevalence of bullying at EHHS, specifically locations
where students are unsafe and additional adult
Supervision may be required, such as playgrounds, hallways, and lunch areas, will
be provided on a bi-annual basis.
This policy does not prohibit expressive activity protected by the First Amendment of
the United States Constitution. However, if off-campus speech that may constitute a
bullying, cyber-bullying, hazing, or harassment incident creates a substantial
disruption to the school environment, under Tinker v. Des Moines, EHHS may take
disciplinary action against the student who initiated the speech. Factors that EHHS
may consider in determining whether a substantial disruption has occurred are:
1.
Whether there is a verbal or physical confrontation over the incident at school.
2.
Whether there is likely to be a verbal or physical confrontation based on
evidence of a prior relationship between the victim and the student who
initiated the speech.
3.
Whether any part of the speech that gave rise to the incident was repeated at
school.
4.
Whether students are discussing the incident during class or if it otherwise is
disrupting school work.
Whether there is a widespread whispering campaign sparked by the offcampus incident that disrupts the school environment and students’ abilities to
focus school.
5.
Whether administrators who dealt with the incident were pulled from their
ordinary tasks to address the incident and how much time it took out of an
administrators’ day to do so.
6.
Whether speech similar to the off-campus speech in this incident has occurred
in the past and has resulted in violence or near violence at school.
7.
Whether there is a negative effect on classroom activities as a result of the offcampus incident.
8.
Whether the speech was violent or whether there is a history of violence from
the students who initiated the speech; (Note: true threats are not protected by
the First Amendment if it advocates “imminent” violence or unlawful conduct.
Thus, a message that threatens physical harm, even if it isn’t mean to be
serious, may not be protected by the First Amendment and the person who
utters such a message may be disciplined by EHHS.)
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RM-5 Sexual Harassment Policy
Resource(s):
• 20 USC 1681
• 34 CFR 106.1-106.71
• 42 USC § 2000e
• 29 CFR § 1064.11
• UT Constitution Art. IV § 1
• UCA 76-5-401 through 407
• 53A-11a-203(3)
I.

Education Amendments of 1972, Title IX
Office of Civil Rights Title IX Implementation Regulations
Civil Rights Act of 1964, Title VII
Workplace Sexual Harassment Implementation Regs
Equal Rights/Privileges on the Basis of Sex
Sex Crimes
Record of Parent Notification of Student Threat
or Incident

Purpose
1. Sexual harassment of students and employees are against federal, state and local
policy, and is not tolerated by East Hollywood High School. EHHS is committed to
providing all students with a safe and civil school environment in which all members
of the school community are treated with dignity and respect.
2. To that end, EHHS has in place policies, procedures, and practices that are designed
to prevent, reduce, and eliminate sexual harassment— including but not limited to
civil rights violations—as well as processes and procedures to deal with such
incidents. Sexual harassment of students and/or employees by students and/or
employees will not be tolerated by EHHS.
3. Sexual Harassment is, by definition, also a form of harassment, bullying,
cyberbullying, or hazing and is therefore subject to any provisions of the “Bullying,
Cyber-bullying, Harassment, and Hazing Policy” definitions and provisions
unless those definitions or provisions are in express conflict with this policy or
applicable law.

II.

Definitions
A.

B.

C.

Sexual harassment is a form of discrimination and is unlawful under Title VII of the
Civil Rights Act of 1964. According to the Equal Employment Opportunity
Commission (EEOC), sexual harassment is defined as "unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature... when... submission to or rejection of such conduct is used as the
basis for employment decisions... or such conduct has the purpose or effect of...
creating an intimidating, hostile, or offensive working environment."
Sexual harassment includes unsolicited and unwelcome sexual advances, requests
for sexual favors, or other verbal or physical conduct of a sexual nature, when such
conduct:
1.
Is made explicitly or implicitly a term or condition of employment, or
2.
Is used as a basis for an employment decision, or
3.
Unreasonably interferes with a student or employee's work performance or
creates an intimidating, hostile, or otherwise offensive environment.
Sexual harassment does not refer to behavior or occasional compliments of a
socially acceptable nature. It refers to behavior that is unwelcome, that is personally
offensive, and that lowers morale and therefore interferes with learning and/or work
effectiveness. Sexual harassment may take different forms.
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D.

E.

F.

G.

III.

There are two types of sexual harassment:
1.
"Quid pro quo" harassment, where submission to harassment is used as the
basis for learning and/or employment decisions.
a)
Employee or student benefits such as academic grades, raises,
promotions, better working hours, etc., are directly linked to compliance
with sexual advances.
b)
Therefore, only someone in a supervisory capacity (with the authority to
grant such benefits) can engage in quid pro quo harassment. Example: A
supervisor promising an employee a raise if she goes on a date with him;
A manager telling an employee she will fire him if he does not have sex
with her. A teacher telling a student she will lower his grade if he does
not honor a sexual request.
"Hostile work environment," where the harassment creates an offensive and
unpleasant working environment.
1.
Hostile school environment can be created by anyone in the environment,
whether it be administrators, teachers, other employees, or students.
2.
Hostile environment harassment consists of verbiage of a sexual nature,
unwelcome sexual materials, or even unwelcome physical contact as a regular
part of the school environment.
3.
Cartoons or posters of a sexual nature, vulgar or lewd comments or jokes, or
unwanted touching or fondling all fall into this category.
Examples of conduct that may constitute sexual harassment are:
1.
Verbal: Sexual innuendoes, suggestive comments, jokes of a sexual nature,
sexual propositions, lewd remarks, threats. Requests for any type of sexual
favor (this includes repeated, unwelcome requests for dates). Verbal abuse or
"kidding" which is oriented towards a prohibitive form of harassment, including
that which is sex oriented and considered unwelcome.
2.
Non-verbal: The distribution, display, or discussion of any written or graphic
material, including calendars, posters, and cartoons that are sexually
suggestive, or shows hostility toward an individual or group because of sex;
suggestive or insulting sounds; leering; staring; whistling; obscene gestures;
content in letters and notes, facsimiles, e-mail, that is sexual in nature.
3.
Physical: Unwelcome, unwanted physical contact, including but not limited to,
touching, tickling, pinching, patting, brushing up against, hugging, cornering,
kissing, fondling; forced sexual intercourse or assault.
Normal, courteous, mutually respectful, pleasant, non-coercive interactions between
students and/or employees, including men and women, that are acceptable to and
welcomed by both parties, are not considered to be harassment, including sexual
harassment.

Steps for resolving sexual harassment
A.

If a student or employee of the school is a complainant of any unwelcome gesture or
remark of a sexual nature, they should not keep silent. Listed below are steps that
should be taken in order to resolve the unwelcome sexual harassment:
1.
Make it clear to the harasser (respondent) that you find such conduct offensive
and unwelcome.
2.
State clearly that you want the offensive conduct to stop at once.
3.
Report the harassment to EHHS’s principal, vice principal, or school counselor.
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4.

B.

C.

D.

E.

F.

The complainant will be asked to document the incident either verbally or in
writing, noting the date and time, place and persons involved, and any
witnesses to the event.
5.
If the complainant finds it uncomfortable confronting the individual engaging in
the respondent they can report the incident directly to EHHS’s principal.
Once a sexual harassment incident is reported EHHS’s principal will immediately:
a)
Notify the complainant of his or her right to have someone translate or
interpret during the interview
b)
Notify the complainant of his or her right to have someone of the same
gender conduct or be present during the interview
c)
Interview the complainant and document the conversation
d)
Instruct the complainant to have no contact or communication regarding
the complaint with the Respondent
e)
Ask the complainant specifically what action he or she wants taken in
order to resolve the complaint
f)
Inform the respondent that a complaint has been filed against him or her
g)
Inform the respondent that if the objectionable conduct has occurred, it
must cease immediately
h)
Provide the respondent with a copy of these procedures
i)
Inform the respondent of his or her rights and responsibilities during the
Investigation
j)
Notify the respondent that he or she will be afforded a full and complete
opportunity to respond to the allegations
k)
Instruct the respondent to have no contact or communication regarding
the complaint with complainant, and to not take any retaliatory action
against the complainant
l)
Document the conversation with the respondent
If the offensive conduct does not stop after the complainant speaks with the
respondent and/or reports the conduct to EHHS’s principal. The complainant should
inform EHHS’s principal of the continued harassment and/or retaliation.
Disciplinary actions such as: expulsion, suspension, and/or alterations to student
schedule will be imposed if harassment and/or retaliation continues after the
principal has instructed the respondent to have no further contact or communication
regarding the complaint with complainant.
Once a harassment offense involving a student is reported to EHHS’s principal, vice
principal, or school counsel a Record of Parent Notification of Student Threat or
Incident form will be filled out to document the incident.
1.
This form is a record required to be maintained securely and confidentially by
the school consistent with Utah Code Ann. §53A-11a-203(3) following parent
notification of student suicide threat, bullying incident, cyber-bullying incident,
harassment incident, hazing incident or retaliation incident. THIS SHALL NOT
BE KEPT IN ANY STUDENT CUMULATIVE FILE
If harassment continues after speaking with the principal and the complainant feels
actions have not been taken to protect their safety at the school they shall have the
right to file a complaint with EHHS’s Board of Trustees.
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IV.

Responsibility for Dissemination of Policy
A.

B.
V.

Publication
A.

VI.

EHHS’s principal will take appropriate actions to reinforce these procedures and the
accompanying board policy by:
1.
Providing annual employee in-service; with documentation and employee
signatures.
2.
Including a summary of this policy in employee handbooks.
3.
Insuring that by October 1 of each year every student receives an ageappropriate explanation of the policy and is given the opportunity to discuss the
policy in a classroom setting.
4.
Notifying parents and guardians of this policy by October 1 of each year either
by including it in the student handbook or by sending a notice to student
homes.
A summary of these procedures and related materials shall be posted in a prominent
place at the school.

A copy of this policy shall be included in student handbooks and be available on the
East Hollywood High School website.

Outside Reporting Procedures
A.

B.

Nothing in this policy shall prohibit an individual from filing a discrimination or
harassment claim with the Utah Anti-Discrimination and Labor Division (UALD), 160
East 300 South, 3rd Floor, P.O. Box 146600, Salt Lake City, UT 84114-6600. An
employee has a maximum of one-hundred and eighty (180) calendar days from the
alleged date of discrimination to file a claim with the UALD.
If concerns cannot be resolved at EHHS or school level, discrimination complaints
may be filed with the Office for Civil Rights, Region VIII, U.S. Department of
Education, Federal Building, Suite 310, 1244 Speer Boulevard, Denver, Colorado,
80204-3582.
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RM-6
Gang Prevention and Intervention Policy
Resource(s)
• UCA 53A-11-902
Preventing and Responding to Gang Activity
• UCA 53A-15-603
Gang Prevention & Intervention
• R277-436
Standards for School Discipline Plans
I.

Policy
A.

B.
C.

D.

E.

II.

The law and East Hollywood High School recognize that every student should have
the opportunity to learn in an environment which is safe, conducive to the learning
process, and free from unnecessary disruption.
Gang activities or activities which mimic gang activities are deemed to be
unacceptable, unsafe, and/or unnecessarily disruptive to the learning process.
The Principal/Director and other designated EHHS employees shall enforce
behavioral expectations so that students demonstrating unacceptable behavior and
their parents understand that such behavior will not be tolerated and will be dealt
with in accordance with EHHS conduct and discipline policies.
EHHS faculty and staff will receive training on how to recognize early warning signs
of youth in trouble of suspected gang affiliation and report such behavior to EHHS’s
Principal and law enforcement.
A gang is defined as a group of three or more individuals with a unique name,
identifiable marks or symbols, who may claim a territory or turf, associate on a
regular basis, and who engage in criminal, antisocial behavior, or interfere with the
normal orderly operation of the school

Gang Activity Prohibited
A.

B.
C.
D.
E.

F.

G.

Gang activities are prohibited in school and at extra-curricular or school related
activities as is the wearing of gang paraphernalia or apparel that identifies a student
as a gang member.
Students aligning themselves with gangs or engaging in gang activities may be
suspended or expelled from school.
Gang paraphernalia or apparel will be confiscated by school officials and not
returned.
EHHS faculty and staff reserve the right to interpret whether attire is appropriate.
EHHS administrators and other school personnel designated by the administration
shall have authority to identify student behavior as gang-related and may be allowed
under policy to treat such designated behavior as imminently dangerous to students
and staff and follow the procedures outlined in this policy for disciplining students
involved in gang-related activities.
In disciplining students under gang-related provisions, EHHS administrators shall act
consistently with and be sensitive to Constitutional protections of freedom of
expression and freedom of association.
1.
Students and parents/legal guardians should be given notice that courts have
determined that the parameters of freedom of expression and freedom of
association in a public school setting are different than in society generally.
For the purposes of this policy, prohibited “gang activities” include, but are not
limited to any of the following:
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1.

2.
3.
4.
5.
6.
7.

III.

Gang Apparel Prohibited
A.

B.

IV.

Wearing, possessing, using, distributing, displaying, or selling any clothing, jewelry,
apparel, emblems, badges, tattoos or manner of grooming, accessories, symbols,
signs, or other thing which is evidence of membership in or affiliation with any gang
is prohibited.
Recognizing that gang styles and clothing continually evolve and change, and that
no list could comprehensively define all clothing affiliated with gangs, the Governing
Board provides the following representative list of prohibited clothing items that,
according to local gang detectives, commonly denote gang membership or affiliation:
1.
Excessively baggy clothing
2.
Belts worn excessively long in the front and hanging on either side
3.
Gang writing on inside brim of hat
4.
Bandannas, or “rags,” worn on a person or displayed (“flying colors”)
5.
Shirts or apparel with gang symbols, monikers, insignia, colors, or other gang
identifiers
6.
Button shirts with the top button fastened and shirt tails hanging out
7.
Any apparel or style of wearing clothing that school officials, in light of the
totality of the circumstances, and after consultation with law enforcement
authorities, view as denoting gang membership or affiliation

Confiscation of Gang Items
A.

V.

Committing any act or omission or using any speech, communication in any
method, either verbal or non-verbal, electronic means (flashing signs, gestures,
hand-shakes, texting, etc.) that demonstrates membership in or affiliation with a
gang;
Soliciting others for membership in a gang;
Requesting any person to pay for “protection”, claiming “turf”, or otherwise
intimidating, bullying, retaliating against, threatening, or harassing any person;
Possessing a weapon, controlled substances, drug paraphernalia, or other
contraband;
Committing any illegal act;
Encouraging or inciting another person to act with physical violence upon any
other person or cause damage to property;
Marking school property, books, or school work with gang names, slogans, or
signs;
a)
Gang-related graffiti or damage to school property shall result in parent
or guardian notification and appropriate administrative and law
enforcement actions, which may include obtaining restitution from those
responsible for damage.

Subject to the search and seizure policy; gang paraphernalia, apparel, or weapons
may be confiscated by school officials at any time.

Consultation with Law Enforcement Authorities
A.

School officials shall consult with local law enforcement authorities and gang
detectives whenever they have questions regarding gang-related clothing, apparel,
or other gang activity.
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RM-7 Suicide Prevention Policy
Resource(s)
• 53A-11a-203(2)
Required
• 53A-13-302(7)
• 53A-15-1301
• 62A-15-1101
• R277-620
I.

Activities Prohibited Without Prior Written Consent
Suicide Prevention Programs
Suicide Prevention Programs
Suicide Prevention Programs

Purpose
A.

B.

C.

D.
E.

II.

Parental Notification of Certain Incidents and Threats

East Hollywood High School created this policy to protect the health and well-being
of all students by having procedures in place to prevent, assess the risk of, intervene
in, and respond to suicide.
EHHS’s administration and Board of Trustees recognizes that:
1.
Physical, behavioral, and emotional health is an integral component of a
student’s educational outcomes.
2.
Suicide is a leading cause of death among young people.
3.
It has a responsibility to take a proactive approach in preventing deaths by
suicide.
4.
Schools should provide an environment which is sensitive to individual and
societal factors that place youth at greater risk for suicide, and fosters positive
youth development.
EHHS will implement a suicide prevention program that focuses on addressing the
following:
1.
Bullying and cyberbullying
2.
Suicide prevention and intervention
3.
Postvention for family, students and faculty
EHHS will provide annual free seminars to parents on youth protection related
issues
EHHS will comply with all state laws regarding parental notification in the event that
a student threatens to commit suicide.

Definitions
A.
B.
C.

Intervention: Suicide intervention means an effort to prevent a student from
attempting suicide.
Parent: For the purposes of these procedures, parent means the student’s parent
or legal guardian.
Postvention: Suicide postvention is a crisis intervention strategy designed to reduce
the risk of suicide, provide the support needed to help survivors cope with a suicide
death, address the social stigma associated with suicide, and disseminate factual
information after the suicide death of a member of the school community.
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D.

E.

F.
G.
H.

I.

J.

III.

Procedures for Implementation
A.

IV.

Risk Assessment: An evaluation of a student who may be at risk for suicide,
conducted by the appropriate school staff (e.g. school psychologist, school
counselor, or school social worker).
School Administrator: For the purposes of these procedures only, school
administrator means the principal, or principal’s designee who must be a qualified
licensed educator.
Self-harm: Behavior that is self-directed and deliberately results in injury or the
potential for injury to oneself.
Suicide: Death caused by self-directed injurious behavior with an intent to die as a
result of the behavior.
Suicide Attempt: A self-injurious behavior for which there is evidence that the
person had at least some intent to kill himself or herself. A suicide attempt may
result in death, injuries, or no injuries.
Suicidal Behavior: Suicide attempts, intentional injury to self-associated with at
least some level of intent, developing a plan or strategy for suicide, gathering the
means for a suicide plan, or any other overt action or thought indicating intent to end
one’s life.
Suicidal Ideation: Thinking about, considering, or planning for self-injurious
behavior which may result in death.

Suicide Prevention Program
1.
In accordance with state law, each secondary school will implement a suicide
prevention program for students that includes the following components:
a)
Prevention of suicides
b)
Suicide intervention
c)
Postvention for family, students, and faculty
2.
As part of the school’s suicide prevention program, school personnel may ask
students questions related to suicide prevention, intervention, or postvention.

Crisis Response and Assessment
A.

B.

If a school employee or school resource officer believes a student is at risk of
attempting suicide, physical self-harm, or harming others, the school employee, or
school resource officer may intervene and ask a student questions regarding the
student's suicidal thoughts, physically self-harming behavior, or thoughts of harming
others for the purposes of:
1.
Referring the student to appropriate prevention services.
2.
Informing the student's parent.
If a school employee becomes aware that a student is experiencing a crisis that may
involve risk of harm to self or others, that individual should respond as follows:
1.
If the information comes directly from the student, expressed either verbally or
through behavior, the school employee will:
a)
Obtain basic information from the student about the crisis
b)
Share the information with the school administrator or counselor
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2.

C.

D.

E.

F.

G.

V.

If the information comes from another person such as a peer or a parent, the
school employee will:
a)
Obtain the student’s name and basic information about the crisis
b)
Refer the situation to the school administrator or counselor before the
end of the school day, or at the beginning of the next school day if the
information is shared outside of school hours.
When a school employee identifies a student in crisis, the student will be seen by a
school administrator or counselor within the same school day, or at the beginning of
the next school day if the information is shared outside of school hours.
1.
The purpose of the meeting is to gather all further information necessary about
the crisis in order to assess the risk.
2.
If the school administrator or counselor cannot meet with the student within the
time frame listed above, he or she must document why such meeting was
delayed.
In situations where a student exhibits any level of risk for suicide, or has threatened
to commit suicide, the student’s parent will be informed by the school administrator
or counselor without delay.
1.
The school administrator or counselor will contact the student’s parent with a
personal phone call an invitation to come in immediately to meet with school
personnel.
2.
As outlined in Section V (A), documentation must be made of this contact.
3.
If no parent is available, the school administrator or counselor must determine,
based on the extent of the ideation, whether to call the emergency contact,
police, Division of Child and Family Services (DCFS), 911, or wait until such
time as a parent is available.
4.
If the school administrator or counselor reports the matter to DCFS, it is the
responsibility of DCFS to notify the student’s parent.
If the parent meets with school personnel, such personnel will discuss the crisis
situation, identify available resources, and determine whether the student should be
checked out of school.
In the event that the student is checked out of school, the parent should
communicate with the school administrator or counselor before the student returns to
school.
Upon a student’s return to school, the school administrator and/or counselor must
follow-up with the student in a reasonable amount of time based upon the
circumstances.

Parent Notification
A.

B.
C.

The school must create and maintain a record that verifies the parents were notified
of the threat involving their student. This record must include the date of contact,
time of discussion, and information given to parent. See, Record of Parent
Notification of Student Threat or Incident form.
This record should not be used to notify a parent of the incident.
Documentation should be kept in a locked file and not in a student’s cumulative file.
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D.

E.

VI.

School Response to Suicide
A.
B.

VII.

A school may not disclose this record, including any information obtained to prepare
the record, to a person other than:
1.
The student’s parent
2.
The student involved; or
3.
The person identified to receive such information in a court order
A school may not use this record, including any information obtained to prepare the
record, for the school’s own purposes:
1.
For a report or study
2.
For a statistical analysis; or
3.
To conduct research

EHHS will develop an action plan to guide the school’s response following a death
by suicide.
The action plan may include:
1.
Verifying the death. If the cause of death has been confirmed as suicide but
the parent will not permit the cause of death to be disclosed, the school may
not share the cause of death.
2.
Assessing how the death affected the school community, taking into account
whether other traumatic events have occurred, and the time of year (during
school, summer break, or a school vacation).
3.
Avoiding suicide contagion.
4.
Identifying support services.
5.
Developing memorial plans. The school should not create on-campus
memorials, funeral services, or fly the flag at half-mast because it may
sensationalize the death. School should not be canceled for a funeral. Any
school-based memorials must focus on how to prevent future suicides and
prevention resources available.
6.
Identifying external communication spokesperson.

Training
A.

B.

Employee training
1.
EHHS will provide training to teachers, school counselors, and other staff who
have direct student contact, that includes the following:
a)
Information about prevention of suicide, suicide intervention and
postvention
b)
Identification of relevant school staff and their roles in a crisis
Parent training
1.
EHHS will offer a seminar for parents of students in the school that:
a)
Is offered at no cost to parents
b)
Begins at or after 6:00 p.m.
c)
Is held at least once a year at EHHS
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C.

Employee training
1.
EHHS will provide training to teachers, school counselors, and other staff who
have direct student contact, that includes the following:
a)
Information about prevention of suicide, suicide intervention and
postvention
b)
Identification of relevant school staff and their roles in a crisis
c)
53A-11a-301 requires that this policy be developed with input from (1)
students, (2) parents, (3) teachers, (4) school administrators, (5) school
staff, and (6) law enforcement agencies
d)
Covers mental health, depression, suicide awareness, and suicide
prevention, including education on limiting access to fatal means
e)
Discusses resources that are available in the school and community for
families and how to access them.

VIII. Resources Available
A.

B.

C.

Many crisis services are available for students and their families in the community.
Students or families in need are encouraged to contact their school counselor for a
list of available resources.
Students or families needing immediate assistance may call:
1.
National Suicide Prevention Lifeline: The Lifeline is a 24-hour, toll-free suicide
prevention service available to anyone in suicidal crisis or their friends and
loved ones. For assistance, call 1.800.273.8255 (TALK). Information can also
be obtained on their website at http://www.suicidepreventionlifeline.org.
2.
The University of Utah UNI CrisisLine: The UNI CrisisLine provides 24 hour, 7
days-a-week phone crisis service and is staffed by mental health professionals
providing emotional support, assistance, crisis intervention, and suicide
prevention to individuals experiencing emotional distress or psychiatric crisis.
For assistance, call 801.587.3000 or email them uni.crisis@hsc.utah.edu.
If there is a threat of loss of life or an emergency situation that requires the
immediate assistance of emergency medical services, contact the police department
or fire department by calling 911.
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RM-8 Anti-Discrimination, Harassment, and Retaliation Policy
Resource(s):
• 20 USC 1681-86
Title IX of the Education Amendments of 1972
• 20 USC 7905
Boy Scouts of America Equal Access Act
• 29 USC 206(d)
The Equal Pay Act of 1963
• 29 USC 621 et seq.
Age Discrimination in Employment Act of 1967
• 29 U.S.C. 794
Section 504 of the Rehabilitation Act of 1973
• 29 U.S.C. 2601
The Family Medical Leave Act of 1993
• 32 U.S.C. 2000(d)
Title VI Civil Rights Act of 1964 34
• 38 U.S.C. 4212 et seq.
The Vietnam Era Veterans’ Readjustment Assistance
Act of 1974
• 42 U.S.C. 2000(e)
Title VII of the Civil Rights Act of 1964
• 42 U.S.C. 6101-6107
Age Discrimination Act of 1975
• 42 U.S.C. 12101 et seq.
ADA Amendments Act of 2008
• 42 U.S.C. 12111 et seq.
Title II of the Americans with Disabilities Act of 1990 (ADA)
• 29 C.F.R. 35
The Pregnancy Discrimination Act of 1978
• 29 C.F.R. 1635
Title II of the Genetic Information Nondiscrimination Act of 2
2008 October 26, 2010
• 34A-5-101 et seq.
Utah Antidiscrimination Act Utah
• 71-10-1 et seq.
Veteran’s Preference
• R277-112
Prohibiting Discrimination in the Public Schools
I.

Definitions
A.
B.
C.

D.

E.

Complainant: An individual or group of individuals making a complaint. A parent
may file a complaint on behalf of their student.
Complaint: A claim by an aggrieved party or a witness that an individual has
engaged in unlawful discrimination, harassment, and/or retaliation.
Discrimination: Conduct including words, gestures, and/or other actions that
unfairly disadvantages individuals based upon protected characteristics such as
their age, color, disability, gender, gender identity, genetic information, national
origin, pregnancy, race, religion, sexual orientation, and/or veteran status.
Gender Identity: Refers to one’s internal sense of one’s own gender. It may or
may not correspond to the sex assigned to a person at birth, and may or may not be
made visible to others.
Genetic Information: Information about an individual’s genetic tests, the genetic
test of family members of an individual, and the manifestation of a disease or
disorder in an individual’s family members. This term also includes an individual’s
request for, or receipt of, genetic services, or participation in clinical research which
includes genetic services, by an individual or any family member of the individual.
This term does not include information about the sex or age of any individual.
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F.

G.
H.

I.

J.
K.

L.

Harassment: Unwelcome conduct that is demeaning or derisive of, or occurs
substantially because of, the individual’s age, color, disability, gender, gender
identity, genetic information, national origin, pregnancy, race, religion, sexual
orientation, and/or veteran status, and that creates a hostile learning or work
environment. Harassment, based on one of the above listed categories, may include
but is not limited to:
Intentional behavior directed at an entire group which is based on demeaning
or derisive stereotypes, and is severe enough that it creates a hostile
environment. Examples include offensive comments, slurs or jokes, physical
gestures, and visual displays such as posters, etc.
Intentional, non-criminal behavior which is targeted at an individual or
particular members of a group, which can be verbal, physical, or visual, and
that is severe enough or pervasive enough that it adversely affects the
individual’s working or learning environment. Examples include negative or
offensive comments, slurs or jokes, suggestions, and gestures directed at the
personal traits or characteristics of an individual or group.
Harassing behavior which violates state or federal criminal statutes. Examples
include criminal assault, sexual assault, rape, criminal mischief, stalking, arson,
and trespass.
Parent: For the purposes of these procedures, parent means a custodial parent or
legal guardian of a student.
Pregnancy: For purposes of the board’s non-discrimination policies and EHHS’s
corresponding administrative procedures and practices, the term pregnancy includes
childbirth, pregnancy-related conditions, breastfeeding, and medical conditions
related to breastfeeding.
Reprisal: An unlawful use of position to avenge or punish an individual for his or her
refusal to consent/submit to an inappropriate request and/or demand. Acts of
reprisal may be overt or covert and may take many forms such as:
Open hostility to the individual, witnesses, or others involved;
Exclusion/ostracism of the individual, witnesses, or others involved, which
includes behaviors ranging from overt to silent rejection;
The creation, or continued existence, of a hostile work environment;
Individualized negative remarks that are repeated and malicious; and
Special attention to, assignment of alternative duties that are less desirable
work assignments, or reductions in pay.
Respondent: The individual named in a complaint as having engaged in or being
responsible for a discriminatory, harassing, or retaliatory act or omission.
Retaliation: Any form of sanction or adverse treatment, including but not limited to
intimidation, reprisal, or harassment of any individual because he or she:
Has asserted, or assisted another individual to assert, a complaint in either a
formal or informal manner with EHHS or with any state or federal agency.
Has testified, assisted, or participated in any manner in an investigation,
proceeding, or hearing related to a complaint.
Sexual Harassment: Unwelcome sexual advances, requests for sexual favors, or
other verbal or written communications or physical conduct of a sexual nature when:
Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment, education, academic or professional
pursuits, or participation in a school-sponsored program or activity.
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Such conduct affects or has the purpose of unreasonably interfering with an
individual’s employment, education, or participation in a school-sponsored
activity by creating an intimidating, hostile, or offensive working or learning
environment.
Such conduct amounts to a violation of state or federal criminal laws, including
sexual assault, rape, etc. Examples of sexual harassment include but are not
limited to:
a)
Subtly or overtly pressuring another for sexual activity, engaging in
sexually motivated physical conduct, including unwelcome touching,
pinching, blocking, or brushing against another’s body
b)
Using obscene or sexually explicit language or making sexually explicit
gestures
c)
Displaying, viewing, printing, or transmitting sexually offensive images,
objects, or other materials
d)
Using sexually offensive language or slurs, teasing, joking, or making
innuendos about gender-specific traits or characteristics
e)
Engaging in demeaning or derisive conduct based substantially on a
person’s gender, gender identity, or sexual orientation
f)
Engaging in any behavior of a sexual nature, or “romantic contact,”
between a student and school employee
II.

Procedures for Implementation
A.

B.

C.

D.

E.

EHHS prohibits unlawful discrimination, harassment, and retaliation on all school
premises, during school sponsored activities, in all aspects of employment with
EHHS, and by all school students and employees.
Any student who commits unlawful discrimination, harassment, or retaliation, or
violates an individual’s civil rights may be subject to discipline up to and including
alternative placement. Any employee who engages in such behavior may be subject
to discipline up to and including termination. EHHS will determine the appropriate
remedy for each complaint.
Any request to stop the unlawful behavior outlined in these procedures must be
complied with immediately. Individuals are encouraged to make such requests in
order to resolve these situations if possible.
EHHS’s principal/director is responsible for taking prompt necessary steps, including
appropriate disciplinary action, to ensure and maintain a working and educational
environment free of intimidation, coercion, discrimination, harassment, and
retaliation.
EHHS will investigate all complaints of discrimination, harassment, and retaliation,
and will take appropriate action to stop violations, prevent recurrence, and remedy
any effects of violations. All complaints will be investigated by using the
preponderance of the evidence standard. A preponderance of the evidence means it
is more likely than not that the testimony or other evidence on one side of a
particular issue is true.
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F.

III.

The following procedures are available to those who believe they have witnessed or are
victims of unlawful discrimination, harassment, or retaliation.
A.

B.

IV.

B.

Every effort will be made to protect the confidentiality of all participants in complaint
proceedings and investigations; however, absolute confidentiality cannot be
guaranteed. In some instances EHHS’s legal obligations, including the need to
investigate allegations and take appropriate corrective action, will require the
disclosure of certain information.
Under Title IX provisions, a request for complete confidentiality will be granted;
however, EHHS’s ability to fully investigate a complaint may be limited by such
a request.
All individuals involved in a complaint or investigation shall refrain from discussing
the matter, except with those who have a legal need to know.

Discrimination, Harassment, and Retaliation Training
A.

VII.

It is the duty of every student and every employee to report any violations of these
procedures. Failure to do so may result in disciplinary action.

Confidentiality
A.

VI.

EHHS has jurisdiction over Title IX complaints and those complaints shall be
resolved by using the procedures listed below. Title IX prohibits retaliation. Under
Title IX, a Complainant has the right to file a criminal complaint and a Title IX
complaint simultaneously.
At any point in the process, the Complainant, the Respondent, or any witness, may
request assistance in order to ensure their due process rights are being protected.
Examples of such requests include, but are not limited to, assistance filling out a
complaint form or other necessary paperwork, and provision of translation or
interpreter services. Assistance with what claims to assert, what defenses should be
raised, what testimony to give, or other content issues will not be provided.

Duty to Report
A.

V.

All school employees are required to cooperate in all proceedings conducted
pursuant to these procedures. Failure or refusal to cooperate in, or interference with,
any such investigation or proceeding will result in disciplinary action up to and
including termination.

All new employees shall receive information about these procedures and the related
policy at new employee orientation. All other employees shall be provided
information on a regular basis regarding these procedures, and EHHS’s commitment
to providing a learning and working environment free from discrimination,
harassment, and retaliation.

Prevention and Intervention of Discrimination, Harassment, and Retaliation
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A.
B.

C.

D.

All questions related to discrimination, harassment, and retaliation should be
directed to EHHS’s principal.
Individuals are encouraged to discuss their concerns or complaint with EHHS’s
Principal in order to clarify whether discrimination may be occurring and to
determine options, including the pursuit of more formal action.
EHHS’s principal, vice principal, and/or school counselor can also provide
information relating to any external remedies which may be available to the
complainant.
EHHS’s principal is responsible for informing students and training staff on the
following procedures listed below:
At a minimum, the Investigator will immediately:
a)
Notify the complainant of his or her right to have someone translate or
interpret during the interview
b)
Notify the complainant of his or her right to have someone of the same
gender conduct or be present during the interview
c)
Interview the complainant and document the conversation
d)
Instruct the complainant to have no contact or communication regarding
the complaint with the Respondent
e)
Ask the complainant specifically what action he or she wants taken in
order to resolve the complaint
f)
Inform the respondent that a complaint has been filed against him or her
g)
Inform the respondent that if the objectionable conduct has occurred, it
must cease immediately
h)
Provide the respondent with a copy of these procedures
i)
Inform the respondent of his or her rights and responsibilities during the
investigation
j)
Notify the respondent that he or she will be afforded a full and complete
opportunity to respond to the allegations
k)
Instruct the respondent to have no contact or communication regarding
the complaint with complainant, and to not take any retaliatory action
against the complainant
l)
Document the conversation with the Respondent

VIII. Submitting an Initial Complaint
A.

A Complainant may submit an initial complaint as follows:
Any complaint involving students must be immediately referred to EHHS
principal.
a)
Any school employee who receives a complaint of sexual harassment
from a student shall inform the student of the employee’s obligation to
report the complaint to the principal, and then shall immediately notify the
principal. Such behavior will also warrant reporting to the appropriate
licensing or law enforcement authority.
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b)

B.
C.

IX.

Pursuant to state law, when a complaint involves allegations of child
abuse, the complaint must immediately be reported to either the Division
of Child and Family Services (DCFS) or local law enforcement, and the
anonymity of both the Complainant and school officials involved in the
investigation will be strictly protected.
If the complaint involves a school employee, the Complainant may submit a
complaint to the Principal, Business Manager, or may contact the President of
the Board of Trustees.
If the complaint involves the school principal, the Complainant may contact
EHHS’s Business Manager/Director at (801) 886-8181, 2185 South 3600 West
Valley City, UT 84119 or the EHHS’s President of the Board of Trustees.
When the Respondent is a third-party such as a vendor, visiting speaker,
patron, volunteer, etc., if the Complainant is a student or school employee,
s/he should contact the principal.
Any complaint clearly alleging criminal conduct will be forwarded to local law
enforcement for investigation.
Good faith submission of a complaint will not adversely affect the Complainant’s
future employment, grades, work assignments, or participation in school-sponsored
programs or activities. However, a student or employee who knowingly files a false
report may be subject to civil and/or legal actions as well as school disciplinary
action.

First Level - Initial Complaint
A.

B.
C.

D.
E.

The initial complaint may be submitted either orally or in writing.
A complaint should be made as soon as possible, but preferably not later than
thirty (30) days after the incident(s) in order to be effectively investigated and
resolved.
It should set forth in plain language the circumstances which the individual
believes support the allegation(s) of unlawful behavior, the names of the
individual(s) against whom the claim is made, and any remedies that are being
sought.
Individuals should provide as much information as possible including any
conversations(s) with the Respondent, noting the time, date and place, what
was said or done, and any other relevant circumstances surrounding the
event(s).
Complaint for Equity and Compliance forms may also be used and is available
online or at the school.
School administrator’s receiving a complaint will first document the complaint in
writing. In circumstances involving allegations of sexual violence, EHHS will forward
the complaint to local law enforcement for investigation, and complainants shall
immediately be informed of their right to file a criminal complaint or police report with
law enforcement.
EHHS Principal will forward a copy of the written complaint to the President of the
Board of Trustees.
EHHS’s Principal will be responsible for investigating the following complaints:
Any complaint alleging a student violation against another student.
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F.
G.

H.

I.

X.

Any complaint alleging a school employee violation against a student or other
employee(s).
Any complaint alleging a third party violation against a student.
The principal or any member of the administrative team who does not immediately
follow the protocol as indicated above may be subject to disciplinary action.
EHHS’s principal will be responsible for investigating the complaint as outlined in
these procedures. Failure to properly investigate a complaint may result in
discipline.
Initial investigation
At any point during or after the investigation, EHHS may take steps to protect
and or support the complainant, students, and other employees.
a)
For students, such actions may include providing counseling services
and/or academic support services, and/or adjusting passing times, class
seating arrangements, and/or class schedules.
b)
For employees, appropriate steps may include changing work schedules
or work locations, but any changes will be dependent on the employee’s
job responsibilities and must be arranged through the school principal
and business manager.
An investigation may consist of personal interviews with the complainant,
respondent, and others who have knowledge of the alleged incident or
circumstances giving rise to the complaint.
The investigation may also consist of any other methods and documents
deemed pertinent by the Investigator.
At the beginning of the investigation, the Investigator shall disclose his or her
neutrality as opposed to being an advocate for any party.
The extent of the investigation will be determined based on the nature of the
allegations, the context and circumstances surrounding the alleged violation,
the relationship between the parties, and the history of the parties involved.
Within five (5) days of receiving notice of a complaint, the respondent shall submit a
written answer to EHHS’s principal.
a)
The answer shall include:
(1) An admission or denial of each allegation in the complaint
(2) A statement as to the extent to which the complaint has merit
(3) An acceptance or rejection of the relief or action requested in the
complaint, if any
(4) Include any other information the respondent deems relevant
b)
If the respondent admits all or part of the allegations in the complaint,
appropriate disciplinary action will be coordinated by and EHHS’s
principal and/or another member of the administrative team.
(1) At a minimum, a written reprimand shall be issued to the
respondent and a copy placed in the respondent’s file

Second Level Review
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A.

B.

C.

D.
E.

XI.

Third Level Review
A.
B.

C.
D.
E.
XII.

Complainants and respondents (hereafter collectively referred to as “Appellants”)
who are not satisfied with the outcome of the first level investigation may file a
request for review.
The Board of Trustees will review the first level investigations completed by the
EHHS’s principal.
Requests filed with the second level reviewer shall be in writing and contain the
following information:
Appellant’s name, home address, telephone number, and school or work
location.
A brief description of the alleged discrimination, harassment, or civil rights
violation including the date, place and time.
A brief description of the actions/efforts that have already occurred to address
the issue; and
Any other relevant information.
EHHS’s Board of Trustees may take any additional steps deemed necessary in
order to resolve the request such as re-interviewing the appellant, witnesses, and
other pertinent individuals.
EHHS’s Board of Trustees may also request additional information before
responding to the Appellant’s request.
Within fifteen (15) business days after the initial meeting, the EHHS’s Board of
Trustees will respond in writing; explaining EHHS’s position and offering options for
substantive resolution of the request.

If the appellant is not satisfied with the second level review, the decision may be
appealed to the Utah State Charter Board.
The third level appeal must be made in writing, and mailed or delivered in person to
the Utah State Charter Board within ten (10) days from the date of EHHS’s Board of
Trustee’s decision.
The USCB will review the matter, and may, request additional information or
documentation.
The USCB will render a decision on the appeal within fifteen (15) days of receipt of
the appeal, unless a longer period of time is deemed necessary.
This decision shall serve as final administrative action in the matter.

Records
A.

B.
C.

The release of information regarding the specific disciplinary action imposed on a
student or employee must meet the requirements of the applicable state and federal
laws.
Information gathered, developed, and documented in the investigation will be
regarded as a protected record.
If the Complainant is an employee, no record of the complaint shall be kept in the
Complainant’s personnel file.
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D.
E.
F.

If there appears to be no foundation to the allegation(s), no record will be placed in
the Respondent’s personnel file.
Records of initial complaints and investigations shall be retained for at least one
year.
Records of school level investigations shall be retained for at least three years.

XIII. Responsibility for Dissemination of Policy
A.

B.

EHHS’s principal will take appropriate actions to reinforce these procedures and the
accompanying board policy by:
Providing annual employee in-service; with documentation and employee
signatures.
Including a summary of this policy in employee handbooks.
Insuring that by October 1 of each year every student receives an ageappropriate explanation of the policy and is given the opportunity to discuss the
policy in a classroom setting.
Notifying parents and guardians of this policy by October 1 of each year either
by including it in the student handbook or by sending a notice to student
homes.
A summary of these procedures and related materials shall be posted in a prominent
place in each school facility.

XIV. Outside Reporting Procedures
A.

B.

Nothing in this policy shall prohibit an individual from filing a discrimination or
harassment claim with the Utah Anti-Discrimination and Labor Division (UALD), 160
East 300 South, 3rd Floor, P.O. Box 146600, Salt Lake City, UT 84114-6600. An
employee has a maximum of one-hundred and eighty (180) calendar days from the
alleged date of discrimination to file a claim with the UALD.
If concerns cannot be resolved at EHHS or school level, discrimination complaints
may be filed with the Office for Civil Rights, Region VIII, U.S. Department of
Education, Federal Building, Suite 310, 1244 Speer Boulevard, Denver, Colorado,
80204-3582.
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RM-9

Whistleblower Policy

Resource(s)

•
•
•
I.

Utah Protection of Public Employees
Utah Public Officers/Employees Ethics Act
Whistleblower Policy

Definitions
A.

B.

C.

D.

II.

UCA 67-21
UCA 67-16
IRS 990 VI,B

"Abuse of authority" means an arbitrary or capricious exercise of power that:
1.
Adversely affects the employment rights of another.
2.
Results in personal gain to the person exercising the authority or to another
person.
"Adverse action" means to discharge, threaten, or discriminate against an employee in
a manner that affects the employee's employment, including compensation, terms,
conditions, location, rights, immunities, promotions, or privileges.
"Gross mismanagement" means action or failure to act by a person, with respect to a
person's responsibility, that causes significant harm or risk of harm to the mission of the
public entity or public body that employs, or is managed or controlled by, the person.
"Unethical conduct" means conduct that violates a provision of
1.
Title 67, Chapter 16, Utah Public Officers' and Employees' Ethics Act.

Adverse Employment Action Prohibited
A.

B.

EHHS Board of Trustees or school administration shall not take adverse action against
an employee because the employee:
1.
Communicates in good faith any of the following prohibited conduct.
a)
The waste or misuse of public funds, property, or manpower
b)
A violation or suspected violation of a law, rule, or regulation adopted under
the law of this state, a political subdivision of this state, or any recognized
entity of the United States
c)
Gross mismanagement
d)
Abuse of authority
e)
Unethical conduct
1.
Participates or gives information in an investigation, hearing, court proceeding,
legislative or other inquiry, or other form of administrative review held by a public
body.
2.
Has objected to or refused to carry out a directive that the employee reasonably
believes violates a law of this state, a political subdivision of this state, or the
United States, or a rule or regulation adopted under the authority of the laws of
this state, a political subdivision of this state, or the United States.
EHHS Board of Trustees or school administration shall not implement rules or policies
that unreasonably restrict an employee's ability to document:
1.
Waste or misuse of public funds, property, or manpower
2.
A violation or suspected violation of any law, rule, or regulation
3.
Gross mismanagement
4.
Abuse of authority
5.
Unethical conduct
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III.

Communicating in Good Faith
A.

B.
C.

An employee is presumed to have communicated in good faith if the employee gives
written notice or formally communicates the prohibited conduct to:
1.
A person (or Governing Board) in authority over the person alleged to have
engaged in the prohibited conduct
2.
The attorney general's office
3.
Law enforcement, if the conduct is criminal in nature
4.
The state auditor's office
5.
The president of the Senate
6.
The speaker of the House of Representatives
7.
The governor's office
8.
The state court administrator
9.
The Utah State Division of Finance
10. The Utah State Office of Education
The presumption of good faith communication may be rebutted if the employee knew or
reasonably ought to have known that the report is malicious, false, or frivolous.
An employee that knowingly makes a false accusation against an employer (or agent of
the employer) may be terminated from employment (and is subject to possible criminal
and civil penalties).

B. Employee Notification
1. EHHS shall keep employees informed of their whistleblower protections
and obligations via regular distribution of and training on this policy.
2. Upon request by an employee, or when an employee alleges an adverse action,
the Business Manager/Director shall provide a copy of UCA 67-21.
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RM-10 Emergency Preparedness and Emergency Response Policy
Resource(s)
• OSHA Regulation 29CFR 1910.3
Employee Emergency Plans
• UCA 53A-3-402 (18)
Powers and Responsibilities of Local Boards
• UCA 15A-5-202.5 (2)(b)(i)
Secondary Schools in Group E Occupancies
• R277-400
School Emergency Response Plans
Purpose
A.

B.

C.

The purpose of this policy is to establish general criteria for both Emergency
Preparedness and Emergency Response plans for East Hollywood High School in
the event of emergencies that could reasonably endanger the safety of the students
or disrupt the operation of the school.
The Board recognizes that the safety of students and staff is best met by
preparedness response which shall insure that the health and safety of students and
staff are safeguarded, any disruption to the education program is minimized, and
students and employees are trained to respond to emergency situations.
Definitions
1.
"Emergency" means a natural or man-made disaster, accident, act of war, or
other circumstance which could reasonably endanger the safety of school
children or disrupt the operation of the school.
2.
"Emergency Preparedness Plan" means policies and procedures developed to
promote the safety and welfare of students, protect school property, or regulate
the operation of schools during an emergency occurring within a school district
or a school.
3.
"Emergency Response Plan" means a plan developed by a school district or
school to prepare and protect students and staff in the event of school violence
emergencies.

Emergency Preparedness and Emergency Response Plan Development/Review
A.

B.

C.
D.

To anticipate and prepare for such events, EHHS administration and safety team
has designed Emergency Response Plan flip charts that provides operational
direction when faced with an emergency situation.
EHHS’s Emergency Management Flip Charts are hung on the wall of each
instructional classrooms, administrative and counseling offices as well as the
school’s lunchroom and library.
The Emergency Management flip charts outlines the what, where, and when in
relation to emergency preparedness and incident response that may occur at EHHS
At least once every three years, the EHHS administration and governing board shall
appoint a committee to prepare/modify the Emergency Preparedness and
Emergency Response Plan. The committee shall consist of representatives of
governmental agencies vested with responsibility for directing and coordinating
emergency services on local and state levels; and also include appropriate school
and community representatives (e.g. administrators, teachers, parents, government
officers, and fire and law enforcement personnel).
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E.

EHHS administration shall annually review existing security measures and
procedures and make adjustments as needs demonstrate and funds are available.
EHHS administration or designee(s) shall develop standards and protections to the
extent practicable for participants and attendees at school-related activities, with
special attention to those off school property.

Notice/Dissemination of Emergency Preparedness/Response Plans/Procedures
A.
B.
C.

D.

A copy of the plan(s) shall be filed in the EHHS principal/ director's office.
At the beginning of each school year, parents and staff shall receive a written notice
of relevant sections of the Emergency Preparedness/Response Plans/Procedures.
EHHS administration shall designate an Emergency Preparedness/Emergency
Response week prior to April 30 of each school year and provide activities during
this week that enhance emergency preparedness/response.
EHHS will annually certify to the Utah State Board of Education that an Emergency
Preparedness/Response Plan has been developed, presented and practiced
according to state law.

Student Supervision during Emergencies
A.

EHHS’s plan contains measures that assure the following:
1.
During an emergency, students receive reasonably adequate educational
services and supervision during school hours.
2.
In the event of an emergency, EHHS personnel shall maintain control of
students and facilities during the regular school day or until students are
released to a parent or legal guardian.
3.
Evacuation procedures shall provide reasonable care and supervision of
students until:
a)
Responsibility has been affirmatively assumed by another responsible
party, or
b)
If notification of another responsible party is not practicable, EHHS’s
school administration will determine that a student is reasonably
responsible to be released.
4.
EHHS shall, to the extent reasonably practicable, provide educational services
to students whose regular school program has been disrupted by an extended
emergency.
5.
Emergency procedures will include provision for notifying students who are off
campus at the time of the school emergency when a student is:
a)
Off-campus and participating in a school-related activity
b)
Excused from school for released time

Emergency Preparedness Training
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A.

EHHS Emergency Preparedness Plan flip charts I & 2 contain measures which
assure that students receive training, and identify training materials and resources
for, emergency preparedness skills and emergency response procedures.
1.
Students will be provided with training in rescue techniques, first aid, safety
measures appropriate for specific emergencies, and other emergency skills.
2.
Fire drills shall include the complete evacuation of all persons from the school
building. Fire drills shall be initiated by activation of the fire alarm system.
3.
Evacuation (Fire) Drills:
a)
Evacuation (fire) drills shall be conducted at least every two months, for a
total of four fire drills during the nine month school year
b)
The 1st fire drill shall be conducted within the first 10 days of the school
year or in the event of inclement weather, as soon as practicable
thereafter
4.
Other Security/Safety Drills
a)
Annually, a drill for school violence emergencies will be conducted
b)
Annually, at least one drill for other emergencies will be conducted during
the school year
c)
EHHS administration and safety team shall alternate one of the following
practices or drills with required fire drills:
(1) Shelter in place
(2) Earthquake
(3) Lock down for violence
(4) Bomb threat
(5) Civil disturbance
(6) Flood
(7) Hazardous materials spill
(8) Utility failure
(9) Wind or other types of severe weather
(10) Shelter and mass care for natural and technological hazards
(11) An emergency drill appropriate for the particular school location
5.
EHHS administration shall notify the local fire department prior to each fire drill

Emergency Response Training
A.

B.

EHHS administration shall be responsible to ensure provision of annual training for
school employees on roles, responsibilities and priorities in the emergency response
plan.
EHHS personnel shall coordinate with local law enforcement and other public safety
representatives in appropriate drills for school safety emergencies.
1.
Prevention and Intervention:
a)
EHHS administrative and counseling staff shall ensure that
comprehensive violence prevention and intervention strategies are
included as part of the school curriculum.
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b)

EHHS administrative and counseling staff shall develop resources and
partnerships that include, student assistance programs such as care
teams, school intervention programs, and interagency case management
teams.

Cooperation with Governmental Entities
A.

B.

C.
D.
E.

EHHS shall coordinate with local law enforcement and other public safety
representative in determining and conducting appropriate drills for school safety
emergencies.
Reporting
1.
EHHS’s Principal will track all fire and other emergency drills that have been
conducted at the school.
2.
By June 15 of each year, EHHS’s principal will submit copies of their
Emergency Preparedness Certification form to the Board of Trustees.
3.
By July of each year, EHHS’s principal will certify to appropriate governmental
entities, including the Utah State Board of Education, that EHHS has presented
their emergency plans to teachers, staff, and students, and the plans have
been practiced at the school level and have been made available to parents,
local law enforcement, and public safety representatives.
EHHS’s principal is designated as the chief officer for emergencies.
EHHS personnel shall cooperate with other governmental entities, as reasonably
feasible, to provide emergency relief services.
EHHS’s Emergency Response Plan shall delineate communication channels and
lines of authority within EHHS and with West Valley City, the State of Utah, and local
law enforcement agencies.

Fiscal Procedures
A.

EHHS’s Emergency Response Plan will address procedures for recording funds
expended for emergencies, for assessing and repairing damage, and for seeking
reimbursement for emergency expenditures.
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RM-11 Workplace Safety
Resource(s)
• 76-10-505.5
Possession of a dangerous weapon, firearm, or short barreled
shotgun on or about school premises
• R277-400
School Emergency Response Plans
• R277-515
Utah Educator Standards
• R477-15
Workplace Harassment Prevention
I.

Purpose
A.

B.
C.
D.

II.

East Hollywood Board of Trustees and school administration seeks to provide a
workplace environment that minimizes workplace violence and other security risks.
Therefore, the school has a zero-tolerance policy toward workplace violence, including
threats of violence.
The purpose of this policy is to make clear that violence in the workplace will not be
tolerated, and will be responded to promptly and effectively.
Workplace violence is any act or threat of physical violence, harassment, intimidation,
or other threatening disruptive behavior that occurs on school property.
Individuals are prohibited from bringing any and all weapons onto school property
unless authorized to do so by law. This policy applies to all students, employees,
contractors, visitors, and volunteers on district property or at any school activity.

Violence Free Workplace
A.

B.
C.

D.

Every employee and student is responsible for helping to maintain a violence-free
workplace by governing themselves accordingly during school and business hours,
work events, and school sponsored activities.
1.
Except in the event of an imminent threat to a person’s health or safety, an
individual experiencing or witnessing any act or threat of violence is asked to
report such act or threat to EHHS principal, vice principal, and/or business
manager.
2.
In emergency situations, law enforcement should be contacted prior to making a
school report.
Each report will be investigated, and appropriate action will be taken.
Employees violating this policy are subject to discipline up to and including termination,
and student violations will be handled in accordance with the board’s student conduct
and discipline policy.
A violation of this policy by any individual who is not a student or employee of the
school may result in removal from the premises, law enforcement being contacted, and
any other appropriate action.
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RM-12 Safe, Secure, and Efficient Facilities
Resource(s)
•
•
•

53-7-101
R277-400
R392-200

Utah Fire Prevention and Safety
School Facility Emergency and Safety
Design, Construction, Operation, Sanitation, and Safety of
Schools

I.

Purpose
A.
The purpose of this policy is to guide the regular operation, maintenance, and
orderly development of the physical facilities.

II.

Planning and Design for Efficient Operation
A.
B.

III.

Facilities shall be planned, designed and constructed to achieve the lowest practical
operating costs.
Construction and renovation contracts must comply with all state and federal
procurement laws.

Security and Access
A.

B.

C.
D.

E.

EHHS’s principal and facility maintenance personal are responsible for the security
of the school after normal working hours, on non-working days, weekends, and
holidays.
EHHS’s principal is responsible for the security of the school during normal working
hours. Security responsibilities include:
1.
Maintaining current key list.
2.
Controlling and safeguarding outside and inside master keys.
3.
Implementing procedures to prevent access to facilities by unauthorized or
unwanted individuals.
4.
Ensuring all windows and doors are securely closed and locked when the
school is unoccupied.
Assignment and use of outside and inside door keys are limited to Authorized
Personal (employees of the school).
Authorized Personal will be issued the keys necessary to their specific needs. To
obtain a key, you must agree to the following guidelines:
1.
Will not allow assigned keys to be used by students or any individual not
employed by the EHHS.
2.
Personal will turn-off the lights and lock doors upon leaving designated work
space (classroom, office, etc.).
3.
Keys assigned to EHHS personnel may be terminated for violation of
procedures, or for any action that otherwise compromises the safety or security
of a facility.
Authorized Personal will be issued the keys necessary to their specific needs. To
obtain key’s, employees must agree to the following guidelines:
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1.

Will not allow assigned keys to be used by students or any individual not
employed by the EHHS.

2.

Personal will turn-off the lights and lock doors upon leaving designated
work space (classroom, office, etc.).

Keys assigned to EHHS personnel may be terminated for violation of
procedures, or for any action that otherwise compromises the safety or security
of a facility.
EHHS’s principal will assign all outside/inside door keys to employees.
1.
Assigned keys shall be returned to EHHS principal upon termination of
employment.
2.
Employees shall have access to the building during all times.
3.

F.

IV.

Operation and Maintenance of EHHS Facilities
A.

B.

C.

D.

EHHS’s administration, building maintenance, and technology personal shall
implement procedures to ensure facilities are operated and maintained in a manner
that provides a healthy environment and ensures the long term reliability and
efficient operation of equipment and systems.
Maintenance work will be prioritized and accomplished in the following order:
1.
Work necessary to correct conditions that occur which pose an immediate
threat to life, safety of students, or personnel.
2.
Work necessary to correct conditions which, through acts of God, vandalism or
equipment failure, have adversely affected the security and/or structural
integrity of EHHS.
3.
Work necessary to correct conditions which adversely affect the teaching and
learning environment.
4.
Preventative maintenance work necessary to ensure the maximum useful life
of equipment and systems.
The administrative staff and building maintenance personal will conduct annual
inspections of EHHS facilities to:
1.
Determine if recommended maintenance practices are being carried out.
2.
Make recommendations for long range maintenance and/or needed capital
improvements that will extend the useful life of the facility and/or reduce
operating costs; and
3.
Maintain or improve its appearance.
EHHS Principal will participate in annual inspections and offer recommendations
and suggestions to improve the facility’s functional use and/or recommend changes
needed to support the EHHS’s educational mission.
1.
Capital planning recommendations will be evaluated and prioritized each year
based on available resources. Employment of EHHS personnel or independent
contractors for capital and major maintenance projects will be based on the
following criteria:
a)
The expertise required and/or equipment needed to complete the task or
project.
b)
The size and/or logistics of the project.

Board Approved May 2017

EHHS
Safe, Secure, and Efficient Facilities Policy

c)

E.

The cost of the project including any costs necessary to develop detailed
plans and/or specifications.
2.
If school personal are unable to complete maintenance work do to the complex
nature or extent of the project the following procedures shall take place:
a)
Building maintenance personal and administration will seek outside
assistance from a licensed contractor.
b)
State Procurement Guidelines and Procedures will be followed when
hiring an independent licensed contractor to complete a specific capital
or major maintenance project.
3.
It is expected that the school principal and building maintenance personal will
be constantly aware of the conditions of the building.
4.
In the event that any observed condition requires a different expertise,
significant expenditure, or long range consideration, it should be immediately
documented and discussed with EHHS’s administrative team for evaluation.
The administrative team will determine whether the condition warrants
immediate disposition or inclusion in the capital planning recommendations.
The building maintenance personnel will be responsible to develop care and
cleaning standards and instructions which can be uniformly applied and implemented
by maintenance and custodial employees.
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Wellness Policy
Resource(s)
• USC 1751
• USC 1773
• USC 1786
• CFR 246
• R277-719
I.

Purpose and philosophy
A.

B.

II.

Sequential and interdisciplinary nutrition education will be provided and promoted as
follows:
1.
EHHS will ensure the core health is taught.
2.
Nutrition education will be encouraged in other content areas, in the home, and
the broader community.

Physical Education and Physical Activity
A.

B.
C.
D.
E.

IV.

To optimize student performance potential, the East Hollywood High School Board
of Trustees promotes healthy schools by supporting wellness, good nutrition, and
regular physical activity as part of the total learning environment.
EHHS supports a healthy environment where students learn and participate in
positive dietary and lifestyle practices.

Nutrition Education
A.

III.

National School Lunch Program,
National School Breakfast Program,
Child Nutrition and WIC Reauthorization Act,
National Standard for Physical Education
Standards for Selling Foods Outside of Reimbursable Meals

Adequate physical education will be provided and physical activity connected to
students’ lives outside of physical education will be promoted as follows:
1.
EHHS will ensure the physical education core is taught.
2.
Physical education activities will be encouraged in other content areas, in the
home and the broader community.
EHHS’s physical education teacher will be certified according to state standards.
Enrollment in physical education courses will not exceed the number of students that
space and equipment can safely accommodate.
Adequate equipment and supplies will be available for all students to safely and fully
participate in structured physical education activities.
Time allotted for physical education instruction and physical activity will be
consistent with state standards.

Other School Based Activities
A.
B.

EHHS’s wellness policy guidelines will be considered when planning all schoolbased activities, such as school events, field trips, dances, assemblies, etc.
Hosting wellness clinics, health screenings, and enrolling eligible children
Medicaid and other state health insurance programs will be pursued at each school
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site to support the health of all students.
V.

Nutrition Guidelines for All Foods on Campus
A.

B.

C.

D.

VI.

All foods and beverages made available to students on campus will be consistent
with the current standards for all foods sold in school as required by the Healthy,
Hunger-Free Kids Act of 2010 as follows:
All foods made available to students on campus, a la carte sales, after-school
programs, beverage contracts, fundraisers, school parties/celebrations, student
stores, vending machines, etc. will emphasize nutrient density, fruits and vegetables,
decreasing fat and added sugars, and moderating portion size.
Nutrition Standards for Foods sold in school must:
1.
Be a “whole grain-rich” grain product; or
2.
Have as the first ingredient a fruit, a vegetable, a dairy product, or a protein
food; or
3.
Be a combination food that contains at least ¼ cup of fruit and/or vegetable; or
4.
Contain 10% of the Daily Value (DV) of one of the nutrients of public health
concern in the 2010 Dietary Guidelines for Americans (calcium, potassium,
vitamin D, or dietary fiber). On July 1, 2016, foods may not qualify using the
10% DV criteria.
Foods must also meet several nutrient requirements:
1.
Calorie limits - Snack items < 200 calories; Entrée items < 350 calories
2.
Sodium limits – Snack items < 230 mg (On July 1, 2016, snack items must
contain ≤ 200 mg sodium per item); Entrée items < 480 mg
3.
Fat limits - Total fat: ≤ 35% of calories; Saturated fat: < 10% of calories; Transfat zero grams
4.
4. Sugar limits - < 35% of weight from total sugars in foods

Nutrition Standards for Beverages EHHS May Sell
A.

B.

C.

D.

EHHS may sell:
1.
Plain water (with or without carbonation);
2.
Unflavored low fat milk;
3.
Unflavored or flavored fat free milk and milk alternatives permitted by the
National School Lunch Program/School Breakfast Program;
4.
100% fruit or vegetable juice; and
5.
100% fruit or vegetable juice diluted with water (with or without carbonation),
and no added sweeteners.
Fundraisers that occur after school hours (30 minutes after the end of the
instructional day) may sell foods and beverages that do not meet EHHS’s wellness
policy standards.
The standards provide a special exemption for infrequent fundraisers during the
instructional school day that do not meet the nutrition standards, not to exceed four
per school year.
Classroom snacks will feature healthy choices.
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E.
F.

VII.

Food and beverage information displayed in the school cafeteria will be consistent
with established nutrition standards.
No school activities, events, or parties will interfere with student access to a
nutritionally balanced lunch or breakfast.

Eating Environment
A.

B.
C.

D.
E.
F.

G.
H.

The school environment will be safe, comfortable, pleasing, and allow ample time
and space for eating meals; and food and/or physical activity will not be used as a
reward or punishment as follows:
Students will be encouraged to start each day with a healthy breakfast.
Students will be provided adequate time to eat breakfast and lunch at school, at
least 10 minutes for breakfast and 20 minutes for lunch, from the time the student is
seated.
Lunch periods will be scheduled as near the middle of the school day as possible.
Lunch periods will not be scheduled at the end of a shortened school day.
School cafeteria areas will provide enough serving lines to ensure that students
spend no more than seven minutes waiting in line for a school meal.
School employees, student government, and community members will be
encouraged to reward student behavior with non-food items instead of food items.
Student input is recommended.
Bus routes and school schedules will be coordinated to allow students ample time
before class to participate in the National School Breakfast program.
Students in pre-kindergarten through grade 12 will be responsible for cleaning up
after themselves at breakfast and lunch. Students will put away trays and dispose of
garbage properly to keep the school environment clean.

VIII. Child Nutrition Operation
A.
B.

IX.

Child nutrition programs are accessible to all students and comply with federal,
state, and local requirements.
EHHS has developed and coordinated a comprehensive outreach, promotion and
pricing plan to ensure maximum participation in the federal school meal programs,
e.g. school lunch, school breakfast, after-school snack, and summer food service.

Food Safety/Food Security
A.

All foods made available on campus by Child Nutrition Services will adhere to food
safety and security guidelines including compliance with federal, state and local food
safety and sanitation regulations. Food provided outside of Child Nutrition Services
becomes the responsibility of school administration, with oversight of the School
Community Council. Access to the food service operation is to be limited to Child
Nutrition staff and authorized personnel only.
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B.

X.

Nutrition Services becomes the responsibility of school administration, with oversight
of the School Community Council. Access to the food service operation is to be
limited to Child Nutrition staff and authorized personnel only.

Implementation and Evaluation
A.

The school principal or designee will appoint a school wellness committee to
regularly monitor the overall effectiveness of this policy and recommend policy
and/or procedural modifications that will positively impact student health. The School
Community Council will be designated to oversee the implementation and evaluation
of the district wellness policy at each school site as follows:
1.
School wellness committee:
a)
The school wellness committee will include parents, students, director of
Child Nutrition Services, school Healthy Lifestyles Teacher and
representatives of the board, school administrators, teachers, classified
employees, and the public. The purpose of the school wellness
committee is as follows:
b)
Regularly monitor the overall effectiveness of the schools Wellness
policy.
c)
Highlight area in need of future change.
d)
Recommend policy and/or administrative procedure modifications that
will positively impact student health.
e)
EHHS’s principal or designee, with oversight of the School Community
Council, will ensure that the wellness policy guidelines are enforced at
the school site as follows:
2.
One or more persons at the school will be designated and charged with the
operational responsibility for ensuring that the school follows the district
Wellness policy.
3.
Annually, every school employee shall review and agree to adhere to EHHS’s
wellness policy.
4.
EHHS’s wellness policy will be evaluated annually by the onsite designee, and
a written record of compliance will be provided to the School Community
Council for evaluation.
a)
A copy of the approved written record of compliance will be submitted by
the school to the principal/director or designee and board of Trustees
prior to the end of each school year.
b)
Annually report goals and progress toward implementation of wellness
policy in the school improvement plan.
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RM-14

Human Sexuality Policy

Resource(s):
• 53A-13-101
• 53A-13-301
• R277-474
I.

Definitions
A.

B.
C.

II.

Human Sexuality Instruction or Instructional Programs: Any course, unit, class,
activity, or presentation that, as a focus of discussion, provides instruction or
information to students about sexual abstinence, human sexuality, human
reproduction, reproductive anatomy, physiology, pregnancy, marriage, childbirth,
parenthood, contraception, sexual abuse, sexual assault, rape, HIV/AIDS, or
sexually transmitted diseases.
Parent: The parent or legal guardian of a student.
Parent/Guardian Consent Form – Human Sexuality Instruction: The form
developed by the Utah State Office of Education which must be used by East
Hollywood High School for parental notification of human sexuality instruction,
maturation programs, and human sexuality instructional programs.

Purpose and Procedures for Implementation
A.
B.

C.

D.
E.

III.

Instruction in health – Parental consent requirements
Utah Family Educational Rights and Privacy Act
School Instruction and Human Sexuality

The purpose of this policy is to ensure that the EHHS’s human sexuality curriculum
and instruction complies with state law.
EHHS’s Board of Trustees requires that all instructional materials, speakers, special
programs, and resource agencies used in any human sexuality presentation be
reviewed and approved annually by the board.
The committee’s composition and duties are governed by Utah law, Utah State
Office of Education (USOE) regulations, Utah’s core curriculum requirements, and
other applicable board policies and procedures. EHHS must use the USOE’s
“Parent Notification Form” to notify parents of and obtain consent for student
participation in human sexuality instruction.
Educators must also comply with the USOE’s training requirements regarding laws
and rules specific to human sexuality curriculum and instruction.
Human sexuality instruction or instructional programs are most likely discussed in
such courses as health education, health occupations, human biology, physiology,
parenting, adult roles, psychology, sociology, child development, and biology.
However, these procedures apply to any course or class in which human sexuality
instruction is the focus of discussion.

Parental Permission Required
A.
B.

No student may receive any instruction on human sexuality until parental permission
has been obtained.
EHHS shall provide each parent or guardian with a parental notification form which:
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C.

D.
E.
F.

G.

H.

IV.

EHHS shall provide each parent or guardian with a parental notification form which:
1.
Explains a parent’s right to review proposed curriculum materials in a timely
manner.
2.
Requests the parent’s permission to instruct their child in identified course
material related to human sexuality.
3.
Allows the parent to exempt their child from attendance for class periods while
identified course material related to human sexuality is presented and
discussed.
4.
Is specific enough to give parents fair notice of topics to be covered; and
includes a brief explanation of the topics and materials to be presented and
provides a time, place, and contact person for review of the identified curricular
materials.
Students may not receive any instruction on human sexuality until the parental
notification form has been signed and returned to the teacher.
Forms will be kept on file at the school for a minimum of one (1) year.
If a student’s parent chooses not to have the student participate in human sexuality
instruction, the school shall:
1.
Waive the requirement for the student to participate; or
2.
Provide the student with a reasonable alternative to the human sexuality
instruction requirements.
If a student does not participate in human sexuality instruction pursuant to Section
(E) above, the parent, in cooperation with the teacher or school, will take
responsibility for the student’s human sexuality instruction.
A student’s academic or citizenship performance may not be penalized if the
student’s parent chooses not to have the student participate in human sexuality
instruction.

Complaints and Violations
A.
B.

C.

D.

E.

Complaints and concerns should initially be handled at the school level between
parents, teachers, and administrators.
Each school will log and track complaints and comments resulting from student
participation in human sexuality instruction. The EHHS will report the disposition of
complaints to the Utah State Office of Education (USOE) upon request.
Licensed educators will individually record parent and community complaints or
comments regarding human sexuality instructional programs and will document their
responses.
Complaints that cannot be settled at the school level should be sent in writing to the
EHHS healthy lifestyles supervisor who will forward the complaint to the EHHS
human sexuality committee for review.
EHHS’s Director shall report educators who willfully violate these procedures or
applicable state law to the Utah Professional Practices Advisory Commission for
investigation and possible discipline.
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V.

EHHS’s Human Sexuality Committee
A.

B.
C.

B.

C.

D.

EHHS Human Sexuality Committee Membership
1.
The committee will consist of board members, healthy lifestyles and biology
teacher’s, principal, and parents.
There must be as many parents as school employees on the committee.
Proposed membership will be submitted yearly to the board for approval.
2.
The EHHS healthy lifestyles teacher will serve as co-chair along with an
elected member from the committee.
Duties of the committee
1.
Authorize the use of human sexuality instructional programs or maturation
education programs previously approved by the State Board of Education.
2.
Review and adopt instructional materials that are medically accurate and
comply with state law.
a)
Instructional materials will be available for reasonable review
opportunities to EHHS residents prior to consideration for adoption.
b)
Instructional materials must be approved in a public meeting by a
majority vote of the board members present.
3.
Review and approve all instructional materials, speakers, special programs,
and resource agencies used in any human sexuality presentation.
The committee must review and approve all guest speakers and guest presenters
and their respective materials relating to human sexuality instruction to ensure that
the information sought to be presented is medically accurate and complies with state
law.
Committee approval must be given prior to any presentation being made in the
classroom.
1.
Review of prior approvals
a)
Instructional materials will be reviewed every two (2) years from the initial
date of approval to check for medical accuracy and compliance with state
law.
b)
Speakers, special programs, and resource agencies will verify in writing
at the beginning of each school year that there have been no changes to
their previously-approved presentations.
(1) Any changes must be reviewed and approved by the committee
prior to their presentations.
2.
Hear appeals, complaints, or other special matters pertaining to existing human
sexuality education programs, policies, or materials that have not been
resolved at the school level.
3.
Submit an annual written report to the board by May 31 of each year which
summarizes the work performed by the committee and any complaints or
concerns that were received by the EHHS related to the EHHS’s human
sexuality instruction or instructional programs.
4.
Update annually the Approved Materials List which may be publicly accessed
through the health curriculum page on the EHHS’s website.
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VI.

Training
A.

B.

All newly hired or newly assigned educators with responsibility for any aspect of
human sexuality instruction will attend state-sponsored professional development
outlining the human sexuality curriculum and the criteria for human sexuality
instruction in any course offered in the public education system.
EHHS will hold a training every three (3) years for all educators with the
responsibility for any aspect of human sexuality instruction.
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CRISIS RESPONSE PLAN
Emergency #911

INTRODUCTION TO THE CRISIS RESPONSE PLAN
The purpose of this plan is to recommend actions for staff members to
consider when faced with a crisis. The intent of this plan is to minimize
confusion when a crisis occurs. This plan is not designed as an
all-inclusive step-by-step guide. However, it does provide guidelines
for immediate response in a variety of situations.
CONSIDERATIONS FOR SCHOOL PERSONNEL:






Remain calm and consider personal and student safety FIRST.
Respond to Emergency Services personnel without question.
In a crisis limit phone calls for emergency information to 911.
Always account for your students and maintain control.
Always take class attendance roster and this plan with you if
directed to leave your room.
 Be prepared to follow directions or instructions related to a
“LOCKDOWN” or an “EVACUATION” response.
 Consider individuals with disabilities may need assistance.
 DO NOT TALK TO THE MEDIA. Refer ALL media inquires to
the “Incident Commander”, the designated “Public Information
Officer” or the school’s Principal or Superintendent.

USING THE PLAN:
Refer to the “color tab” that most closely corresponds with the emergency or
threat on hand, turn to that page and follow the instructions.

INTRODUCTION TO CRISIS RESPONSE PLAN

LOCKDOWN
In the event of ANY THREAT where it is safer to remain in the classroom
all persons will be directed to “LOCKDOWN” in the nearest room. All
entrances will be secured and access to unauthorized persons denied.
A School Official will announce “LOCKDOWN” over the P.A.

WHAT TO DO:
1. Remain calm and consider personal and student safety FIRST.
2. CALL 911 IF: An emergency exists IN YOUR ROOM or you have
VITAL / URGENT information. Then notify office if safe to do so.
3. If a gunshot or explosion is heard STOP AND DROP to the floor.
4. Be quiet and move away from all doors and windows.
5. If safety allows, bring students from hallways into closest classroom.
6. Close windows and blinds/drapes
7. Lock doors.
8. Account for all students in writing and immediately report any student
not accounted for to School Officials.
9. Remain in “LOCKDOWN” until otherwise directed by School
Officials or Emergency Personnel.
OUTSIDE LOCKDOWN PROCEDURES

WHAT TO DO:
1. Teachers should assemble students and move them to the predetermined “Designated Safe Area” at BATC WEST north parking
lot. DO NOT ENTER THE BUILDING.
2. Account for all students in writing and immediately report any student
3. not accounted for to School Officials.
4. Remain in the “Designated Safe Area” until otherwise directed by
School Officials or Emergency Personnel

LOCKDOWN

MOVE WITHIN BUILDING
In the event of a crisis where it is safer to remain in the building, you will be
directed by School Officials or Emergency Personnel to move students
to a “Designated Safe Area” within the building, the gym (unless it is not
secure)

REMEMBER!
Take Attendance
Roster and this plan
with you.

WHAT TO DO:
1. Remain calm and consider personal and student safety FIRST.
2. Follow all instructions of School Officials or Emergency Personnel.
3. When directed to do so, proceed immediately to the “Designated Safe
Area” in a calm and orderly fashion.
4. Consider individuals with disabilities may need assistance.
5. Account for all students in writing and immediately report any student
not accounted for to School Officials.
6. Remain in the “Designated Safe Area” until otherwise directed by
School Officials or Emergency Personnel.

MOVE WITHIN BUILDING

SHELTER IN PLACE
In the event of a crisis where a situation is being handled in the hallway or
outside the immediate building, you will be directed by School Officials or
Emergency Personnel to “Shelter in Place”

REMEMBER!
Enforce Cell Phone
policy during all
crisis situations

WHAT TO DO:
Remain calm and consider personal and student safety FIRST.
2 Immediately take students into classrooms for shelter and to insure the
situation does not escalate
3. Account for all students in writing and immediately report any other
student not accounted for to School Officials
4. Keep students away from doors/windows. Do not allow students to
leave the classroom. Enforce cell-phone use policy.
5. Restrict phone use to that related to the immediate situation
6. Conduct class as normal. Direct student conversation away from
speculation regarding crisis. Do not engage in talking about crisis.
7. Remain in classroom and continue to teach until otherwise directed by
School Officials or Emergency Personnel
1

SHELTER IN PLACE

EVACUATION OF ROOM
In the event there is any threat IN YOUR CLASSROOM (such as a violent
disturbance or the presence of a weapon) you will immediately
evacuate uninvolved students from your room.

WHAT TO DO:
1. Remain calm and consider personal and student safety FIRST.
2. Direct students AWAY from the threat and to the “Designated Safe
Area.”
3. Consider individuals with disabilities may need assistance.
4. CALL 911 IF: An emergency exists IN YOUR ROOM or you have
VITAL / URGENT information. Then notify office if safe to do so.
5. Attempt to isolate the person(s) IF safe to do so:
 If possible place / keep barriers between you and the perpetrator (e.g.,
furniture, doors, walls or space).
6. Give the perpetrator a route of escape - DO NOT CORNER THEM.
7. DO NOT attempt to negotiate with perpetrator.
8. Account for all students in writing and immediately report any student
not accounted for to School Officials.
9. Remain in the “Designated Safe Area” until otherwise directed by School
Officials or Emergency Personnel.

EVACUATION OF BUILDING
In the event of any threat where the danger is within the school, staff will
evacuate students to a “Designated Safe Area” - at BATC West north
parking lot, or as directed by School Officials or Emergency Personnel.
WHAT TO DO:
1. Remain calm and consider personal and student safety FIRST.
2. Follow all instructions of School Officials or Emergency Personnel.
3. When directed to do so proceed immediately to the “Designated Safe
Area” at least 300 feet from the building.
4. Consider individuals with disabilities may need assistance.
5. Be aware of alternate routes to evacuate the building.
6. Account for all students in writing and immediately report any student
not accounted for to School Officials.
7. Remain in “Designated Safe Area” until otherwise directed by School
Officials or Emergency Personnel.
8. DO NOT RE-ENTER THE BUILDING or change outside location.
9. DO NOT TALK TO THE MEDIA. Refer all Media inquires to the
“Incident Commander”, the designated “Public Information Officer”
or the school’s Principal or Superintendent.

REMEMBER!
Take Attendance
Roster and this plan
with you.

EVACUATION OF SITE
In the event where it is too dangerous for staff and students to remain
in/on school premises, staff will evacuate students to the
“Designated Safe Area” at BATCWest north parking lot.

WHAT TO DO:
1. Remain calm and consider personal and student safety FIRST.
2. Follow all instructions of School Officials and Emergency Personnel.
3. When directed to do so proceed immediately to the “Designated Safe
Area” at least 300 feet from the building.
4. Consider individuals with disabilities may need assistance.
5. Be aware of alternate routes to evacuate the building.
6. Account for all students in writing and immediately report any student
not accounted for to School Officials.
7. Remain in this area until you are directed by School Officials or
Emergency Personnel to board Designated Transportation to the predetermined evacuation site.
 “Designated Transportation” for an “EVACUATION OF SITE”
will be under the direction of School Administration and/or
Emergency Personnel ONLY. ALL STAFF AND STUDENTS
MUST EVACUATE BY DESIGNATED TRANSPORTATION –
*NO USE OF PERSONAL VEHICLES*
8. DO NOT TALK TO THE MEDIA. Refer all Media inquires to the
“Incident Commander”, the designated “Public Information Officer”
or the school’s Principal or Superintendent.
UPON ARRIVAL AT EVACUATION SITE:
 Account for all students in writing and report any students not
accounted for to School Officials.
 The release of students will be directed by School Officials or
Emergency Personnel ONLY.

EVACUATION

GUN / KNIFE / WEAPON
In the event of a shooting, stabbing or other injury caused by the use of a
weapon, remain calm and consider personal and student safety FIRST.
If you become aware of ANY WEAPON ON CAMPUS contact a School
Official IMMEDIATELY without alerting other students or the suspect(s).
DO NOT
TOUCH THE
WEAPON

CALL 911

FOLLOW INSTRUCTIONS OF SCHOOL OFFICIALS IF
GIVEN OR SEE BELOW

WHAT TO DO: WEAPON IN USE
IN YOUR ROOM
1. TAKE COVER! – Protect yourself and others from becoming
victims.
2. Direct students AWAY from danger.
3. Initiate “EVACUATION OF ROOM” Response –
(TURN TO GREEN “EVACUATION” TAB).
4. Consider students with disabilities may need assistance.
5. Attempt to isolate the person(s):
 If possible place / keep barriers between you and
the perpetrator (e.g., furniture, doors, walls, space).
6. DO NOT attempt to negotiate with perpetrator.
8. Notify School Officials - REQUEST MEDICAL HELP IF NEEDED.
9. Account for students in writing and immediately report any student
not accounted for to School Officials.

UNKNOWN LOCATION
Initiate a “LOCKDOWN” response:
Remain calm and consider personal and student safety FIRST.
Be quiet and move away from all doors and windows.
If safety allows, bring students from hallways into closest classroom.
Close windows and drapes/blinds.
Lock doors.
CALL 911 IF: An emergency exists IN YOUR ROOM or you have
VITAL / URGENT information. Then notify office if safe to do so.
8. Account for all students in writing and immediately report any student
not accounted for to School Officials.
9. Remain in “LOCKDOWN” until otherwise directed by School
Officials or Emergency Personnel.

1.
2.
3.
4.
5.
6.
7.

TELL STUDENTS
IF YOU SEE A WEAPON DO NOT TOUCH IT

WHAT TO DO: REPORTED WEAPON
1. Send the reporting student, or a sealed message with a trusted student
to the main office.





INCLUDE:
Your name and location
The name / description of the suspect
The type of weapon and its location
The current situation

2. If possible discreetly call the main office if suspect is NOT present.
3. Remain where you are until otherwise directed by School Officials or
Emergency Personnel.

IN ALL CASES USE EXTREME CAUTION
DO NOT CONFRONT THE SUSPECT
STAY CALM! IF THE SUSPECT
THREATENS YOU WITH A WEAPON
FOLLOW THE SUSPECT’S DIRECTIONS.
DO NOT TRY TO BE A HERO!

GUN / KNIFE / WEAPON

SUICIDE
In the event a person THREATENS or ATTEMPTS suicide, it is not
uncommon for these events to culminate into real danger for
others or those who are trying to help.

WHAT TO DO: ATTEMPT (means/weapon present)
1.
2.
3.
4.
5.
6.
7.
8.
9.

Remain calm and consider personal and student safety FIRST.
Protect yourself and others from becoming unintended victims.
Direct students AWAY from danger.
Initiate “EVACUATE ROOM” response (TURN TO GREEN “EVACUATION” TAB).
Consider individuals with disabilities may need assistance.
CALL 911, then notify School Officials immediately.
Reassure students everything is being done to help the person.
Account for all students in writing and immediately report any student
not accounted for to School Officials.
DO NOT RETURN TO THE ROOM without being directed to do
so by School Officials or Emergency Personnel.

WHAT TO DO: THREAT (NO weapon present)
1.
2.
3.
4.

Remain calm and consider personal and student safety FIRST.
Protect yourself and others from becoming unintended victims.
Notify School Officials Immediately.
Escort suicidal party to the main office or counseling office to speak
with appropriate School Officials.
5. If suicidal party refuses to leave voluntarily, follow steps 4-9 of
“ATTEMPT” above.
6. Reassure students everything is being done to help the person.
7. Account for all students in writing and immediately report any student
not accounted for to School Officials.
.

SUICIDE

BOMB / SUSPICIOUS DEVICE
In the event you observe ANY unusual looking devices or packages that
look out of place, consider them suspicious. This could include a
briefcase/backpack leaned against the wall in a hallway.
IF YOU DON’T KNOW
WHAT IT IS…
DO NOT TOUCH IT

WHAT TO DO:
1.
2.
3.
4.

5.
6.
7.
8.

Remain calm and consider personal and student safety FIRST.
DO NOT TOUCH OR APPROACH the suspicious device.
Move all students and staff AWAY from the immediate area.
Initiate appropriate “EVACUATION” or “MOVE WITHIN
BUILDING” response –
(TURN TO APPROPRIATE GREEN TAB).
Consider individuals with disabilities may need assistance.
Notify School Officials and give them the location of the device.
Account for students in writing and immediately report any student
not accounted for to School Officials.
Remain in the “Designated Safe Area” until otherwise directed by
School Officials or Emergency Personnel.

DO NOT
USE CELL PHONES

DO NOT
PULL FIRE ALARM

AS THEY MAY DETINATE
THE DEVICE

UNLESS FIRE OR SMOKE
IS PRESENT

BOMB THREAT
In the event you are the recipient of a bomb threat, remain calm
and try to keep the caller on the phone as long as possible.

WHAT TO DO: CHECKLIST
1. Keep the caller talking, AND
2. Send a sealed message with a trusted student to the main office
immediately.
3. Stay calm and try to gather the following information:
Time and Date Reported:
How reported:
Exact Words of Caller:

QUESTIONS TO ASK:
1. Where is the bomb right now?
2. When is the bomb going to explode?
3. What kind of bomb is it?
4. What does it look like?
5. Where are you calling from?

DESCRIPTION OF CALLER’S VOICE:
Male/female

young/middle age/old

accent?

 Any background noise?
 Other voice characteristics?
 Other remarks made by caller?
Time caller hung up:
The location/number of the phone where the call was received:
It will be the decision of the school Principal or other
designee if an evacuation of the building is warranted.

BOMB / BOMB THREAT

FIGHTING
In the event a fight erupts, do not physically intervene if personal harm can come to you
.
WHAT TO DO:
1. Remain calm and consider personal and student safety first.
2. Protect yourself and others from becoming unintended victims.
3. Notify School Officials immediately. Phone the office or send a responsible
student messenger to a nearby teacher’s room
4. Appraise the situation
 Verbal
 Pushing and shoving
 Blow and body contact
 Weapons
5. Take charge:
 Address students by name, if possible; talk calmly, telling students to separate
 Disperse crowd – tell students to leave the scene
6. Intervene, using physical intervention as a last resort:
* Separate combatants, respecting personal space
* Settle down the aggressor, remaining calm, rational and professional
* Calmly talk to students, ask them to escort you to the office. DO NOT send
students unescorted to the office.
7. Be prepared to make a written statement/incident report

HALLWAY EMERGENCY
In the event that an emergency occurs in the hallway, you will be informed by the
administration to “Shelter-in-Place”

WHAT TO DO:
1. Remain calm and consider personal and student safety first.
2. Immediately take students into classrooms for shelter and to insure the situation
does not escalate.
3. Initiate appropriate SHELTER IN PLACE response.
4. Account for all students in writing and immediately report any other student not
accounted for to School Officials
5. Keep students away from doors/windows. Do not allow students to
leave the classroom. Enforce cell-phone use policy.
6. Remain in classroom and continue to teach until otherwise directed by School
Officials or Emergency Personnel.

FIGHTING / HALLWAY EMERGENCY

STRANGER ON CAMPUS
In the event you notice an unauthorized person (one without a visitors
pass) or a person you do not recognize as School Personnel,
consider them “A STRANGER.”

WHAT TO DO:
1. Stay calm and politely greet the person.
2. Direct the person to the Main Office to sign in.
3. Notify a School Official immediately of ANY suspicious persons
or behaviors.
4. Avoid physical contact with the person. DO NOT use physical
force to escort the person to the office or out of the building.

STRANGER ON CAMPUS

CRISIS RESPONSE PLAN II
Emergency #911

HAZARDOUS MATERIALS
In the event there is a “Hazardous Material” spill, the first priority is to ensure
personal and student safety FIRST.
DO NOT try to
clean up the spill.

DEFINITION: “Hazardous Materials” are those products or compounds that
are flammable, reactive, corrosive, explosive or toxic, and may represent a
potential hazard to the building and / or public health.

WHAT TO DO:
1. DO NOT TOUCH / ATTEMPT TO CLEAN UP THE SUBSTANCE.
2. If close to a “Contaminated Area”, initiate “EVACUATION OF ROOM”
response –
(TURN TO GREEN “EVACUATION” TAB).
3. Consider individuals with disabilities may need assistance.
4. Notify School Officials immediately, CALL 911 if necessary.
5. Request a School Official send a First Aid certified staff person to your
location immediately.
. 6. Account for all students in writing and immediately report any student

not accounted for to School Officials.
7. Remain in “Designated Safe Area” until otherwise directed by School
Officials or Emergency Personnel.

CAUTION!
BODY FLUIDS ARE
CONSIDERED
HAZARDOUS MATERIALS

HAZARDOUS MATERIALS

MEDICAL EMERGENCIES
In the event of a serious injury or possible death, CALL 911.
Exposure to body fluids can be potentially life threatening.
School Officials should be notified immediately.

DEFINITION: A “Medical Emergency” consists of but is not limited to a
seizure, asthma attack, heart attack, burn, cut or wound, shock, bleeding, poisoning
or chemical exposure.

CALL 911
If Necessary

WHAT TO DO:
1. Notify School Officials immediately and CALL 911 if the situation is
serious or life threatening.
2. Request a School Official send a First Aid certified staff person to your
location immediately.
3. Issue appropriate emergency procedures to insure that students are not
unnecessarily exposed to trauma or danger.
4. Initiate “EVACUATION OF ROOM” response –

(TURN TO GREEN “EVACUATION” TAB).
5. Remain calm and assure students that all possible actions are being
taken to care for the injured / sick person.
6. Account for all students in writing and immediately report any student
not accounted for to School Officials.
7. Remain in the “Safe Designated Area” until otherwise directed by
School Officials or Emergency Personnel.

BODY FLUIDS: “Body Fluids” are defined as blood, semen, drainage from
wounds, feces, urine, vomit, nasal discharge and saliva.
 Contact with body fluids presents a risk of infection from a variety of
germs and viruses. ALL body fluids of ALL persons should be
considered infectious – USE EXTREME CAUTION.
 ONLY Trained Professionals should attempt to clean up fluids.

MEDICAL EMERGENCY

ELECTRICAL / PHONE OUTAGE
In the event there is an “Electrical Outage” and the school loses power, STAY
PUT. In the event the phone systems fail, DO NOT PANIC.

WHAT TO DO: ELECTRICAL
1. Remain calm and consider personal and student safety FIRST.
2. Use a flashlight to locate your students and keep them together.
3. Remain in your room until otherwise directed by School Officials or
Emergency Personnel.
4. Account for all students in writing and immediately report any student not
accounted for to School Officials.
5. Stay calm and continue to reassure students they are in no danger.
REMEMBER!
DO NOT USE CANDLES OR MATCHES FOR A
LIGHT SOURCE.

WHAT TO DO: PHONE
1. Utilize any cell phones or intercom / P.A. systems if a call is necessary.

2. IF NECESSARY and SAFE to do so, use “writing” or “word of mouth” to
communicate.
 Send a trusted student to notify the Main Office of any emergency
 Be sensitive about what information is communicated in general.

ELECTRICAL / PHONE OUTAGE

SEVERE WEATHER
In the event there is weather severe enough where damage to buildings or injury to
persons is possible, remain calm and consider personal and student safety
FIRST. Be aware “Severe Weather” could interrupt phone service, power and
transportation.

DEFINITION: “Severe Weather” includes but is not limited to blizzards or
heavy snow, flood, hail, high winds, tornado watches and tornado warnings.

WHAT TO DO:
1. Be prepared to initiate and follow “EVACUATION” or “MOVE WITHIN
BUILDING” response:
(SEE APPROPRIATE GREEN TAB).
2. Consider individuals with disabilities may need assistance.
3. Follow directions of School Officials or Emergency Personnel.
4. Account for all students in writing and immediately report any student not accounted for
to School Officials.
5. Remain in a “Designated Safe Area” until otherwise directed by School Officials or
Emergency Personnel.

PERSONAL VEHICLES ARE NOT TO BE ACCESSED DURING
SEVERE WEATHER EMERGENCIES

TORNADO:

In the event of a “Tornado Warning” go to the “Designated Safe Area” for

this room.


Remain in this “Designated Safe Area” until otherwise directed by School Officials or
Emergency Personnel.
THE “DESIGNATED SAFE AREA” FOR TORNADOS
FOR THIS ROOM IS: ___________________________.

SEVERE WEATHER

CHILD ABUSE / SEXUAL ASSAULT REPORTING

In the event you have reasonable cause to believe or suspect that a child has been subjected to
physical or mental abuse or neglect, or have observed
the child being subjected to circumstances or conditions which would reasonably result in abuse
or neglect (inadequate food, shelter, or medical care), YOU ARE REQUIRED BY LAW to
immediately report such findings/suspicions to DCFS 800-678-9399 or your local Law
Enforcement Agency

DEFINITION: “Child Abuse / Neglect”-

“An act or omission which seriously threatens
the health or welfare of a child.” This could include but is not limited to bruising, bleeding,
malnutrition, burns, fractures or breaks of bones, soft tissue swelling or death where no given
reason justifiably explains the injury.

DEFINITION: “Sexual Assault”- Any case where a child is subjected to unlawful sexual
contact, molestation, sexual exploitation or prostitution.

WHAT TO DO: REPORTING REQUIREMENTS
CHILD ABUSE / SEXUAL ASSAULT BY FAMILY:
1. ESCORT the student to the main office or counseling office to speak with appropriate
School Officials.
2. Notify the DCFS, OR
3. Notify your local Law Enforcement Agency
At 787-3400 AND
4. Notify the “Designated School Official” in your building, verbally AND in writing.

CHILD ABUSE / SEXUAL ASSAULT BY STUDENT:
1. ESCORT the student to the main office or counseling office to speak
with appropriate School Officials.
2. Notify your local Law Enforcement Agency at
787-3400, AND
3. Notify the “Designated School Official” in your building, verbally
AND in writing.

CHILD ABUSE / SEXUAL ASSAULT BY FACULTY:
1. ESCORT the student to the main office or counseling office to speak
with appropriate School Officials.
2. Notify your local Law Enforcement Agency at
787-3400, AND
3.

Notify the “Designated School Official” in your building, verbally
AND in writing.

REFERENCE NOTE
 DCFS: 1-877-877-3733 or 800-678-9399
 Local: 787-3400

CHILD ABUSE / SEXUAL ASSAULT REPORTING

CRIME REPORTING
In the event you become aware a crime has been committed, notify a School Official
IMMEDIATELY. This includes but is not limited to theft, harassment, assault, sexual assault,
child abuse or any drug, alcohol, tobacco or any weapons violation.
Juvenile information is protected under law.
DO NOT DISCUSS

WHAT TO DO:
1. ESCORT the student to the main office or counseling office to speak
with appropriate School Officials.

REMEMBER!!
School personnel are REQUIRED BY LAW to report
REASONABLE SUSPICION any of
the following:
1. Physical Abuse / Neglect
3. Sexual Assault

2. Emotional Abuse
4. Unlawful Sexual Contact

This includes KNOWN or SUSPECTED cases.
TURN TO BLUE “CHILD ABUSE / SEXUAL ASSAULT” TAB

CRIME REPORTING

BOMB / SUSPICIOUS DEVICE
In the event you observe ANY unusual looking devices or packages that look
out of place, consider them suspicious. This could include a briefcase/backpack
leaned against the wall in a hallway.
IF YOU DON’T KNOW
WHAT IT IS…
DO NOT TOUCH IT

WHAT TO DO:
1.
2.
3.
4.

5.
6.
7.
8.

Remain calm and consider personal and student safety FIRST.
DO NOT TOUCH OR APPROACH the suspicious device.
Move all students and staff AWAY from the immediate area.
Initiate appropriate “EVACUATION” or “MOVE WITHIN
BUILDING” response –
(TURN TO APPROPRIATE GREEN TAB).
Consider individuals with disabilities may need assistance.
Notify School Officials and give them the location of the device.
Account for students in writing and immediately report any student not
accounted for to School Officials.
Remain in the “Designated Safe Area” until otherwise directed by School
Officials or Emergency Personnel.

DO NOT
USE CELL PHONES

DO NOT
PULL FIRE ALARM

AS THEY MAY DETINATE
THE DEVICE

UNLESS FIRE OR SMOKE
IS PRESENT

BOMB THREAT
In the event you are the recipient of a bomb threat, remain calm
and try to keep the caller on the phone as long as possible.

WHAT TO DO: CHECKLIST
1. Keep the caller talking, AND
2. Send a sealed message with a trusted student to the main office immediately.
3. Stay calm and try to gather the following information:
Time and Date Reported:
How reported:
Exact Words of Caller:

QUESTIONS TO ASK:
1. Where is the bomb right now?
2. When is the bomb going to explode?
3. What kind of bomb is it?
4. What does it look like?
5. Where are you calling from?

DESCRIPTION OF CALLER’S VOICE:
Male/female
accent?

young/middle age/old

 Any background noise?
 Other voice characteristics?
 Other remarks made by caller?
Time caller hung up:
The location/number of the phone where the call was received:
It will be the decision of the school Principal or other
designee if an evacuation of the building is warranted.

BOMB / BOMB THREAT

SCHOOL BUS / FIELD TRIP EMERGENCY
In the event of a school bus accident and/or a student or staff member is injured on a field trip or
there is ANY type of emergency, follow the directions below.

WHAT TO DO: BUS ACCIDENT
1.
2.
3.
4.
5.
6.
7.

Remain calm and consider personal and student safety FIRST.
CALL 911 or local Law Enforcement as the situation requires.
Follow any directions given by the bus driver and assist as needed.
Evaluate any First Aid needs of the students.
Consider individuals with disabilities may need extra assistance.
Notify a School Official at your respective school of the situation.
Track any student(s) or staff that are transported to any hospital:
INCLUDE:




Name of Student(s) or staff
Name, address and telephone number of Hospital
Type of injury if known

8. Account for all students in writing.
9. ONLY release students to a parent, legal guardian or authorized personnel. Record the
name of the person the student was released to and the time of release in writing.

WHAT TO DO: FIELD TRIP EMERGENCY
1.
2.
3.
4.
5.
6.

Remain calm and consider personal and student safety FIRST.
Evaluate any First Aid needs of the student(s) or staff.
CALL 911 or local Law Enforcement as the situation requires.
Assure students everything is being done to remedy the situation.
Notify a School Official at your respective school of the situation.
Track any student(s) or staff that are transported to any hospital:

INCLUDE:




Name of student(s) or staff
Name, address and telephone number of Hospital
Type of Injury / Sickness if known

7. Account for all students in writing.
8. ONLY release students to a parent, legal guardian or authorized personnel. Record the
name of the person the student was released to, and the time of release in writing.

SCHOOL BUS / FIELD TRIP EMERGENCY

FIRE
In the event of a fire, failure to respond appropriately regardless of size can have
devastating results to students, staff and buildings. Fire, smoke and fumes can
cause immediate injury.
YOU MUST ACT QUICKLY!
WHAT TO DO:
1. Remain calm and consider personal and student safety FIRST.
2. REFER TO YOUR FIRE DRILL PROCEDURES LOCATED IN THE BACK
POCKET OF THIS PLAN.
3. IF you can not locate these procedures, initiate “EVACUATION” response:
(TURN TO GREEN “EVACUATION” TAB).
4. Consider individuals with disabilities may need assistance.
5. Account for all students in writing and immediately report any student not accounted for
to School Officials.
6. Remain in the “Designated Safe Area” until otherwise directed by School Officials or
Emergency Personnel.

REMEMBER!
Take Attendance
Roster and this plan
with you.

EXPLOSION
In the event of an explosion, failure to respond appropriately regardless of size can have
devastating results to students, staff and buildings.
Explosions often have instantaneous effects that result in mass casualties.
YOU MUST ACT QUICKLY!

WHAT TO DO:
1. Remain calm and consider personal and student safety FIRST.
Initiate “EVACUATION” response –
(TURN TO GREEN “EVACUATION” TAB).
2. Consider individuals with disabilities may need assistance.
3. Account for all students in writing and immediately report any student
not accounted for to School Officials.
4. Remain in the “Designated Safe Area” until otherwise directed by
School Officials or Emergency Personnel.
REMEMBER!
If a person’s clothing catches fire, do not allow them to run, as this will fan the fire.
STOP, DROP and ROLL
You may try to smother the fire by wrapping the person in a heavy fabric, coat or
rug etc., and then roll them on the ground.

FIRE / EXPLOSION

Adult Driver of Private or Rental Vehicle
Transportation Record
DRIVER INFORMATION

This record is to be completed whenever a parent or other adult provides transportation for students from the school to
an approved school event, including field trips.
Event: _____________________________ Location: ____________________________Date: ___________
Vehicle: Private ( ) Rental ( ) Rental company insurance purchased:
Utah driver’s license number:

Expiration Date: ________________

Insurance Company:
Policy number:

Period:

_____________

REQUIREMENTS

1. Drivers must have valid Utah driver’s license.
2. Drivers must either be a parent/guardian of a student participating in the activity or an adult 25 years of age or
older.
3. No one may drive if he/she has had a conviction in the past 10 years for any alcohol/drug related driving
violation or more than two moving violations in the last 12 months.
4. Each driver must have liability insurance coverage. This responsibility is not assumed by the district. Each
driver must carry in the vehicle at all times the required insurance company and policy number
identification card provided by the insurance company.
5. Drivers must assure that there are operable seat belts for each passenger and must require passengers to use them.
6. While transporting district students to school activities, the driver must obey all traffic laws.
7. Drivers must ensure that the vehicle has passed state-required safety inspections.

REQUIRED SIGNATURES

I have read and understand the above requirements. I agree to abide by them.
Signature of driver:

Signature of administrator:

R etain this form in the school for 4 years.

Student Transportation
Private or Rental Vehicle Permission
Parent/Guardian Form
Requirements:
It is occasionally necessary for a student to be transported to school activities in a private or rental vehicle
being driven by an authorized student or adult driver. The following requirements apply for authorized use of
private or rental vehicles:
1. The principal must approve any activity for students who will need to leave the school campus.
2. High school students may only transport other high school students and must have the prior approval
of the principal.
3. Each driver must have a valid Utah driver's license in order to qualify for transporting students.
4. Students may not drive if they have had a conviction for an alcohol/drug related driving violation.
Adult drivers may not drive if they have had a conviction in the past 10 years for an alcohol/drug
related driving violation. No one may drive if they have had more than two moving violations in
the last 12 months.
5. Drivers must have liability insurance coverage on their vehicles as required by state law. The
district does not assume this responsibility. A current, valid insurance identification card must
be carried in the vehicle at all times.
6. Drivers must ensure that the vehicle has passed state-required safety inspections.
7. Parents/guardians of student passengers must confirm that the driver carries the required insurance.
8. The driver and all passengers must wear seat belts.
Activity(ies): ______________________________________________________________________________
Location(s): _________________________________________________________________Date(s): ______
Driver:
Adult driver ___________

Vehicle:
Student Driver

Private _________

Rental:

Required Signatures:
PARENT/GUARDIAN: I give permission for my student, to be transported by an authorized high school
student or adult driver to the approved school activity(ies) noted above.

Parent/Guardian signature: ______________________________________________

Date:

SCHOOL REVIEW:
Principal or assistant signature: ___________________________________________

Date:

Authorization of School Personal
To Administer Medication
Name of Student:_________________________________________ DOB:_____________________
Address:________________________________________________ Home Phone:______________
Parent/Guardian:_________________________________________ Cell Phone:________________
Work Phone:_______________ Home Phone: ________________
Emergency Contact:_______________________________________ Phone:____________________

Name of licensed health care provider completing form: (Please Print)
____________________________________________________________________________________
Licensed Health Care Provider’s Statement:
1. Name/type of medication:_________________________________________________________
2. Dosage/amount to be given:_______________________________________________________
3. Frequency/times to be administered:________________________________________________
4. Duration (week, month, indefinite, etc.):______________________________________________
5. Anticipated reactions to medication (symptoms, side effects for underdose/overdose, etc.)
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
______________________________________________
Signature of Licensed Health Care Provider

____________________
Date

Parent/Guardian Request/Approval
I hereby request and give my permission for the above named student to receive the specified medication as
stated in the above instruction from the health care provider. I understand that the school administration will
designate specific staff to administer medication, train staff, assure proper identification and safekeeping of
medication, and maintain records of such administration of medication.
I further understand that school personnel who provide assistance (administration of specified medication so
noted) or employer of such staff are not liable, civilly or criminally, for any adverse reaction suffered by my
child as a result of taking the medication so indicated and discontinuing the administration of the medication
in keeping with the procedure outlined above.
I will personally deliver medication to the school and understand that a one-week supply is recommended.

_______________________________________________
Signature of Parent/Guardian

______________________
Date

Record of Parent Notification of
Student Threat or Incident
(Required by Utah Code Ann. §53A-11a-203)
THIS FORM SHOULD NOT BE USED TO NOTIFY PARENT(S) OF THE INCIDENT.
This form is a record required to be maintained securely and confidentially by the school consistent with Utah Code Ann.
§53A-11a-203(3) following parent notification of student suicide threat, bullying incident, cyber-bullying incident, harassment
incident, hazing incident or retaliation incident. THIS FORM MUST NOT BE KEPT IN ANY STUDENT CUMULATIVE FILE.

Student’s name:
Parent’s name:
Date of incident:
Parent was notified of the incident by:

Designated School Employee’s Name

On

other Date

Signature

by

Provide parent contact information:

Parent was notified of:

suicide threat
bullying incident
cyber-bullying incident
harassment incident
hazing incident
retaliation incident

phone

email

mail

East Hollywood Charter High School
Request for Investigation
PERSONAL INFORMATION
Name:___________________________

Telephone: ______________

Address:
I am (check one)
Student: __

Employee: __

Patron: __

If Applicable, Check the Protected Categories That Relate to You/Your Complaint:
Age:

Color:

National Origin: __

Disability:
Pregnancy:

Sexual Orientation:

Gender:
Race:

Gender Identity:
Religion:

Marital Status: ___

Retaliation:

Sexual Harassment

Other (please describe):

TYPE OF REQUEST:
I Am Requesting an Investigation of (Check All That Apply):
Discrimination:

Bullying: __

Harassment:

Cyber-bullying:

Retaliation:

Hazing:

ADDITIONAL INFORMATION
Please describe your concern or complaint in detail including the date the problem occurred. You may attach
additional pages as necessary. Please include the following information:
1.
2.
3.
4.
5.
6.

How you or others were treated differently?
Names and positions of those involved including contact information.
Names of individuals who witnessed or are aware of the facts relating to this complaint.
Describe any steps you have taken to address the problem.
Describe your proposed solution to the problem.
If your concerns relate to a disability, state the nature of the disability.

Describe Situation:

REQUIRED SIGNATURES
I state under criminal penalty of the State of Utah that the foregoing information, including any attached pages, is
true and correct.

Signature:

Date:

Complaint and Resolution Request
Complaint Resolution Process
PLEASE FILL OUT INFORMATION BELOW
Student’s Name:
Person submitting form:
Address:

Grade:
Relationship to Student:
Phone:

Email:

NATURE OF CONCERN:

STEPS TAKEN AT THE SCHOOL LEVEL (include names of any contacts at the school):

ACTION REQUESTED:

REQUIRED SIGNATURE (Complainant):
ACTION TAKEN:

REQUIRED SIGNATURE: (Principal/Supervisor)

Date:

Date:

