
Mesa Union School District 
 

 

Agenda for the Regular Meeting of the Board of Trustees to be held on Tuesday, March 19, 2013, at 6:00 

p.m. in the Multi-Purpose Room located at 3901 North Mesa School Road, Somis, California 93066 
 

The regularly scheduled meeting of the Board of Trustees will begin at 6:00 p.m. with Closed Session and approximately 
6:30 p.m. for Open session. A complete agenda packet is available at the District Office, 3901 North Mesa School Road, 
Somis, Monday and Tuesday prior to a regularly scheduled meeting. 
 

 

1. CLOSED SESSION: During this time, the Board may adjourn to Closed Session to discuss confidential material  
 relating to: 

A. Negotiations as authorized by Government Code §3549.1 as relates to Certificated (MUTA) bargaining 
Unit.  

B. Negotiations as authorized by Government Code §3549.1 as relates to Classified (MUST) bargaining Unit. 

C. Personnel as authorized by Government Code 54957 as it relates to the 2013-2014 school year.  

D. Conference with Legal Counsel – Anticipated Litigation (1 case) Government Code §54956.9 
 

 Student Personnel [Education Code §35146, 48912, 48920, 48915.5] 

 Personnel as authorized by Government Code §54957 

 Negotiations as authorized by Government Code §3549.1 

 Real Property as authorized by Government Code §54956.8 and or 

 Litigation, Pursuant to the attorney-client privilege as authorized by Government Code §54956.9 
 

2. OFFICIAL OPENING - PLEDGE OF ALLEGIANCE 
 

3. ADOPTION OF AGENDA 
 

Usually an agenda covers an entire session, in which case it is the order of business for that session and is adopted by 
majority vote of the assembly. Thereafter, no change can be made in the agenda except by a two-thirds vote or by 
unanimous consent. At the point of adoption of the agenda, any Board member or the Superintendent can request that 
the agenda be re-ordered. 

 

4. MINUTES 
 

It is the recommendation of the district administration that the Board of Trustees approve the minutes of the Regular 
Board Meeting of February 19, 2013, and the minutes of the Special Board Meeting of March 5, 2013 as presented.  

 

5. AUDIENCE TO ADDRESS BOARD OF TRUSTEES 
 
 PRESENTATIONS/COMMENTS BY THE PUBLIC.  All individuals are invited to speak to the Board during Public 

Comment on matters related to the District. If you wish to address the Board, please plan to complete a Speaker Form 
prior to the start of the meeting. Forms are available in the District Office and at the Board meeting. 

 

6. SUPERINTENDENT AND PRINCIPAL’S REPORTS 

Superintendent: 
1.  Supplemental Education Services 
2.  Food Services Review 
3.  National School Safety Center 
4.  Technology Update 
5.  Golden Valley Charter School and Golden Valley Virtual Charter School 
6.  District Goals and Objectives 
 

Principal: 
1.  School Plan 
2.  Update on SESR 
3.  Professional Development 
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7. BOARD MEMBERS’ REPORTS AND COMMUNICATIONS 

A. Correspondence 

B. Board Members' Reports and Communications 

C. Board Members' Interests and Concerns 

  

8. CONSENT AGENDA 

*Approval of Consent Agenda – All items on the Consent Agenda are to be approved as one motion unless a 
Board Member requests separate action on a specific item. Each item approved shall be deemed to have been 
read in full and adopted as recommended. 

 

A. Purchase Orders – Mesa 
 
That the Purchase Orders be approved as presented. 
 

PLEASE SEE AGENDA ITEM 8A IN THE PACKET 
 

B. Check Register – Mesa 
 

That the check register be approved as presented. 
 

PLEASE SEE AGENDA ITEM 8B IN THE PACKET 
 

C. Statement of Revenues and Expenditures (February 2013) 
 

That the Statement of Revenues and Expenditures be approved as presented. 
 

PLEASE SEE AGENDA ITEM 8C IN THE PACKET 
 

D. Student of the Month 
 

That the Student of the Month listing be accepted as presented. 
 

PLEASE SEE AGENDA ITEM 8D IN THE PACKET 
 

E. Enrollment Report 
 

That the Board of Trustees accepts the Enrollment Report as presented. 
 

PLEASE SEE AGENDA ITEM 8E IN THE PACKET 

 

F. Golden Valley Charter School Statement of Revenue and Expenditures 
 

That the Board of Trustees accepts the Statement of Revenue and Expenditures from the Golden Valley Charter 
School. 
 

PLEASE SEE AGENDA ITEM 8F IN THE PACKET 
 

G. County of Ventura Report of Investments for period ending December 31, 2012. 
 

That the Board of Trustees accepts the Report of Investments from Ventura County. 
 

PLEASE SEE AGENDA ITEM 8G IN THE PACKET 
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9. DISCUSSION/ACTION ITEMS  
 

A. Consideration of adoption of the District Mission and Vision Statement. 
 
It is the recommendation of the District Administration that the Board of Trustees approve the revised District 
Mission and Vision Statement.  

 

PLEASE SEE AGENDA ITEM 9A IN THE PACKET 

 

B. Consideration of approval of the 2012-2013 Safety Plan. 
 
It is the recommendation of the District Administration that the Board of Trustees approve the 2012-2013 
School Safety Plan.  
 

PLEASE SEE AGENDA ITEM 9B IN THE PACKET 

 

C. Consideration of approval of the Consolidated Application (ConApp) Winter Portion for 2012-2013 
 
It is the recommendation of the District Administration that the Board of Trustees approve the ConApp 
Winter Portion for 2012-2013. 
 

PLEASE SEE AGENDA ITEM 9C IN THE PACKET 

 

D. Consideration of approval of the Supplemental Education Services contract template.  

 
It is the recommendation of the District Administration that the Board of Trustees approve the Supplemental 
Services contract template. Contract will be used with SES service providers.  

 

PLEASE SEE AGENDA ITEM 9D IN THE PACKET 

 

E. Discussion/Consideration of approval of the agreement with Community Funding Solutions Inc.  
 
It is the recommendation of the District Administration that the Board of Trustees approve the agreement 
with Community Funding Solutions Inc.  
 

PLEASE SEE AGENDA ITEM 9E IN THE PACKET 

  

F. Consideration of approval of the agreement with Ventura County SELPA for Occupational Services at the 
maximum billable total of $14,400 for the 2012-2013 school year.   
 
It is the recommendation of the District Administration that the Board of Trustees approve the agreement with 
Ventura County SELPA for the Occupational Services for the 2012-2013 school year.   
 

PLEASE SEE AGENDA ITEM 9F IN THE PACKET 

 

G. Consideration of approval of the 2013-2014 School Calendar. 
 
It is the recommendation of the District Administration that the Board of Trustees adopt the 2013-2014 
school calendar as presented. 
 

PLEASE SEE AGENDA ITEM 9G IN THE PACKET 
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H. Consideration of acceptance of the letter of terms of engagement from Vicenti, Lloyd, and Stutzman LLP 
for services provided in the agreement dated May 25, 2012. 
 
 It is the recommendation of the District Administration that the Board of Trustees accept the letter of terms 
engagement. 

 

PLEASE SEE AGENDA ITEM 9H IN THE PACKET  
 

I. Consideration of acceptance of the California Department of Education Nutrition Division Services SNP 
Validation Summation Report.  
 
It is the recommendation of the District Administration that the Board of Trustees accept the California 
Department of Education Nutrition Division Services SNP Validation Summation Report.  
 

PLEASE SEE AGENDA ITEM 9I IN THE PACKET 
  

J. Consideration of approval of the Student Teacher Agreement with CSU Channel Islands. 
 

It is the recommendation of the District Administration that the Board of Trustee approve the Student 
Teaching Agreement with CSU Channel Islands. 
 

PLEASE SEE AGENDA ITEM 9J IN THE PACKET 
 

K. Consideration of adoption of Board Policy and Administrative Regulations as presented or amended. 
 
It is the recommendation of the District Administration that the Board of Trustees adopts policies and 
regulations as presented or amended.  
 

PLEASE SEE AGENDA ITEM 9K IN THE PACKET 

 

L. First Reading of Policy Updates  
 
It is the recommendation of the District Administration that the Board of Trustees review the policies in 
sections 0000-9000 from the November, 2012 updates. 
 

PLEASE SEE AGENDA ITEM 9L IN THE PACKET 

 

10. PERSONNEL 

Classified: 

A. Consideration of ratification of the Professional Expert Agreement with Marilyn McGrath for the period of 3 
days at the hourly rate of $25.00 an hour to assist in the completion of the Special Education Self Review(to be 
funded by Special Education). 

  
It is the recommendation of the Board of Trustees to approve the ratification of the Professional Expert 
Agreement with Marilyn McGrath for the period of 3 day at the hourly rate of $25.00 an hour.   

 

 PLEASE SEE AGENDA ITEM 10A IN THE PACKET 

 

B. Consideration of approval of the request for leave of absence for Jose Gonzalez effective June 24, 2013 thru 
June 28, 2013 and August 1, 2013 thru August 26, 2013.  
 
It is the recommendation of the Board of Trustees to approve the request for leave of absence for Jose Gonzalez.  

 

 PLEASE SEE AGENDA ITME 10B 
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Certificated: 

 

C. Consideration of approval to authorize Dr. Debby Dunn to teach 6
th
 grade Earth Science in accordance with Ed 

Code 44258.2. 

   
It is the recommendation of the District Administration that the Board of Trustees authorize the above listed 
personnel issues/assignments for the 2012-2013 school year. All teachers are NCLB compliant. 

 
E.C.44258.2 – authorizes holders of secondary-type credential to be assigned to teach classes in middle school, grades 
6-8. REQUIRES: 12 semester units or 6 upper division units: teacher consent; and Board authorization. 
 
E.C.44256(b) – authorizes the holder of a multiple subject credential or a standard elementary credential to teach any 
subject in departmentalized classes, below grades 9 (grades 8 and below). REQUIRES: 12 semester units, or six upper 
division units; teacher’s consent; and board authorization. 

 
 

11. ITEMS FOR FUTURE CONSIDERATION 
A. Single Plan for Student Achievement  

B. Special Education Self Review 
 

12. FUTURE MEETINGS 

A. April 16, 2013, 6:00 p.m. 

B. April 30, 2013, Special Session 

C. May 21, 2013, 6:00 p.m. 
 

13. ADJOURNMENT 
 

In accordance with requirements of the Americans with Disabilities Act and related federal regulations, individuals who 
require special accommodation, including but not limited to an American sign language interpreter, accessible seating or 
documentation in accessible formats, should contact the Superintendent's office at least two days before the meeting.  
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Call to order 

 

 

 

 

 

 

 

 

 

 

Roll Call 

 

 

 

 

 

Pledge 

 

Agenda 

 

Minutes 

 

 

 

Public Comment 

 

Superintendent’s 

Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Regular Meeting of the Board of Trustees of the Mesa Union School District was called to order 

by President Susan Nemets at 6:03 p.m., February 19, 2013, in the Multi-Purpose Room. 

 

At 6:03 p.m. President Nemets asked for public comment on closed session items. Hearing none, she 

announced that the Board was going into closed session to discuss Personnel for the 2013-2014 

school year and MUTA Negotiations.   

 

At 6:46 p.m. the Board returned to open session and President Nemets reported that the Board had 

just returned from closed session where Personnel for 2013-2014, MUTA negotiations, and potential 

litigation were discussed. No action was taken.  

 

Board members present were Susan Nemets, Rick Murray, Judith Thielemann, Steven Sullivan and 

Noel Camanag.  

 

Administration Present: Dr. Michael Babb, Superintendent; Ryan Howatt, Principal; and Erica 

Magdaleno, Executive Assistant; Cindy Hansen, CBO.   

 

President Nemets led the Pledge of Allegiance 

 

The agenda was adopted as common consent. 

 

On motion of Trustee Thielemann, seconded by Trustee Sullivan and carried with a 5-0-0, vote the 

minutes from January 15, 2013, and the minutes from the January 22, 2013, Special Board Meeting 

were approved as amended. 

 

There was no public comment 

 

Superintendent’s Report 

 

1. STEM-Dr. Babb shared information from the training that he attended, February 4, 2013 on 

STEM. The chemistry professor at CSU Channel Islands, Dr. Phil Hampton presented with 

outreach coordinator Sandy Birmingham. The presentation included the basics of STEM, 

STEM classroom environments, and STEM careers. Dr. Hampton presented interesting facts 

about the change of careers over the years and the need for skills in technology, science, 

engineering and mathematics. Resources for staff, families, and students were also provided 

and have been posted on the Mesa website.  

 

Trustee Camanag who also attended the presentation shared his experience and is looking 

forward to implementing a STEM program at Mesa.  

 

Trustee Sullivan also attended and shared the importance of building partnerships with other 

schools and local businesses. Trustee Sullivan emphasized the need to hire STEM teachers 

with strong math and science backgrounds to implement a STEM program at Mesa. Trustee 

Sullivan suggested including Mesa Education Foundation to help build business 

relationships.     

  

Trustee Nemets shared that the Robotics Team attended an aerospace and education 

presentation last year which also focused on businesses and education parternships. It was 

interesting to hear the involvement of companies such as Northrop Grumman Corporation 

with the local school of Torrance such as Da Vinci School. Trustee Nemets suggested 

looking at other businesses in the area that will benefit Mesa students.   
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Principal’s 

Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Board Member’s 

Reports and 

Communications 

 

 

 

 

 

 

 

 

 

 

 

Trustee Sullivan reminded and shared with the board the impact and benefit of having 

programs such as NASA available to students. Trustee Sullivan shared the importance of 

engaging students at an early stage in their education.     

  

2. Inter-district Transfers- Dr. Babb shared that communication letters have been sent out to 

districts of residence regarding the students that have been accepted under district of choice. 

The inter-district process started on February 1
st
.  There have been 6 inter-district requests 

from Rio School District, and one request from Somis Union School District. With the new 

process that is being followed for inter-districts there has been a decrease of requests being 

submitted. In the past inter-district requests were accepted without a signature of release. 

With the new process inter-districts need to have a signature. Some school districts are not 

signing off on the inter-districts until later in the school year. Dr. Babb is suggesting that the 

timeline be reevaluated so that no families are at a disadvantage.   

 

3. Strategic Plan-Dr. Babb shared that he took the notes from the Special Session regarding 

the mission and vision statement and shared with staff at staff development. Dr. Babb 

continues to receive input and will work on draft to present at the next Board meeting. Dr. 

Babb shared that he completed his 90 day plan and would like to share findings at the March 

5, 2013, special session.    

 

Principal’s Report 

 

1. Program update-Mr. Howatt said that Rio Mesa High School provided a presentation to 8
th
 

graders on February 5
th
. 

 
Students were provided with enrollment forms. He will be working 

on having Camarillo High School also provide a presentation.    

2. Jog-a-thon-is scheduled for March 1
st
.  All announcements have gone home. The goal is to 

raise $40, 0000. Scheduling the Jog-a-thon earlier this year will allow better preparation for 

CST testing in May.  

3. School Safety-Mr. Howatt continues to monitor the parking lot in the morning and 

afternoon to promote school safety. Parking lot safety reminders are included in Tiger Tales, 

and automated calls.  

4. Professional Development-Focused on English Language Learners and Common Core 

Standards. Staff interacted in an exercise that focused on alignment and design of Common 

Core Standards and how they are vertically aligned. Fran Chandler also presented on the 

needs of 21
st
 Century learners.    

5. School Site Council/Migrant/English Language Advisory Committee-Committees are 

meeting to provide input and feedback for Single School Plan. Committees are also looking 

at English Language Learner achievement and writing goals. Committees are moving in the 

direction of crafting a goal to address a continuum of writing skills from K-8.  

6. Safety Committee-School Safety Plan draft will be presented tonight. Mr. Howatt is 

working with committee and local law enforcement to finish plan. The school had a lock 

down drill on Friday. Will be working on areas of improvement.   

 

Trustee Nemets shared correspondence from Ventura Office of Education regarding the acceptance 

of the 1
st
 Interim report.  

 

Trustees Thielemann suggested reviewing the policies regarding after school snacks. Families have 

shared that snacks are being offered after school and at homework club. Having a list available with 

items and prices will help parents. Trustee Thielemann has also suggested inquiring on the cost to 

post an ad in the Acorn newspaper. Mesa can benefit from having the school featured in the 

newspaper. Trustee Thielemann thanked the facilities department for the improvement in 

grounds/maintenance upkeep. Trustee Thielemann suggested having some more color contrast on the 

new website making it easier to read.        
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Consent Agenda 

 

Trustee Camanag also commented on the improvement of the ground/facilities upkeep.   

 

Trustee Nemets shared that the Robotics team recently attended and won at a Lego Land 

competition. She is very impressed with the growth of the students.  
 

 On motion of Trustee Sullivan, seconded by Trustee Camanag the consent agenda item 8B-8G was 

approved. Item 8A of the consent agenda was pulled for discussion.   

 

Trustee Sullivan approached the board to discuss the purchase orders from MJP Technologies, Inc. 

Dr. Babb clarified the purchase order and there was no further discussion.  

 

On motion of Trustee Sullivan, seconded by Trustee Camanag and carried with a 5-0-0 vote, Item 

8A on the consent agenda was approved.    

 

Purchase orders totaling $113,761.08 

Checks totaling $236,652.49 

Fund Balances 

Enrollment report of 662 

Student of the month lists 

Golden Valley Charter School income/expenditure statement 

Jr. High Science Fair Winners 

 

Action 

2
nd

 Interim 

 

 

 

 

Resolution  

#12-13-06 

 

 

Resolution 

#12-13-07 

 

Associated 

Transportation 

Engineers(ATE) 

Change Order 

 

 

Resolution  

#12-13-08 

 

 

Application 

#51-72470-00-001  

 

 

 

National School 

Safety Center 

 

On motion of Trustee Sullivan, seconded by Trustee Camanag and carried with a 5-0-0 vote, the 2
nd

 

Interim Report ending January 31, 2013 was accepted. 

 

Cindy Hansen, CBO provided the Board of Trustees with a presentation of the 2
nd

 Interim Report.  

 

On motion of Trustee Camanag, seconded by Trustee Thielemann and carried with a 5-0-0 vote, 

Resolution #12-13-06 Non-Reelection and Release of Temporary Certificated Employees was 

adopted.  

 

On motion of Trustee Murray, seconded by Trustee Camanag and carried with a 5-0-0 vote, 

Resolution #12-13-07 Reduction or Discontinuance of Particular Kinds of Certificated Services was 

adopted.  

 

On motion of Trustee Sullivan, seconded by Trustee Thielemann and carried with 4-1-0 vote, 

Change Order Request from Associated Transportation Engineers for the Construction Management 

Services for Route 118/La Vista Avenue-Mesa School Road Traffic Signal and Lighting Project to an 

increased estimated amount of $7,373.19 was accepted.  

 

On motion of Trustee Murray, seconded by Trustee Camanag and carried with a 5-0-0 vote, 

Resolution #12-13-08 Resolution of the Board of Trustees of the Mesa Union Providing for 

Prepayment of Existing 2010 Lease Obligation and Taking Related Actions was adopted.  

 

On motion of Trustee Sullivan, seconded by Trustee Murray and carried with a 5-0-0 vote, 

Application #51-72470-00-001 Facility Hardship Rehabilitation/Excessive Cost Hardship 

application for the Office of Public Schools Construction (OPSC) was approved.  

 

 

On motion of Trustee Murray, seconded by Trustee Camanag and carried with a 5-0-0 vote, the 

proposal from National School Safety Center in the amount not to exceed $3000.00 for the services 
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Resolution  

#12-13-09   

 

Bright Spark 

 

 

Field Trips 

 

 

MUTA 

 

 

 

CSBA  

 

 

Board Policy 

6170.1  

 

Safety Plan First 

Read 

 

Policy Updates 

 

 

Board Policies 

First Read 

 

Personnel  

 

 

 

 

 

 

 

 

 

Future Meetings 

 

 

Adjournment 

of school safety assessment and training was accepted.  

 

On motion of Trustee Murray, seconded by Trustee Camanag and carried with a 5-0-0 vote, 

Resolution #12-13-09 Authorization of Visa Credit Card Account Signer was adopted as amended.  

 

On motion of Trustee Sullivan, seconded by Trustee Camanag and carried with a 5-0-0 vote, the 

agreement with Bright Spark for the 2012-2013 8th Grade Washington D.C. Trip was approved  

 

On motion of Trustee Thielemann, seconded by Trustee Murray and carried with a 5-0-0 vote, the 

8th grade field trip request to Washington D.C. trip from March 20-March 25, 2013, was approved.  

 

On motion of Trustee Sullivan, seconded by Trustee Thielemann and carried with a 5-0-0 vote, the 

2012-2013 agreement between Mesa Union Teacher Association (MUTA) and the Mesa Union 

School District was accepted.  

 

Due to Lack of motion no action was taken on the nomination to the CSBA 2013 Delegate Assembly 

for Sub region 11-B.  

 

On motion of Trustee Sullivan, seconded by Trustee Murray and carried with a 5-0-0 vote, the 

Revised Board Policy 6170.1 as it relates to Transitional Kindergarten was adopted.  

 

The Board was provided with the draft Safety Plan. The final draft of the safety plan will be brought 

to the March 19, 2013, Regular Board Meeting for approval.  

 

On motion of Trustee Thielemann, seconded by Trustee Camanag and carried with a 5-0-0 vote, the 

Board Policies were adopted as presented or amended.  

 

The Board was provided with policy updates for a first reading. These policies will be placed on the 

March 2013 agenda for adoption.  

 

On motion of Trustee Thielemann, seconded by Trustee Camanag, and carried with a 5-0-0 vote, the 

request from Kimberly Kuklenski for a 60% job shared for the 2013-2014 school year was 

approved.  

 

On motion of Trustee Camanag, seconded by Trustee Thielemann, and carried with a 5-0-0 vote, the 

request from Olivia Ford for a 60% job shared for the 2013-2014 school year was approved. 

  

On motion of Trustee Murray, seconded by Trustee Thielemann, and carried with a 5-0-0 vote, the 

request from Michele Waggoner for a 40% job shared for the 2013-2014 school year was approved.  

 

On Board consensus, the Study Session Special Board will be March 5, 2013.  

March 19, 2013-Regular Board Meeting 

 

There being no further items of business, the meeting was adjourned at 9:04 p.m.  

 



Official Minutes of the March 5, 2013 Special Meeting of the Board of Trustees of the Mesa Union School District 
 

Call to order 

 

 

Roll Call 

 

 

 

 

Pledge 

 

Agenda 

 

Public Comment 

 

Study Session-

Setting of the 

Board Goal & 

Objectives   

 

 

 

Closed Session 

 

Future Meetings 

 

Adjournment  

The Special Board Meeting of the Board of Trustees of the Mesa Union School District was called to order by 

Trustee Nemets at 6:29p.m., March 5, 2013, in the Multi-Purpose Room. 

 

Board members present were Susan Nemets, Noel Camanag, and Steve Sullivan. 

Rick Murray and Judith Thielemann were absent. 

 

Administration Present: Dr. Michael Babb, Superintendent; Mr. Ryan Howatt, Principal.  

 

Trustee Nemets led the Pledge of Allegiance. 

 

On common consent the Agenda was adopted as presented.   

 

There were no public comments 

 

Board discussed draft vision and mission. Board made suggestions to improve vision and directed 

Superintendent Babb to bring drafts to 3/19 board meeting for adoption. These drafts are attached.  

Superintendent Babb reviewed 90-day Transition Plan activities. The board discussed findings and goals 

areas. Superintendent Babb will bring goals with objectives for board’s review and approval. The transition 

plan activities and findings are attached.  

There were no closed session items 

 

March  26, 2012 

 

There being no further items of business, the meeting was adjourned at 8:50p.m. 

  

 







































































Golden Valley Charter School
Golden Valley Virtual Charter School

2012‐13 March Financial Update
(actuals through 2/28/13)



2012‐13 March Update

 The attached reports present a summary of how each GVCS campus 
is performing so far vs. the Second Interim Budget.

 Currently, GVCS is running $16,648 under budget and GVVCS is 
running $396 over budget, for a combined total of $16,252 under 
budget through 2/28/13. However, this is nearly all due to normal 
monthly variances vs. a change in overall fiscal condition since 
approval of the Second Interim Budget. 

 Cash flow remains sufficient to meet all obligations for the remainder 
of the year, and while substantial variability continues to exist due to 
timing of state payments, currently no external borrowing is 
projected to be required. 

 As with prior updates, we have left out the detail budget vs. actual 
reports showing individual line item performance each month vs. 
budget. However, we are happy to include these in this and future 
versions if desired, or alternatively can make them available on our 
secure website for optional access for board members who would 
like additional detail.



Golden Valley Charter School
2012-13 March Financial Update (Actuals through 2/28/13)
BUDGET VS. ACTUALS - SUMMARY (CONSOLIDATED)

2012-13 Year-to-Date Year-to-Date Variance:
Revenues: 2nd Interim Budget Actuals Budget vs Actual
   Revenue Limit 3,837,268$           1,385,842$           1,385,782$           (60)$                         
   Federal Revenue 101,845                17,862                  -                        (17,862)                    
   Other State Revenue 507,386                400,256                426,858                26,602                     
   Other Local Revenue 185,018                8,021                    3,854                    (4,167)                      
TTL Revenues: 4,631,517$          1,811,981$          1,816,494$          4,513$                    

Expenditures:
   Certificated Salaries 1,870,421$           657,005$              658,317$              1,312$                     
   Non-certificated Salaries 120,387                73,857                  68,676                  (5,181)                      
   Benefits 558,095                278,557                258,530                (20,027)                    
   Books/Supplies/Materials 603,950                132,421                141,163                8,742                       
   Services/Operations 1,241,200             677,083                688,541                11,458                     
   Capital Outlay -                        -                        -                        -                           
   Other Outgo 42,551                  6,900                    (1,142)                   (8,042)                      
TTL Expenditures: 4,436,603$          1,825,823$          1,814,085$          (11,738)$                 

Net Revenues 194,914$             (13,842)$              2,409$                 16,252$                  

Year-To-Date Budget vs. Actuals: 16,252$               under budget so far this year

Beginning Balance July 1 1,293,036$          
Ending Balance June 30 1,487,950$          

Ending Balance as % of Total Outgo: 33.5%



Golden Valley Charter School
2012-13 March Financial Update (Actuals through 2/28/13)

BUDGET VS. ACTUALS - SUMMARY (GVCS)

2012-13 Year-to-Date Year-to-Date Variance:
Revenues: 2nd Interim Budget Actuals Budget vs Actual
   Revenue Limit 3,516,589$           1,279,091$           1,279,031$           (60)$                         
   Federal Revenue 95,000                  17,862                  -                        (17,862)                    
   Other State Revenue 463,509                379,339                405,940                26,602                     
   Other Local Revenue 182,885                7,113                    2,946                    (4,167)                      
TTL Revenues: 4,257,983$          1,683,404$          1,687,918$          4,513$                    

Expenditures:
   Certificated Salaries 1,762,626$           626,685$              627,299$              614$                        
   Non-certificated Salaries 110,831                63,719                  58,774                  (4,945)                      
   Benefits 487,089                258,809                240,857                (17,952)                    
   Books/Supplies/Materials 603,450                132,421                141,054                8,633                       
   Services/Operations 1,060,006             648,574                658,131                9,557                       
   Capital Outlay -                        -                        -                        -                           
   Other Outgo 39,068                  6,900                    (1,142)                   (8,042)                      
TTL Expenditures: 4,063,069$          1,737,108$          1,724,973$          (12,135)$                 

Net Revenues 194,914$             (53,704)$              (37,056)$              16,648$                  

Year-To-Date Budget vs. Actuals: 16,648$               under budget so far this year

Beginning Balance July 1 1,224,193$          
Ending Balance June 30 1,419,107$          

Ending Balance as % of Total Outgo: 34.9%



Golden Valley Charter School
2012-13 March Financial Update (Actuals through 2/28/13)

BUDGET VS. ACTUALS - SUMMARY (GVVCS)

2012-13 Year-to-Date Year-to-Date Variance:
Revenues: 2nd Interim Budget Actuals Budget vs Actual
   Revenue Limit 320,679$              106,751$              106,751$              -$                         
   Federal Revenue 6,845                    -                        -                        -                           
   Other State Revenue 43,877                  20,918                  20,918                  -                           
   Other Local Revenue 2,133                    908                       908                       -                           
TTL Revenues: 373,534$             128,576$             128,576$             -$                        

Expenditures:
   Certificated Salaries 107,794$              30,320$                31,018$                698$                        
   Non-certificated Salaries 9,556                    10,138                  9,902                    (236)                         
   Benefits 71,007                  19,748                  17,673                  (2,075)                      
   Books/Supplies/Materials 500                       -                        109                       109                          
   Services/Operations 181,194                28,509                  30,410                  1,901                       
   Capital Outlay -                        -                        -                        -                           
   Other Outgo 3,483                    -                        -                        -                           
TTL Expenditures: 373,534$             88,715$               89,112$               396$                       

Net Revenues -$                     39,861$               39,465$               (396)$                      

Year-To-Date Budget vs. Actuals: (396)$                   over budget so far this year

Beginning Balance July 1 68,843$               
Ending Balance June 30 68,843$               

Ending Balance as % of Total Outgo: 18.4%
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 Board Agenda Item  

To: Board of Directors 

From: Cynthia Hansen, Chief Business Official 

Date: March 4, 2013 

Re: RECEIPT OF VENTURA COUNTY REPORT OF INVESTMENTS FOR THE QUARTER ENDING  
DECEMBER 31, 2012 

BACKGROUND: 

Education Code 41001 requires most school district funds to be deposited into the County Treasury.  Government Code 
53646 declares that local agencies, including joint power authorities, may issue quarterly reports containing investment 
information required by Government Code 53646. 

  Part One:  This statute requires that if a local agency has placed all of its investments in the Local Agency Investment 
Fund (LAIF) or in Federal Deposit Insurance Corporation-insured accounts in a bank or savings and loan association, in a 
county investment pool or any combination of these, the chief business officer need only supply the most recent statement 
or statements received by the local agency from these institutions in lieu of other items listed as part two of the disclosure. 

 
  Part Two:  If the local agency has investments other than those identified in Part One above, the report must include: the 

type of investment, issuer, date of maturity, par and dollar amount invested on all securities, investments and monies held 
by the local agency, and shall additionally include a description of any local agency's funds, investments, or programs that 
are under the management of contracted parties, including lending programs.  A current market value, and the source of 
this valuation as of the date of the report, must also be included if the local agency has securities under the management 
of an outside party that is not also a local agency or the California Local Agency Investment Fund. 

 
  DESCRIPTION/DETAILS: 
  
 All cash balances in the other funds of the district are in the County Pool invested at the discretion of the County 

Treasurer.  Interest is reported on a monthly basis.  The following lists all investment(s) for funds of the District for the last 
quarter.    
 

  
10/31/12 

 
11/30/12 

 

 
12/31/12 

 
Average 

 
County Treasurer 0.65% 0.67% 0.58%  0.52% 

 

Per Government Code 53646, the following statement is issued:  The District has the ability to meet the expenditure 
requirements over the next six months. 

 FISCAL IMPACT: 

The budget for interest income will be updated to reflect current interest rates. 
 
ITEM PROPOSED FOR:   

Receipt of Report 



county of ventura STEVEN HINTZ
TREASURER

TAX COLLECTOR

Don R. Hansen
Assistant Treasurer-Tax Collector

Februarys, 2013

Ventura County Board of Supervisors
County Government Center
800 South Victoria Avenue
Ventura, CA 93009

SUBJECT: Discuss and File Report of Investments, Including Market Values for
Investments for the Month Ending December 31, 2012.

RECOMMENDATION: Discuss and File

FISCAL/MANDATES IMPACT: None

DISCUSSION:

The average daily portfolio balance for the month of December amounted to $1.9
billion. The portfolio yield for the month of December was .58%. The weighted average
days to maturity increased 30 days to 326 days. The total net monthly earnings were
$ 977 thousand. The portfolio has been structured to satisfy the anticipated cash flow
needs of the participants. The investment practices and portfolio holdings are in
compliance with the investment policy.

The portfolio has been managed with the stated objectives of safety, liquidity and
earning a competitive rate of return, outlined in the Statement of Investment Policy. In
striving to maintain the primary objective, safety of principal, the County portfolio has
received a rating of AAAf by Standard & Poor's, the highest possible ranking given by
the agency. Regarding the secondary objective, maintaining sufficient liquidity to meet
cash flow needs, the portfolio is rated S1+, also the highest ranking given by S&P. In
light of the first two objectives the portfolio has on balance outperformed its
benchmarks, satisfying the final objective, that of earning a competitive rate of return.

The Ventura County investment fund is a fixed-income, interest-rate-sensitive portfolio
with no direct exposure to equities, commodities, or global markets, and this report will
more specifically focus on factors related to U.S. interest rates.

Congress and the President reached agreement on December 31 on a plan to
temporarily avoid the most serious consequences of the so-called "fiscal cliff." Inaction
would have resulted in significant additional federal tax costs to most people and
significant federal budget reductions. It would have significantly increased the likelihood

800 South Victoria Avenue, Ventura, CA 93009-1290
www.venturapropertytax.org



of returning the economy to a statistical state of recession and would at least have 
imposed an additional drag on the already-weak recovery. Most employed persons will 
notice a 2% reduction in gross pay (on income up to $113,700) as the result of an 
increase in the FICA/Social Security payroll tax. The consensus of commentators is that 
2013 will result in modest changes in taxes and spending that will not by themselves 
significantly affect economic recovery or the interest rate market. 
 
The principal actor directly affecting interest rates is the Federal Reserve Board and the 
Federal Open Market Committee. Chairman Ben Bernanke announced in December 
after the FOMC meeting that it was the Fed’s intent to maintain benchmark interest 
rates at their present low levels “at least as long” as the unemployment rate remains 
above 6.5 % and if inflation “between one and two years ahead” is projected to be no 
more than 2.5 %. Although the Fed stated that it “views these thresholds as consistent 
with its earlier date-based guidance” it did not repeat its earlier pledge that interest rates 
would be held at current levels “at least through mid-2015.” Chairman Bernanke also 
announced the continuation of the Fed program to buy back Treasury securities as part 
of its effort to control interest rates, stimulate the economy, and reduce unemployment. 
 
The December FOMC minutes (released on January 3, 2013) reveal some 
disagreement among members whether the buy-back program should continue, based 
on concerns it may increase inflation; and whether a modest increase in interest rates 
would actually stimulate important elements of the economy. The interest rate market 
responded to the release of the minutes with a slight increase in Treasury yields, which 
may be reflected in the investment report in February if it holds up. 
 
The U. S. economy continues its slow recovery. The most useful commentary is found 
in the Federal Reserve Board’s Summary of Commentary, hereinafter “The Beige 
Book.” The report characterizes the economy’s growth through December 2012 as 
modest to moderate. Consumer spending gained, along with activity in travel and 
tourism. The service sector advanced, as did manufacturing. Agriculture and natural 
resources showed “robust growth.” The real estate sector was characterized as 
“sluggish” and loan demand increased only slightly. The report noted that upward price 
pressures, price increases, and wage pressures were modest overall. A quite 
satisfactory summary of the report can be found at  
http://www.bloomberg.com/news/2012-01-11/u-s-federal-reserve-jan-beige-book-
summary-text-.html 
 
Given the current interest rate environment and the terms of our investment policy, we 
anticipate the County’s yield to continue to drop modestly. Further, we continue to seek 
investment opportunities in order to optimize earnings (U. S. Treasury Market graph 
attached). 
 
 

http://www.bloomberg.com/news/2012-01-11/u-s-federal-reserve-jan-beige-book-summary-text-.html
http://www.bloomberg.com/news/2012-01-11/u-s-federal-reserve-jan-beige-book-summary-text-.html


Attached is a listing of market values provided by our custodian, Wells Fargo Bank, for
all investments for the month ending December 31, 2012. GASB Statement no. 31
states that variances between the cost of investments and the fair value of investments
shall not be considered budgetary resources or uses of resources unless the value of
investments is permanently impaired because of decreased issuer creditworthiness or it
is determined that the Treasurer be unable to hold investments to maturity.

The following spreadsheets are also attached:

• Transactions for the month of December
• Listing of Securities by Type
• Summary of Government Agency Securities

The following is a list of attached graphs:

• Portfolio Average Monthly Balance
• Average Portfolio Maturity
• Balance Yield Comparison by Month
• Portfolio Holdings By Instrument Type
• Yield Curve, U. S. Treasury Market
• Maturity Distribution

This letter has been reviewed and approved as to form by the CEO, the Auditor-
Controller, and County Counsel.

Please call me at 654-3726, if you have any questions regarding this item.

r

Steven Hintz
Treasurer-Tax Collector

Exhibit 1 - Market Values of Investments
Exhibit 2 - Monthly Transactions
Exhibit 3 - Investment Inventory by Type
Exhibit 4 - Summary of Government Agency Securities
Exhibit 5 - Graphs



WELLS FARGO
Investments by Date

COUNTY OF VENTURA

ACCOUNT: All Accounts Selected

Asset Description 1 & 2

U.S. DOLLARS
CA LAIF STATE OF CALIFORNIA INVESTMENT FD
GENERAL ELEC CAP CORP DTD 01 /08/10 2.800 01 /08/2013
FED HOME LN MTG CORP MED TERM NOTE
GENERAL ELEC CAP CORP TRANCHE # TR 00575
FED HOME LN BK DTD 12/10/09 1.50001/16/2013
F E D H O M E L N B K DTD 12122111 0.200 01 /18/2013
GENERAL ELEC CAPT CORP CPDN DTD 07/26/12 01/31/2013
GENERAL ELECTRIC COMPANY DTD 01/28/03 5.000 02/01/2013
GENERAL ELEC CAPT CORP CPDN DTD 06/29/12 02/07/2013
GENERAL ELEC CAPT CORP CPDN DTD 05/25/12 02/19/2013
GENERAL ELEC CAPT CORP CPDN DTD 06/15/12 02/20/2013
FED FARM CREDIT BK DTD 01/15/10 1.75002/21/2013
FED FARM CREDIT BK DTD 02/22/11 0.900 02/22/2013
FEDNATLMTGASSN DTD01/15/101.75002/22/2013
GENERAL ELEC CAPT CORP CPDN DTD 07/02/12 02/28/2013
FED HOME LN BK DTD 02/03/10 1.750 03/08/2013
FED NATL MTG ASSN DTD 03/28/03 4.3750 03/15/2013
FED HOME LN BK DTD 02/19/10 1.625 03/20/2013
FED HOME LN BK DISC NOTE DTD 03/22/12 03/22/2013
FED HOME LN MTG CORP DTD 02/23/10 1.720 04/11/2013
GENERAL ELEC CAPT CORP CPDN DTD 07/16/12 04/12/2013
FED HOME LN MTG CORP DTD 03/04/10 1.625 04/15/2013
GENERAL ELEC CAPT CORP CPDN DTD 10/15/12 04/30/2013
GENERAL ELEC CAP CORP DTD 04/21/08 4.800 05/01/2013
GENERAL ELEC CAPT CORP CPDN DTD 11/08/12 05/08/2013
GENERAL ELEC CAPT CORP CPDN DTD 08/17/12 05/14/2013
GENERAL ELEC CAPT CORP CPDN DTD 09/17/12 05/15/2013
GENERAL ELEC CAP CORP CPDN DTD 09/06/12 06/03/2013
FED HOME LN BK DISC NOTE DTD 06/12/12 06/12/2013
FED HOME LN BK DISC NOTE DTD 06/14/12 06/14/2013
FED HOME LN BK SER 0000
FED HOME LN BK DTD 04/08/10 1.875 06/21/2013
FED FARM CREDIT BK DTD 05/25/10 1.375 06/25/2013
FEDNATLMTGASSN DTD 05/21/10 1.50006/26/2013
FED HOME LN BK DTD 12/27/12
FED HOME LN MTG CORP DISC NOTE DTD 06/28/12 06/28/2013
FED HOME LN BK DTD 12/08/11 0.375 07/09/2013
FED NATL MTG ASSN DTD 06/17/11 0.500 08/09/2013
FED NATL MTG ASSN DTD 07/09/10 1.250 08/20/2013
FED HOME LN BK SER 1
FED FARM CREDIT BK DTD 09/23/11 0.350 09/23/2013
FED NATL MTG ASSN DTD 08/06/10 1.000 09/23/2013
FED HOME LN MTG CORP DTD 09/27/11 0.375 10/15/2013
FED HOME LN MTG CORP DTD 08/20/10 0.875 10/28/2013
FED HOME LN BK DTD 10/14/11 0.375 11/27/2013
FED HOME LN MTG CORP DTD 11/01/11 0.375 11/27/2013
FED FARM CREDIT BK DTD 11/29/11 0.500 11/29/2013
FED NATL MTG ASSN DTD 11/01/100.750 12/18/2013
FED HOME LN BK DTD 11/18/10 0.875 12/27/2013
FED FARM CREDIT BK DTD 02/03/10 2.200 02/03/2014
FED FARM CREDIT BK DTD 02/18/11 1.53002/18/2014
FED FARM CREDIT BK DTD 01/19/11 1.125 02/27/2014
FED FARM CREDIT BK DTD 04/07/11 1.400 04/07/2014
GENERAL ELEC CAP CORP DTD 05/13/09 5.900 05/13/2014

General Reporting - Investments by Date
From Month End 12/31/2012
01/02/2013 03:30:41 PM EST

Asset ID

MS6232818
36962G4H4
3137EACG2
36962GZY3
3133XW7L7
313376MZ5
36959HNX1
369604AY9
36959HP76
36959HPK7
36959HPL5
31331JBV4
31331KCP3
31398AE24
36959HPU5
3133XWX87
31359MRGO
3133XX7F8
313385DJ2
3128X9D56
36959HRC3
3137EACJ6
36959HRW9
36962G3T9
36959HS81
36959HSE8
36959HSF5
36959HT31
313385GU4
313385GWO
31338UV8
3133XXYX9
31331JPK3
3I398AT44
313381HZ1
313397HL8
313376J55
3135GOBR3
31398AX31
313374Y61
31331KZJ2
31398A2SO
3134G2U42
3137EACL1
3133762C8
3137EACZO
31331KY79
31398A5W8
313371UC8
31331JCV3
31331KCN8
31331KAH3
31331KGN4
36962G4C5
Page 1

Maturity
Date

2013/01/08
2013/01/09
2013/01/15
2013/01/16
2013/01/18
2013/01/31
2013/02/01
2013/02/07
2013/02/19
2013/02/20
2013/02/21
2013/02/22
2013/02/22
2013/02/28
2013/03/08
2013/03/15
2013/03/20
2013/03/22
2013/04/11
2013/04/12
2013/04/15
2013/04/30
2013/05/01
2013/05/08
2013/05/14
2013/05/15
2013/06/03
2013/06/12
2013/06/14
2013/06/14
2013/06/21
2013/06/25
2013/06/26
2013/06/27
2013/06/28
2013/07/09
2013/08/09
2013/08/20
2013/08/28
2013/09/23
2013/09/23
2013/10/15
2013/10/28
2013/11/27
2013/11/27
2013/11/29
2013/12/18
2013/12/27
2014/02/03
2014/02/18
2014/02/27
2014/04/07
2014/05/13

Units

.0000
50,000,000.0000
27,000,000.0000
10,000,000.0000
20,670,000.0000
15,950,000.0000
30,000,000.0000
31,000,000.0000
4,665,000.0000

12,500,000.0000
5,500,000.0000

10,000,000.0000
11,500,000.0000
50,000,000.0000
35,000,000.0000
13,000,000.0000
20,000,000.0000
10,000,000.0000
10,000,000.0000
20,000,000.0000
28,000,000.0000
20,000,000.0000
30,000,000.0000
32,000,000.0000
10,000,000.0000
6,000,000.0000

11,000,000.0000
8,000,000.0000

18,000,000.0000
50,000,000.0000
25,000,000.0000
20,000,000.0000
10,000,000.0000
2,974,000.0000

10,000,000.0000
5,000,000.0000

100,000,000.0000
50,000,000.0000
35,000,000.0000
69,955,000.0000
31,000,000.0000
17,000,000.0000

145,000,000.0000
10,000,000.0000
83,000,000.0000
43,000,000.0000
55,000,000.0000

9,000,000.0000
40,000,000.0000
10,000,000.0000
3,200,000.0000
5,000,000.0000

22,465,000.0000
25,000,000.0000
10,000,000.0000

Fed
Tax Cost

$.00
$50,000,000.00
$27,585,090.00

$9,899,300.00
$21,629,088.00
$16,174,815.25
$29,998,860.00
$30,948,808.89

$4,870,959.75
$12,479,217.78

$5,491,200.00
$9,984,500.00

$11,709,645.00
$50,073,500.00
$34,947,550.00
$12,979,738.06
$20,145,100.00
$10,753,700.00

$9,976,000.00
$19,998,200.00
$27,965,090.00
$19,985,333.33
$29,891,700.00
$31,961,600.00
$10,463,200.00
$5,992,500.00

$10.986,250.00
$7,990,000.00

$17,977,375.00
$49,967,138.89
$24,987,569.44
$20,000,000.00
$10,242,300.00

$2,999,189.78
$10,107,800.00
$5,000,700.00

$99,928,500.00
$50,000,000.00
$35,055,500.00
$70,618,738.10
$31,049,934.00
$16,980,620.00

$145,649,900.00
$9,995,100.00

$82,956,990.00
$43,070,950.00
$54,828,670.00
$9,000,000.00

$39,907,000.00
$10,083,600.00

$3,272,480.00
$5,000,000.00

$22,398,237.70
$25,000,000.00
$10,839,800.00

Market
Value

$.00
$50,000,000.00
$27,007,560.00
$10,002,400.00
$20,705,552.40
$15,958,613.00
$30,001,200.00
$30,994,730.00
$4,682,773.65

$12,496,875.00
$5,497,965.00
$9,996,300.00

$11,523,920.00
$50,054,000.00
$35,079,100.00
$12,994,410.00
$20,056,000.00
$10,086,200.00
$10,032,600.00
$19,997,800.00
$28,123,200.00
$19,976,400.00
$30,129,000.00
$31,955,520.00
$10,145,600.00
$5,989,620.00

$10,980,090.00
$7,985,440.00

$17,957,880.00
$49,977,500.00
$24,988,750.00
$20,001,600.00
$10,081,900.00

$2,992,736.20
$10,066,400.00
$5,000,350.00

$99,951,000.00
$50,056,500.00
$35,067,550.00
$70,415,303.90
$31,065,100.00
$17,020,910.00

$145,839,550.00
$10,015,300.00
$83,473,930.00
$43,075,680.00
$55,096,800.00
$9,013,860.00

$40,230,400.00
$10,068,400.00

$3,269,632.00
$5,074,950.00

$22,703,578.30
$25,373,000.00
$10,717,100.00

Market Unrealized Gain
Price Unrealized Loss

.000000
1.000000

100.028000
100.024000
100.172000
100.054000
100.004000
99.983000

100.381000
99.975000
99.963000
99.963000

100.208000
100.108000
100.226000
99.957000

100.280000
100.862000
100.326000
99.989000

100.440000
99.882000

100.430000
99.861000

101.456000
99.827000
99.819000
99.818000
99.766000
99.955000
99.955000

100.008000
100.819000
100.630000
100.664000
100.007000
99.951000

100.113000
100.193000
100.658000
100.210000
100.123000
100.579000
100.153000
100.571000
100.176000
100.176000
100.154000
100.576000
100.684000
102.176000
1 0 1 .499000
101.062000
101.492000
107.171000

.0000

.0000
(577,530.0000)
103,100.0000

(923,535.6000)
(216,202.2500)

2,340.0000
45,921.1100

(188,186.1000)
17,657.2200
6,765.0000

11,800.0000
(185,725.0000)

(19,500.0000)
131,550.0000

14,671.9400
(89,100.0000)

(667,500.0000)
56,600.0000

(400.0000)
158,110.0000

(8,933.3300)
237,300.0000

(6,080.0000)
(317,600.0000)

(2,880.0000)
(6,160.0000)
(4,560.0000)

(19,495.0000)
10,361.1100

1,180.5600
1 ,600.0000

(160,400.0000)
(6,453.5800)

(41,400.0000)
(350.0000)

22,500.0000
56,500.0000
12,050.0000

(203,434.2000)
15,166.0000
40,290.0000

189,650.0000
20,200.0000

516,940.0000
4,730.0000

268,130.0000
13,860.0000

323,400.0000
(15,200.0000)

(2,848.0000)
74,950.0000

305,340.6000
373,000.0000

(122,700.0000)

Exhibit 1



WELLS FARGO
Investments by Date

COUNTY OF VENTURA

ACCOUNT: All Accounts Selected

Asset Description 1 & 2

FED HOME LN BK DTD 04/15/11 1.375 05/28/2014
FED NATL MTG ASSN DEB ZERO CPN DTD 07/05/840.0000 07/05/2014
FED HOME LN MTG CORP DTD 07/26/11 1.000 08/20/2014
FED NATL MTG ASSN DTD 07/18/11 0.875 08/28/2014
FED NATL MTG ASSN MED TERM NOTE ZERO CPN
FED FARM CREDIT BK. DTD 12/12/07 4.300 12/15/2014
FED HOME LN MTG CORP DTD 12/16/11 0.625 12/29/2014
FED NATL MTG ASSN DTD 02/06/12 0.375 03/16/2015
FED NATL MTG ASSN SER 0000
FED HOME LN MTG CORP DTD 11/27/12 0.500 11/27/2015
FED NATL MTG ASSN SER 0000
GRAND TOTAL

Asset ID

313373JR4
313586QR3
3134G2UA8
3135GOBY8
31358C7G5
31331YHM5
3137EADA4
3135GOHG1
3135GORS4
3134G3Y20
3135GORX3

Maturity
Date

2014/05/28
2014/07/05
2014/08/20
2014/08/28
2014/11/15
2014/12/15
2014/12/29
2015/03/16
2015/11/06
2015/11/27
2015/11/27

General Reporting - Investments by Date
From Month End 12/31/2012
01/02/2013 03:30:41 PM EST

Units

35,000,000.0000
25,000,000.0000
50,000,000.0000
20,000,000.0000
9,000,000.0000
9,600,000.0000

10,000,000.0000
20,000,000.0000
20,000,000.0000

116,000,000.0000
70,000,000.0000

Fed
Tax Cost

$35,679,450.00
$24,893,500.00
$50,384,100.00
$20,167,600.00
$8,931,563.10

$10,551,552.00
$9,995,500.00

$19,894,000.00
$20,000,000.00

$116,033,600.00
$70,017,500.00

Market
Value

$35,598,500.00
$24,690,750.00
$50,583,500.00
$20,201,400.00
$8,860,050.00

$10,324,512.00
$10,064,600.00
$20,026,600.00
$20,020,400.00

$116,146,160.00
$70,069,300.00

Market Unrealized Gain
Price Unrealized Loss

101.710000
98.763000

101.167000
101.007000
98.445000

107.547000
100.646000
100.133000
100.102000
100.126000
100.099000

(80,950.0000)
(202,750.0000)
199,400.0000
33,800.0000

(71,513.1000)
(227,040.0000)

69,100.0000
132,600.0000
20,400.0000

112,560.0000
51,800.0000

1,820,979,000.0000 $1,828,347,404.07 $1,827,634,301.45 (713,102.6200)

Page 2
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DECEMBER 2012 TRANSACTIONS

Transaction
Date

12/03/12
12/03/12
12/04/12
12/04/12
12/04/12
12/07/12
12/12/12
12/12/12
12/12/12
12/12/12
12/13/12
12/14/12
12/14/12
12/17/12
12/31/12
12/31/12

Purchase/
Sale

Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase

Par
Amount

35.00
50.00
16.00
50.00
18.00
43.00
50.00
50.00
50.00
50.00
20.00
20.00
6.00

25.00
20.00
5.00

Security
Type

GA
GA
GA
GA
CP
GA
GA
GA
GA
GA
CP
GA
CP
GA
GA
GA

Security
Name

TVA-DN
TVA-DN
FHLMC
FNMA

GE
FHLB

TVA-DN
FHLB-DN

FHLMC-DN
FHLMC-DN

GE
FHLB
GE

FHLB-DN
FHLB-DN

FHLB

Maturity
Date

12/20/12
12/27/12
11/27/15
11/27/15
06/03/13
11/27/13
12/20/12
06/12/13
06/28/13
06/28/13
04/12/13
06/14/13
12/21/12
06/14/13
03/22/13
06/27/13

Yield

0.091504
0.122010
0.464172
0.464172

0.25
0.205024
0.101669
0.131892
0.131893
0.131893

0.22
0.15
0.13

0.101439
0.040559
0.131343
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(SIRPT)

VENTURA COUNTY TREASURY PORTFOLIO, STEVEN HINTZ, TREASURER
ROBERT HANSEN: INVESTMENT MANAGER (805) 654-3733

I N V E S T M E N T I N V E N T O R Y
INVESTMENTS OUTSTANDING AS OF 12/31/12

MAJOR SORT KEY IS ICC#
SETTLEMENT DATE BASIS

PAGE: 1
RUN: 12/31/12 11:44:50

INVSMT
NO.

R
R
R
R
R
R
R
R
R
R
R
R
R
R
R

36811
36814
36493
36495
36440
36878
36786
36881
36802
36793
36794
36872
36835
36831
36838

DESCRIPTION

FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB
FHLB

BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS

BONDS
BONDS

FUND
NO.

1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003

MATURITY
(TICKER)

01/16/13
01/18/13
03/08/13
03/08/13
03/20/13
06/14/13
06/21/13
06/27/13
07/09/13
08/28/13
08/28/13
11/27/13
12/27/13
05/28/14
05/28/14

PURCHASE
DATE

12/14/11
12/22/11
05/26/10
05/27/10
04/01/10
12/14/12
11/18/11
12/31/12
12/08/11
11/28/11
11/28/11
12/07/12
04/05/12
03/22/12
04/09/12

SAF/
PURP

200
200
200
200
200
200
200
200
200
200
200
200
200
200
200

CUPN
RATE

1.500
.200

1.750
1.750
1.625
.150

1.875
.160
.375
.500
.500
.375
.875

1.375
1.375

TRDNG
YIELD

.203

.204
1.459
1.506
1.708
.150
.347
.131
.375
.410
.405
.205
.389
.486
.446

BOOK
PRICE

101.410
99.996
100.790
100.661
99.760
100.000
102.423
100.014
100.000
100.157
100.165
100.165
100.836
101.929
101.972

PAR VALUE
SHARES

15,950,
30,000,
10,000,
10,000,
10,000,
20,000,
10,000,
5,000,
50,000,
16,000,
15,000,
43,000,
10,000,
25,000,
10,000,

000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00

BOOK VALUE

16,
29,
10,
10,
9,

20,
10,
5,

50,
16,
15,
43,
10,
25,
10,

174,815
998,860
079,000
066,100
976,000
000,000
242,300
000,700
000,000
025, 184
024,750
070,950
083, 600
482,250
197,200

.25

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

ORIGINAL FACE

15, 950,
30,000,
10,000,
10,000,
10,000,
20,000,
10, 000,
5,000,
50,000,
16,000,
15,000,
43,000,
10,000,
25,000,
10,000,

000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00

SUBTOTAL (Inv Type) 22 FHLB BONDS

R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R

36445
36447
36462
36683
36776
36784
36551
36673
36681
36707
36797
36798
36567
36568
36569
36598
36600
36602
36678
36695
36732
36699
36790

FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA
FNMA

BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS
BONDS

15.39%(C) .757 .443 100.526 279,950,000.00 281,421,709.25 279,950,000.00

1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003

02/22/13
02/22/13
03/15/13
06/26/13
08/09/13
08/09/13
08/20/13
08/20/13
08/20/13
08/20/13
08/20/13
08/20/13
09/23/13
09/23/13
09/23/13
09/23/13
09/23/13
09/23/13
09/23/13
09/23/13
09/23/13
12/18/13
12/18/13

04/06/10
04/07/10
04/13/10
02/22/11
10/28/11
11/14/11
08/26/10
01/21/11
01/24/11
03/30/11
11/30/11
12/01/11
09/08/10
09/10/10
09/10/10
10/26/10
10/27/10
10/28/10
02/01/11
03/16/11
04/14/11
03/16/11
11/23/11

200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200

1
1
4
1

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

.750

.750

.375

.500

.500

.500

.250

.250

.250

.250

.250

.250

.000

.000

.000

.000

.000

.000

.000

.000

.000

.750

.750

1.822
1.796
1.719
1.033
.429
.361
.930

1.029
1.020
1.060
.328
.328

1.000
1.025
1.000
.700
.690
.669

1.049
1.000
1.020
1.070
.556

99
99
107
101
100
100
100
100
100
100
101
101
100
99
100
100
100
100
99

100
99
99
100

.798

.871

.537

.078

.126

.240

.938

.560

.582

.447

.582

.579

.000

.926

.000

.861

.890

.949

.872

.000

.951

.133

.398

10,
25,
10,
10,
25,
10,
10,
5,

10,
20,
9,

15,
10,
10,
10,
25,
25,
25,
10,
20,
10,
20,
10,

000,000
000,000
000,000
000,000
000,000
000, 000
000,000
000,000
000,000
000, 000
955,000
000,000
000, 000
000,000
000,000
000,000
000,000
000,000
000,000
000,000
000,000
000, 000
000,000

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

9, 979,800.00
24, 967, 750.00
10,753,700.00
10,107,800.00
25,031,500.00
10, 024, 000.00
10,093,800.00
5,028,000.00
10,058,200.00
20,089, 400.00
10,112,488.10
15,236,850.00
10, 000, 000.00
9,992,600.00
10,000,000.00
25,215, 250.00
25,222,500.00
25,237,250.00
9, 987,200.00

20,000,000.00
9,995, 100.00
19, 826, 600.00
10,039,800.00

10,
25,
10,
10,
25,
10,
10,
5,
10,
20,
9,

15,
10,
10,
10,
25,
25,
25,
10,
20,
10,
20,
10,

000,
000,
000,
000,
000,
000,
000,
000,
000,
000,
955,
000,
000,
000,
000,
000,
000,
000,
000,
000,
000,
000,
000,

000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
000.00
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(SIRPT)

VENTURA COUNTY TREASURY PORTFOLIO, STEVEN HINTZ, TREASURER
ROBERT HANSEN: INVESTMENT MANAGER (805) 654-3733

I N V E S T M E N T I N V E N T O R Y
INVESTMENTS OUTSTANDING AS OF 12/31/12

MAJOR SORT KEY IS ICC#
SETTLEMENT DATE BASIS

PAGE: 2
RUN: 12/31/12 11:44:50

INVSMT

R
R
R
R
R
R

NO. DESCRIPTION

36791 FNMA BONDS
36833 FNMA BONDS
36839 FNMA BONDS
36858 FNMA
36863 FNMA BONDS
36870 FNMA BONDS

FUND
NO.

1003
1003
1003
1003
1003
1003

SUBTOTAL (Inv Type) 23 FNMA BONDS

R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R
R

36403 FHLMC-BONDS
36458 FHLMC BONDS
36459 FHLMC BONDS
36452 FHLMC BONDS
36453 FHLMC BONDS
36456 FHLMC BONDS
36781 FHLMC BONDS
36701 FHLMC BONDS
36703 FHLMC BONDS
36704 FHLMC BONDS
36738 FHLMC BONDS
36792 FHLMC BONDS
36787 FHLMC BONDS
36788 FHLMC BONDS
36789 FHLMC BONDS
36796 FHLMC BONDS
36775 FHLMC BONDS
36777 FHLMC BONDS
36785 FHLMC BONDS
36813 FHLMC BONDS
36864 FHLMC BONDS
36865 FHLMC BONDS
36866 FHLMC BONDS
36869 FHLMC BONDS

1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003
1003

SUBTOTAL (Inv Type) 24 FHLMC BONDS

R
R
R
R

36809 FFCB BONDS
36725 FFCB BONDS
36726 FFCB BONDS
36692 FFCB BONDS

1003
1003
1003
1003

MATURITY
(TICKER)

12/18/13
08/28/14
03/16/15
11/06/15
11/27/15
11/27/15

26.10?

01/09/13
04/11/13
04/11/13
04/15/13
04/15/13
04/15/13
10/15/13
10/28/13
10/28/13
10/28/13
10/28/13
10/28/13
11/27/13
11/27/13
11/27/13
11/27/13
08/20/14
08/20/14
08/20/14
12/29/14
11/27/15
11/27/15
11/27/15
11/27/15

21.44!

02/21/13
02/22/13
02/22/13
06/25/13

PURCHASE
DATE

11/23/11
03/23/12
04/10/12
11/06/12
11/27/12
12/04/12

i(C)

01/11/10
04/09/10
04/12/10
04/08/10
04/08/10
04/09/10
11/07/11
03/17/11
03/23/11
03/25/11
04/25/11
11/25/11
11/21/11
11/22/11
11/22/11
11/29/11
10/27/11
10/28/11
11/17/11
12/19/11
11/28/12
11/30/12
12/03/12
12/04/12

MC)

12/13/11
04/11/11
04/12/11
03/08/11

SAF/
PURP

200
200
200
200
200
200

200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
200
100
200
200
200
200
200

200
200
200
200

CUPN
RATE

.750

.875

.375

.500

.500

.500

.995

1.375
1.720
1.720
1.625
1.625
1.625
.375
.875
.875
.875
.875
.875
.375
.375
.375
.375

1.000
1.000
1.000
.625
.500
.500
.500
.500

.821

1.750
.900
.900

1.375

TRDNG
YIELD

.552

.528

.557

.500

.500

.488

.801

1.721
1.805
1.758
1.750
1.743
1.750
.400

1.001
1.070
1.080
1.040
.500
.573
.564
.531
.458
.720
.726
.724
.640
.500
.488
.488
.488

.824

.214

.820

.820
1.001

BOOK
PRICE

100.406
100.838
99.470
100.000
100.000
100.035

100.456

98.993
99.753
99.890
99.632
99.653
99.632
99.951
99.675
99.501
99.477
99.592

100.718
99.603
99.622
99.688
99.835

100.778
100.762
100.753
99.955
100.000
100.035
100.035
100.035

99.987

101.823
100.147
100.147
100.847

PAR VALUE
SHARES

10,000, 000.00
20,000,000.00
20,000,000.00
20, 000,000.00
20,000,000.00
50,000,000.00

474, 955, 000.00

10,000, 000.00
3,000,000.00
25,000,000.00
10,000,000.00
10,000,000.00
10,000,000.00
10,000,000.00
15, 000, 000.00
10,000,000.00
20,000,000.00
10,000,000.00
28, 000, 000.00
10, 000,000.00
20,000,000.00
10, 000,000.00
15,000,000.00
25,000,000.00
15,000,000.00
10, 000, 000.00
10,000,000.00
20, 000,000.00
40, 000, 000.00
40,000,000.00
16,000,000.00

392,000,000.00

11,500,000.00
25,000,000.00
25, 000, 000.00
2, 974,000.00

BOOK VALUE

10, 040, 600.00
20, 167, 600.00
19,894,000.00
20, 000, 000.00
20,000,000.00
50,017,500.00

477, 119,288.10

9,899,300.00
2,992,590.00

24, 972,500.00
9,963,200.00
9,965, 300.00
9, 963,200.00
9, 995,100.00

14, 951, 250.00
9,950,100.00
19,895,400.00
9, 959,200.00

28, 201, 040.00
9,960,300.00
19,924,320.00
9,968,800.00
14,975,250.00
25,194,500.00
15,114,300.00
10, 075, 300.00
9, 995,500.00
20,000,000.00
40, 014, 000.00
40, 014, 000.00
16,005, 600.00

391,950, 050.00

11,709, 645.00
25,036,750.00
25, 036,750.00
2, 999,189.78

ORIGINAL FACE

10,000,000.00
20,000,000.00
20,000,000.00
20, 000, 000.00
20,000,000.00
50,000,000.00

474,955,000.00

10, 000, 000.00
3,000,000.00
25,000,000.00
10,000,000.00
10, 000,000.00
10,000,000.00
10,000,000.00
15,000,000.00
10,000,000.00
20,000,000.00
10,000,000.00
28,000,000.00
10,000,000.00
20, 000,000.00
10,000,000.00
15,000,000.00
25,000,000.00
15, 000,000.00
10, 000, 000.00
10,000,000.00
20,000,000.00
40, 000, 000.00
40,000,000.00
16,000,000.00

392,000,000.00

11,500,000.00
25,000,000.00
25, 000, 000.00
2,974,000.00
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(SIRPT)

VENTURA COUNTY TREASURY PORTFOLIO, STEVEN HINTZ, TREASURER
ROBERT HANSEN: INVESTMENT MANAGER (805) 654-3733

I N V E S T M E N T I N V E N T O R Y
INVESTMENTS OUTSTANDING AS OF 12/31/12

MAJOR SORT KEY IS ICC#
SETTLEMENT DATE BASIS

PAGE: 3
RUN: 12/31/12 11:44:50

INVSMT
NO.

R 36778
R 36795
R 36693
R 36684
R 36672
R 36674
R 36714
R 36721
R 36836

SUBTOTAL

R 36780
R 36782
R 36783
R 36847

SUBTOTAL

R 36882
R 36874
R 36880

SUBTOTAL

R 36875
R 36876

SUBTOTAL

R 36862
R 36855

SUBTOTAL

R 36848
R 36849

FUND MATURITY
DESCRIPTION NO. (TICKER)

FFCB BONDS 1003 09/23/13
FFCB BONDS 1003 11/29/13
FFCB BONDS 1003 02/03/14
FFCB BONDS 1003 02/18/14
FFCB BONDS 1003 02/27/14
FFCB BONDS 1003 02/27/14
FFCB BONDS 1003 02/27/14
FFCB BONDS 1003 04/07/14
FFCB 1003 12/15/14

(Inv Type) 27 FFCB BONDS 8.59%

LAIF 580 01/01/13
LAIF 580 01/01/13
LAIF 580 01/01/13
laif 580 01/01/13

(Inv Type) 30 LOCAL AGENCY INV FUN 2.73%

FHLB DISCOUNT NOTE 1003 03/22/13
FHLB DISCOUNT NOTE 1003 06/12/13
FHLB DISCOUNT NOTE 1003 06/14/13

(Inv Type) 43 FHLB DISCOUNT NOTES 5.19%

FHLMC DISCOUNT NOTE 1003 06/28/13
FHLMC DISCOUNT NOTE 1003 06/28/13

(Inv Type) 45 FHLMC DISCOUNT NOTES 5.47%

FNMA DISCOUNT NOTES 1003 07/05/14
FNMA DISCOUNT NOTES 1003 11/15/14

(Inv Type) 48 FNMA DISCOUNT NOTES 1.85%

GENERAL ELECTRIC CAPITAL 1001 01/31/13
GENERAL ELECTRIC CAPITAL 1001 01/31/13

PURCHASE
DATE

10/28/11
11/29/11
03/09/11
02/18/11
01/19/11
01/21/11
04/06/11
04/07/11
04/04/12

(C)

10/31/11
11/04/11
11/01/11
07/02/12

(C)

12/31/12
12/12/12
12/17/12

(C)

12/12/12
12/12/12

(C)

11/26/12
10/01/12

(C)

07/26/12
07/31/12

SAF/
PURP

200
200
200
200
200
200
200
200
200

200
200
200
200

200
200
200

200
200

200
200

200
200

CUPN
RATE

.350

.500
2.200
1.530
1.125
1.125
1.125
1.400
4.300

1.277

.352

.352

.352

.356

.354

.040

.130

.100

.103

.130

.130

.130

.266

.360

.291

.320

.320

TRDNG
YIELD

.410

.500
1.400
1.530
1.186
1.217
1.416
1.400
.590

.885

.352

.352

.352

.356

.354

.040

.130

.100

.103

.130

.130

.130

.266

.361

.291

.321

.321

BOOK
PRICE

99.886
100.000
102.265
100.000
99.815
99.720
99.178
100.000
109.912

100.800

100.000
100.000
100.000
100.000

100.000

99.991
99.934
99.950

99.950

99.929
99.929

99.929

99.574
99.240

99.485

99.832
99.836

PAR VALUE
SHARES

17,000,000
9,000, 000
3,200,000
5,000,000
10, 000,000
10, 000, 000
2,465,000
25,000,000
9, 600, 000

155,739,000

5, 000, 000
14,000,000
6, 000, 000
25,000,000

50, 000, 000

20,000, 000
50, 000, 000
25,000,000

95,000,000

50,000, 000
50, 000, 000

100,000,000

25,000,000
9,000,000

34,000,000

11,000,000
20, 000, 000

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

BOOK VALUE

16,980, 620
9,000,000
3,272,480
5,000,000
9,981,500
9,972,000
2,444,737
25,000,000
10, 551, 552

156, 985,224

5,000,000
14,000,000
6, 000, 000

25,000, 000

50,000,000

19, 998,200
49, 967, 138
24,987, 569

94,952, 908

49, 964,250
49, 964,250

99, 928,500
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TOTAL PORTFOLIO = 1,820.979

FEDERAL AGENCIES
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Mesa Union School District Emergency Plan  1 

OVERVIEW 

 

This Manual is both an emergency checklist and an emergency plan 

 

The manual is organized to: 

 

1. Describe the initial actions of the staff IMMEDIATELY during and after an 

emergency event. This information if contained in Section II titled “Initial Response 

Checklist”. 

2. Establish the basic organizational structure and overall response strategy (who is in 

charge and what functions will be done) for sustained responses. This information is 

contained in Sections III and IV. 

3. Provide information to help accomplish the functions (procedure checklists, maps, 

staff rosters, organization charts, medical forms, telephone numbers, checkout forms, 

etc.) This information is contained in Sections IV, V, VI, VII, and VIII 

 

All emergency actions will be taken according to the following priorities: 

 

1. Protection of life 

 

2. Protection of the environment 

 

3. Protection of property 

 

4. Restoration of services 

 

 

This plan is designed to be activated for any unusual and/or emergency incident that occurs at 

this school. The philosophy of this plan is to provide staff with a functional organization and 

basic checklists for each required function following a major incident, such as an earthquake. 

 

The organizational structure is modeled after the Incident Command System (ICS). ICS is a 

multi-hazard management system that can be used to manage the response to all foreseeable 

emergencies. 

 

The fundamental tenet of ICS is that the Incident Commander (highest ranking available staff) is 

solely responsible for the emergency response. He/She must ensure that the ICS organization is 

properly staffed to respond to the incident. 

 

It is incumbent upon the Incident Commander to assess the current emergency and determine 

what, if any, parts of this plan will be activated and/or modified to best respond to the incident. 

The Initial Response checklist Section of the Plan contains initial, incident-specific checklists. 

 

The Incident Commander must determine what, if any, actions are required beyond these initial 

steps (such as activating all or parts of the Incident Command System). 
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The Mesa Union Elementary School Emergency Plan is an extension of the Mesa Union School 

District Emergency Plan. This plan complies with the Standardized Emergency Management 

System (SEMS) regulations. The district’s channel of coordination is reflected in Chart 1. 

 

CHART 1 

 

 

 

State Office of Emergency Services 

 

 

 

Regional EOC 

 

 

 

Ventura County Operational Area EOC 

 

 

 

City of Camarillo EOC 

 

 

 

Mesa Union School District EOC 

 

 

 

Mesa Union School 
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Emergency Preparedness Responsibility 

 

School Principal: This position is responsible for site disaster preparedness 

 

 Be familiar with all aspects of site disaster plan 

 Determine “safe” assembly area location 

 Determine appropriate remote location for sanitary area 

 Address potential need for evacuation of campus population site 

 Review, in September, disaster preparedness procedures & non-

structural hazard mitigation with all staff. 

 Review “Duck, Cover & Hold” procedures 

 Survey staff for preference of assignments (medical, search and  

rescue, field supervision). 

 Select backup Incident Commander (in case of principal absence) 

& orient to position’s responsibilities. 

 Create buddy teacher list (see pages 20 & 77) 

 Schedule date(s) for skills training of new employees & training 

update for returning staff 

 Include disaster procedures with packet for all substitutes on 

campus 

 Meeting with site safety representative, PFO safety chairman, and 

custodian to ensure: 

- Annual bulk water exchange 

- Accurate inventory of supplies for container and classroom 

bags 

- Missing supplies are replaced and batteries changed 

- Parent information on preparedness at home/school sent 

home each semester 

- That 2 copies of disaster card available 

- That disaster cards are moved appropriately as class 

changes are made 

 Utilize full site committee consisting of, but not limited to: 

principal, site safety rep, PFO safety committee, minimum 2 

teachers, & custodian to 

- Plan emergency/disaster drills, minimum 2 each school 

year 

- Plan drill critiques (verbal & written) 

 Train staff members for your command position to ensure school 

site safety & security in your absence 

 

Train staff members for position of public information officer (PIO)  
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EMERGENCY PROCEDURES 

 

 

BOMB THREAT 

 

Discovering Party: 

1. If you receive a bomb threat over the telephone, ask the following: 

a) When is the bomb going to explode? 

b) Where is the bomb right now? 

c) What does the bomb look like? 

d) What kind of bomb is it? 

e) What will cause the bomb to explode? 

f) Why did you place the bomb? 

g) What is your address? (Where are you?)  Note:  The caller may actually tell you. 

h) What is your name? 

2. If you receive suspicious mail, leave the area.  Do not submerge it in water or place it into an 

enclosed space.  The following may, but not always, indicate a mail bomb: 

a) Protruding wires, 

b) Oil stains, 

c) Strange odor, 

d) Mailed from a foreign country, 

e) Badly typed or written, 

f) Misspelled words, 

g) Addressed to title only, 

h) Wrong title with name, 

i) Excessive postage. 

3. Notify the site administrator. 

4. Prepare to evacuate to the assembly area. 

 

Site Administrator: 

1. Call the Police Department  9-1-1. 

2. Notify the Superintendent. 

3. Site administrator is the incident commander.  Establish a command post. 

4. Determine if you will evacuate the school/site before conducting a search.  Activate the 

alarm signal (bell and/or verbal) if you decide to conduct an evacuation.   

5. Activate staff assignments to accomplish necessary functions as outlined in the Emergency 

Plan. 

6. In conjunction with the Police Department, direct a search of the campus. 
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EARTHQUAKE 

 

Duck, Cover and Hold 

 

If inside: 

1. Remain calm. 

2. Duck, cover, and hold.  To avoid falling or “flying” objects: 

a) Duck under a table or desk, 

b) Hold on to one leg of the table or desk, 

c) Move with the table or desk, 

d) Sit or crouch against an inside wall, 

e) Keep head and body protected at all times. 

3. Stay protected until all shaking and movement of furniture and other objects stops. 

4. Stay inside the building.  Leaving the building will subject you to falling debris, downed 

power lines, and other hazards. 

5. Stay away from windows, glass, bookcases, heavy suspended light fixtures, and/or outside 

doors. 

6. Do not use telephones.  Place receivers back on the cradle. 

7. Prepare to evacuate to the assembly area. 

 

If outside: 

1. Remain calm. 

2. Duck, cover, and hold. 

3. Move away from buildings and utility wires. 

4. Watch for falling glass, electrical wires, poles, trees, or other falling debris. 

5. Prepare to relocate to evacuation assembly area. 

 

Site Administrator: 

1. Site administrator is the incident commander.  Establish a command post and initiate damage 

assessment. 

2. Determine if you will evacuate the school/site.  Activate the alarm signal (bell and/or verbal) 

if you decide to conduct an evacuation.   

3. Ensure that the disabled are assisted in the evacuation. 

4. Activate a search team to check all buildings for trapped or injured staff and/or students. 

5. Activate other staff assignments to accomplish necessary functions as outlined in the 

Emergency Plan. 

6. Ventura County Emergency Broadcast Stations (EBS) include: 

KHAY 100.7 FM and KVEN 1450 AM. 
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Teachers/Supervisors: 

1. Give the duck, cover and hold command to students or staff.  Duck, cover and hold yourself. 

2. After the shaking stops, determine the needs of neighboring teachers/supervisors (buddy 

system). 

3. Do not strike a match or produce any other flame until gas lines are checked. 

4. If a fire develops, follow the procedures in the Fire section. 

5. Determine if an evacuation is necessary.  If so, or instructions to evacuate are given, direct an 

orderly evacuation to your assembly area. 

6. Take your disaster supplies and roll book to the assembly area. 

7. Take roll and complete the Student/Staff Accounting Form.  Turn the Student/Staff 

Accounting Form to the site administrator or designee. 

8. Determine the first aid needs of your students or staff.  Have injured students or staff 

transported to the treatment area, when activated. 

9. Teachers/Supervisors are now available to either remain in assembly area for students or staff 

care or report to the command post for additional assignment(s). 
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LOCKDOWN PROCEDURE 
A Lock Down will be announced over the intercom, as “LOCK DOWN” and no distinction will 

be made between a drill and an actual emergency. Teachers are to immediately lock their doors, take roll, 

and notify the office if a child is not in the room along with their last known location. All classrooms will 

be contacted within the first 5 minutes after lockdown has been called to confirm student safety. All 

teachers and students are to stay within the confinement of the room until an “ALL CLEAR” is 

announced. Under no circumstances are teachers to open their doors or let students outside until they get 

notification of the all clear. If you are in doubt contact the office for confirmation. If an actual emergency 

has taken place a parent note will be sent home at the end of the day. 

For students who are caught outside, they are to proceed to the nearest classroom immediately. 

Teachers are to look for students outside while they are closing and locking their doors and allow students 

to enter. Immediately call the office to confirm the student’s location. 

If for some reason students must stay beyond the end of the regular school day, the administration 

office will handle all parent calls. 

  

IF IN CLASSROOM (OFFICE WILL CALL YOU) 

Teacher:  
1. Lock doors and turn off lights, direct students to cover under desk or away from windows/doors and 

remain silent. 

2. Take roll.  Note any missing students and possible whereabouts. 

3. Wait for call from office: 

Irene Ramirez (x222) will call K-2, Jolana Ramirez (x225) will call 3-5, Erica Magdaleno (x221) will call 

Junior High, Ryan Howatt (x223) will call RSP, Speech, Counseling, Cafeteria, and Maintenance.   

Respond with “All here”, “#/Name(s)/Whereabouts of student(s)”, Student(s) gathered from outside.   

4. Stay in confinement of room until “ALL CLEAR” is announced.  Wait for directions to “EVACUATE 

(evacuate to field unless otherwise directed)” or “RESUME (continue with instruction)” 

  

IF ON PLAYGROUND 1. Proceed to nearest classroom, or library.  Group students by class and move 

them out of the line of sight.   

2. (CALL x222 or x225.  If lines are busy call again) 

  

IF IN LIBRARY  
1. Lock doors and turn off lights, direct students to take shelter between bookcases or along walls.  

Students need to be kept out of the line of sight. (CALL x222 or x225.  If lines are busy call again) 

  

IF IN COMPUTER LAB  
1. Move students to library and follow directions for library lockdown. (CALL x222 or x225.  If lines 

are busy call again) 

  

IF IN CAFETERIA  
1. Take cover under tables.  Cafeteria staff will lock down and notify office of attendees. (CALL x222 or 

x225.  If lines are busy call again) 

  
IF ON FIELD 1. Move students to PE building and follow classroom instructions. (CALL x222 or 

x225.  If lines are busy call again) 
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EXPLOSION OF GAS PIPELINES ON HIGHWAY 118 

 

Duck, Cover and Hold 

1. Remain calm. 

2. Duck, cover, and hold.  To avoid falling or “flying” objects: 

a) Duck under a table or desk, 

b) Hold on to one leg of the table or desk, 

c) Move with the table or desk, 

d) Sit or crouch against an inside wall, 

e) Keep head and body protected at all times. 

3. Stay protected until all falling and moving objects have stopped. 

4. Prepare to evacuate to the assembly area using main evacuation map moving all persons to 

the south of the buildings at least 500 feet from Highway 118. 

 

Site Administrator 

1. Upon knowledge of the explosion at school/site activate alarm signal (bell and/or verbal). 

2. Ensure that the disabled are assisted in the evacuation. 

3. Call 9-1-1 to report the explosion. 

4. Notify the Superintendent. 

5. Site administrator is the incident commander.  Establish a command post. 

6. Direct a subordinate to check all bathrooms and training rooms for staff and students. 

7. Activate other staff assignments to accomplish necessary functions as outlined in the 

Emergency Plan. 

 

All Personnel 

1. Remain calm and listen to instructions. 

2. Evacuate when instructed to do so.  Use pre-planned evacuation routes, if safe to do so, 

otherwise use the safest route. 

3. Once in the assembly area, do not leave until instructed to do so. 

4. Teachers/Supervisors are to take roll and complete the Student/Staff Accounting Form.  Turn 

the Student/Staff Accounting Form to the site administrator or designee. 

5. Teachers/Supervisors are now available to either remain in assembly area for students or staff 

care or report to the command post for additional assignment(s). 

6. If a fire develops, follow the procedures in the Fire section. 
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EXPLOSION OR THREAT OF EXPLOSION 

 

Duck, Cover and Hold 

1. Remain calm. 

2. Duck, cover, and hold.  To avoid falling or “flying” objects: 

      a) Duck under a table or desk, 

      b) Hold on to one leg of the table or desk, 

      c) Move with the table or desk, 

      d) Sit or crouch against an inside wall, 

      e) Keep head and body protected at all times. 

3. Stay protected until all falling and moving objects have stopped. 

4. Prepare to evacuate to the assembly area. 

 

Site Administrator 

1. Upon knowledge of the explosion at school/site activate alarm signal (bell and/or verbal). 

2. Ensure that the disabled are assisted in the evacuation. 

3. Call 9-1-1 to report the explosion. 

4. Notify the Superintendent. 

5. Site administrator is the incident commander.  Establish a command post. 

6. Direct a subordinate to check all bathrooms and training rooms for staff and students. 

7. Activate other staff assignments to accomplish necessary functions as outlined in the 

Emergency Plan. 

 

All Personnel 

1. Remain calm and listen to instructions. 

2. Evacuate when instructed to do so.  Use pre-planned evacuation routes, if safe to do so, 

otherwise use the safest route. 

3. Once in the assembly area, do not leave until instructed to do so. 

4. Teachers/Supervisors are to take roll and complete the Student/Staff Accounting Form.  Turn 

the Student/Staff Accounting Form to the site administrator or designee. 

5. Teachers/Supervisors are now available to either remain in assembly area for students or staff 

care or report to the command post for additional assignment(s). 

6. If a fire develops, follow the procedures in the Fire section. 
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FALLEN AIRCRAFT 

 

Site Administrator: 

1. Call 9-1-1 to report the crash. 

2. Determine if you will evacuate the school/site.  Activate the alarm signal (bell and/or verbal) 

if you decide to conduct an evacuation.  All students and staff are to be kept at a safe 

distance, upwind, allowing for a possible explosion.  Note:  In the case of a fallen jet aircraft, 

minimum safe distance is 400 yards. 

3. Ensure that the disabled are assisted in the evacuation. 

4. Notify the Superintendent. 

5. Site administrator is the incident commander.  Establish a command post. 

6. Activate staff assignments to accomplish necessary functions as outlined in the Emergency 

Plan. 

7. Upon arrival of emergency responders, form a unified command with them and direct your 

resources accordingly. 

8. Determine from the District if the school will be closed.  If so, activate the student release 

team to begin the student release process. 

 

Teachers/Supervisors: 

1. Determine if the students or staff are in immediate danger. 

2. If the students or staff are in danger, evacuate the students or staff to the assembly area or 

other safe location in an orderly manner.   

3. Take roll and complete the Student/Staff Accounting Form.  Turn the Student/Staff 

Accounting Form to the site administrator or designee. 

4. If not at the usual assembly area, move the students or staff to the designated assembly area 

once it has been established. 

5. Teachers/Supervisors are now available to either remain in assembly area for students or staff 

care or report to the command post for additional assignment(s). 

6. Prepare to release students to the student release unit.  Note:  Do not release any students 

until you have completed the Student/Staff Accounting Form. 
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FIRE 

 

Discovering Party 

1. Activate nearest accessible manual alarm pull box, and notify the site administration office 

that there is a fire at (say location).  The office will call the fire department.   

2. Clear everyone from the immediate area. 

3. Close, but do not lock all doors leading to fire area to isolate the area and prevent spread of 

fire. 

 

Site Administrator 

1. Upon knowledge of fire at school activate alarm signal (bell and/or verbal). 

2. Call 9-1-1 to report the fire. 

3. Notify the Superintendent. 

4. Site administrator is the incident commander.  Establish a command post. 

5. Supervise the evacuation of staff and students to assembly areas. 

6. Ensure that the disabled are assisted in the evacuation. 

7. Direct a subordinate to check all bathrooms and training rooms for staff and students. 

8. Activate other staff assignments to accomplish necessary functions as outlined in the 

Emergency Plan. 

 

All Personnel 

1. Remain calm and listen to instructions. 

2. Do not open hot doors.  Before opening any door, touch it near the top to see if it is hot.  Do 

not break windows - oxygen accelerates fires. 

3. Evacuate when instructed to do so.  Use pre-planned evacuation routes, if safe to do so, 

otherwise use the safest route. 

4. Once in the assembly area, do not leave until instructed to do so. 

5. Teachers/Supervisors are to take roll and complete the Student/Staff Accounting Form.  Turn 

the Student/Staff Accounting Form to the site administrator or designee. 

6. Teachers/Supervisors are now available to either remain in assembly area for students or staff 

care or report to the command post for additional assignment(s). 

7. If the fire is small (no bigger than a personal computer) use the nearest fire extinguisher to 

put it out.  Do not risk personal safety to put out a fire. 

8. If clothing catches on fire: stop, drop to the ground, and roll to put out the flames.  Panicking 

and running will cause the fire to grow larger, resulting in more severe burns. 
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FLOODING, TSUNAMI, WASHOUT 

 

Site Administrator: 

1. Tune to the Emergency Broadcast Station (EBS) to receive an update on the storm.  Ventura 

County EBS include: 

KHAY 100.7 FM and KVEN 1450 AM. 

2. Notify the Superintendent. 

3. Site administrator is the incident commander.  Establish a command post. 

4. If activated, contact the City Emergency Operations Center for information and direction. 

5. If flooding is imminent, Activate staff assignments to accomplish necessary functions as 

outlined in the Emergency Plan.  Begin sandbagging and other property protection measures 

as required. 

6. Determine from the District if the school will be closed.  If so, activate the student release 

team to begin the student release process. 

 

Teachers/Supervisors: 

1. Keep students or staff indoors until it is determined to be safe outside. 

2. Prepare to evacuate students or staff.  Evacuate students or staff to the assembly area if an 

evacuation is ordered. 

3. Take roll and complete the Student/Staff Accounting Form.  Turn the Student/Staff 

Accounting Form to the site administrator or designee. 

4. Prepare to release students to the student release unit.  Note:  Do not release any students 

until you have completed the Student/Staff Accounting Form. 
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HAZARDOUS MATERIALS RELEASE OR AIR POLLUTION 

 

In the event that a hazardous material is released in the area of the school, the Fire Department 

and/or Police Department will determine if an evacuation of the school is necessary.  If an 

evacuation of the school is necessary, all personnel will be instructed where to go and which 

routes to take. 

 

Site Administrator: 

1. Establish and maintain communication with the Police Department/Emergency Operations 

Center.  If the Emergency Operations Center is not activated, contact the Police Department 

9-1-1.   

2. Notify the Superintendent. 

3. Site administrator is the incident commander.  Establish a command post. 

4. Activate staff assignments to accomplish necessary functions as outlined in the Emergency 

Plan.  If an evacuation to another site is imminent, activate the transportation team and 

prepare to move students and staff to the designated shelter. 

5. Until advised to evacuate assume that a “shelter-in-place” strategy will be employed and do 

the following: 

a) Direct that all students and staff remain indoors until it is safe. 

b) Direct that all Heating, Ventilation, and Air Conditioning (HVAC) units are shut down. 

c) Direct that all windows are shut. 

6. Upon arrival of emergency responders, form a unified command with them and direct your 

resources accordingly. 

7. Determine from the District if the school will be closed.  If so, activate the student release 

team to begin the student release process. 

 

Teachers/Supervisors: 

1. Upon notification that a hazardous materials incident is affecting the school, keep calm, and 

prepare for an immediate evacuation to another location in the city. 

2. Keep students or staff calm.  

3. Close all doors and windows. 

4. Ensure that the Heating, Ventilation, and Air Conditioning (HVAC) system is shut down. 

5. Unless otherwise instructed, assume that a “shelter-in-place” strategy is being utilized.  Keep 

all students or staff indoors until it is determined to be safe. 

6. When instructed to do so, evacuate the students or staff to the assembly area or other safe 

location in an orderly manner.   

7. Take roll and complete the Student/Staff Accounting Form.  Turn the Student/Staff 

Accounting Form to the site administrator or designee. 

8. Prepare to release students to the student release unit.  Note:  Do not release any students 

until you have completed the Student/Staff Accounting Form. 
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MEDICAL EMERGENCY 

 

Life Threatening Emergencies: 

1. No heartbeat. 

2. No breathing or difficulty breathing. 

3. Severe bleeding. 

4. Heart attack.  Symptoms include: 

a) Chest pain or pressure.  This pain may radiate into the left shoulder and arm or the left 

side of the neck and jaw. 

b) Sweating, nausea, and/or general weakness. 

 

Serious Illness: 

1. A victim who is or becomes unconscious. 

2. Someone who is unusually or unexplainably confused. 

3. Someone whose speech suddenly becomes slurred or incoherent. 

4. Someone who has been poisoned or appears to have been poisoned. 

5. Someone having a seizure. 

 

Discovering Party: 

1. Check the accident scene.  Do not put yourself in danger.  Look the scene over and try to 

answer: 

a) Is the scene safe? 

b) What happened? 

c) How many victims are there? 

d) Can bystanders help? 

2. Dial 9-1-1 

a) Stay calm, 

b) Speak clearly and slowly, 

c) Give your exact location, 

d) Describe the situation, 

e) Give the telephone number from which you are calling, 

f) Answer any other questions, 

g) Do not hang up until the operator tells you to do so. 

3. Notify the site administration office that there is an injured person(s) at (say location). 

4. Do not provide medical attention unless you are trained and have the necessary supplies 

available. 

5. Make the injured/ill person comfortable and explain that help is on the way. 
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6. Comply with the requirements for blood borne pathogens exposure prevention, including use 

of personal protective equipment (PPE) and other “universal precautions” if emergency first 

aid is provided. 

 Treat all blood, bodily fluids, and other potentially infectious material (OPIM) as 

infectious and follow safety practices to avoid direct contact. 

 Use PPE (gloves, gown, and mask) to avoid exposure when handling or otherwise 

coming into contact with blood or OPIM.   

7. Obtain expert medical follow-up for the injured/ill person any time first aid is rendered, 

except in cases of obviously minor injuries, such as small cuts. 

8. If first aid supplies are used, notify the person responsible so that replacement supplies may 

be obtained. 

 

Site Administrator: 

1. Activate the medical team if there are multiple victims, otherwise use any trained personnel 

for first aid treatment. 

2. Direct responding emergency personnel to the victim(s). 

3. Isolate the victim(s) from other staff and students. 
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NUCLEAR ATTACK 

 

This plan is designed to provide direction in the event a nuclear bomb detonates away from the 

city.  The blast effect is assumed to not threaten the city.  The hazard of such an incident is the 

associated radioactive fallout. 

 

Site Administrator: 

1. Establish and maintain communication with the City Emergency Operation Center (EOC). 

2. Communicate with the Superintendent. 

3. Site administrator is the incident commander.  Establish a command post. 

4. Activate staff assignments to accomplish necessary functions as outlined in the Emergency 

Plan. 

5. Direct the facilities team to begin locating food and water. 

6. Direct the facilities team to begin protecting each building containing people for nuclear 

fallout.  Any  object placed between the fallout and people can help to reduce exposure.   

7. Until ordered to evacuate assume that a “shelter-in-place” strategy will be employed and do 

the following: 

a) Direct that all students and staff remain indoors until it is safe. 

b) Direct that all Heating, Ventilation, and Air Conditioning (HVAC) units are shut down. 

c) Direct that all windows are shut. 

8. Keep all staff and students indoors until the Ventura County Health Department determines 

that it is safe. 

9. Maintain communication with the Emergency Operations Center to receive updates.   Tune to 

the Emergency Broadcast Station (EBS) to receive an update on the storm.  Ventura County 

EBS include: 

KHAY 100.7 FM and KVEN 1450 AM. 

10. Upon receiving the “all clear,” activate the student release team. 

 

Teachers/Supervisors: 

1. Keep students or staff on the interior walls of the classroom. 

2. Keep students or staff indoors until it is safe to leave.  Refer to the Hazardous Materials 

Release section for more information. 

3. Take roll and complete the Student/Staff Accounting Form.  Turn the Student/Staff 

Accounting Form to the site administrator or designee. 

4. Upon receiving the “all clear,” prepare to release students to the student release unit.  Note:  

Do not release any students until you have completed the Student/Staff Accounting Form. 
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RIOT/CIVIL DISORDER OR STRANGER ON CAMPUS 

 

Site Administrator: 

1. Consult with the Police Department and the District to coordinate appropriate protection for 

the school and its personnel. 

2. Site administrator is the incident commander.  Establish a command post. 

3. Inform teachers and staff of the emergency situation.  If appropriate, use the public address 

system and the code words “Lockdown.” 

4. Activate staff assignments to accomplish necessary functions as outlined in the Emergency 

Plan. 

5. Direct a lockdown of the school/site. 

6. Do not permit staff or students to leave the school/site until you have determined it to be safe. 

7. Direct the careful screening of all persons entering the school/site facility. 

8. If appropriate, use the public address system with the code words “All Clear” when it is safe. 

 

All Personnel: 

1. Remain in your respective work areas and continue to perform your duties. 

2. No staff or students will be permitted to leave the school until it is safe. 

3. Lock all doors and close window blinds (if available). 

4. Avoid window areas if possible. 

5. If rioters/stranger(s) enter your area: 

a) Be polite, do not provoke an incident. 

b) Remain calm, breathe naturally, and try not to get involved. 

c) Do not preach, blame, yell, or threaten. 

d) Maintain a distance of at least five (5) feet. 

e) Maintain a calm, confident posture. 

f) Be aware of what is going on around you. 

g) Find natural barriers. 

h) Do not let anyone get behind you. 

i) Do not give up. 

j) Leave or avoid the area, if possible. 
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UTILITY FAILURE 

 

Site Administrator: 

1. Direct that the appropriate utility company be notified. 

2. Notify the Superintendent. 

3. Site administrator is the incident commander.  Establish a command post. 

4. Determine if any power lines, sewer lines, water lines, or gas lines are down or ruptured at 

the school. 

5. Notify the utility company involved and request their presence on site. 

6. Until advised to evacuate assume that a “shelter-in-place” strategy will be employed and do 

the following: 

a) Direct that all students and staff remain indoors until it is safe. 

b) Direct that all Heating, Ventilation, and Air Conditioning (HVAC) units are shut down. 

c) Direct that all windows are shut. 

7. Determine if you will evacuate the school/site.  Activate the alarm signal (bell and/or verbal) 

if you decide to conduct an evacuation.   

8. Ensure that the disabled are assisted in the evacuation. 

9. Activate staff assignments to accomplish necessary functions as outlined in the Emergency 

Plan. 

10. Prior to excavating any underground utility, secure the service of Saf-R-Dig (an underground 

utility detection service) to determine safety. 

 

Teachers/Supervisors: 

1. Open window shades and use emergency flashlights as necessary. 

2. Do not strike a match or produce any other flame until gas lines are checked. 

3. If a fire develops, follow the procedures in the Fire section. 

4. Keep students or staff on the interior walls of the classroom. 

5. Keep students or staff indoors until it is safe to leave.   

6. Evacuate students or staff to the assembly area if an evacuation is ordered. 

7. Take roll and complete the Student/Staff Accounting Form.  Turn the Student/Staff 

Accounting Form to the site administrator or designee. 
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WAR 

 

Strategic Warning: 

1. This is a notification that enemy initiated hostilities may be imminent. 

2. Dissemination of information may be through the district office or by the news media:  radio, 

television , and/or newspapers. 

3. No estimate can be made of the duration of a strategic warning condition. 

4. The warning time may be limited to just minutes. 

 

Attack Imminent: 

1. Receipt of warning from the North American Air Defense Command (NORAD through the 

National Attack Warning System (NAWAS). and/or 

2. Confirmed information that an allied nation or a United States territory or possession has 

been attacked with nuclear weapons and/or 

3. Confirmed information that hostile forces have been detected and are committed to an attack 

against the North American Continent, and/or 

4. Confirmed information that an attack has taken place within the North American continent. 

 

Duck, Cover and Hold 

1. Remain calm. 

2. Duck, cover, and hold.  To avoid falling or “flying” objects: 

a) Duck under a table or desk, 

b) Hold on to one leg of the table or desk, 

c) Move with the table or desk, 

d) Sit or crouch against an inside wall, 

e) Keep head and body protected at all times. 

3. Remain inside buildings until otherwise instructed. 

 

Site Administrator: 

1. Maintain communication with the Superintendent. 

2. Site administrator is the incident commander.  Establish a command post and initiate damage 

assessment as necessary. 

3. Staff and students are to remain inside buildings. 

4. Follow guidelines of Explosion and/or Nuclear Attack sections as necessary. 

5. Until ordered to evacuate assume that a “shelter-in-place” strategy will be employed and do 

the following: 

a) Direct that all students and staff remain indoors until it is safe. 

b) Direct that all Heating, Ventilation, and Air Conditioning (HVAC) units are shut down. 

c) Direct that all windows are shut. 
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6. Determine if you will evacuate the school site.  Activate the alarm signal (bell and/or verbal) 

if you decide to conduct an evacuation.   

7. Activate staff assignments to accomplish necessary functions as outlined in the Emergency 

Plan. 

8. Maintain communication with the Emergency Operations Center to receive updates.   Tune to 

the Emergency Broadcast Station (EBS) to receive an update.  Ventura County EBS include: 

KHAY 100.7 FM and KVEN 1450 AM. 

9. Activate the student release team, as necessary. 

 

Teachers/Supervisors: 

1. Close windows, blinds, and/or curtains. 

2. Give the duck, cover and hold command to students or staff.  Duck, cover and hold yourself. 

3. Staff and students are to remain inside buildings. 

4. Evacuate students or staff to the assembly area if an evacuation is ordered. 

5. Take roll and complete the Student/Staff Accounting Form. Turn the Student/Staff 

Accounting Form to the site administrator or designee. 

6. Teachers/Supervisors are now available to either remain in assembly area for students or staff 

care or report to the command post for additional assignment(s). 

7. Prepare to release students to the student release unit, as necessary.  Note:  Do not release 

any students until you have completed the Student/Staff Accounting Form. 
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WINDSTORM 

 

Duck, Cover and Hold 

 

If inside: 

1. Remain calm. 

2. Duck, cover, and hold.  To avoid falling or “flying” objects: 

a) Duck under a table or desk, 

b) Hold on to one leg of the table or desk, 

c) Move with the table or desk, 

d) Sit or crouch against an inside wall, 

e) Keep head and body protected at all times. 

3. Stay inside the building.  Leaving the building will subject you to falling debris, downed 

power lines and other hazards. 

4. Stay away from windows, glass, bookcases, heavy suspended light fixtures, and/or outside 

doors. 

5. Remain inside buildings until otherwise instructed. 

 

If outside: 

1. Remain calm. 

2. Duck, cover, and hold. 

3. Move away from buildings and utility wires. 

4. Watch for falling glass, electrical wires, poles, trees, or other falling debris. 

5. Go inside the nearest building as soon as possible. 

 

Site Administrator: 

1. Evacuate classrooms bearing full force of wind. 

2. Notify the Superintendent. 

3. Site administrator is the incident commander.  Establish a command post and initiate damage 

assessment as necessary. 

4. Staff and students are to remain inside buildings until wind subsides. 

5. Follow guidelines of Utility Failure section as necessary. 

6. Determine if you will evacuate the school/site.  Activate the alarm signal (bell and/or verbal) 

if you decide to conduct an evacuation.   

7. Activate staff assignments to accomplish necessary functions as outlined in the Emergency 

Plan. 

8. Ventura County Emergency Broadcast Stations (EBS) include: 

KHAY 100.7 FM and KVEN 1450 AM. 
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Teachers/Supervisors: 

1. Close windows, blinds, and/or curtains. 

2. Give the duck, cover and hold command to students or staff.  Duck, cover and hold yourself. 

3. Staff and students are to remain inside buildings until wind subsides. 

4. Do not strike a match or produce any other flame until gas lines are checked. 

5. If a fire develops, follow the procedures in the Fire section. 

6. Determine the first aid needs of your students or staff.  Have injured students or staff 

transported to the Treatment Area, when activated. 

7. After the wind subsides, prepare to evacuate students or staff.  Evacuate students or staff to 

the assembly area if an evacuation is ordered. 

8. Take your disaster supplies and roll book to the assembly area. 

9. Take roll and complete the Student/Staff Accounting Form.  Turn the Student/Staff 

Accounting Form to the site administrator or designee. 

10. Teachers/Supervisors are now available to either remain in assembly area for students or staff 

care or report to the command post for additional assignment(s). 
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EMERGENCY STAFF ASSIGNMENTS 

 

Emergency Position Assigned Staff Membes 

Incident Commander Ryan Howatt/Michael Babb 

Deputy Incident Commander Ryan Howatt/Michael Babb 

Public Information Officer Erica Magdaleno 

Operations Section Chief Beverly Larson 

Search and Rescue Unit Leader Francisco Rodriguez 

Hazard Control Unit Leader Cruz Cervantes/Debby Dunn 

Medical Unit Leader Irene Ramirez/Teacher 

Student Release Unit Leader UNIT : Grades 4/5 (Leader TBD) 

Assembly Area Unit Leader UNIT : Grades 2/3 (Leader TBD) 

Planning Section Chief Ryan Howatt 

Situation Status Unit Leader Francisco Rodriguez 

Communication/Documentation Unit Erica Magdaleno 

Logistics Section Leader Teacher 

Supply Unit Leader UNIT: Junior High (Leader TBD) 

Food Unit Leader Debbie Sussex/ Helen Stoke 

Transportation Unit leader Cruz Cervantes 

Facilities Unit Leader Francisco Rodriguez 

Assembly Area All other available staff 

 

Buddy List 

 

Room 1 and 2 

Room 3 and 4 

Room 5A, 5B, and 6 

Room 7 and 8 

Room 9 and 10 

Room 11 and 12 

Room 13 and 14 

Room 15 and 16 

Room 17 and 18 

Room 19 and 20 

Room 21 and 22 

Room 23, 24 and 25 

Science Lab, Computer Lab, and Library 
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Emergency Telephone Numbers 

 

 

CONTACT NUMBER 

Agricultural Commission 805 933-3165 or 647-5931 

California Highway Patrol 805 530-1620 (Moorpark Station) 

Camarillo Police Department 805 388-5100 

Child Protective Services 805 654-3282 

Environmental Health 

    Flood Control 

    Food Safety 

    Hazardous Materials (Emergency 911) 

654-2813 

Low Voltage Solutions (alarm system) 800 766-8098 

Oxnard Police Department 805 385-7600 

Poison Control Center 800 222-1222 

Southern California Edison 800 611-1911 (Emergency Repairs) 

The Gas Company 800 427-2000 

Ventura County Fire Department 805 384-1500 

Ventura County Office of Education 805 383-1900 

Ventura County Sheriff 805 648-3311 

SAF-R-DIG 800 326-0446 
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Incident Commander 

 

Personnel:  Highest ranking available staff member 

 

Responsibilities Remain calm. Lead by example: your behavior sets tone for staff and 

students 

 

Obtain your personal safety equipment, i.e., hard hat, vest, clipboard (with 

job description sheet) 

 

Determine the nature and extent of the emergency 

 

Verify that assembly is still safe 

 

Establish a Command Post (see pages 49 & 58) 

 

Activate the appropriate components of the emergency organization 

(Command, Operations, Logistics, Planning, etc.) 

 

Direct the opening of the disaster supply container 

 

Using the “Incident Assignments” form (page 69), assign staff to functions 

that are required to respond to the incident. Fill only the positions that are 

necessary to appropriately respond to the emergency. As the incident 

evolves, it will be necessary to reassign people to different positions and 

to activate and deactivate functions. 

 

Incident Commander is solely responsible for emergency/disaster 

operations and shall remain at the command post to observe and direct all 

operations 

 

Direct Logistics to set up a Supply Unit (page 44) 

 

Direct the Facilities Unit to set up the Sanitation Area as soon as 

manpower allows (away from assembly area, see page 50) 

 

Assess total school situation: 

 

 View Site Map periodically for Search and Rescue progress and 

damage assessment information (pages 38 & 60) 

 

 Check with team leaders for periodic updates 

 

 Reassign personnel as needed 
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 Approve all information before release by PIO to parents or 

general public 

 

 Ensure District EOC is receiving periodic status report updates 

 

Monitor local emergency radio station for local news 

 

Direct the Planning Unit to develop options for campus relocation if need 

arises 

 

Authorize student release when appropriate 

 

NOTE; No student should be released until student accounting is 

complete. Never send students home before the end of the regular school 

day unless directed by the Superintendent of Schools. 

 

Utilizing your Deputy to cover the Command Post, take regular breaks, 5-

10 minutes each hour. Take your breaks away from the Command Post. 

 

Plan regular breaks for all staff and volunteers. Take care of your care 

givers! 

 

Release teachers as appropriate per district guidelines. By law, during a 

disaster, teachers become “Disaster Service Workers.” 

 

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

the Superintendent of Schools 
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Deputy Incident Commander 

 

Personnel:  

 

Responsibilities: Obtain your personal safety equipment (hard hat, job description sheet) 

 

Report to the Incident Commander 

 

Your primary responsibilities are to assist the Incident Commander and act 

as a liaison between the school and the District and outside agencies 

 

Keep unauthorized people away from the Incident Commander 

 

Assist the Incident Commander in reviewing and accomplishing the items 

in the Incident Commander Checklist 

 

Stand in for the Incident Commander at the Command Post when he/she is 

away 

 

NOTE: The Deputy Incident Commander does not have the authority of 

the Incident Commander. Receive and relay information to the Incident 

Commander when they are away from the Command Post or on break. 

 

If the Incident Commander leaves the School, he/she must appoint a new 

Incident Commander 
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Public Information Officer (PIO) 

 

Personnel: District Executive Assistant 

 

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

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

 

The Public Information Officer acts as the official spokesperson for the 

school site in an emergency situation 

 

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

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

representatives are therefore treated with respect. 

 

Responsibilities: 

 

Predetermine a possible “news center” site as a media reception area 

(locked away from the Command Post) 

 

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

 

Assess situation and obtain statement from the Incident Commander. 

Tape-record if possible 

 

Statement should reflect: 

 

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

 Incident or disaster cause and time of origin 

 Size & scope of the incident 

Current situation – condition of school site, evacuation progress, 

care being given, injuries, student release location, shelter 

information, etc. 

Resources in use 

Best routes to school if known 

Request any school wishes to be made to the public 

 

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

approximate time of its issue 

 

Read statement if possible 

 

When answering questions, be complete & truthful, always considering 

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

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

comment.” 
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Remind staff to refer ALL questions from media/waiting parents to the 

PIO 

 

Update information periodically with Command Post 

 

Ensure announcements & other information are translated into other 

languages as needed 

 

Monitor all news broadcasts about incident. Correct any misinformation 

heard 

 

Keep a log of your actions, communications, and phone calls, e.g., page 

62. If possible, tape media briefings. 

 

Supplies:  ID vest 

Cassette recorder with blank tapes 

Battery operated AM/FM radio 

Sign: “All media please report here: 

Paper/pencils/marking pens 

Scotch tape/masking tape 

Scissors 

Emergency information forms: 

 Sample news release 

 General school info (student/staff pop) 

 Name of incident commander 
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Operations Section Chief 

 

Personnel: Teachers 

 

Responsibilities: Your job is to oversee all operations functions to include: 

 

Search and Rescue 

Hazard Control (utilities, security, fire suppression) 

Medical 

Student Release 

 

Obtain your personal safety equipment (hard hat, job description sheet) 

 

Report to the Incident Commander 

 

Assign personnel to appropriate functional units 

 

Conduct Incident Action Plan briefings for all subordinates to review their 

assignments 

 

Keep Incident Commander updated on all Operations functions. Report 

back to the Command Post regularly. 

 

Decide operational priorities and distribute resources accordingly 

 

Assess overall operational situation: 

 

Periodically check with Search and Rescue, Hazard Control, 

Medical, and Student Release unit leaders to assess progress and 

damage assessment information 

 

Reassign personnel as needed 

 

Track operations on a site map to maintain situational awareness 

 

Coordinate Operations Section  activities with the District 

Operations Section Coordinator 

 

Provide District Operations Section with periodic status 

 

 

Remember: Your job is to oversee all operational functions. Do not become involved in the 

details of any operations. Provide subordinates with their mission and then let them do it. You 



Checklist by Position  Section IV 

Mesa Union School District Emergency Plan  31 

must remain available to respond to the needs of the Operations Section as a whole. You cannot 

do this if you are involved in doing search and rescue, for example. 

 

 

 

 

Search and Rescue Unit 

 

 

Personnel:  Team Leaders and Staff made available by buddy system, volunteers 

 

Teams to be assigned by S&R team leader, minimum of 2 person per 

team 

 

Responsibilities: Follow all operational & safety procedures in this plan 

 

Obtain all necessary safety equipment – remember sturdy shoes, long 

sleeves 

 

Use clipboard with pre-drawn area to be searched 

 

Check with S&R Team Leader for known injuries, hazards, specific 

information before leaving the Command Post 

 

Size up assigned area. Does it look like a building? Survey all four sides 

and top. 

 

Before entering room, put single slash(/) on wall adjacent to doorknob side 

of door. 

 

Search visually and vocally. Listen! Follow Rule of Rights. 

 

Exit room, complete search marking (X) on wall 

 

Report damage and/or request rescue/medical equipment and personnel as 

needed 

 

Note damage and triage tally on Situation Map: 

 

I=Immediate, D=Delayed, DEAD=Dead 

 

Team leader makes periodic status reports to Operations Section Chief. 

 

Equipment/Supplies: Safety equipment 

Master keys on neck lanyard 

Job description clipboard with map of search area 
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Campus 2-way radio 

First aid supply backpack 

S&R bucket with:  

 Flashlights (2) 

 Pencils 

 Steno Pad 

 Railroad crayons (large chalk) 

 Goggles (2) 

 Masking tape (2-inch) 

 Dust masks 

 Gloves 

 18-inch pry bar 

 Safety vests (2) 

 Permanent “Sharpie” marker (2) 
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Hazard Control Unit 

 

Personnel: Custodian, staff made available by buddy system 

 

Responsibilities: This Unit is responsible for the following functions: 

 

1. Fire Suppression 

2. Security 

3. Utility Control 

4. Hazard Materials Isolation 

 

As you do the following, be alert – report any damage to the Operations 

Section Chief at the Command Post: 

 

Take no action that will endanger yourself 

Report to “Command Post” (CP) 

Obtain hardhat, identification vest, this checklist, a clipboard and 

radio 

Locate/control/extinguish fires as necessary 

If necessary, shut down gas supply 

Shut down water and electrical only if advised to do so by 

Command Post 

Post HAZARDOUS AREA – DO NOT ENTER – KEEP OUT 

tape around damaged or hazardous areas 

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

Post via radio 

Advise Command Post of all actions taken for information and 

proper logging 

 Rout fire, rescue, police, etc. as appropriate 

 Report back to Command Post for reassignment including: 

  Assist in set-up of student release if requested 

  Assist in set-up of toilet facilities 

  Provide security patrols of the school 

 

Equipment/Supplies: Master key(s) 

Shutoff tools – gas & water 

Clipboard with job description list 

Campus 2-way radio 

Hard Hat  Hazard Area tape 

Orange safety vest Dust masks 

Flashlight  Gloves 

KEEP OUT tape First aid kit 

Goggles   Fire Extinguishers 
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Medical Unit 

 

Personnel: School Administrative Assistant, P.E. Teachers 

 

Responsibilities: Obtain personal safety equipment (helmet, surgical gloves, mask, safety 

glasses, identification vest) 

Determine appropriate area for medical treatment  

Consider: 

 Separation from assembly area & student “request/release” gates 

 Accessibility for S&R teams 

 Safe distance from buildings 

Medical team leader assigns personnel duties per form 

Obtain equipment/supplies from the container 

Be familiar with available inventory 

All personnel wear orange safety vests 

Quickly review procedures/assignments with personnel 

Establish point of entry into treatment area 

Establish “immediate” and “delayed” treatment areas 

Initiate Triage (consider having search & rescue team assist with triage) 

Prepare to receive victims 

Team leader makes periodic status reports to Operations Section Chief 

 

Triage Entry Area: 

Staffed with minimum of 2 trained team members 

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

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

no treatment takes place here. Victims not tagged will be considered 

“delayed” and sent to appropriate treatment area. Second team 

member logs victims on form and sends forms to Command Post as 

completed. 

 

Treatment Areas (“Immediate” & Delayed”) 

Staffed with minimum of 2 team members per area 

 One member completes secondary head-to-toe assessment 

Second member records information on triage tag and on-site 

treatment records 

Administer appropriate first aid. Keep accurate records of care given!! 

Continue to assess victims at regular intervals and document care given 

Establish scope of disaster with the Incident Commander to determine 

probability of outside emergency medical support and transport needs. 

If & when transport available, do final assessment and document on triage 

tag in red (if possible). Keep and file records for reference – do not 

send with victim. 
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Student’s disaster card (providing permission for treatment) must 

accompany student removed from campus to receive advanced medical 

attention 

Designate morgue area 

 

Equipment/ 

Supplies Clipboards marked “Medical” with appropriate paperwork & forms 

Marking pens 

Medical supply tote trays 

Medical supplies 

Red pens 

Safety vests 

Training manuals 

Tables & chairs 

Triage Tags 

Triage Procedure Guide (Start Field Guide) 

Quick reference medical guides 

Ground cover/tarps 

 

Mortality Management Guidelines 

 

Personnel: The County of Ventura Chief Medical Examiner – Coroner has Coroner 

responsibilities throughout the County of Ventura. In a wide-scale disaster 

within Ventura County, it may be several hours or days before the dead 

can be collected and processed by the Department of the Chief Medical 

Examiner – Coroner. Law Enforcement has the ultimate responsibility for 

carrying out this function if the County Coroner cannot respond. 

Individuals assuming the Coroner’s role will do so only with the 

instructions and authorization of the County Coroner. Make arrangement 

with the District for such authorization. 
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Assembly/Shelter Unit 

 

Personnel: Teachers, available staff 

 

Responsibilities: Obtain personal safety and Identification equipment (helmet and 

identification vest) 

Determine appropriate area for student assembly and shelter. Consider: 

 Proximity to Student Release Gate 

 Appropriate distance from treatment areas and morgue 

 Safe distance from buildings 

 

All personnel wear orange safety vests 

Review procedures/assignments with personnel 

Establish point of entry into the assembly/shelter area 

Establish and demarcate the student assembly/shelter area with cones and 

flagging ribbon 

Instruct teachers to have students to sit on ground 

Instruct teachers to take attendance 

Instruct teachers to complete “Student Accounting Form” 

Instruct teachers to report immediate first aid needs to you 

After all classes are accounted for, have buddy teachers take Student 

Account Forms to the attendance table, then report to personnel assembly 

area near the Command Post for assignment. 

Ensure that teachers supervise and reassure students 

Ensure that students requiring medical attention are relocated to the 

Treatment Area 

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

Prepare for student release. Do not release students directly to parents or 

guardians. Students are released only by the Student Release Unit 

Team leader makes periodic status report updates to Operations Section 

Chief. 

 

Equipment/ 

Supplies: Clipboards appropriate paperwork & forms 

 Emergency Bucket/backpack (including your roster and buddy roster) 

 Teachers’ Roll book 
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Student Release Unit 

 

Personnel: Available Staff 

 

Responsibilities: Choose separate “Request” & “Release” gate locations away from 

assembly area. 

 

Request Gate: See Facilities Location Map 

 

Release Gate: See Facilities Location Map 

Team leader makes periodic status report update to Operations Section 

Chief. 

 

Set Up: 

Obtain equipment from the container and set up Request gate (see Equipment 

below) 

Hang release form box on outside of fence at Request gate 

Secure area against unauthorized access 

All personnel wear orange safety vest including designated student runners 

Position at least 2 strong-willed adults at both Request and Release gates. 

Procedure:  

Requesting adult fills out Student Release Form 

Staff pulls disaster card from file and verifies “Requestor” is on card 

Staff completes bottom portion of Student Release Form 

Staff fills out Runner Form as completely as possible 

Requestor is directed to Release Gate 

Request Unit staff staples disaster card to Release Form and places in “Out” box 

A Runner takes to forms from the “Out” box and delivers to the student’s teacher 

in the Assembly Area 

IF STUDENT is with class: 

If appropriate, teacher sends parent copy of first aid form with student 

Runner walks student(s) to Release Gate 

Runner hands Runner Form and Release Form to release personnel 

Release personnel match student to requestor and release student 

The Runner Form and Release Form are deposited in file box 

IF STUDENT is NOT with class: 
Teacher makes notation on Runner Form 

“Absent” if student was never in school that day 

“First Aid” if student is in Medical Treatment area 

“Missing” if student was in school but now cannot be located 

Runner takes form to Command Post 

Command Post verifies student location if known & directs runner accordingly. 
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If runner is retrieving multiple students and one or more are missing, walk 

available students to Release gate before returning “Missing” forms to Command 

Post for verification 

Parent notified of missing student status and sent to crisis counselor 

If parent refuses to wait in line, don’t argue – note time with appropriate 

comments on disaster card and place in “Out” file box. 

 

Equipment/ 

Supplies: Request Gate: 

 

Table with 2 chairs 

Lanyard w/gate key and whistle 

Campus 2-way radio 

“Request” gate box containing: 

 Binder containing student disaster forms 

 Empty Binder labeled “Out” 

 Staplers with extra staples 

 Orange safety vests (8) 

 “Student Emergency Release” forms 

 “Runner” forms 

 Pens/Pencils 

 Paper pad for notations 

 

Release Gate: 

 2 chairs 

 Lanyard with gate key & whistle 

 Campus 2-way radio 

Clipboard with release procedure 

“Release” gate box containing: 

 Orange safety vests (2) 

 Stapler with extra staples 

 Pens/pencils 

 Box for completed Runner Forms 

 Paper pad for notations 
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Planning Section Chief 

 

Personnel: Teacher 

 

Responsibilities: Your primary responsibility is to oversee the planning/intelligence 

function. 

You should assign a person to the Situation Status Unit and a person to the 

Communication/Documentation Unit. In large events you may need to 

assign more than one person to each unit. 

 

The Planning Section is responsible for advising the Incident Commander 

on the current status of the incident and what is expected in the 

foreseeable future. The Planning Section is also the hub of 

communications and the collection of documentation of the School’s 

actions. 

 

 Review all Emergency Checklist items and assign/delegate 

responsibility to subordinates 

 Obtain briefing from the Incident Commander 

 Brief subordinates as necessary 

 Adopt a proactive attitude. Think ahead and anticipate situations 

and problems before they occur. 

 Maintain current status at all times. 

 Provide situation and resource information on a periodic basis, or 

as needed to the Incident Commander 

 Estimate future situation 

 Prepare alternative strategies and control proposals 

 Develop and distribute approved action plans 

 Conduct meetings as needed 

 Maintain situation maps of the area 

 Monitor television and radio broadcasts as needed 

 Identify need for use of special resources 

 

Equipment/ 

Supplies: Table and Chairs 

Radios 

Command tote with paper, pens, supplies 

Record keeping clipboard with paper 

Job description clipboards 

Identification vest 

AM/FM Radio 

Helmet 
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File box 

 

 

 

Situation Status Unit 

 

Personnel: Facility Worker/Grounds Keeper 

 

This unit is responsible for maintaining overall situational awareness. This unit is utilized by all 

other units to obtain information (past present and future) about the incident. 

 

Responsibilities: Review all Emergency Checklist items 

Obtain briefing from Planning Chief 

Adopt a proactive attitude. Think ahead and anticipate situations and 

problems before they occur 

Maintain the past and current status of the incident at all times 

Provide situation and resource information on a periodic basis, or as 

needed 

Maintain status of forces assigned 

Gather and analyze information to maintain your awareness of the 

incident. This can be accomplished in several different ways: 

1. Review all messages and logs 

2. Interview Unit leaders 

3. Send volunteers out to observe activities and report back 

4. Monitor television and radio broadcasts as needed 

5. Be creative 

Obtain and display current situation status using a school map and event 

log 

 

Mark site map appropriately as related reports are received. Includes, but 

not limited to, Search and Rescue reports and damage updates; gives 

concise picture of campus. 

 

Preserve map as legal document until photographed. 

 

Estimate future situation. For example; How will operations be affected by 

another large aftershock; or what will happen if it rains. Convey this 

information to the Incident Commander and Planning Chief. 

Develop a list of students who are in medical treatment, absent, and 

missing. Be prepared to verify the status of students. 

 

Prepare alternative strategies 

 

Conduct intelligence/planning briefings/meetings, as needed. 
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Communication/Documentation Unit 

 

Personnel: Executive Assistant 

 

Responsibilities: Include keeping of records, site map, radio communications. 

 

Record keeper: 

 Maintain time log of all actions/reports 

 Record content of all radio communication with Incident 

Commander 

 Record verbal communication for basic content 

 Log in all written reports 

 File all reports for reference (file box) 

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

for clarity and better understanding. Keep all original notes and records – 

they are legal documents. 

 

Staff and Student Accounting: 

 Receive accounting forms 

 Check off staff roster 

 Report missing persons and site damage to Incident Commander 

 Report first aid needs to medical team leader 

 File forms, logs, rosters, etc. for reference. Remember to collect 

the student release forms from the Release Gate “out” box. 

 Compile list of students “missing” for student request gate and 

update periodically 

 Compile list of students “in first aid” for student request gate 

(using Medical Treatment Victim Log periodically received from 

medical treatment area) and update this list regularly. 

 

Communications: (Radios or runners) 

 Advise S&R team leader of injuries, hazards, etc., before teams 

leave for search. 

 Communicate with all S&R teams via campus radios 

 Keep verbiage simple 

 Communicate with district EOC  

 Other radio communications as required 

 Monitor local emergency radio station (1450AM and 100.7 FM) 

 

Equipment/ 

Supplies: Command table and chairs 

Command tote tray (paper, pens, supplies) 
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Record keeping clipboard with paper 

Job description clipboards 

AM/FM Radio 

File Box 

Logistics Section Chief 

 

Personnel: Teacher 

 

Responsibilities: Obtain helmet and identification vest 

Review all Emergency Checklist items and assign/delegate responsibility 

to subordinates 

Obtain briefing from Incident Commander 

Activate and staff subordinate units, as required 

Direct the opening of the disaster storage container 

Brief subordinates, as necessary 

Process incoming requests for support. Make sure other functional areas 

are involved as necessary 

Adopt a proactive attitude. Think ahead and anticipate situations and 

problems before they occur 

Support the activation of required facilities 

 Sanitation Area 

 Command Post 

 Shelter Areas 

 Canteen Area 

 Assembly Area 

 Student Release Gate 

 Morgue 

 Treatment Area 

 

Determine the extent of current and anticipated field operations and plan 

necessary logistical support 

Provide, maintain and control equipment, supplies, facilities and 

commercial services required by incident 

Coordinate and process requests for additional resources with Operations 

Section Chief 

 

Equipment/ 

Supplies: Clipboards    Cots and blankets 

Hard hats    Toilet Setup Supplies 

Vests     12 gauge wire 

Keys to disaster container  steep clamps 

Medical Supplies   black polyethylene sheeting 

Food and Water   portable toilets 

Tables and chairs   spare toilet bags 

Pry bars    5-gallon urinal buckets 

Flashlights    toilet paper 
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Goggles    hand sanitizer 

Marking Pens 

Plastic tarps 

Flip charts and easels 

Food Unit 
 

Personnel: Cafeteria staff 

 

Responsibilities: Determine feeding and water needs 

Coordinate food and water needs with the Logistics Section 

Setup cooking facilities as required. Consider obtaining assistance from 

surrounding homeowners and students’ parents 

Setup a canteen area for the feeding of students and staff 

Provide periodic status report updates to Logistics Section Chief. 

 

Equipment/ 

Supplies: Clipboards 

  Hard hats 

  Vests 

  Food and Water 

  Tables and chairs 

  Flashlights 
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Transportation Unit 

 

Personnel: Lead Bus Driver 

 

Responsibilities: This unit is established to provide staff with the ability to transport staff 

and students to locations throughout the City. In the event of complete 

radio or telephone communication failure it will be necessary to send 

“runners” to the Emergency Operations Center to make resource orders 

and give status updates. Transportation is also required to move victims to 

medical facilities. 

 

Establish a fleet of vehicles from staff and parents 

Utilize the Transportation Log to track transportation status 

Provide periodic status report updates to Logistics Section Leader. 

 

Equipment/ 

Supplies: Clipboards 

  Hard hats 

  Vests 

  Tables and chairs 

  Flashlights 

  Marking pens 

  Flip charts and easels 

  Transportation Log 
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Supply Unit 
 

Personnel: Teachers 

 

Responsibilities: The Supply Unit is activated to manage the issuance of all pre-stored 

emergency supplies and to establish means of obtaining resources outside 

of the school. 

 

Obtain Briefing from Logistics Section Leader 

Participate in Logistics Section planning sessions 

Ensure that the storage container is opened 

Provide emergency kits to all Unit Leaders 

Arrange for receiving ordered supplies 

Distribute and store supplies and equipment 

Receive and respond to requests for personnel, supplies and equipment 

Maintain inventory of supplies and equipment 

Provide periodic status report updates to the Logistics Section Leader. 

 

Equipment/ 

Supplies: Clipboard 

  Hard had 

  Vests 

  Keys to disaster container 

  Medical supplies 

  Food and Water 

  Tables and chairs 

  Pry bars 

  Flashlights 

  Goggles 

  Marking pens 

  Plastic tarps 

  Blankets 

  Toilet Setup Supplies: 12-gauge wire; steel clamps, black polyethylene 

sheeting; portable toilets, spare toilet bags; 5 gallon urinal buckets, toilet 

paper, hand sanitizer. 
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Facilities Unit 
 

Personnel: Teachers, volunteers, janitors, maintenance staff 

 

Responsibilities: The Facilities Unit is activated to set up and maintain all of the incident 

facilities to include: the command post, the sanitation area, the supply 

checkout area, the assembly/shelter area, the student request and release 

gates, the staging area, medical treatment areas, and any other functional 

areas activated by the Incident Commander. 

 

Receive a briefing from the Logistics Chief 

Determine requirements for each facility to be established 

Prepare layouts of incident facilities. Recruit volunteers to assist in the 

setup of these facilities. 

 

Support the activation of required facilities 

 Sanitation Area 

 Command Post 

 Shelter Areas 

 Assembly Area 

 Student Request/Release Gate 

 Morgue 

 Treatment Area 

 

Notify Unit leaders of facility layouts 

Activate incident facilities 

Obtain personnel to operate and maintain facilities, as required. 

Provide periodic status report updates to Logistics Section Chief. 

 

Equipment/ 

Supplies: Clipboards 

  Campus radio 

  Hard hats 

  Vests 

  Keys to Earthquake Sheds 

  Medical supplies 

  Food and water 

  Tables and chairs 

  Pry bars 

  Flashlights 

  Goggles 

  Marking pens 

  Plastic tarps 

  Cots/blankets 

  Toilet setup supplies 
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Teacher Responsibilities : The staff needs to speak with one voice.  Only the PIO will 

release information to parents or the general public. 

 

Personnel: All Teachers 

 

Responsibilities: Evacuation: 

   Remain clam 

   Supervise and reassure student/staff 

   Assess injured students  

   Take emergency backpack 

   Evacuate to emergency assembly area: 

    Using safest route 

    Quickly and quietly 

    Alert for blocked exits, other hazards 

    Aware of other classes not exiting (check buddy teachers) 

   Door to remain closed but unlocked for S&R access 

 

Assembly Area: 

  Instruct students to sit on grass 

  Take attendance 

  Complete “Student Accounting Form” 

  Note/report immediate first aid needs to remaining buddy teacher 

  One buddy teacher take two sets of accounting forms to attendance table 

  then report to manpower assembly area near Command Post 

  Remain quiet and attentive awaiting assignment 

 

Remaining Buddy Teacher: 

Supervise and reassure students 

Administer first aid as necessary 

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

Disaster cards will accompany students sent to medical treatment area 

Prepare for student release 

Sanitation area will be set up as soon as manpower allows 

Allocation of food/water supplies to be handled by Command Post 

 

Student Release: 

Runners will come for student in the Assembly Area 

Send any first aid forms with child 

Child will accompany runner to release area 

If the child is missing, absent or in first aid, note this on the runner form 

If parent demands child, breaking release procedure, make appropriate 

notation on card/note pad and forward to the Command Post.  

AVOID CONFRONTATIONS. 
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Supplies: Emergency backpack (should include your roster and buddy roster) Roll 

book 

Support Staff 
 

Personnel: Librarian   Cafeteria Workers 

  Maintenance Workers  Aides 

Campus Volunteers  

 

Responsibilities: Remain calm 

  Utilize area disaster supplies as necessary 

  Report to Command Post area 

  Report any damage to work area, or injured co-workers left behind 

  Be quiet, attentive, and cooperative while awaiting assignment 
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SUPPLY LISTS 

 

 Classroom Emergency Bags 

1. Leather palm gloves 

2. Flashlight with 2 batteries (please keep separate) 

3. Whistle 

4. Orange vest 

5. Notepad 

6. Marking pencil 

7. Duct tape 

8. Utility bar 

9. Light stix 

10. Safety goggles 

11. Dust mask 

12. Tweezers 

13. Tissues 

14. Yellow tarp 

15. Mylar blankets 

16. Red and green laminated cards 

17. Student/staff accounting form 

18. First Aid Kit supplies 

 2 ice packs 

 assorted adhesive bandages 

 gauze pads/gauze rolls 

 adhesive tape 

 wet wipes 

 latex gloves 

 

 

Office Kit  

 

5 Food Bar 2400 Calorie* 

27 Water Boxes 8.45oz* 

1 Flashlight With Batteries* 

5 Mylar Blankets 

8 Tissue Packs 

30 Wet Wipes 

6 Waste Bags 

5 12-Hour Green Lightsticks* 

5 Candles 

1 Waterproof Matches 

1 Crank Radio With Light 

1 Emergency Stove With Fuel Tabs 

1 3-In-1 Can Opener - 2 Pak 

2 Drinking Water Purification Tabs - 2 Bottles* 

5 Dust Masks 
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2 Leather Palm Gloves 

1 Whistle 

1 Duct Tape 

1 Safety Goggles 

1 18" Pry Bar 

1 Utility Knife 

1 Locking Grip Plier 

1 Folding Shovel/Pick 

1 Gas Shut-Off Wrench 

 

* Indicates Shelf Life 

 

 First Aid Kit 

1 First Aid Manual 

5 First Aid Guides 

50 Non-Aspirin Analgesic Tabs 

24 Antacid Tablets 

1 Hydrocortizone Creme 20 Pack 

1 Antibiotic Ointment 20 Pack 

12 Antibiotic Ointment (Individual Packets) 

1 Burn Gel 25 Pack 

26 Alcohol Wipes 

24    Antiseptic Towelettes 

10  Tongue Depressors (Finger Splints) 

2 Cardboard Splints (Arm/Leg) 

2 Ice Packs 

1 Eye Wash 

4 Eye Pads 

4  Gauze Rolls 

25 Gauze Pads 

2 Adhesive Tape 

1 Ace Bandage 

45 Adhesive Bandages 

1 Triangular Bandage 

1 Scissor & Tweezer 

4 Abd Pads (Pressure Dressings) 

1 Pair Latex Gloves 

 

 School Wide Cache May 2006 

600 Mylar Blankets 

170 12-Hour Green Lightsticks 

600 Dust Masks 

20 Blue Polytarps 10'x20' For Groundcover/Shelter 

500 Infectious Waste Bags (Biohazard) 

4 Antiseptic Bio-Hand Cleaner (16 Oz) 
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Assembly/Shelter Layout Guide 

 

The Assembly area is directly south of the school on the play field. 

 

Consider the following when planning for a shelter operation in your facility: 

 

 Sleeping and “living areas” should allow 40 square feet per person 

 Space should be organized to provide adequate ventilation. Do not locate essential 

functions involving numbers of people near working machinery (heating units, 

generators, air conditioners, boilers, refrigerators, etc.) because the heat given off 

can affect the thirst and energy levels of shelter occupants 

 Locate or designate storage areas for food and other supplies being delivered to 

the shelter. The areas should be secure and accessible by truck 

 If water service is disrupted, improvised toilet facilities may have to be 

established. Improvised toilets may consist of an outdoor trench and should be 

away from the dormitory and food service areas and shielded from view. 

 Establish separate areas for staff meetings, administrative functions, 

communications, and volunteer coordination 

 Locate medical and health services in a room or area that is well lighted and away 

from public view. If possible, keep medications and medical equipment in a 

lockable storage compartment. 

 Ensure that garbage is stored away from food storage and occupied shelter areas. 

Plan for garbage removal service to be disrupted for some time. 

 

GENERAL GUIDELINES 

 

 1 toilet for 40 persons, 6 for 200 and 14 for 500 

 40 square feet of sleeping space per person 

 ½ gallon minimum drinking water per person, per day 

 5 gallons of water per person, per day for all uses 

 2500 calories per person, per day (approximately 3 and ½ pounds unprepared 

food) 
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COMMAND POST 

 

 
 

 

 

  

 

Equipment/Supplies 

 

Command table and chairs    Job description clipboards 

Master Key      Command post tote tray 

        (pens, markers, tape, etc.) 

Staff Roster      School District Radio 

Student accounting forms    Campus 2-way radios 

Emergency/Disaster Plan    AM/FM Radio (battery) 

Duplicate Rosters (2 sets)    Bullhorn 

Clipboard with medical treatment victim 

Log  

 

 

 

 

Command 

Post 

PIO 

PE 

Changing 

Room 
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Medical Treatment Area 

 

 
 

 

 

Determine appropriate area for medical treatment. Consider: 

 Separation from assembly/shelter area & student “request/release” gates 

 Accessibility for S&R teams 

 Safe distance from buildings 

 Obtain equipment/supplies from the container 

 Establish point of entry into treatment area 

 Establish “immediate” and “delayed” treatment area 

 

Triage Entry Area: 

 Staffed with minimum of 2 trained team members 

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

proper treatment area. Should take 30 seconds to assess – no treatment takes place 

here. Victims not tagged will be considered “delayed” and sent to appropriate 

treatment area 

Triage 

Medical 

Treatment 

PE 

Changing 

Room 
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 Second team member logs victims on form and sends forms to the Command Post 

as completed. 

 

Treatment Areas (“Immediate” & Delayed”) 

 Staffed with minimum of 2 team members per area 

 One member completes secondary head-to-toe assessment 

 Second member records information on triage tag and on-site treatment records 

 

Equipment:  Clipboards marked “Medical” 

   Paperwork & forms 

   Ground cover/tarps 

   Marking pens 

   Medical supply tote trays 

   Medical Supplies 

   Red pens 

   Safety vests 

   Training manuals 

   Tables & chairs 

   Triage Tags 

   Triage Procedure Guide (START Field Guide) 

   Quick Reference Medical Guides 

 

 

NOTE: Triage and Medical Treatment areas may need to be moved or switched 

according to the emergency. 
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SANITATION AREA 

 

 

 
 

 

 

 

 

Equipment/Supplies: 

 

Portable Toilets Kits 

Toilet Paper 

Spare Waste Bags 

Urinal Buckets 

Bucket Liners 

 

 

 

 

 

SANITATION AREA 

PE 

Changing 

Room 
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STUDENT REQUEST/RELEASE GATES 

 

 

 
 

 

Set Up: 
- Obtain equipment from the container and set up Request Gate 

- Hang release form box on outside of table at Request Gate 

- Secure area against unauthorized access 

- All personnel wear orange safety vest including designated student runners 

- Position at least 2 strong-willed adults at both Request and Release Gates 

 

Equipment/Supplies: 

Request Gate:  Tables/Chairs 

   Gate Keys and whistle 

   Radio/Cell Phone 

   Request Gate box containing: 

    File box(es) with alpha dividers and Student Disaster Cards 

    Empty file box with alpha dividers labeled “Out” 

S 

T 

U 

D 

E 

N 

T 

 

R 

E 

L 

E 

A 

S 

E 

PE 

Changing 

Room 
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    Staplers/staples 

    Orange safety vests (8) 

    Release Forms, Runner Forms 

    Pens Pencils 

    Notepad for notations 

 

 

Release Gate: 

 

2 chairs 

Gate Keys and Whistle 

Radio/Cell Phone 

Clipboard with release procedure 

Release gate box containing: 

 Orange safety vests (2) 

 Stapler/staples 

 Pens/pencils 

 Box for completed Runner Forms 

 Notepad for notations 
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EVACUATION ROUTE 1 MAP 

 

 

 
 

PE 

Changing 

Room 
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EVACUATION ROUTE 2 MAP 
 

FACILITIES LOCATION MAP 

PE  

Changing 

Room 
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UTILITY CUTOFF MAP 

 

 

PE 

Changing 

Room 
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                  Mesa Union  School  District  
                               

 

 

 

 

 
CONTRACT 

 
TITLE I - SUPPLEMENTARY SERVICE PROVIDERS 

 
THIS CONTRACT is made and entered into on _____________________, between the Mesa Union Elementary 

School District,  a public school district duly operating under the laws of the state of California, and 
(___________________________) the supplementary service provider (hereinafter referred to as “PROVIDER”) for the 
purpose of providing supplementary educational services to eligible Mesa Union Elementary School District students.  
“Eligible students” are those students identified by the District who meet specific requirements under Title I. 
 

WHEREAS, the Mesa Union Elementary School District is authorized by Section 53060 of the California 
Government Code to contract with and employ any persons for the furnishing of special services and advice in financial, 
economic, accounting, engineering, legal or administrative matters, if such persons are specially trained and experienced 
and competent to perform the special services required; 
 

WHEREAS, the Mesa Union School District is in need of such special services and advice; 
 

WHEREAS, PROVIDER is specially trained and experienced and competent to perform the special services 
required by the Mesa Union School District, and such services are needed on a limited basis;  
 

WHEREAS, the No Child Left Behind Act, 20 U.S.C. Section 6316(e) outlines the requirements for supplemental 
educational services; 
 

WHEREAS, Section 6316(e)(3) contains the following requirements: 
a. Requires the Mesa Union School District to develop, in consultation with parents (and the provider 

chosen by parents), a statement of specific achievement goals for the student, how the student’s 
progress will be measured, and a timetable for improving achievement, in the case of a student with 
disabilities, is consistent with the student’s IEP; 

b. Requires a description of how the student’s parents and teacher or teachers will be regularly informed 
of the student’s progress; 

c. Requires a provision for the termination of the agreement if the provider is unable to meet the goals 
and timetables required; 

d. Requires provisions with respect to making payment to the provider by the Mesa Union School District;  

e. Prohibits the provider from disclosing to the public the identity of any student eligible for, or receiving 
supplemental services without the written permission of the parent of such student; 

 

WHEREAS, PROVIDER has been approved by the California State Department of Education and has met the 
qualifications to be certified as a supplementary service provider; and  
 

WHEREAS, PROVIDER is willing to provide such services to Mesa Union School District’s eligible students if 
selected by the parents/guardians of eligible students. 
 

THEREFORE, IN CONSIDERATION OF THE MUTUAL PROMISES CONTAINED HEREIN, it is agreed between the 
parties as follows: 
 
 
1. Student Learning Plan (SLP) 



   

 
A Student Learning Plan (SLP) will be developed by Mesa Union School District in consultation with 
parents/guardians and PROVIDER for each Mesa Union School District eligible student whose parent/guardian 
elects to receive supplementary services in reading or math from PROVIDER.  Changes in any student’s SLP may 
only be made with the written consent of Mesa Union School District in consultation with parents/guardians.  
PROVIDER, Mesa Union School District or the parents/guardians may request a review of a student’s SLP. 
 
A completed SLP must be returned to MUSD by PROVIDER within 30 days of receipt.  MUSD must approve the 
SLP before tutoring begins and no payment will be made for tutoring provided before approval by the District. 

 
PROVIDER will not unilaterally terminate any SLP.  PROVIDER will obtain written authorization from MUSD 
before terminating any SLP. 

 
Parents/guardians will not be charged for any services rendered under the SLP unless such services and charges 
are clearly identified in writing and agreed upon in advance and signed by the parents/guardians.  In no event 
will the agreed upon charges obligate the MUSD financially, nor will the MUSD incur any obligation or expense in 
excess of the state/federal reimbursement amount.  The District has set aside funds from our Title I regular 
allocation. At this time the per pupil allocation is $802.79 per student.  This amount may change should the 
allocation change.  SES providers and parents will be notified of any change in the per pupil allocation.  

 
Description of services to be provided and rate to be charged:  Individual/group tutoring to be conducted by 
(insert provider name) employee, at (insert provider amount per hour), not to exceed 4 hours per week. 

 
2. Parents/Guardianship 

 
For the purpose of the Contract, a parent is the natural or adoptive parent, legal guardian, or a surrogate parent 
appointed by Mesa Union School District. 

 
 
3. Student Records 
 

A student record is defined by State and Federal Law, and essentially is any document prepared or retained by 
PROVIDER with an individual student’s name referenced therein.  All student records will be kept in a secure 
location preventing access by unauthorized individuals.  PROVIDER will maintain an access log delineating date, 
time, agency, and identity of any individual accessing student records that is not in the direct employ of the 
PROVIDER. PROVIDER agrees to provide access to and copies of student records to Mesa Union School District 
and/or the parents/guardians of Mesa Union School District’s student.  PROVIDER will not provide access or 
forward to any other person other than parents/guardians or Mesa Union School District any student record 
without the written consent of the parent/guardian or Mesa Union School District.  Upon completion or 
termination of the SLP or termination of this Contract, PROVIDER will turn over to Mesa Union School District all 
student records for Mesa Union School District’s eligible students to whom PROVIDER has provided services 
under this Contract. 

 
4. Access by Mesa Union School District 
 

PROVIDER will notify Mesa Union School District of the location and/or any change in location at which it is 
providing services to Mesa Union School District’s eligible students.  It will allow access to its facilities for 
periodic monitoring of each student’s instructional program by Mesa Union School District and will be invited to 
participate in the review of each student’s progress by Mesa Union School District.  Mesa Union School District 
representatives will have access to observe each student at work, observe the instructional setting, interview 
PROVIDER, and review each student’s progress including the behavior intervention plan, if any.   

 
5. Fingerprints 



   

 
In accordance with Education Code § 45125.1, PROVIDER will conduct a criminal background check of its 
employees and/or subcontractors and, upon receipt of those checks, certify to the Mesa Union School District 
that no employee and/or subcontractors of PROVIDER working with students of the school district has been 
convicted of a violent or serious felony as defined by statues.  (See attached form.)  PROVIDER will supply Mesa 
Union School District with a list of names of those employees and/or subcontractors who are cleared to work 
with students of the Mesa Union School District.  A fingerprint certification form will be submitted with monthly 
invoices and attendance registers. 

 
6. Transportation 

 
Mesa Union School District is not responsible for any transportation costs or for making any transportation 
arrangements.  PROVIDER will not transport any students without permission of parent/guardian. 
 

7. Independent Contractor Status 
 

This agreement is by and between two independent agents and is not intended to and will not be construed to 
create the relationship of agent, servant, employee, partnership, joint venture, or association.  PROVIDER 
understands and agrees that it will be responsible for providing its own salaries, payroll taxes, withholding, 
insurance, workers compensation coverage and all other benefits of any kind, as required by law for its own 
employees, and assumes the full responsibility for the acts and/or omissions of his/her employees or agents as 
they relate to the services to be provided under this agreement. 

 
8. Conflict of Interest: 
 

This Agreement is subject to Board Bylaw 9270 governing conflicts of interest. PROVIDER agrees to furnish to 
Mesa Union School District (upon request) a valid copy of the most recently adopted partnership agreements or 
bylaws of the corporation and also a complete and accurate list of the Governing Board of Directors (or Trustees 
or Partners) and to timely update said information as changes in such governance occur.  PROVIDER will avoid 
any actual or potential conflict of interest on behalf of itself or its employees providing services hereunder, 
including, but not limited, to employment with Mesa Union School District, including any of its charter schools. 

 
9. Accident/Incident Report 
 

PROVIDER agrees to submit a written accident report to Mesa Union School District within five (5) days of an 
accident or incident when a pupil has suffered an injury, injured another individual, or has been involved in an 
activity requiring notification of law enforcement or emergency personnel. 

 
10. Discrimination 
 

PROVIDER will not discriminate on the basis of gender, sex, race, color, religion, ancestry, national origin, ethnic 
group, marital or parental status, physical or mental disability, sexual orientation or the perception of one or 
more of such characteristics  in employment or operation of its programs. 

 
11. Child Abuse Reporting 
 

PROVIDER assures Mesa Union School District that all staff members, including volunteers, are familiar with and 
agree to adhere to child abuse and/or missing children reporting obligations and procedures under California 
law, including but not limited to, California Education Code § 49370 and California Penal Code § 11166 et seq.  
PROVIDER agrees to provide annual training to all its employees regarding mandated reporting of child abuse 
and missing children.  PROVIDER agrees that all staff members will abide by such laws in a timely manner. 

 



   

PROVIDER will submit immediately by facsimile and mail, within twenty-four (24) hours an accident or incident 
report to Mesa Union School District when it becomes aware of circumstances including, but not limited to: 
allegations of molestation, child abuse, or missing children under PROVIDER’S supervision. 
 

12. Supplies, Equipment and Facilities 
 

PROVIDER will be solely responsible for the provision of all appropriate supplies, equipment, and facilities for a 
pupil as required in his/her SLP.  A PROVIDER who desires to use District facilities must make a separate 
application for use of facilities through the District’s Use of Facilities procedures. 

 
13. Inspection and Audit 
 

PROVIDER will provide access to records or reports, or other matter relating to the Contract, upon request by 
Mesa Union School District.  Fiscal records will be maintained by PROVIDER for five (5) years and will be available 
for audit. 
 

14. Indemnification 
 

PROVIDER will defend, hold harmless, and indemnify Mesa Union School District and its governing board, 
officers, agents, and employees from and against all liabilities and claims for damage for death, sickness, or 
injury to any person(s) or damage to any property, including, without limitation, all consequential damages and 
expenses (including attorney fees), from any cause whatsoever arising from or connected with its service 
hereunder, resulting from the negligence or intentional acts of PROVIDER, its agents or employees.  It is 
understood and agreed that such indemnity will survive the termination of this agreement. 
 
Mesa Union School District will defend, hold harmless and indemnify PROVIDER and its governing board, offices, 
agents, and employees from all liabilities and claims for damage for death, sickness, or injury to any person(s) or 
damage to any property, including, without limitation, all consequential damages and expenses (including 
attorney fees), from any cause whatsoever resulting from the negligence or intentional acts of Mesa Union 
School District, its agents or employees.  It is understood and agreed that such indemnity will survive the 
termination of this agreement.  The District will not be liable for acts of the students or the student’s 
parent/guardian, family member, etc. 
 

15. Insurance 
 

During the entire term of this agreement and any extension or modification thereof, PROVIDER will keep in 
effect a policy or policies of liability insurance, including coverage of owned and non-owned vehicles used in 
relation to the performance of service(s) by PROVIDER, of at least one million dollars ($1,000,000.00) for each 
person and one million dollars ($1,000,000.00) for all accidents or occurrences for all damages arising out of 
death, bodily injury, sickness or disease from any one accident or occurrence, and one million dollars 
($1,000,000.00) for all damages and liability arising out of injury to or destruction of property for each accident 
or occurrence.  Not later than the effective date of this agreement, PROVIDER will provide Mesa Union School 
District with satisfactory evidence of insurance, naming Mesa Union School District as additional certificate 
holder, including a provision for a twenty (20) calendar day, written notice to Mesa Union School District before 
cancellation or material change, evidencing the above-specific coverage.  The PROVIDER will at its own cost and 
expense procure and maintain insurance under the Worker’s Compensation Law of California, if applicable.  
Mesa Union School District reserves the right to revise the requirements of this provision at any time.  If Mesa 
Union School District determines that additional insurance coverage is necessary, Mesa Union School District will 
reopen negotiations with PROVIDER to modify the terms of this agreement.  
 
 

16. Monthly Invoices 
 



   

PROVIDER will submit to Mesa Union School District monthly invoices itemized by name/address of student, 
service provided and actual number of hours for which services were provided, and amount owed.  Such 
invoices will be submitted within thirty (30) days of the rendering of services.  Mesa Union School District will 
process payments to PROVIDER within forty-five (45) days of submission of such invoices, except in those 
situations identified in Paragraph 17, below.  No payment to PROVIDER for any tutoring provided before the SLP 
has been approved by Mesa Union School District.  Each month a list of students who are dropped due to 3 or 
more absences or parent request must be submitted with the monthly invoice. 

 
17. Records of Attendance 
 

PROVIDER will maintain daily records of student service provided, including the name/address of student, the 
name of PROVIDER’S employee who rendered the service, and the amount of time of such service.  PROVIDER 
will permit access to and/or a copy of such records to Mesa Union School District upon request.   No payment to 
Provider for any tutoring provided before the SLP has been approved by MUSD. 

 
18. Right to Withhold 

 
Mesa Union School District may withhold payment to PROVIDER, on ten (10) working days written notice of such 
withholding, when in the opinion of the Mesa Union School District:  

 
a. PROVIDER’S performance, in whole or in part, either has not been carried out or is insufficiently 

documented. 

b. PROVIDER has neglected, failed, or refused to furnish information or to cooperate with the inspection, 
review, or audit of its program, work, or records. 

c. PROVIDER has failed to submit the invoice in a timely manner. 

 
If Mesa Union School District gives notice of intent to withhold, PROVIDER will have fourteen (14) days from the 
date of receipt of said notice to correct such deficiency and/or may invoke the dispute resolution provision 
herein.  

 
19. Modifications and Amendments: 
 

This Contract may be modified or amended only by a written document signed by authorized representatives of 
PROVIDER and Mesa Union School District.  No change in this Contract or in the SLP will result in a Mesa Union 
School District financial obligation to PROVIDER in excess of the State/Federal reimbursement rate per student 
per year to the Mesa Union School District. 

 
20. Disputes 
 

Disputes between Mesa Union School District and PROVIDER concerning the meaning, requirements or 
performance of this contract will be submitted to the Superintendent of Mesa Union School District.  The 
determination of the Superintendent will be made in writing and will be binding on both parties. 
 

 
21. Subcontract and Assignment 
 

PROVIDER will not subcontract or assign any of the work contemplated under this Contract without first 
obtaining written approval from the Mesa Union School District.  Such approval will be attached and made part 
of this Contract.  Subcontracts or assignments may be entered into only with providers certified by the California 
Department of Education. 

 



   

Any sub-contractor or assignee will be bound by all of the terms of this Contract, including the insurance and 
indemnification provisions, and it will be PROVIDER’S responsibility to obtain the agreement of 
subcontractor/assignee to comply with all terms contained herein. 

 
22. Termination 
 

a. This agreement may be terminated by Mesa Union School District or PROVIDER at any time.  
PROVIDER’S exercise of its right to terminate this Contract will not alleviate its responsibilities to 
complete any existing SLP’s.  To terminate this Contract, either party will give twenty (20) calendar days 
written notice as provided herein prior to the date of the termination.  Upon termination without 
default of PROVIDER, Mesa Union School District will pay, without duplication, for all services 
satisfactorily performed to date of termination.   

 
b. In consideration of this payment, PROVIDER waives all rights to any further payment or damage.  Upon 

termination, PROVIDER will turn over to Mesa Union School District all student records in its possession 
generated as a result of services rendered under this Contract, possessed by PROVIDER or under its 
control at the time of termination. 

 
c. A Student Learning Plan may be terminated by PROVIDER only upon consent of the Mesa Union School 

District.  An SLP will terminate if the student ceases to be enrolled in the District.  Upon termination 
under this paragraph, final payment from Mesa Union School District will be calculated based upon a 
pro-rata calculation of total services agreed-upon in the SLP for which the Mesa Union School District is 
responsible for payment, divided by that portion of services actually rendered. 

 
23. Compliance with Laws 
 

During the term of this agreement, PROVIDER will comply with all applicable federal, State Board of Education, 
and local statutes, laws ordinances, rules and regulations relating to the provision of supplementary services, 
including securing and maintaining in force such permits and licenses as are required by law in connection with 
the furnishing of services pursuant to this Agreement. 

 
24. Entire Agreement 
 

This Agreement constitutes the entire agreement between Mesa Union School District and PROVIDER and 
supersedes any prior or contemporaneous understanding or agreement with respect to the services 
contemplated.  

 
25. Governing Law 
 

The terms and conditions of this agreement will be governed by the laws of the state of California with venue in 
Ventura County, California. 
 

26. Severability Clause 
 
If any provision of this agreement is held in whole or in part to be unenforceable for any reason, the remainder 
of that provision and of the entire agreement will be severable and remain in effect, to the extent that the 
intent of the parties can be fulfilled. 

27. Notices 
 

Notices required under this Contract will be valid when mailed first class postage or personally delivered to the 
following representatives, as indicated below: 



   

 
For the Mesa Union School District:   Michael Babb, Ed.D.  

Mesa Union School District 
        3901 North Mesa School Road 
        Somis, California 93066 

 
 
For PROVIDER: (insert provider name)  
 

  (Name/Title) 

  (Address) 

  (City/State/Zip Code) 

 
 
28. Authorized Representative 
 

The persons signing this Contract certify they are the authorized representatives of the respective parties, and 
are authorized to sign this document. Services are limited to the per student allocation determined by the 
district. 

 
The parties hereto have executed this 7-page agreement by and through their duly authorized agents or 
representatives.  This contract is effective March 2013 and terminates at 5:00 p.m. on May 15, 2013 unless sooner 
terminated as provided herein. 
 
 
 
LEA:  Mesa Union School District  
 
 
 

BY:        Fed ID #:  95-6002063 
Michael Babb, Ed.D.  
Superintendent 

 
 
PROVIDER: (insert provider name and contact person) 
 

 (Signature) 

 (Name/Title) 

 (Address) 

 (City/State/Zip Code) 

 (Federal ID #) 
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