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EPIC SCHOOL SAFETY HANDBOOK POLICIES 

1. Professional Boundaries Policy

(Lead: Human Resources | Supporting: TOSA, Counseling) 

EPIC is committed to maintaining a learning environment that is safe, respectful, 

and free from boundary violations between students, employees, volunteers, 

contractors, and other adults on campus or affiliated with EPIC programs. 

Professional Boundaries Expectations 

All EPIC staff must: 

● Maintain appropriate, professional relationships with students at all times.

● Avoid personal, emotional, or social relationships that could compromise

professional judgment or student welfare.

● Uphold boundaries:

o Between students and employees.

o Between students and volunteers or contractors.

o Among adult employees, volunteers, and contractors.

● Conduct meetings with students only in professional, observable spaces.

● Ensure interactions occur during school hours or sanctioned activities unless

otherwise authorized by administration.

Prohibited Conduct 

The following behaviors are strictly prohibited: 

● Isolated or private meetings with students in spaces without visibility.

● Off-campus 1:1 encounters not directly related to school business.

● Physical contact that is unnecessary, inappropriate, or could be

misinterpreted.

● Romantic, sexual, or emotionally dependent relationships with students.

● Gift-giving that is personal or secretive.



● Transporting students alone without administrative approval. 

Reporting Responsibilities 

Any staff member who observes or suspects a boundary violation must report it 

immediately to Human Resources or Administration. Failure to report may result 

in disciplinary action. 

Discipline 

Violations of this policy may result in disciplinary action up to and including 

termination and referral to appropriate authorities. 

 

2. Communication & Social Media Policy Consider placing near phone policy 

(Lead: Human Resources | Supporting: TOSA, IT) 

EPIC seeks to ensure appropriate professional communication between employees 

and students using electronic platforms. 

Approved Communication Methods 

Staff may communicate with students only via: 

● FIELD-issued email accounts 

● EPIC-approved learning management systems, applications, or platforms 

(.eg. Remind) (where can staff see the list of approved) 

Prohibited Communication 

Staff may not communicate with students using: 

● Personal social media accounts or profiles. 

● Private text messages or personal messaging apps for non-school purposes, 

including communications conducted outside EPIC-approved platforms. 

● Disappearing-message platforms, encrypted chats, or any communication 

tools that cannot be retained or monitored.(e.g. Whatsapp, Snapchat) 

● Any method of communication that excludes EPIC oversight, 

documentation, or administrative review. 



 

Communication Guidelines 

All professional communication with students must: 

● Be directly related to school or program operations. 

● Occur during appropriate work hours unless otherwise approved by 

administration. 

● Remain professional and non-personal in tone and content. 

● Avoid private or secretive messaging that cannot be documented or 

reviewed. 

Documentation Requirements 

All staff communications with students must be conducted through EPIC-approved 

platforms that are fully archivable and accessible to school administrators upon 

request. All communications remain subject to periodic review to ensure 

compliance with school policies and safety standards. 

Violations 

Any violation of this communication policy is grounds for disciplinary action, up 

to and including termination and referral to appropriate authorities when required 

by law. 

 

3. Sexual Misconduct, Abuse Prevention & Reporting Policy 

(Lead: Human Resources | Supporting: Counseling, Legal) 

EPIC strictly prohibits sexual misconduct, harassment, abuse, or exploitation 

involving any student, employee, contractor, or volunteer. 

Definitions 

Sexual misconduct includes: 

● Sexual contact such as unwanted touching, blocking movement, staring, or 

horseplay between staff and students. 



● Sexual harassment or advances communicated verbally, via message, etc. 

● Exploitation or grooming (excessive compliments, giving gifts, unusual 

behaviors not typical of a staff/student relationship). 

● Retaliation for reporting misconduct. 

Reporting Procedures 

Students, staff, and community members may report concerns via: 

● Human Resources 

● Counseling Services 

● Any EPIC administrator 

Reports may be made verbally or in writing and will be treated confidentially. 

Response Process 

Upon receiving a report: 

1. Immediate steps are taken to ensure student safety. 

2. HR conducts a preliminary review. 

3. Cases may be referred to law enforcement or protective agencies when 

required. 

4. Internal investigations proceed in compliance with employment law. 

Non-Retaliation 

EPIC strictly prohibits retaliation against any person who reports misconduct or 

participates in an investigation. 

 

4. Mandated Reporter Policy 

(Lead: Human Resources | Supporting: Counseling) 

EPIC is committed to protecting the safety, dignity, and welfare of all individuals 

served by the organization. In compliance with the California Child Abuse and 

Neglect Reporting Act (CANRA), SB 848, and related statutes, all EPIC 

employees and designated personnel are considered Mandated Reporters and 

must fulfill legal reporting duties regarding suspected abuse or neglect. 



Who Is a Mandated Reporter? 

Mandated Reporters at EPIC include, but are not limited to: 

● Certificated staff 

● Classified staff 

● Administrators and supervisors 

● Counselors, advisors, and support staff 

● Substitute teachers 

● Volunteers 

● Contracted service providers who interact with students or clients 

Any individual whose role involves regular contact with students or the public 

through EPIC programs is designated a Mandated Reporter under state law. 

Reporting Responsibilities 

Mandated Reporters are legally required to report any reasonable suspicion of 

abuse or neglect based on observations, statements, or information received in the 

course of professional duties. 

Reports must be made when there is suspicion of: 

1. Abuse or Neglect of Minors 

This obligation applies regardless of whether the minor is enrolled at EPIC and 

includes: 

● Physical abuse 

● Sexual abuse, exploitation, or assault 

● Emotional abuse 

● Neglect or abandonment 

2. Abuse of Dependent Adults 

Mandated Reporters must also report suspected abuse or neglect of dependent 

adults encountered through professional duties, including: 

● Physical abuse 

● Sexual assault or exploitation 



● Financial abuse 

● Emotional abuse 

● Neglect 

Reporting Procedures 

When abuse or neglect is suspected, reporters must not investigate or verify the 

allegation prior to making the report. 

Step 1 — Immediate Phone Report 

The Mandated Reporter must immediately contact: 

● Local law enforcement or 

● Child Protective Services (CPS) 

A report must be made by telephone as soon as reasonably possible after the 

suspicion arises. 

Step 2 — Written Report 

A written report must be submitted to the same agency within 36 hours of the 

initial phone report using the appropriate state reporting form. 

Internal Notification 

After fulfilling the legal reporting obligation, the Mandated Reporter must: 

● Notify Human Resources or an EPIC Administrator that a report has 

been made. 

Important clarification: 

Internal reporting does NOT replace or delay the legal obligation to report 

directly to authorities. Internal notification is for documentation and administrative 

follow-up only. 

Confidentiality & Non-Retaliation 

● All mandated reports are confidential. 

● Staff should not disclose information related to a report except to: 



o Law enforcement 

o Child Protective Services or Adult Protective Services 

o Authorized EPIC administration 

EPIC strictly prohibits retaliation against any individual who: 

● Files a report in good faith 

● Participates in investigations or related proceedings 

● Supports someone making a report 

Retaliation is subject to disciplinary action. 

Training Requirements 

EPIC provides annual Mandated Reporter Training to all designated staff and 

contractors. Training addresses: 

● Legal definition of abuse and neglect 

● Reporting criteria and thresholds 

● Reporting procedures and timelines 

● Confidentiality rules 

● Legal liability protections for mandated reporters 

Each mandated reporter must: 

● Complete required training annually. 

● Maintain valid certification documentation. 

● Provide verification of training to Human Resources. 

Failure to complete training may result in disciplinary action or work suspension 

until compliance is achieved. 

Failure to Report 

Failure to report suspected abuse as required by law is a serious violation and may 

result in: 

● Immediate disciplinary action, up to and including termination of 

employment or contract. 

● Referral to professional licensing agencies. 



● Criminal penalties, including fines or jail time as prescribed by California 

law. 

Mandated Reporters who delay reporting, rely solely on internal notification, or 

attempt to investigate privately are considered non-compliant with state law. 

Staff Protections 

Mandated Reporters who submit reports in good faith are legally protected from 

civil or criminal liability under California law — even if the investigation 

determines the allegation was unfounded. 

5. Registered Sex Offender Disclosure & Campus Access Policy 

EPIC is committed to providing a safe learning environment for all students, staff, 

and visitors while complying with all applicable state safety and access laws. 

Because EPIC operates under K–12 charter authorization and some EPIC partner 

sites include programs where minors may be present, special safety procedures 

apply to students who are registered sex offenders. 

Disclosure Requirement 

Any student who is required to register as a sex offender under California law 

must: 

● Disclose their registration status at the time of enrollment, or 

● Report the information immediately to an EPIC counselor or 

administrator if registration occurs after enrollment 

Failure to disclose may result in disciplinary action, suspension of attendance, or 

referral to appropriate authorities as required by law. 

All disclosures will be handled confidentially and shared only with those staff 

whose involvement is necessary to ensure campus safety and legal compliance. 

Safety Restrictions 

To protect minors and maintain public safety, registered sex offenders enrolled at 

EPIC are subject to the following restrictions: 

1. Event Attendance with Minors Present 



Students who are registered sex offenders: 

● May not attend any school activities, events, or programming where 

minor children are present, including but not limited to: 

o EPIC events open to minors 

o Field trips or off-site educational events involving students under age 

18 

o Community service placements involving youth 

2. Campus Access 

Registered sex offenders: 

● May not attend instruction or services at any EPIC site that has an on-

site early childhood education (ECE) lab, daycare, or other child-

serving program. 

This includes: 

● Dual-use sites that house both adult education and childcare programs 

● Campuses where minors are present at any time during operational hours 

3. Alternative Program Placement 

EPIC will work collaboratively with the student to identify safe educational 

alternatives, which may include: 

● Transfer to an EPIC site that serves adult learners only and does not 

involve minors. 

● Alternative instruction models as appropriate. 

● Referral to another adult education program or charter school that can 

better meet the student’s needs within safety guidelines. 

 

Enrollment Review Process 

Upon disclosure: 

1. The student will meet with an EPIC counselor and administrative staff. 

2. A safety review will be conducted to determine: 



o Legal restrictions related to the student’s registration 

o Campus placement eligibility 

o Educational pathway options 

3. EPIC will provide placement or referral options consistent with all safety 

and legal obligations. 

Confidentiality & Non-Discrimination 

EPIC does not deny enrollment solely based on sex offender registration. All 

placement decisions are made: 

● To keep students, staff, and minors safe. 

● In alignment with state safety restrictions. 

● Without discrimination unrelated to safety or eligibility requirements. 

Information regarding registration status is handled with strict confidentiality. 

Compliance with Law Enforcement Authorities 

EPIC will cooperate with law enforcement and supervising agencies when required 

to confirm compliance with registration conditions or campus restrictions. 

Failure to Disclose or Violate Restrictions 

Failure to comply with this policy or violation of placement or attendance 

restrictions may result in: 

● Immediate removal from class or events 

● Administrative suspension 

● Denial of further on-site access 

● Referral to appropriate authorities 

 

Student Acknowledgment 

All enrolling students must acknowledge awareness of this policy and agree to 

comply with disclosure and placement requirements as a condition of attendance. 



6. Anti-Bullying Policy 

(Education Code §772 Compliance) 

EPIC is committed to providing a safe, respectful, and inclusive learning 

environment for all students, staff, and visitors. Bullying, harassment, intimidation, 

retaliation, or discrimination of any form is strictly prohibited on all EPIC 

campuses, during EPIC activities, online interactions related to school, and at any 

school-sponsored event. 

This policy applies to both students and staff. 

Definition of Bullying 

Bullying is any intentional, repeated, or severe behavior directed toward an 

individual that causes physical harm, emotional distress, fear, or creates a hostile 

educational environment. Bullying may include: 

● Verbal harassment (name-calling, slurs, threats) 

● Physical intimidation or assault 

● Social exclusion or humiliation 

● Cyberbullying via electronic communication 

● Sexual harassment or unwanted advances 

● Retaliation following reporting 

Bullying behavior is not limited to: 

● Classrooms 

● Common areas 

● Online or social media spaces associated with EPIC 

● Off-campus EPIC events or activities 

Prohibited Conduct 

The following behaviors are prohibited: 

● Bullying of students by staff or other students 

● Bullying of staff by students or other staff members 

● Harassment based on race, ethnicity, national origin, ancestry, gender, 

gender identity, sexual orientation, gender expression, physical or mental 



disability, medical condition, genetic information, marital status, religion, 

age (40 or older), military or veteran status, or any protected characteristic 

outlined by state and federal law 

● Intimidation or threats 

● Participation in or encouragement of bullying 

● Retaliation against any person who reports bullying 

Reporting Process 

Any student or staff member who experiences or witnesses bullying should report 

it immediately through one of the following channels: 

● EPIC Counselor 

● Human Resources 

● Site Administrator 

● Teacher or Supervisor 

Reports may be made verbally or in writing. 

Investigation Process 

1. The assigned administrator or HR representative will begin an investigation 

within five (5)business days of report receipt. 

2. Individuals involved may be interviewed, and relevant documentation or 

evidence will be reviewed. 

3. Confidentiality will be respected to the maximum extent permitted by law. 

4. Findings will be documented. 

5. Corrective or disciplinary actions will be implemented if needed. 

Disciplinary Actions 

Consequences for confirmed bullying behavior may include: 

● Verbal or written warnings 

● Counseling referrals or restorative interventions 

● Behavioral contracts 

● Suspension 

● Termination (for staff) 

● Removal from school enrollment (for students) 



● Referral to law enforcement when legally required 

Non-Retaliation 

EPIC strictly prohibits retaliation against any person who makes a report in good 

faith or participates in an investigation. Retaliation is itself a violation subject to 

disciplinary action. 

Training 

EPIC provides annual training to staff on anti-bullying awareness, reporting 

procedures, and intervention strategies. 

Students receive policy orientation during enrollment or intake processes. 

 

7. Cell Phone @ Electronic Device Policy  

EPIC maintains a learning environment that prioritizes instructional focus, safety, 

and student engagement. Mobile phones and personal electronic devices are 

considered instructional distractions if used improperly and are therefore 

regulated during school instruction. 

Classroom Use Rules 

● During instructional time, all cell phones must be: 

o Placed on low volume so as not distract other students 

o Stored away when not in approved classroom use 

● Phones may not be used during: 

o Lectures 

o Classroom instruction 

o Testing or examinations 

o Quizzes or assessments 

Devices may only be used during instruction if: 

● Explicitly authorized by the teacher for educational activities, or 

● Approved by an administrator for documented accommodations or safety 

needs. 



Emergency Use 

Cell phones may be activated during: 

● Medical emergencies 

● Lockdowns or evacuation events 

● Administrative or staff-directed safety instructions 

EPIC recognizes that modern devices include emergency activation features, and 

students may use phones when directed or required for emergency communication. 

Testing & Academic Integrity 

Use of phones or any unauthorized electronic device during testing or assessments 

is considered academic misconduct and may result in: 

● Assignment failure or test nullification 

● Disciplinary action 

Violations 

Failure to comply with this policy may result in: 

● Dismissed for the remainder of the class period 

● Removal from the classroom, if repeated violations occur 

● Administrative discipline 

● Repeated violations may lead to progressive disciplinary consequences up to 

program dismissal 

Staff Authority 

Teachers and administrators have full authority to enforce this policy within 

instructional settings. 

8.  Emergency Response Policy: Wildfire, Flooding, and Site Shutdown 

1. Purpose 



The purpose of this policy is to establish clear procedures for responding to 

wildfire, flooding, or related environmental emergencies that require classroom 

or site shutdown for EPIC locations. The policy is designed to: 

● Protect the safety of students, staff, and visitors. 

● Provide a clear communication chain and decision-making process. 

● Ensure timely notification to TOSA, Administration, and the President/CEO. 

● Maintain continuity of instruction to the extent safely possible. 

2. Scope 

This policy applies to: 

● All EPIC instructional sites, including leased or partner locations. 

● All EPIC staff, including teachers, TOSAs, administrators, and support staff. 

● All students and visitors present at an EPIC site when a wildfire or flooding 

event occurs or is imminent. 

3. Definitions 

● Wildfire Emergency: Any fire event in the surrounding community or 

region that poses a direct or potential threat to an EPIC site, access routes, or 

air quality. 

● Flooding Emergency: Local or regional flooding that threatens safe access 

to the site, impacts utility services, or creates unsafe conditions on or around 

the campus. 

● Site Shutdown: Temporary closure of an EPIC classroom or site, including 

suspension of on-site instruction and activities, due to wildfire, flooding, 

evacuation order, or safety concerns. 

4. Roles and Responsibilities 

4.1 Teacher/Instructor 

● Ensure the immediate safety of students and oneself. 

● Follow emergency instructions (evacuation, shelter-in-place, etc.). 

● Contact the designated TOSA for the site as soon as it is safe to do so. 

● Account for all students present (attendance list/sign-in sheet). 



● Follow directions from TOSA, site administration, and emergency 

responders. 

4.2 TOSA (Teacher on Special Assignment) 

● Serve as the primary point of contact for teachers during wildfire/flooding 

events. 

● Receive initial reports from teachers and verify site conditions as much as 

possible. 

● Immediately notify: 

o Appropriate site Administrator (Principal/Director/COO), and 

o President/CEO of FIELD/EPIC. 

● Coordinate with Administration on: 

o Site shutdown decisions. 

o Communication to staff and students. 

o Instructional adjustments (remote learning, rescheduling, etc.). 

4.3 Administration (Principal / Director / COO) 

● Confirm emergency status via TOSA, local authorities, or landlord/partner 

sites. 

● Make operational decisions regarding: 

o Site closure or continuation. 

o Timing and duration of shutdown. 

● Coordinate communication to: 

o All staff assigned to the site. 

o Impacted students (via phone, messaging, LMS, email). 

● Support TOSA and teachers in implementing shutdown and continuity 

planning. 

4.4 President/CEO 

● Provide final approval for extended site closure decisions when warranted. 

● Coordinate with the Board, legal counsel, and partner agencies as needed. 

● Oversee public-facing communication for significant or long-term closures. 

5. Emergency Response Procedures 

5.1 Immediate Response – Onsite Emergency 



If a wildfire or flooding event threatens the site during class: 

1. Teacher Action – Safety First 
o Follow any official evacuation orders, shelter-in-place instructions, 

or building emergency procedures. 

o Direct students calmly and clearly: 

▪  Evacuate using the posted emergency routes if required, or 

▪  Move to designated safe areas. 

o Bring the class sign-in sheet and, if possible, the emergency kit. 

2. Account for Students 
o Take attendance as soon as practicable in a safe location. 

o Identify any missing students and report immediately to emergency 

responders if present. 

3. Contact TOSA 

o As soon as it is safe and practical, the teacher will contact the TOSA 

assigned to that site via phone, text, or other pre-established method. 

o Provide: 

▪  Site name and room/location. 

▪  Nature of the threat (wildfire nearby, smoke/air quality, flood 

water at entrance, etc.). 

▪  Whether evacuation or shelter-in-place is in effect. 

▪  Any injuries or urgent needs. 

5.2 TOSA Communication & Escalation 

Upon receiving notification from a teacher: 

1. Gather Information 
o Confirm: 

▪  Which site is impacted 

▪  Whether students and staff are safe 

▪  Whether local authorities have been contacted or are on scene 

2. Notify Administration 
o Immediately contact the site Administrator (Principal/Director/COO 

or designee) with a concise report: 

▪  Location 

▪  Type of emergency (wildfire, flooding, or both) 

▪  Current action (evacuation, shelter-in-place, early dismissal) 

▪  Any known injuries or hazards 



3. Notify President/CEO 
o After notifying Administration, the TOSA must notify the 

President/CEO that: 

▪  An emergency event occurred or is ongoing. 

▪  A site shutdown may be required or has been initiated. 

4. Ongoing Coordination 
o Maintain communication with the teacher(s) and Administrator until 

the immediate emergency is stabilized. 

5.3 Site Shutdown Decision 

The Administrator, in consultation with the President/CEO and TOSA, will 

decide whether to: 

● Keep the site open with modifications (e.g., air purifiers, shortened 

schedule). 

● Initiate temporary site shutdown for the remainder of the day. 

● Implement an extended closure of one (1) or more days. 

Factors considered: 

● Evacuation orders or advisories. 

● Air quality index (AQI) and health guidance. 

● Access/egress route safety (roads blocked or flooded). 

● Utility outages (power, water, HVAC). 

● Site-specific conditions from the landlord or partner organization. 

 

5.4 Notification to Students and Staff 

Once a shutdown decision is made: 

1. Administrator / TOSA 
o Communicate closure information to: 

▪  All teachers assigned to the site. 

▪  Front office/support staff. 

2. Teachers 
o Notify students in their classes through: 

▪  In-person announcement (if still onsite). 



▪  Email, text (via EPIC-approved platform), or LMS message. 

3. Message Content 
o Notice of closure and affected dates/times. 

o Instructions for: 

▪  Leaving campus safely (if on-site). 

▪  Accessing remote or make-up instruction (if applicable). 

o Statement that safety is the priority and updates will follow. 

5.5 Instructional Continuity 

If the site will be closed for more than one (1) day: 

● Teachers, in coordination with TOSA and Administration, will: 

o Transition to remote instruction if feasible, OR 

o Develop make-up lesson plans for when classes resume. 

● Students will be informed of: 

o Revised schedules 

o Alternative sites (if relocation is used) 

o Any deadlines adjusted due to the closure 

6. Post-Incident Procedures 

Once the immediate danger has passed: 

6.1 Site Safety Verification 

● Business Services/Administration will: 

o Confirm the site is safe to reoccupy (building, utilities, access routes). 

o Coordinate with landlords, facility partners, or local agencies as 

needed. 

6.2 Debrief 

● TOSA, Administrator, and teachers will: 

o Review the response actions. 

o Identify any gaps in communication or procedures. 

o Provide feedback to improve emergency planning and update policies 

and/or protocols when practical. 

6.3 Communication of Reopening 



● Administration will: 

o Inform staff and students of the date and time of reopening. 

o Provide any updated procedures or guidelines related to ongoing 

conditions (e.g., poor air quality). 

7. Documentation 

● Teachers will document: 

o Attendance during the emergency. 

o Any injuries or issues that occurred. 

● TOSA and Administration will document: 

o The timeline of events and decisions. 

o Communications with staff, students, and the President/CEO. 

o Any reportable incidents for insurance, legal, or compliance purposes. 
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