
 

SANTA CLARA COUNTY OFFICE OF EDUCATION 
 
CLASS TITLE:  EMERGENCY PREPAREDNESS, SCHOOL SAFETY AND SECURITY ADMINISTRATOR 
  
BASIC FUNCTION:   
 
Under the direction of the Chief Business Officer, develops, evaluates and implements disaster response 
and crisis management activities for the Santa Clara County Office of Education (“SCCOE”); provides 
disaster preparedness training to SCCOE leadership and staff, schools and Districts, parents and students, 
and community leaders; represents the SCCOE within the County of Santa Clara emergency response and 
coordination efforts and activities; plans and coordinates emergency preparedness and security drills with 
SCCOE stake
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mitigation and response capabilities. 
 
Conducts routine site visits and safety checks and coordinates with school, staff and collocated District 
principals on emerging needs and safety concerns; assists District and school personnel with safety and 
security planning through site-visits, professional development opportunities, one-on-one consulting 
services, and other means as needed to ensure school safety. 
 
Plans, coordinates and evaluates emergency drills, functional tests, scenario discussions, and simulation 
exercises to test the effectiveness of emergency plans and communication systems. 
 
Proactively engages SCCOE and District leaders, principals and school communities in developing safety 
priorities, defining roles and responsibilities, building capability and creating systems of accountability to 
ensure safe and secure school climates and workplace environments; identifies and recommends 
improvements to physical security, video surveillance systems and other technology solutions.  
 
Collaborates with various departments to provide leadership regarding capital and infrastructure needs; 
develops plans to equip schools and departments with assets necessary to ensure the safety of schools; 
works with school site principals and program leadership to ensure that the unique student and program 
needs and vulnerabilities are considered in providing the highest levels of safety for students and staff. 
 
Maintains the readiness of the SCCOE’s emergency response at all times and provides expertise, 
knowledge and ability during an emergency; responds to emergencies on an on-call 24/7 basis; 
collaborates with internal and external personnel in planning standardized responses to critical incidents 
in accordance with the state and federal Incident Command System (“ICS”) model. 
 
Conducts planning and research activities relating to all aspects of public safety and security 
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