Philosophy, Goals, Objectives, and Comprehensive Plans BP 0000(a)

VISION

The Governing Board believes that a clearly stated purpose and direction for the district provide
the foundation for continuous improvement and accountability. The Board shall adopt a long-range
vision for district programs and activities that focuses on the achievement and well-being of all
students and reflects the importance of preparing students for the future academically,
professionally, and personally. The vision shall recognize the unique role of students,
parents/guardians, staff, and community partners in contributing to a high-quality education for all
students. The district's vision may be incorporated into its mission or purpose statement,
philosophy or motto, long-term goals, short-term objectives, and comprehensive plans such as the
local control and accountability plan (LCAP).

(cf 0100 - Philosophy)

(cf 0200 - Goals for the School District)

(cf- 0400 - Comprehensive Plans)

(cf 0460 - Local Control and Accountability Plan)
(cf- 9000 - Role of the Board)

The Superintendent or designee shall recommend an appropriate process, with clearly defined
procedures, timelines, and responsibilities, for establishing, reviewing, and updating the district's
vision statements. This process shall include a review of relevant district documents and data
including, but not limited to, information about student demographics, student achievement,
current programs, and emerging educational issues. The process shall incorporate an analysis and
identification of district strengths and areas in which growth is needed. Input shall be solicited
from parents/guardians, students, staff, and community members through methods such as surveys,
focus groups, advisory committees, and/or public meetings and forums.

(cf 1220 - Citizen Advisory Committees)
(cf 2230 - Representative and Deliberative Groups)
(cf 6020 - Parent Involvement)

The Board shall review the district's vision statements annually, in conjunction with the update to
the LCAP, to ensure consistency among all documents that set direction for the district. Following
these reviews, the Board may revise or reaffirm the direction it has established for the district.

The Superintendent or designee shall communicate the district's vision to staff, parents/guardians,
and the community.

(cf 1113 - District and School Web Sites)
(cf- 1100 - Communication with the Public)

Board decisions regarding curriculum, policies, the budget, collective bargaining agreements, and
other district operations shall be aligned with the district's vision. In addition, the Superintendent
or designee shall ensure that staff's implementation of district programs and activities supports
attainment of the district's vision.



BP 0000(b)

VISION (continued)

The Superintendent or designee shall regularly report to the Board regarding district progress
toward the vision.

(cf 0500 - Accountability)

Legal Reference:
EDUCATION CODE
52060-52077 Local control and accountability plan

Management Resources:
CSBA PUBLICATIONS
The School Board Role in Creating the Conditions for Student Achievement: A Review of the Research,
May 2017

Governing to Achieve: A Synthesis of Research on School Governance to Support Student Achievement,
August 7, 2014

Defining Governance, Issue 4: Governance Decisions, Governance Brief, June 2014

Defining Governance, Issue 3: Governance Practices, Governance Brief, April 2014

WEB SITES

CSBA: http://www.csba.org

Policy CSBA MANUAL MAINTENANCE SERVICE
adopted: July 2017
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Philosophy, Goals, Objectives, and Comprehensive Plans BP 0100(a)

PHILOSOPHY

In order to establish and support a guiding vision for the district, the Governing Board shall
develop, articulate, and regularly review an overarching set of fundamental principles which
describe the district's core beliefs, values, and tenets. The Board and district staff shall incorporate
these principles into all programs, activities, and operations of the district.

(cf 0000 - Vision)

(cf- 0200 - Goals for the School District)

(cf- 0460 - Local Control and Accountability Plan)
(cf- 9000 - Role of the Board)

It is the philosophy of the district that:
1. All students can learn and succeed.

2. Every student should have an opportunity to receive a quality education regardless of
his/her social, cultural, or economic background.

(cf. 0410 - Nondiscrimination in District Programs and Activities)

3. Every student in the district has a right to be free from discrimination, harassment,
intimidation, and bullying, as prohibited by law or district policy.

4. The future of our nation and community depends on students possessing the skills to be
lifelong learners, collaborative and creative problem solvers, and effective, contributing
members of a global and technologically advanced society.

5. Highly skilled and dedicated teachers and educational support staff have the capacity to
guide students toward individual achievement and growth, and have a direct and powerful
influence on student learning and life experiences.

6. A safe, nurturing environment and positive school climate are necessary for learning,
academic achievement, and student development.

(cf 5131.2 - Bullying)
(cf. 5137 - Positive School Climate)

L5 Parents/guardians have a right and an obligation to be engaged in their child's education
and to be involved in the intellectual, physical, emotional, and social development and
well-being of their child.

(cf- 6020 - Parent Involvement)



PHILOSOPHY (continued)

10.

11,

12.

BP 0100(b)
The needs of the whole child must be addressed, as the ability of children to learn is affected
by social, health, and economic conditions and other factors outside the classroom.
Early identification of learning and behavioral difficulties and timely and appropriate

support and intervention contribute to student success.

Students and staff are encouraged and motivated by high expectations and recognition for
their accomplishments.

School improvement is a dynamic process requiring flexibility and innovation to meet the
needs of students in a changing world.

Professional development for the Board and district staff is essential for the growth and
success of the district and its students.

(cf- 4131 - Staff Development)
(cf 4231 - Staff Development)
(cf- 4331 - Staff Development)
(cf 9240 - Board Training)

13.

14.

15.

16.

The diversity of the student body and school staff enriches the learning experience,
promotes cultural awareness and acceptance, and serves as a model for citizenship in a
global society.

A common set of norms and protocols is crucial to effective governance.

Communication, trust, respect, collaboration, and teamwork strengthen the relationship
among Board members and between the Board and Superintendent, and contribute to the
effectiveness of the governance team.

The community and district are inextricably connected partners, wherein the community's
engagement in issues that impact the schools enhances the district's programs and student
learning.

(cf- 1000 - Concepts and Roles)

17.

18.

Two-way communication with all stakeholders is essential for establishing continuity,
support, and shared goals both within the district and with the surrounding community.

The Board has a responsibility to advocate on behalf all students, keep current on
legislative issues affecting education, and build positive relationships with local, state, and
federal representatives.



PHILOSOPHY (continued)

19. A fiscally sound budget which is reflective of the district's vision is imperative to the
financial stability of the district and to the attainment of its goals.

BP 0100(c)

20. Responsibility for district programs and operations is shared by the entire educational
community, with ultimate accountability resting with the Board as the basic embodiment
of representative government.

Legal Reference:

EDUCATION CODE
51002 Local development of programs based on stated philosophy and goals
51019 Definition of philosophy
51100-51101 Parental involvement
Management Resources:
CSBA PUBLICATIONS
The School Board Role in Creating the Conditions for Student Achievement: A Review of the Research,
May 2017
Governing to Achieve: A Synthesis of Research on School Governance to Support Student Achievement
August 7, 2014
Defining Governance, Issue 2: Governing Commitments, Governance Brief, February 2014
WEB SITES
CSBA: http://www.csba.org
National School Climate Center: http://schoolclimate.org
Policy CSBA MANUAL MAINTENANCE SERVICE

adopted:

July 2017












Philosophy, Goals, Objectives, and Comprehensive Plans BP 0460(a)

LOCAL CONTROL AND ACCOUNTABILITY PLAN

The Governing Board desires to ensure the most effective use of available funding to improve
outcomes for all students. A community-based, comprehensive, data-driven planning process shall
be used to identify annual goals and specific actions and to facilitate continuous improvement of
district practices.

(cf. 0000 - Vision)
(cf- 0200 - Goals for the School District)

The Board shall adopt a districtwide local control and accountability plan (LCAP), following the
template provided in 5 CCR 15497.5, that addresses the state priorities in Education Code 52060
and any local priorities adopted by the Board. The LCAP shall be updated on or before July 1 of
each year and, like the district budget, shall cover the next fiscal year and subsequent two fiscal
years. (Education Code 52060; 5 CCR 15497.5)

(cf. 3100 - Budget)

The LCAP shall focus on improving outcomes for all students, particularly those who are
"unduplicated students” and other underperforming students.

Unduplicated students include students who are eligible for free or reduced-price meals, English
learners, and foster youth and are counted only once for purposes of the local control funding
formula. (Education Code 42238.02)

(cf- 3553 - Free and Reduced Price Meals)
(cf- 6173.1 - Education for Foster Youth)
(cf- 6174 - Education for English Language Learners)

The Superintendent or designee shall review the single plan for student achievement (SPSA)
submitted by each district school pursuant to Education Code 64001 to ensure that the specific
actions included in the LCAP are consistent with strategies included in the SPSA. (Education
Code 52062)

(cf- 0420 - School Plans/Site Councils)

The LCAP shall also be aligned with other district and school plans to the extent possible in order
to minimize duplication of effort and provide clear direction for program implementation.

(cf- 0400 - Comprehensive Plans)

(cf. 0440 - District Technology Plan)
(cf- 0450 - Comprehensive Safety Plan)
(cf- 5030 - Student Wellness)

(cf 6171 - Title I Programs)

(cf. 7110 - Facilities Master Plan)



BP 0460(b)

LOCAL CONTROL AND ACCOUNTABILITY PLAN (continued)

Any complaint that the district has not complied with legal requirements pertaining to the LCAP
may be filed pursuant to AR 1312.3 - Uniform Complaint Procedures. (Education Code 52075)

(cf- 1312.3 - Uniform Complaint Procedures)

Plan Development

The Superintendent or designee shall gather data and information needed for effective and
meaningful plan development and present it to the Board and community. Such data and
information shall include, but not be limited to, data regarding the number of students in student
subgroups, disaggregated data on student achievement levels, and information about current
programs and expenditures.

The Board shall consult with teachers, principals, administrators, other school personnel, employee
bargaining units, parents/guardians, and students in developing the LCAP. Consultation with
students shall enable unduplicated students and other numerically significant student subgroups to
review and comment on LCAP development and may include surveys of students, student forums,
student advisory committees, and/or meetings with student government bodies or other groups
representing students. (Education Code 52060; 5 CCR 15495)

(¢f. 1220 - Citizen Advisory Committees)
(cf- 4140/4240/4340 - Bargaining Units)
(cf- 6020 - Parent Involvement)

Public Review and Input

The Board shall establish a parent advisory committee to review and comment on the LCAP. The
committee shall be composed of a majority of parents/guardians and shall include at least one
parent/guardian of an unduplicated student as defined above. (Education Code 52063; 5 CCR
15495)

Whenever district enrollment includes at least 15 percent English learners, with at least 50 students
who are English learners, the Board shall establish an English learner parent advisory committee
composed of a majority of parents/guardians of English learners. (Education Code 52063; 5 CCR
15495)

The Superintendent or designee shall present the LCAP to the committee(s) before it is submitted
to the Board for adoption, and shall respond in writing to comments received from the
committee(s). (Education Code 52062)



BP 0460(c)

LOCAL CONTROL AND ACCOUNTABILITY PLAN (continued)

The Superintendent or designee shall notify members of the public of the opportunity to submit
written comments regarding the specific actions and expenditures proposed to be included in the
LCAP. The notification shall be provided using the most efficient method of notification possible,
which may not necessarily include producing printed notices or sending notices by mail. All
written notifications related to the LCAP shall be provided in the primary language of
parents/guardians when required by Education Code 48985. (Education Code 52062)

(cf- 5145.6 - Parental Notifications)

As part of the parent and community engagement process, the district shall solicit input on effective
and appropriate instructional methods, including, but not limited to, establishing language
acquisition programs to enable all students, including English learners and native English speakers,
to have access to the core academic content standards and to become proficient in English.
(Education Code 305-306)

The Board shall hold at least one public hearing to solicit the recommendations and comments of
members of the public regarding the specific actions and expenditures proposed to be included in
the LCAP. The public hearing shall be held at the same meeting as the budget hearing required
pursuant to Education Code 42127 and AR 3100 - Budget. (Education Code 42127, 52062)

(¢f. 9320 - Meetings and Notices)
Adoption of the Plan

The Board shall adopt the LCAP prior to adopting the district budget, but at the same public
meeting. This meeting shall be held after the public hearing described above, but not on the same
day as the hearing.

The Board may adopt revisions to the LCAP at any time during the period in which the plan is in
effect, provided the Board follows the process to adopt the LCAP pursuant to Education Code
52062 and the revisions are adopted in a public meeting. (Education Code 52062)

Submission of Plan to County Superintendent of Schools

Not later than five days after adoption of the LCAP, the Board shall file the LCAP with the County
Superintendent of Schools. (Education Code 52070)

If the County Superintendent sends, by August 15, a written request for clarification of the contents
of the LCAP, the Board shall respond in writing within 15 days of the request. If the County
Superintendent  then submits recommendations for amendments to the LCAP



BP 0460(d)

LOCAL CONTROL AND ACCOUNTABILITY PLAN (continued)

within 15 days of receiving the Board's response, the Board shall consider those recommendations
in a public meeting within 15 days of receiving the recommendations. (Education Code 52070)

Monitoring Progress

The Superintendent or designee shall report to the Board, at least annually in accordance with the
timeline and indicators established by him/her and the Board, regarding the district's progress
toward attaining each goal identified in the LCAP. Evaluation shall include, but not be limited to,
an assessment of district and school performance based on evaluation rubrics adopted by the State
Board of Education pursuant to Education Code 52064.5. Evaluation data shall be used to
recommend any necessary revisions to the LCAP.

(cf- 0500 - Accountability)
Technical Assistance/Intervention

When it is in the best interest of the district, the Board may submit a request to the County
Superintendent for technical assistance, including, but not limited to: (Education Code 52071)

1. Assistance in the identification of district strengths and weaknesses in regard to state
priorities and review of effective, evidence-based programs that apply to the district's goals

2. Assistance from an academic expert, team of academic experts, or another district in the
county in identifying and implementing effective programs to improve the outcomes for
student subgroups

3. Advice and assistance from the California Collaborative for Educational Excellence
established pursuant to Education Code 52074

In the event that the County Superintendent requires the district to receive technical assistance
pursuant to Education Code 52071, the Board shall review all recommendations received from the
County Superintendent or other advisor and shall consider revisions to the LCAP as appropriate
in accordance with the process specified in Education Code 52062.

If the Superintendent of Public Instruction (SPI) identifies the district as needing intervention
pursuant to Education Code 52072, the district shall cooperate with any action taken by the SPI or
any academic advisor appointed by the SPI, which may include one or more of the following:

1. Revision of the district's LCAP



BP 0460(e)

LOCAL CONTROL AND ACCOUNTABILITY PLAN (continued)

2. Revision of the district's budget in accordance with changes in the LCAP

3. A determination to stay or rescind any district action that would prevent the district from
improving outcomes for all student subgroups, provided that action is not required by a
collective bargaining agreement

Legal Reference:
EDUCATION CODE
305-306 English language education
17002 State School Building Lease-Purchase Law, including definition of good repair
33430-33436 Learning Communities for School Success Program, grants for LCAP implementation
41020 Audits
42127 Public hearing on budget adoption
42238.01-42238.07 Local control funding formula
44258.9 County superintendent review of teacher assignment
48985 Parental notices in languages other than English
51210 Course of study for grades 1-6
51220 Course of study for grades 7-12
52052 Academic Performance Index, numerically significant student subgroups
52060-52077 Local control and accountability plan
32302 Regional occupational centers and programs
32372.5 Linked learning pilot program
54692 Partnership academies
60119 Sufficiency of textbooks and instructional materials; hearing and resolution
60605.8 California Assessment of Academic Achievement; Academic Content Standards Commission
60811.3 Assessment of language development
64001 Single plan for student achievement
99300-99301 Early Assessment Program
CODE OF REGULATIONS, TITLE 5
15494-15497.5 Local control and accountability plan and spending requirements
UNITED STATES CODE, TITLE 20
6312 Local educational agency plan
6826 Title lll funds, local plans

Management Resources: (see next page)



BP 0460(f)

LOCAL CONTROL AND ACCOUNTABILITY PLAN (continued)

Management Resources:
CSBA PUBLICATIONS
Promising Practices for Developing and Implementing LCAPs, Governance Brief, November 2016
LCFF Rubrics, Issue 1: What Boards Need to Know About the New Rubrics, Governance Brief, rev. October
2016
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
California School Accounting Manual
Every Student Succeeds Act - Update #6, January 18, 2017
LCFF Frequently Asked Questions
WEB SITES
CSBA: http://www.csba.org
California Department of Education: http://www.cde.ca.gov

Policy CSBA MANUAL MAINTENANCE SERVICE
adopted: March 2017









Community Relations BP 1312.3(a)
UNIFORM COMPLAINT PROCEDURES

The Governing Board recognizes that the district has the primary responsibility to ensure
compliance with applicable state and federal laws and regulations governing educational
programs. The Board encourages early resolution of complaints whenever possible. To resolve
complaints which may require a more formal process, the Board adopts the uniform system of
complaint processes specified in 5 CCR 4600-4670 and the accompanying administrative

regulation.

The district's uniform complaint procedures (UCP) shall be used to investigate and resolve the
following complaints:

1 Any complaint alleging district violation of applicable state or federal law or regulations
governing adult education programs, after school education and safety programs, migrant
education, career technical and technical education and training programs, child care and
development programs, child nutrition programs, special education programs, consolidated
categorical aid programs, and any other district-implemented program which is listed in
Education Code 64000(a) (5 CCR 4610)

(cf- 3553 - Free and Reduced Price Meals)

(cf 3555 - Nutrition Program Compliance)

(cf- 5141.4 - Child Abuse Prevention and Reporting)
(¢f. 5148 - Child Care and Development)

(cf- 5148.2 - Before/After School Programs)

(cf- 6159 - Individualized Education Program)

(cf. 6171 - Title [ Programs)

(cf- 6174 - Education for English Learners)

(cf 6175 - Migrant Education Program)

(cf 6178 - Career Technical Education)

(cf 6178.1 - Work-Based Learning)

(cf- 6178.2 - Regional Occupational Center/Program)
(cf. 6200 - Adult Education)

pJs Any complaint alleging the occurrence of unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying) against any student, employee, or other person
participating in district programs and activities, including, but not limited to, those
programs or activities funded directly by or that receive or benefit from any state financial
assistance, based on the person's actual or perceived characteristics of race or ethnicity,
color, ancestry, nationality, national origin, ethnic group identification, age, religion,
marital, pregnancy, or parental status, physical or mental disability, sex, sexual
orientation, gender, gender identity, gender expression, or genetic information, or any other
characteristic identified in Education Code 200 or 220, Government Code 11135, or Penal
Code 422.55, or based on his/her association with a person or group with one or more of
these actual or perceived characteristics (5 CCR 4610)

(cf- 0410 - Nondiscrimination in District Programs and Activities)
(¢f- 5145.3 - Nondiscrimination/Harassment)



(cf 5145.7 - Sexual Harassment)
BP 1312.3(b)

UNIFORM COMPLAINT PROCEDURES (continued)

3. Any complaint alleging district noncompliance with the requirement to provide reasonable
accommodation to a lactating student on school campus to express breast milk, breastfeed
an infant child, or address other breastfeeding-related needs of the student (Education
Code 222)

(cf 5146 - Married/Pregnant/Parenting Students)

4, Any complaint alleging district noncompliance with the prohibition against requiring
students to pay fees, deposits, or other charges for participation in educational activities (5
CCR 4610)

(cf 3260 - Fees and Charges)
(cf 3320 - Claims and Actions Against the District)

Sh Any complaint alleging district noncompliance with legal requirements related to the
implementation of the local control and accountability plan (Education Code 52075)

(cf 0460 - Local Control and Accountability Plan)

6. Any complaint, by or on behalf of any student who is a foster youth, alleging district
noncompliance with any legal requirement applicable to the student regarding placement
decisions, the responsibilities of the district's educational liaison to the student, the award
of credit for coursework satisfactorily completed in another school or district, school
transfer, or the grant of an exemption from Board-imposed graduation requirements
(Education Code 48853, 48853.5, 49069.5, 51225.1, 51225.2)

(¢f 6173.1 - Education for Foster Youth)

T Any complaint, by or on behalf of a homeless student as defined in 42 USC 11434a,
alleging district noncompliance with any requirement applicable to the student regarding
the award of credit for courscwork satisfactorily completed in another school or district or

the grant of an exemption from Board-imposed graduation requirements (Education Code
51225.1, 51225.2)

(cf- 6173 - Education for Homeless Children)

8. Any complaint, by or on behalf of a former juvenile court school student who transfers into
the district after his/her second year of high school, alleging district noncompliance with
any requirement applicable to the student regarding the award of credit for coursework
satisfactorily completed in the juvenile court school or the grant of an exemption from
Board-imposed graduation requirements (Education Code 51225.1, 51225.2)



BP 1312.3(c)

UNIFORM COMPLAINT PROCEDURES (continued)

(cf. 6173.3 - Education for Juvenile Court School Students)

9% Any complaint alleging district noncompliance with the requirements of Education Code
51228.1 and 51228.2 that prohibit the assignment of a student to a course without
educational content for more than one week in any semester or to a course the student has
previously satisfactorily completed, without meeting specified conditions (Education

Code 51228.3)
(cf- 6152 - Class Assignment)

10.  Any complaint alleging district noncompliance with the physical education instructional
minutes requirement for students in elementary school (Education Code 51210, 51223)

(cf 6142.7 - Physical Education and Activity)

11. Any complaint alleging retaliation against a complainant or other participant in the
complaint process or anyone who has acted to uncover or report a violation subject to this

policy
12. Any other complaint as specified in a district policy

The Board recognizes that alternative dispute resolution (ADR) can, depending on the nature of
the allegations, offer a process to reach a resolution to the complaint that is acceptable to all parties.
ADR such as mediation may be offered to resolve complaints that involve more than one student
and no adult. However, mediation shall not be offered or used to resolve any complaint involving
sexual assault or where there is a reasonable risk that a party to the mediation would feel compelled
to participate. The Superintendent or designee shall ensure that the use of ADR is consistent with

state and federal laws and regulations.

The district shall protect all complainants from retaliation. In investigating complaints, the
confidentiality of the parties involved shall be protected as required by law. For any complaint
alleging retaliation or unlawful discrimination (such as discriminatory harassment, intimidation,
or bullying), the Superintendent or designee shall keep the identity of the complainant, and/or the
subject of the complaint if he/she is different from the complainant, confidential when appropriate
and as long as the integrity of the complaint process is maintained.

(cf 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 5125 - Student Records)
(cf 9011 - Disclosure of Confidential/Privileged Information)



BP 1312.3(d)

UNIFORM COMPLAINT PROCEDURES (continued)

When an allegation that is not subject to the UCP is included in a UCP complaint, the district shall
refer the non-UCP allegation to the appropriate staff or agency and shall investigate and, if
appropriate, resolve the UCP-related allegation(s) through the district's UCP.

The Superintendent or designee shall provide training to district staff to ensure awareness and
knowledge of current law and related requirements, including the steps and timelines specified in
this policy and the accompanying administrative regulation.

(¢f. 4131 - Staff Development)
(cf 4231 - Staff Development)
(cf 4331 - Staff Development)

The Superintendent or designee shall maintain records of all UCP complaints and the
investigations of those complaints in accordance with applicable law and district policy.

(cf. 3580 - District Records)
Non-UCP Complaints

The following complaints shall not be subject to the district's UCP but shall be referred to the
specified agency: (5 CCR 4611)

1. Any complaint alleging child abuse or neglect shall be referred to the County Department
of Social Services, the County Protective Services Division, and the appropriate law
enforcement agency.

2. Any complaint alleging health and safety violations by a child development program shall,
for licensed facilities, be referred to Department of Social Services and shall, for licensing-
exempt facilities, be referred to the appropriate Child Development regional administrator.

3. Any complaint alleging employment discrimination shall be sent to the California
Department of Fair Employment and Housing and the compliance officer shall notify the
complainant by first class mail of the transfer.

4. Any complaint alleging fraud shall be referred to the California Department of Education.

In addition, the district's Williams Uniform Complaint Procedures, AR 1312.4, shall be used to
investigate and resolve any complaint related to sufficiency of textbooks or instructional materials,
emergency or urgent facilities conditions that pose a threat to the health or safety of students or
staff, or teacher vacancies and misassignments. (Education Code 35186)



BP 1312.3(¢)

UNIFORM COMPLAINT PROCEDURES (continued)

(cf- 1312.4 - Williams Uniform Complaint Procedures)

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
222 Reasonable accommodations, lactating students
8200-8498 Child care and development programs
8500-8538 Adult basic education
18100-18203 School libraries
32289 School safety plan, uniform complaint procedures
35186 Williams uniform complaint procedures
48853-48853.5 Foster youth
48985 Notices in language other than English
49010-49013 Student fees
49060-49079 Student records
49069.5 Rights of parents
49490-49590 Child nutrition programs
51210 Courses of study grades 1-6
51223 Physical education, elementary schools
51225.1-51225.2 Foster youth, homeless children, and former juvenile court school students; course credits;
graduation requirements
51228.1-51228.3 Course periods without educational content
52060-52077 Local control and accountability plan, especially:
52075 Complaint for lack of compliance with local control and accountability plan requirements
52160-52178 Bilingual education programs
52300-52490 Career technical education
52500-52616.24 Adult schools
54400-54425 Compensatory education programs
54440-54445 Migrant education
54460-54529 Compensatory education programs
56000-56867 Special education programs
59000-59300 Special schools and centers
64000-64001 Consolidated application process
GOVERNMENT CODE
11135 Nondiscrimination in programs or activities funded by state
12900-12996 Fair Employment and Housing Act
PENAL CODE
422.55 Hate crime; definition
422.6 Interference with constitutional right or privilege
CODE OF REGULATIONS, TITLE 2
11023 Harassment and discrimination prevention and correction

Legal Reference continued: (see next page)



BP 1312.3(f)

UNIFORM COMPLAINT PROCEDURES (continued)

Legal Reference: (continued)
CODE OF REGULATIONS, TITLE 5
3080 Application of section
4600-4687 Uniform complaint procedures
4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20
1221 Application of laws
1232g Family Educational Rights and Privacy Act
1681-1688 Title LX of the Education Amendments of 1972
6301-6577 Title I basic programs
6801-7014 Title 11l language instruction for limited English proficient and immigrant students
7101-7184 Safe and Drug-Free Schools and Communities Act
7201-7283g Title V promoting informed parental choice and innovative programs
7301-7372 Title V rural and low-income school programs
12101-12213 Title Il equal opportunity for individuals with disabilities
UNITED STATES CODE, TITLE 29
794 Section 504 of Rehabilitation Act of 1973
UNITED STATES CODE, TITLE 42
2000d-2000e-17 Title VI and Title VII Civil Rights Act of 1964, as amended
2000h-2-2000h-6 Title LX of the Civil Rights Act of 1964
6101-6107 Age Discrimination Act of 1975
CODE OF FEDERAL REGULATIONS, TITLE 28
35.107 Nondiscrimination on basis of disability; complaints
CODE OF FEDERAL REGULATIONS, TITLE 34
99.1-99.67 Family Educational Rights and Privacy Act
100.3 Prohibition of discrimination on basis of race, color or national origin
104.7 Designation of responsible employee for Section 504
CODE OF FEDERAL REGULATIONS, TITLE 34
106.8 Designation of responsible employee for Title IX
106.9 Notification of nondiscrimination on basis of sex
110.25 Notification of nondiscrimination on the basis of age

Management Resources: (see next page)



BP 1312.3(g)

UNIFORM COMPLAINT PROCEDURES (continued)

Management Resources:
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS

Dear Colleague Letter: Title IX Coordinators, April 2015
Questions and Answers on Title IX and Sexual Violence, April 2014

Dear Colleague Letter: Bullying of Students with Disabilities, August 2013

Dear Colleague Letter: Sexual Violence, April 2011

Dear Colleague Letter: Harassment and Bullying, October 2010

Revised Sexual Harassment Guidance: Harassment of Students by School Employees, Other Students, or
Third Parties, January 2001

U.S. DEPARTMENT OF JUSTICE PUBLICATIONS

Guidance to Federal Financial Assistance Recipients Regarding Title VI Prohibition Against National Origin
Discrimination Affecting Limited English Proficient Persons, 2002

WEB SITES

CSBA: http://www.csba.org

California Department of Education: http://www.cde.ca.gov

Family Policy Compliance Office: http://familypolicy.ed.gov

U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/ocr

U.S. Department of Justice: http://www.justice.gov

Policy CSBA MANUAL MAINTENANCE SERVICE
adopted: May 2017
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Community Relations AR 1312.3(a)

UNIFORM COMPLAINT PROCEDURES

Except as the Governing Board may otherwise specifically provide in other district policies, these
uniform complaint procedures (UCP) shall be used to investigate and resolve only the complaints
specified in BP 1312.3.

(cf 1312.1 - Complaints Concerning District Employees)

(cf 1312.2 - Complaints Concerning Instructional Materials)
(cf 1312.4 - Williams Uniform Complaint Procedures)

(cf- 4030 - Nondiscrimination in Employment)

Compliance Officers

The district designates the individual(s) identified below as the employee(s) responsible for
coordinating the district's response to complaints and for complying with state and federal civil
rights laws. The individual(s) also serve as the compliance officer(s) specified in AR 5145.3 -
Nondiscrimination/Harassment as the responsible employee(s) to handle complaints regarding
unlawful discrimination (such as discriminatory harassment, intimidation, or bullying). The
individual(s) shall receive and coordinate the investigation of complaints and shall ensure district
compliance with law.

(cf- 5145.3 - Nondiscrimination/Harassment)
(cf- 5145.7 - Sexual Harassment)

Deputy Superintendent, Educational Services
(title or position)

835 E. 14" Street, Suite 200

(address)

510) 667-3522

(telephone number)

mmayfield@slusd.us

(email)

The compliance officer who receives a complaint may assign another compliance officer to
investigate and resolve the complaint. The compliance officer shall promptly notify the
complainant and respondent, if applicable, if another compliance officer is assigned to the
complaint.

In no instance shall a compliance officer be assigned to a complaint in which he/she has a bias or
conflict of interest that would prohibit him/her from fairly investigating or resolving the complaint.
Any complaint against a compliance officer or that raises a concern about the compliance officer's
ability to investigate the complaint fairly and without bias shall be filed with the Superintendent
or designee who shall determine how the complaint will be investigated.



AR 1312.3(b)

UNIFORM COMPLAINT PROCEDURES (continued)

The Superintendent or designee shall ensure that employees assigned to investigate and resolve
complaints receive training and are knowledgeable about the laws and programs at issue in the
complaints to which they are assigned. Training provided to such employees shall cover current
state and federal laws and regulations governing the program, applicable processes for
investigating and resolving complaints, including those alleging unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying), applicable standards for reaching decisions
on complaints, and appropriate corrective measures. Assigned employees may have access to legal
counsel as determined by the Superintendent or designee.

(cf- 4331 - Staff Development)
(cf 9124 - Attorney)

The compliance officer or, if necessary, any appropriate administrator shall determine whether
interim measures are necessary during and pending the result of an investigation. If interim
measures are determined to be necessary, the compliance officer or the administrator shall consult
with the Superintendent, the Superintendent's designee, or, if appropriate, the site principal to
implement one or more interim measures. The interim measures shall remain in place until the
compliance officer determines that they are no longer necessary or until the district issues its final
written decision, whichever occurs first.

Notifications

The district's UCP policy and administrative regulation shall be posted in all district schools and
offices, including staff lounges and student government meeting rooms. (Education Code 234.1)

The Superintendent or designee shall annually provide written notification of the district's UCP,
including information regarding unlawful student fees, local control and accountability plan
(LCAP) requirements, and requirements related to the educational rights of foster youth, homeless
students, and former juvenile court school students to students, employees, parents/guardians, the
district advisory committee, school advisory committees, appropriate private school officials or
representatives, and other interested parties. (Education Code 262.3, 48853, 48853.5, 49013,
49069.5, 51225.1, 51225.2, 52075; 5 CCR 4622)

(cf- 0420 - School Plans/Site Councils)

(cf- 0460 - Local Control and Accountability Plan)
(cf 1220 - Citizen Advisory Committees)

(cf 3260 - Fees and Charges)

(cf 4112.9/4212.9/4312.9 - Employee Notifications)
(cf 5145.6 - Parental Notifications)

(cf 6173 - Education for Homeless Children)



(cf 6173.1 - Education for Foster Youth)
(cf. 6173.3 - Education for Juvenile Court School Students)

AR 1312.3(c)

UNIFORM COMPLAINT PROCEDURES (continued)

The annual notification, complete contact information of the compliance officer(s), and
information related to Title IX as required pursuant to Education Code 221.61 shall be posted on
the district web site and may be provided through district-supported social media, if available.

(cf. 1113 - District and School Web Sites)
(cf- 1114 - District-Sponsored Social Media)

The Superintendent or designee shall ensure that all students and parents/guardians, including
students and parents/guardians with limited English proficiency, have access to the relevant
information provided in the district's policy, regulation, forms, and notices concerning the UCP.

If 15 percent or more of students enrolled in a particular district school speak a single primary
language other than English, the district's policy, regulation, forms, and notices concerning the
UCP shall be translated into that language, in accordance with Education Code 234.1 and 48985.
In all other instances, the district shall ensure meaningful access to all relevant UCP information
for parents/guardians with limited English proficiency.

The notice shall:
1. Identify the person(s), position(s), or unit(s) responsible for receiving complaints

2a Advise the complainant of any civil law remedies that may be available to him/her under
state or federal antidiscrimination laws, if applicable

3. Advise the complainant of the appeal process, including, if applicable, the complainant's
right to take a complaint directly to the California Department of Education (CDE) or to
pursue remedies before civil courts or other public agencies, such as the U.S. Department
of Education's Office for Civil Rights (OCR) in cases involving unlawful discrimination
(such as discriminatory harassment, intimidation, or bullying).

4, Include statements that:

a. The district has the primary responsibility to ensure compliance with applicable
state and federal laws and regulations governing educational programs.

b. The complaint review shall be completed within 60 calendar days from the date of
receipt of the complaint unless the complainant agrees in writing to an extension of
the timeline.



AR 1312.3(d)

UNIFORM COMPLAINT PROCEDURES (continued)

c. A complaint alleging retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying) must be filed not later than six months from
the date it occurred, or six months from the date the complainant first obtained
knowledge of the facts of the alleged unlawful discrimination. The time for filing
may be extended for up to 90 days by the Superintendent or designee for good cause
upon written request by the complainant setting forth the reasons for the extension.

d. Complaints should be filed in writing and signed by the complainant. If a
complainant is unable to put his/her complaint in writing, for example, due to
conditions such as a disability or illiteracy, district staff shall assist him/her in the
filing of the complaint.

e. If a complaint is not filed in writing but the district receives notice of any allegation
that is subject to the UCP, the district shall take affirmative steps to investigate and
address the allegations, in a manner appropriate to the particular circumstances.

If the allegation involves retaliation or unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying) and the investigation
confirms that discrimination has occurred, the district will take steps to prevent
recurrence of discrimination and correct its discriminatory effects on the
complainant, and on others, if appropriate.

f; A student enrolled in a public school shall not be required to pay a fee for his/her
participation in an educational activity that constitutes an integral fundamental part
of the district's educational program, including curricular and extracurricular
activitics.

g. The Board is required to adopt and annually update the LCAP in a manner that
includes meaningful engagement of parents/guardians, students, and other
stakeholders in the development and/or review of the LCAP.

h. A foster youth shall receive information about educational rights related to his/her
educational placement, enrollment in and checkout from school, as well as the
responsibilities of the district liaison for foster youth to ensure and facilitate these
requirements and to assist the student in ensuring proper transfer of his/her credits,
records, and grades when he/she transfers between schools or between the district
and another district.



A foster youth, homeless student, or former juvenile court school student who
transfers into a district high school or between district high schools as applicable
shall be notified of the district's responsibility to:

AR 1312.3(e)

UNIFORM COMPLAINT PROCEDURES (continued)

1.

)

)

3)

Accept any coursework or part of the coursework that the student has
satisfactorily completed in another public school, juvenile court school, or
a nonpublic, nonsectarian school or agency, and to issue full or partial credit
for the coursework completed

Not require the student to retake any course or a portion of a course which
he/she has satisfactorily completed in another public school, juvenile court
school, or a nonpublic, nonsectarian school or agency

If the student has completed his/her second year of high school before the
transfer, provide the student information about district-adopted coursework
and Board-imposed graduation requirements from which he/she may be
exempted pursuant to Education Code 51225.1

The complainant has a right to appeal the district's decision to the CDE by filing a
written appeal within 15 calendar days of receiving the district's decision.

In any complaint alleging unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), the respondent also shall have the right to
file an appeal with the CDE in the same manner as the complainant, if he/she is
dissatisfied with the district's decision.

The appeal to the CDE must include a copy of the complaint filed with the district
and a copy of the district's decision.

Copies of the district's UCP are available free of charge.

District Responsibilities

All UCP-related complaints shall be investigated and resolved within 60 calendar days of the
district's receipt of the complaint unless the complainant agrees in writing to an extension of the
timeline. (5 CCR 4631)

For complaints alleging unlawful discrimination (such as discriminatory harassment, intimidation,
or bullying), the district shall inform the respondent when the complainant agrees to an extension
of the timeline for investigating and resolving the complaint.



The compliance officer shall maintain a record of each complaint and subsequent related actions,
including steps taken during the investigation and all information required for compliance with 5
CCR 4631 and 4633.

AR 1312.3(f)

UNIFORM COMPLAINT PROCEDURES (continued)

All parties involved in the allegations shall be notified when a complaint is filed and when a
decision or ruling is made. However, the compliance officer shall keep all complaints or
allegations of retaliation or unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) confidential except when disclosure is necessary to carry out the
investigation, take subsequent corrective action, conduct ongoing monitoring, or maintain the
integrity of the process. (5 CCR 4630, 4964)

Filing of Complaints

The complaint shall be presented to the compliance officer who shall maintain a log of complaints
received, providing each with a code number and a date stamp.

All complaints shall be filed in writing and signed by the complainant. If a complainant is unable
to put a complaint in writing due to conditions such as a disability or illiteracy, district staff shall
assist him/her in the filing of the complaint. (5 CCR 4600)

Complaints shall also be filed in accordance with the following rules, as applicable:

1. A complaint alleging district violation of applicable state or federal law or regulations
governing adult education programs, consolidated categorical aid programs, migrant
education, career technical and technical education and training programs, child care and
development programs, child nutrition programs, and special education programs may be
filed by any individual, public agency, or organization. (5 CCR 4630)

2 Any complaint alleging noncompliance with law regarding the prohibition against
requiring students to pay student fees, deposits, and charges or any requirement related to
the LCAP may be filed anonymously if the complaint provides evidence, or information
leading to evidence, to support an allegation of noncompliance. A complaint about a
violation of the prohibition against the charging of unlawful student fees may be filed with
the principal of the school or with the Superintendent or designee. However, any such
complaint shall be filed no later than one year from the date the alleged violation occurred.
(Education Code 49013, 52075; 5 CCR 4630)

3. A complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) may be filed only by a person who alleges that he/she personally



suffered the unlawful discrimination or by a person who believes that an individual or any
specific class of individuals has been subjected to it. The complaint shall be initiated no
later than six months from the date when the alleged unlawful discrimination occurred, or
six months from the date when the complainant first obtained knowledge of the facts of the
alleged unlawful discrimination. The time for filing may be extended for up to 90 days by
the Superintendent or designee for good cause upon written request by the complainant

setting forth the reasons for the extension. (5 CCR 4630)
AR 1312.3(g)

UNIFORM COMPLAINT PROCEDURES (continued)

4. When a complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) is filed anonymously, the compliance officer shall pursue an
investigation or other response as appropriate, depending on the specificity and reliability
of the information provided and the seriousness of the allegation.

5. When the complainant of unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) or the alleged victim, when he/she is not the complainant,
requests confidentiality, the compliance officer shall inform him/her that the request may
limit the district's ability to investigate the conduct or take other necessary action. When
honoring a request for confidentiality, the district shall nevertheless take all reasonable
steps to investigate and resolve/respond to the complaint consistent with the request.

Mediation

Within three business days after the compliance officer receives the complaint, he/she may
informally discuss with all the parties the possibility of using mediation. Mediation shall be offered
to resolve complaints that involve more than one student and no adult. However, mediation shall
not be offered or used to resolve any complaint involving an allegation of sexual assault or where
there is a reasonable risk that a party to the mediation would feel compelled to participate. If the
parties agree to mediation, the compliance officer shall make all arrangements for this process.

Before initiating the mediation of a complaint alleging retaliation or unlawful discrimination (such
as discriminatory harassment, intimidation, or bullying), the compliance officer shall ensure that
all partics agrce to makce the mediator a party to relevant confidential information. The compliance
officer shall also notify all parties of the right to end the informal process at any time.

If the mediation process does not resolve the problem within the parameters of law, the compliance
officer shall proceed with his/her investigation of the complaint.

The use of mediation shall not extend the district's timelines for investigating and resolving the
complaint unless the complainant agrees in writing to such an extension of time. If mediation is
successful and the complaint is withdrawn, then the district shall take only the actions agreed to



through the mediation. If mediation is unsuccessful, the district shall then continue with subsequent
steps specified in this administrative regulation.

Investigation of Complaint

Within 10 business days after the compliance officer receives the complaint, the compliance
officer shall begin an investigation into the complaint.
AR 1312.3(h)
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Within one business day of initiating the investigation, the compliance officer shall provide the
complainant and/or his’her representative with the opportunity to present the information
contained in the complaint to the compliance officer and shall notify the complainant and/or his/her
representative of the opportunity to present the compliance officer with any evidence, or
information leading to evidence, to support the allegations in the complaint. Such evidence or
information may be presented at any time during the investigation.

In conducting the investigation, the compliance officer shall collect all available documents and
review all available records, notes, or statements related to the complaint, including any additional
evidence or information received from the parties during the course of the investigation. He/she
shall individually interview all available witnesses with information pertinent to the complaint,
and may visit any reasonably accessible location where the relevant actions are alleged to have
taken place. At appropriate intervals, the compliance officer shall inform both parties of the status
of the investigation.

To investigate a complaint alleging retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), the compliance officer shall interview the alleged victim(s),
any alleged offenders, and other relevant witnesses privately, separately, and in a confidential
manner. As necessary, additional staff or legal counsel may conduct or support the investigation.

A complainant's refusal to provide the district's investigator with documents or other evidence
related to the allegations in the complaint, failure or refusal to cooperate in the investigation, or
engagement in any other obstruction of the investigation may result in the dismissal of the
complaint because of a lack of evidence to support the allegation. Similarly, a respondent's refusal
to provide the district's investigator with documents or other evidence related to the allegations in
the complaint, failure or refusal to cooperate in the investigation, or engagement in any other
obstruction of the investigation may result in a finding, based on evidence collected, that a

violation has occurred and in the imposition of a remedy in favor of the complainant. (5 CCR
4631)

In accordance with law, the district shall provide the investigator with access to records and other
information related to the allegation in the complaint and shall not in any way obstruct the
investigation. Failure or refusal of the district to cooperate in the investigation may result in a



finding based on evidence collected that a violation has occurred and in the imposition of a remedy
in favor of the complainant. (5§ CCR 4631)

The compliance officer shall apply a "preponderance of the evidence" standard in determining the
veracity of the factual allegations in a complaint. This standard is met if the allegation is more
likely to be true than not.

AR 1312.3(i)
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Report of Findings
OPTION 1:

Unless extended by written agreement with the complmnant the compliance officer shall prepare
and send to the complainant, and respondent if there is one. a written report, as described in the
section "Final Written Decision” below, within 60 calendar days of the district's receipt of the
complaint. (5 CCR 4631)

OPTION 2:

Unless extended by written agreement with the complainant, a final decision shall be sent to the
complainant within 60 calendar days of the district's receipt of the complaint. Within 30 calendar
days of receiving the complaint, the compliance officer shall prepare and send to the complainant
a written report, as described in the section "Final Written Decision" below. If the complainant is
dissatisfied with the compliance officer's decision, he/she may, within five business days, file
his/her complaint in writing with the Board.

The Board may consider the matter at its next regular Board meeting or at a special Board meeting
convened in order to meet the 60-day time limit within which the complaint must be answered.
When required by law, the matter shall be considered in closed session. The Board may decide
not to hear the complaint, in which case the compliance officer's decision shall be final.

If the Board hears the complaint, the compliance officer shall send the Board's decision to the
complainant within 60 calendar days of the district's initial receipt of the complaint or within the
time period that has been specified in a written agreement with the complainant. (5 CCR 4631)

In resolving any complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, and bullying), the respondent also shall be sent the district's decision and, in the same
manner as the complainant, may file a complaint with the Board if dissatisfied with the decision.



Final Written Decision

The district's decision on how it will resolve the complaint shall be in writing and shall be sent to
the complainant and respondent. (5 CCR 4631)

In consultation with district legal counsel, information about the relevant part of a decision may
be communicated to a victim who is not the complainant and to other parties who may be involved
in implementing the decision or are affected by the complaint, as long as the

AR 1312.3()
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privacy of the parties is protected. In a complaint alleging unlawful discrimination (such as
discriminatory harassment, intimidation, and bullying), notice of the district's decision to the
alleged victim shall include information about any sanction to be imposed upon the respondent
that relates directly to the alleged victim.

If the complaint involves a limited-English-proficient student or parent/guardian and the student
involved attends a school at which 15 percent or more of the students speak a single primary
language other than English, then the decision shall also be translated into that language. In all
other instances, the district shall ensure meaningful access to all relevant information for
parents/guardians with limited English proficiency.

For all complaints, the decision shall include: (5 CCR 4631)

L The findings of fact based on the evidence gathered. In reaching a factual determination,
the following factors may be taken into account:

a. Statements made by any witnesses
b. The relative credibility of the individuals involved
c. How the complaining individual reacted to the incident
d. Any documentary or other evidence relating to the alleged conduct
e. Past instances of similar conduct by any alleged offenders
f. Past false allegations made by the complainant
2. The conclusion(s) of law

3. Disposition of the complaint



4, Rationale for such disposition

For complaints of retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), the disposition of the complaint shall include a
determination for each allegation as to whether retaliation or unlawful discrimination has
occurred.

The determination of whether a hostile environment exists may involve consideration of

the following:
a. How the misconduct affected one or more students' education
AR 1312.3(k)
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b. The type, frequency, and duration of the misconduct

c. The relationship between the alleged victim(s) and offender(s)

d. The number of persons engaged in the conduct and at whom the conduct was

directed

e. The size of the school, location of the incidents, and context in which they occurred

f. Other incidents at the school involving different individuals
5. Corrective action(s), including any actions that have been taken or will be taken to address

the allegations in the complaint and including, with respect to a student fees complaint, a
remedy that comports with Education Code 49013 and 5 CCR 4600

For complaints of unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying), the decision may, as required by law, include:

a. The corrective actions imposed on the respondent

b. Individual remedies offered or provided to the complainant or another person who
was the subject of the complaint, but this information should not be shared with the
respondent.

c. Systemic measures the school has taken to eliminate a hostile environment and

prevent recurrence



6. Notice of the complainant's and respondent's right to appeal the district's decision to the
CDE within 15 calendar days, and procedures to be followed for initiating such an appeal

The decision may also include follow-up procedures to prevent recurrence or retaliation and for
reporting any subsequent problems.

For complaints alleging unlawful discrimination based on state law (such as discriminatory
harassment, intimidation, and bullying), the decision shall also include a notice to the complainant
that:

15 He/she may pursue available civil law remedies outside of the district's complaint
procedures, including seeking assistance from mcdiation centers or public/private interest
attorneys, 60 calendar days after the filing of an appeal with the CDE. (Education Code

262.3)
AR 1312.3(])
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24 The 60 days moratorium does not apply to complaints seeking injunctive relief in state

courts or to discrimination complaints based on federal law. (Education Code 262.3)

3. Complaints alleging discrimination based on race, color, national origin, sex, gender,
disability, or age may also be filed with the U.S. Department of Education, Office for Civil
Rights at www.ed.gov/ocr within 180 days of the alleged discrimination.

Corrective Actions

When a complaint is found to have merit, the compliance officer shall adopt any appropriate
corrective action permitted by law. Appropriate corrective actions that focus on the larger school
or district environment may include, but are not limited to, actions to reinforce district policies;
training for faculty, staff, and students; updates to school policies; or school climate surveys.

For complaints involving retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), appropriate remedies that may be offered to the victim but
not communicated to the respondent may include, but are not limited to, the following:

1. Counseling
2. Academic support
3. Health services

4. Assignment of an escort to allow the victim to move safely about campus



Information regarding available resources and how to report similar incidents or retaliation

Separation of the victim from any other individuals involved, provided the separation does
not penalize the victim

Restorative justice
Follow-up inquiries to ensure that the conduct has stopped and there has been no retaliation

Determination of whether any past actions of the victim that resulted in discipline were
related to the treatment the victim received and described in the complaint

AR 1312.3(m)
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For complaints involving retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), appropriate corrective actions that focus on a student
offender may include, but are not limited to, the following:

1.

2.

7.

Transfer from a class or school as permitted by law
Parent/guardian conference

Education regarding the impact of the conduct on others
Positive behavior support

Referral to a student success team

Denial of participation in extracurricular or co-curricular activities or other privileges as
permitted by law

Disciplinary action, such as suspension or expulsion, as permitted by law

When an employee is found to have committed retaliation or unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying), the district shall take appropriate
disciplinary action, up to and including dismissal, in accordance with applicable law and collective
bargaining agreement.

The district may also consider training and other interventions for the larger school community to
ensure that students, staff, and parents/guardians understand the types of behavior that constitute



unlawful discrimination (such as discriminatory harassment, intimidation, or bullying), that the
district does not tolerate it, and how to report and respond to it.

If a complaint alleging noncompliance with the laws regarding student fees, deposits, and other
charges, physical education instructional minutes for students in elementary schools, or any
requirement related to the LCAP is found to have merit, the district shall provide a remedy to all
affected students and parents/guardians subject to procedures established by regulation of the State
Board of Education. (Education Code 49013, 51223, 52075)

For complaints alleging noncompliance with the laws regarding student fees, the district shall
attempt in good faith, by engaging in reasonable efforts, to identify and fully reimburse all affected
students and parents/guardians who paid the unlawful student fees within one year prior to the
filing of the complaint. (Education Code 49013; 5 CCR 4600)

AR 1312.3(n)
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Appeals to the California Department of Education

Any complainant who is dissatisfied with the district's final written decision may file an appeal in
writing with the CDE within 15 calendar days of receiving the district's decision. (Education Code
222, 48853, 48853.5, 49013, 49069.5, 51223, 51225.1, 51225.2, 51228.3, 52075; 5 CCR 4632)

When a respondent in any complaint alleging unlawful discrimination (such as discriminatory
harassment, intimidation, and bullying) is dissatisfied with the district's final written decision,
he/she, in the same manner as the complainant, may file an appeal with the CDE.

The complainant or respondent shall specify the basis for the appeal of the decision and whether
the facts are incorrect and/or the law has been misapplied. The appeal shall be accompanied by a
copy of the locally filed complaint and a copy of the district's decision. (5 CCR 4632)

Upon notification by the CDE that the complainant or respondent has appealed the district's
decision, the Superintendent or designee shall forward the following documents to the CDE: (5
CCR 4633)

1. A copy of the original complaint
2, A copy of the written decision
3: A summary of the nature and extent of the investigation conducted by the district, if not

covered by the decision



4. A copy of the investigation file including, but not limited to, all notes, interviews, and
documents submitted by the parties and gathered by the investigator

5. A report of any action taken to resolve the complaint

6. A copy of the district's uniform complaint procedures

7. Other relevant information requested by the CDE
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Community Relations BP 1340(a)

ACCESS TO DISTRICT RECORDS

The Governing Board recognizes the right of citizens to have access to public records of the
district. The Board intends the district to provide any person reasonable access to the public records
of the schools and district during normal business hours and within the requirements of law. Public
access shall not be given to records listed as exempt from public disclosure in the California Public

Records Act and other state or federal law.

(cf- 3553 - Free and Reduced Price Meals)

(cf- 3580 - District Records)

(cf 4112.5/4212.5/4312.5 - Criminal Record Check)

(cf 4112.6/4212.6/4312.6 - Personnel Files)

(cf 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf- 5020 - Parent Rights and Responsibilities)

(cf- 5125 - Student Records)

(cf 5125.1 - Release of Directory Information)

(cf. 6162.5 - Student Assessment)

(cf. 9011 - Disclosure of Confidential/Privileged Information)
(cf- 9321 - Closed Session Purposes and Agendas)

In response to a public records request, the Superintendent or designee shall make reasonable
efforts to locate the requested records, including, but not limited to, any electronic communication
substantively related to the records, such as email, text messages, instant messages, and other
electronic communications, regardless of whether they are transmitted through a district-provided
device or account or through an employee's or Board member's personal device or account.

(cf- 4040 - Employee Use of Technology)
(cf 9012 - Board Member Electronic Communications)

The district may charge for copies of public records or other materials requested by individuals or
groups. The charge shall be based on actual costs of duplication, as determined by the
Superintendent or designee and as specified in administrative regulation.

In order to help maintain the security of district records, members of the public granted access
shall examine records in the presence of a district staff member.

Legal Reference: (see next page)



BP 1340(b)

ACCESS TO DISTRICT RECORDS (continued)

Legal Reference:
EDUCATION CODE
35145 Public meetings
35170 Authority to secure copyrights
35250 Duty to keep certain records and reports
41020 Requirement for annual audit
42103 Publication of proposed budget; hearing
44031 Personnel file contents and inspections
44839 Medical certificates; periodic medical examination
49060-49079 Student records
49091.10 Purentul review of curriculum und instruction
GOVERNMENT CODE
3547 Proposals relating to representation
6250-6270 California Public Records Act
6275-6276.48 Other exemptions from disclosure
353262 Employment contracts
54957.2 Minute book record of closed sessions
54957.5 Agendas and other writings distributed for discussion or consideration
81008 Political Reform Act, public records; inspection and reproduction
CALIFORNIA CONSTITUTION
Article 1, Section 3 Right of access to governmental information
CODE OF REGULATIONS, TITLE 5
430-438 Individual student records
COURT DECISIONS
City of San Jose v. Superior Court (2017) 2 Cal.5th 608
Los Angeles County Board of Supervisors v. Superior Court (2016) 2 Cal.5th 282
International Federation of Professional and Technical Engineers v. The Superior Court of Alameda
County, (2007) 42 Cal. 4th 319
Los Angeles Times v. Alameda Corridor Transportation Authority, (2001) 88 Cal.App.4th 1381
Kleitman v. Superior Court, (1999) 74 Cal. App. 4th 324
Fairley v. Superior Court, (1998) 66 Cal. App. 4th 1414
North County Parents Organization for Children with Special Needs v. Department of Education, (1994)
23 Cal App. 4th 144
ATTORNEY GENERAL QPINIONS

71 Ops.Cal.Atty.Gen. 235 (1988)
64 Ops.Cal Atty.Gen. 186 (1981)

Legal Reference: (see next page)



BP 1340(c)

ACCESS TO DISTRICT RECORDS (continued)

Management Resources:
CSBA PUBLICATIONS
Legal Alert: Tips for Governing Boards in Response to Public Records Act Ruling on Electronic
Communications, March 2017
ATTORNEY GENERAL PUBLICATIONS
Summary of the California Public Records Act, 2004
LEAGUE OF CALIFORNIA CITIES PUBLICATIONS
The People's Business: A Guide to the California Public Records Act, 2008
WEB SITES
CSBA: http://www.csba.org
California Attorney General's Office: https://oag.ca.gov
Institute for Local Government: hitp://www.cacities.org
State Bar of California: hitp://www.calbar.ca.gov
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Business and Noninstructional Operations BP 3260(a)

FEES AND CHARGES

The Governing Board recognizes its responsibility to ensure that books, materials, equipment,
supplies, and other resources necessary for students' participation in the district's educational
program are made available to them at no cost.

No student shall be required to pay a fee, deposit, or other charge for his/her participation in an
educational activity which constitutes an integral fundamental part of the district's educational
program, including curricular and extracurricular activities. (Education Code 49010, 49011; 5
CCR 350)

(cf. 3100 - Budget)
(cf 6145 - Extracurricular and Cocurricular Activities)

As necessary, the Board may approve fees, deposits, and other charges which are specifically
authorized by law. When approving such fees, deposits, or charges, establishing fee schedules, or
determining whether waivers or exceptions should be granted, the Board shall consider relevant
data, including the socioeconomic conditions of district students' families and their ability to pay.

(cf 3250 - Transportation Fees)

(cf: 3515.4 - Recovery for Property Loss or Damage)
(cf- 3553 - Free and Reduced Price Meals)

(cf- 5143 - Insurance)

(cf 9323.2 - Actions by the Board)

The prohibition against student fees shall not restrict the district from soliciting for donations,
participating in fundraising activities, or providing prizes or other recognition for participants in
such activities and events. The Superintendent or designee shall emphasize that participation of
students, parents/guardians, district employees, volunteers, or educational or civic organizations
in such activities and events is voluntary. The district shall not offer or award to a student any
course credit or privileges related to educational activities in exchange for voluntary donations or
participation in fundraising activities by or on behalf of the student. It also shall not remove or
threaten to remove from a student any course credit or privileges related to educational activities,
or otherwise discriminate against the student, due to a lack of voluntary donations or participation
in fundraising activities by or on behalf of the student.

(cf 1321 - Solicitation of Funds from and by Students)
(cf 3290 - Gifts, Grants and Bequests)

The Superintendent or designee may provide information or professional development
opportunities to administrators, teachers, and other personnel regarding permissible fees.

(cf 4131 - Staff Development)
(cf- 4231 - Staff Development)
(cf 4331 - Staff Development)



BP 3260(b)

FEES AND CHARGES (continued)

Complaints

A complaint alleging district noncompliance with the prohibition against requiring student fees,
deposits, or other charges shall be filed in accordance with the district's procedures in BP/AR
1312.3 - Uniform Complaint Procedures. (Education Code 49013)

(¢f 1312.3 - Uniform Complaint Procedures)

If, upon investigation, the district finds merit in the complaint, the Superintendent or designee shall
recommend and the Board shall adopt an appropriate remedy to be provided to all affected students
and parents/guardians in accordance with 5 CCR 4600.

Information related to the prohibition against requiring students to pay fees for participation in an
educational activity shall be included in the district's annual notification of uniform complaint
procedures to be provided to all students, parents/guardians, employees, and other interested
parties pursuant to 5 CCR 4622. (Education Code 49013)

(cf 4112.9/4212.9/4312.9 - Employee Notifications)
(¢f 5145.6 - Parental Notifications)

Legal Reference: (see next page)



BP 3260(c)

FEES AND CHARGES (continued)

Legal Reference:
EDUCATION CODE
8239 Preschool and wraparound child care services
8250 Child care and development services for children with disabilities
8263 Child care eligibility
8422 21st Century High School After School Safety and Enrichment for Teens programs
8482.6 After School Education and Safety programs
8760-8774 Outdoor science and conservation programs
17453.1 District sale or lease of Internet appliances or personal computers to students or parents
17551 Property fabricated by students
19910-19911 Offenses against libraries
32033 Eye protective devices
32221 Insurance for athletic team member
32390 Fingerprinting program
35330-35332 Excursions and field trips
35335 School camp programs
38080-38086.1 Cafeteria establishment and use
38120 Use of school band equipment on excursions to foreign countries
39801.5 Transportation for adults
39807.5 Payment of transportation costs
39837 Transportation of students to places of summer employment
48050 Residents of adjoining states
48052 Tuition for foreign residents
48904 Liability of parent or guardian
49010-49013 Student fees
49065 Charge for copies
49066 Grades, effect of physical education class apparel
49091.14 Prospectus of school curriculum
51810-51815 Community service classes
52612 Tuition for adult classes
52613 Nonimmigrant foreign nationals
36504 School records, students with disabilities
60410 Students in classes for adults
GOVERNMENT CODE
6253 Request for copy, fee

Legal Reference continued: (see next page)



BP 3260(d)

FEES AND CHARGES (continued)

Legal Reference: (continued)
CALIFORNIA CONSTITUTION
Article 9, Section 5 Common school system
CODE OF REGULATIONS, TITLE 5
350 Fees not permitted
4600-4687 Uniform complaint procedures
UNITED STATES CODE, TITLE 8
1184 Foreign students
COURT DECISIONS
Driving School Assn of CA v. San Mateo Union HSD (1993) 11 Cal. App. 4th 1513
Arcadia Unified School District v. State Department of Education (1992) 2 Cal 4th 251
Steffes v. California Interscholastic Federation (1986) 176 Cal. App. 3d 739
Hartzell v. Connell (1984) 35 Cal. 3d 899
CTA v. Glendale School District Board of Education (1980) 109 Cal. App. 3d 738

Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
Pupil Fees: Damage to School Property, Fiscal Management Advisory 16-01, September 16, 2016
Pupil Fees: Parent Service Hours, Fiscal Management Advisory 15-01, January 20, 2015
Pupil Fees, Deposits, and Other Charges: Cap and Gown for High School Graduation Ceremony,
Addendum to Fiscal Management Advisory 12-02, October 4, 2013
Fees, Deposits and Other Charges, Fiscal Management Advisory 12-02, April 24, 2013
WEB SITES
CSBA: http://www.csba.org
California Department of Education: http://www.cde.ca.gov

Policy CSBA MANUAL MAINTENANCE SERVICE
adopted: March 2017









Business and Noninstructional Operations AR 3260(a)
FEES AND CHARGES

When approved by the Governing Board, the Superintendent or designee may impose a fee for the following: (5
CCR 350)

J Insurance for athletic team members, with an exemption providing for the district to pay the cost of the
insurance for any team member who is financially unable to pay (Education Code 32221)

(cf- 5143 - Insurance)

2. Insurance for medical or hospital service for students participating in field trips and excursions (Education
Code 35331)
3. Expenses of students' participation in a field trip or excursion within the state or to another state, the

District of Columbia, or a foreign country, as long as no student is prohibited from making the field trip
due to lack of funds (Education Code 35330)

(cf- 6153 - School-Sponsored Trips)

4, Student fingerprinting program, as long as the fee does not exceed the actual costs associated with the
program (Education Code 32390)

(cf- 5142.1 - Identification and Reporting of Missing Children)

5. School camp programs in outdoor science education, conservation education, or forestry operated
pursuant to Education Code 8760-8774, provided that the fee is not mandatory and no student is denied
the opportunity to participate for nonpayment of the fee (Education Code 35335)

(cf- 6142.5 - Environmental Education)

6. Reimbursement for the direct cost of materials provided by the district to a student for the fabrication of
nonperishable personal property the student will take home for his/her own possession and use, such as
wood shop, art, or sewing projects kept by the student (Education Code 17551)

7. Home-to-school transportation and transportation between regular, full-time day schools and regional
occupational centers, programs, or classes, as long as the fee does not exceed the statcwide avcrage
nonsubsidized cost per student and exemptions are made for indigent and disabled students (Education
Code 39807.5)

(cf. 3250 - Transportation Fees)

8. Transportation for students to and from their places of employment in connection with any summer
employment program for youth (Education Code 39837)



AR 3260(b)

FEES AND CHARGES (continued)

9. Deposit for school band instruments, music, uniforms, and other regalia which school band members take
on excursions to foreign countries (Education Code 38120)

10.  Sale or lease of personal computers or of Internet appliances that allow a person to connect to or access
the district's educational network, provided that the items are sold or leased to parents/guardians at no

more than cost and the district provides network access for families who cannot afford it (Education Code
17453.1)

(cf 0440 - District Technology Plan)
(¢f. 6163.4 - Student Use of Technology)

11.  An adult education or secondary school community service class in civic, vocational, literacy, health,

homemaking, and technical and general education, not to exceed the cost of maintaining the class
(Education Code 51810-51815)

(¢f- 6142.4 - Service Learning/Community Service Classes)

12.  Eye safety devices worn in courses or activities involving the use of hazardous substances likely to cause
injury to the eyes, when being sold to students and/or teachers or instructors to keep and at a price not to
exceed the district's actual costs (Education Code 32033)

(cf. 3514.1 - Hazardous Substances)
(¢cf 5142 - Safety)

13.  Actual cost of furnishing copies of any student's records, except that no charge shall be made for furnishing
up to two transcripts or two verifications of a former student's records or for reproducing records of a
student with a disability when the cost would effectively prevent the parent/guardian from exercising the
right to receive the copies (Education Code 49065, 56504)

(¢f. 5125 - Student Records)

14.  Actual cost of duplication for reproduction of the prospectus of school curriculum or for copies of public
records (Education Code 49091.14; Government Code 6253)

(cf- 1340 - Access to District Records)
(cf- 5020 - Parent Rights and Responsibilities)

15.  Food sold at school, subject to free and reduced-price meal program eligibility and other restrictions
specified in law (Education Code 38084)

(cf. 3550 - Food Service/Child Nutrition Program)
(¢f. 3551 - Food Service Operations/Cafeteria Funds)
(cf. 3552 - Summer Meal Program)

(¢f. 3553 - Free and Reduced Price Meals)

(cf- 3554 - Other Food Sales)



AR 3260(c)

FEES AND CHARGES (continued)

16.

As allowed in law, replacement cost or reimbursement for lost or willfully damaged district books,
supplies, or property, or for district property loaned to a student that he/she fails to return (Education
Code 19910-19911, 48904)

(cf 3515.4 - Recovery for Property Loss or Damage)

17.

Tuition for district school attendance by an out-of-state or out-of-country resident (Education Code 48050,
48052, 52613; 8 USC 1184)

(cf 5111.2 - Nonresident Foreign Students)

18.

Adult education books, materials, transportation, and classes, except that no fee may be charged for classes
in elementary subjects, classes for which high school credit is granted when taken by a person who does
not hold a high school diploma, or classes in English and citizenship (Education Code 39801.5, 52612,
60410)

(cf- 6200 - Adult Education)

19.

Preschool and child care and development services, in accordance with the fee schedule established by
the Superintendent of Public Instruction, unless the family qualifies for subsidized services or the program
is for severely disabled children and the student is eligible to enroll in it (Education Code 8239, 8250,
8263)

(cf. 5148 - Child Care and Development)
(cf. 5148.3 - Preschool/Early Childhood Education)

20.

Participation in a before-school or after-school program that is funded as an After School Education and
Safety (ASES) program, 21st Century Community Learning Center (21st CCLC), or 21st Century High
School After School Safety and Enrichment for Teens program, provided that fees are waived or reduced
for families with students who are eligible for free or reduced-price meals and, in regard to ASES and 21st
CCLC programs, fees are not charged if the district knows the student is a homeless or foster youth
(Education Code 8422, 8482.6)

(cf 5148.2 - Before/After School Programs)
(cf 6173 - Education for Homeless Children)
(cf 6173.1 - Education for Foster Youth)

21.

Advanced Placement and International Baccalaureate Diploma examinations for college credits, as long
as the examination is not a course requirement and the results have no impact on student grades or credits
in the course

(cf- 6141.4 - International Baccalaureate Program)
(cf- 6141.5 - Advanced Placement)

Regulation CSBA MANUAL MAINTENANCE SERVICE
approved: March 2017
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Business and Noninstructional Operations BP 3551(a)

FOOD SERVICE OPERATIONS/CAFETERIA FUND

The Governing Board intends that school food services shall be a self-supporting, nonprofit
program. To ensure program quality and increase cost effectiveness, the Superintendent or
designee shall centralize and direct the purchasing of foods and supplies, the planning of menus,
and the auditing of all food service accounts for the district.

(cf- 3100 - Budget)

(cf 3300 - Expenditures and Purchases)

(cf 3311 - Bids)

(cf- 3550 - Food Service/Child Nutrition Program)
(cf 3552 - Summer Meal Program)

(cf 5030 - Student Wellness)

The Superintendent or designee shall ensure that all food service personnel possess the required
qualifications and receive ongoing professional development related to the effective management
and implementation of the district's food service program in accordance with law.

(cf- 4231 - Staff Development)
(cf 4331 - Staff Development)

At least once each year, food service administrators, other appropriate personnel who conduct or
oversee administrative procedures, and other food service personnel shall receive training provided
by the California Department of Education (CDE). (42 USC 1776)

Meal Sales

Meals may be sold to students, district employees, Board members, and employees or members of
the fund or association maintaining the cafeteria. (Education Code 38082)

In addition, meals may be sold to nonstudents, including parents/guardians, volunteers, students'
siblings, or other individuals, who are on campus for a legitimate purpose. Any meals served to
nonstudents shall not be subsidized by federal or state reimbursements, food service revenues, or
U.S. Department of Agriculture (USDA) foods.

Meal prices, as recommended by the Superintendent or designee and approved by the Board, shall
be based on the costs of providing food services and consistent with Education Code 38084 and

42 USC 1760.

Students who are enrolled in the free or reduced-price meal program shall receive meals free of
charge or at a reduced price in accordance with law, Board policy, and administrative regulation.
Such students shall not be overtly identified or treated differently from other students.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 3553 - Free and Reduced Price Meals)



(cf. 5145.3 - Nondiscrimination/Harassment)
BP 3551(b)

FOOD SERVICE OPERATIONS/CAFETERIA FUND (continued)

The Superintendent or designee shall establish strategies and procedures for the collection of meal
payments, including delinquent meal payments, and shall clearly communicate these procedures
and related district policies to students and parents/guardians. The procedures adopted by the
Superintendent or designee shall conform with 2 CFR 200.426 and any applicable CDE guidance,
and shall not overtly identify students with unrecovered or delinquent debt or treat them differently
than other students.

Cafeteria Fund

The Superintendent or designee shall establish a cafeteria fund independent of the district's general
fund.

OPTION 1: The wages, salaries, and benefits of food service employees shall be paid from the
district's general fund. At any time, the Board may order reimbursement from the district's cafeteria
fund for these payments in amounts prescribed by the Board and not exceeding the costs actually
incurred. (Education Code 38103)

OPTION 2: The wages, salaries, and benefits of food service employees shall be paid from the
cafeteria fund. (Education Code 381@3} L

The Superintendent or designee shall ensure that state and federal funds providéd through school
meal programs are allocated only for purposes related to the operation or improvement of food
services and reasonable and necessary indirect program costs as allowed by law.

(cf- 3230 - Federal Grant Funds)

(cf 3400 - Management of District Assets/Accounts)
(cf- 3460 - Financial Reports and Accountability)

Contracts with Qutside Services

With Board approval, the district may enter into a contract for food service consulting services or
management services in one or more district schools. (Education Code 45103.5; 42 USC 1758; 7
CFR 210.16)

(cf- 3312 - Contracts)
(cf- 3600 - Consultants)

Procurement of Foods

To the maximum extent practicable, foods purchased for use in school meals by the district or by
any entity purchasing food on its behalf shall be domestic commodities or products. Domestic



commodity or product means an agricultural commodity that is produced in the

BP 3551(c)

FOOD SERVICE OPERATIONS/CAFETERIA FUND (continued)

United States and a food product that is processed in the United States substantially using
agricultural commodities that are produced in the United States. (42 USC 1760; 7 CFR 210.21)

A nondomestic food product may be purchased for use in the district's food service program only
as a last resort when the product is not produced or manufactured in the United States in sufficient
and reasonable quantities of a satisfactory quality, or when competitive bids reveal the costs of a
United States product are significantly higher than the nondomestic product. In such cases, the
Superintendent or designee shall retain documentation justifying the exception.

Program Monitoring and Evaluation

The Superintendent or designee shall present to the Board, at least annually, financial reports
regarding revenues and expenditures related to the food service program.

The Superintendent or designee shall provide all necessary documentation required for the
Administrative Review conducted by the CDE to ensure compliance of the district's food service
program with federal requirements related to maintenance of the nonprofit school food service
account, meal charges, paid lunch equity, revenue from nonprogram goods, indirect costs, and
USDA foods.

(cf 3555 - Nutrition Program Compliance)

Legal Reference: (see next page)



BP 3551(d)

FOOD SERVICE OPERATIONS/CAFETERIA FUND (continued)

Legal Reference:
EDUCATION CODE
38080-38086 Cafeteria, establishment and use
38090-38095 Cafeterias, funds and accounts
38100-38103 Cafeterias, allocation of charges
42646 Alternate payroll procedure
45103.5 Contracts for management consulting services; restrictions
49490-49493 School breakfast and lunch programs
49500-49505 School meals
49554 Contract for services
49550-49562 Meals for needy students
HEALTH AND SAFETY CODE
113700-114437 California Retail Food Code
CODE OF REGULATIONS, TITLE 5
15550-15565 School lunch and breakfast programs
UNITED STATES CODE, TITLE 42
1751-1769j School lunch programs
1771-1791 Child nutrition, including:
1773 School breakfast program
CODE OF FEDERAL REGULATIONS, TITLE 2
200.56 Indirect costs, definition
200.400-200.475 Cost principles
200 Appendix VII Indirect cost proposals
CODE OF FEDERAL REGULATIONS, TITLE 7
210.1-210.31 National School Lunch Program
220.1-220.21 National School Breakfast Program
250.1-250.70 USDA foods

Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
California School Accounting Manual
Food Distribution Program Administrative Manual
Unpaid Meal Charges: Local Meal Charge Policies, Clarification on Collection of Delinquent Meal
Payments, and Excess Student Account Balances, Management Bulletin, SNP-03-2017, April 2017
Clarification for the Use of Alternate Meals in the National School Lunch and School Breakfast Programs,
Bad Debt Policies, and the Handling of Unpaid Meal Charges, Management Bulletin USDA-SNP-06-2015,
May 2015
Cafeteria Funds--Allowable Uses, Management Bulletin NSD-SNP-07-2013, May 2013
Paid Lunch Equity Requirement, Management Bulletin USDA-SNP-16-2012, October 2012
Storage and Inventory Management of United States Department of Agriculture (USDA) Donated Foods,
Management Bulletin USDA-FDP-02-2010, August 2010
Adult and Sibling Meals in the National School Lunch and School Breakfast Programs, Management Bulletin
00-111, July 2000




Management Resources continued: (see next page)

BP 3551(e)

FOOD SERVICE OPERATIONS/CAFETERIA FUND (continued)

Management Resources: (continued)

Policy

adopted:

U.S. DEPARTMENT OF AGRICULTURE PUBLICATIONS

FAQs About School Meals

Unpaid Meal Charges: Guidance and Q&A, SP 23-2017, March 2017

Indirect Costs: Guidance for State Agencies and School Food Authorities SP 60-2016, September 2016
Overcoming the Unpaid Meal Challenge: Proven Strategies from Our Nation's Schools, September 2016
Unpaid Meal Charges: Local Meal Charge Policies, SP 46-2016, July 2016

Compliance with and Enforcement of the Buy American Provision in the National School Lunch Program,
SP 24-2016, February 2016

Discretionary Elimination of Reduced Price Charges in the School Meal Programs, SP 17-2014, January
2014

WEB SITES

California Department of Education, Nutrition Services Division: http://www.cde.ca.gov/ls/nu

California School Nutrition Association: http://www.calsna.org

U.S. Department of Agriculture, Food and Nutrition Service: http://www.fus.usda.gov/cnd

CSBA MANUAL MAINTENANCE SERVICE
May 2017
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Business and Noninstructional Operations AR 3551(a)

FOOD SERVICE OPERATIONS/CAFETERIA FUND

Payments for Meals

With the exception of students who are eligible to receive meals at no cost, students may pay on a
per-meal basis or may submit payments in advance. The Superintendent or designee shall maintain
a system for accurately recording payments received and tracking meals provided to each student.

(cf- 3550 - Food Service/Child Nutrition Program)
(cf 3552 - Summer Meal Program)

(cf 3553 - Free and Reduced Price Meals)

(cf- 3555 - Nutrition Program Compliance)

At the beginning of the school year, and whenever a student enrolls during the school year,
parents/guardians shall be notified of the district's meal payment policies and be encouraged to
prepay for meals whenever possible. The Superintendent or designee shall communicate the
district's meal payment policies through multiple methods, including, but not limited to:

1. Explaining the meal charge policy within registration materials provided to
parents/guardians at the start of the school year

2 Including the policy in print versions of student handbooks, if provided to
parents/guardians annually

3. Providing the policy whenever parents/guardians are notified regarding the application
process for free and reduced-price meals, such as in the distribution of applications at the

start of the school year
4. Posting the policy on the district's web site

5; Establishing a system to notify parents/guardians when a student's meal payment account
has a low or negative balance

(cf- 1113 - District and School Web Sites)
(cf- 5145.6 - Parental Notifications)

jum of exchange rather than
ee shall develop a process for
is/her tickets as lost or stolen. However,
- stolen tickets, the Superintendent or
ive method of tracking meal

In any school of meal tickets or
an electronic pol g
providing replacement tic
whenever any student 1
designee shall pas

usage for that stu

We do not use tickets..only and electronic point of sale system



AR 3551(b)

FOOD SERVICE OPERATIONS/CAFETERIA FUND (continued)

In order to avoid potential misuse of a student's food service account by someone other than the
student in whose name the account has been established, the Superintendent or designee shall
verify a student's identity when setting up the account and when charging any meal to the account.
The Superintendent or designee shall investigate any claim that a bill does not belong to a student
or is inaccurate, shall not require a student o pay a bill that appears to be the result of identity
theft, and shall open a new account with a new account number for a student who appears to be
the subject of identity theft.

(cf- 1340 - Access to District Records)
(cf 3580 - District Records)

Any payments made to a student's food service account shall, if not used within the school year,
be carried over into the next school year or be refunded to the student's parents/guardians on
request

Unpaid and Delinquent Meal Charges
See-attached Food-and-Nutrition Serviees-poliey

San Leandro (Jnified School District Food and Nutrition Services negative debt and unpaid meal
charges policy is available upon request from the Food Services department.

Students and their parents/guardians shall be notified whenever their account has a low or negative
balance. Whenever a student's account has an unpaid balance of $50 or more, parents/guardians

shall be notified in writing that full payment is due within seven school days from the date of the
notice.

In cases of repeated nonpayment by a student, the Superintendent or designee may contact
parents/guardians to discuss the reasons for the nonpayment. The Superintendent or designee may
evaluate individual circumstances to determine if the student's parents/guardians need assistance
completing an application for free or reduced-price meals or need referral to social services.

The Superintendent or designee may enter into a repayment plan with a student's parents/guardians
for payment of the student's unpaid meal charge balance over a period of time. As necessary, the

repayment plan may allow the unrecovered or delinquent debt to carry over into the next fiscal
year.

The district's efforts to collect debt shall be consistent with district policies and procedures,
California Department of Education (CDE) guidance, and 2 CFR 200.426. The district shall not
spend more than the actual debt owed in efforts to recover unpaid meal charges.



The Superintendent or designee shall maintain records of the efforts made to collect unpaid meal
charges and, if applicable, financial documentation showing when the unpaid meal balance has

become an operating loss. The loss CANNOT be charged to Food Services. It is
a GENERAL FUND expense

AR 3551(c)

FOOD SERVICE OPERATIONS/CAFETERIA FUND (continued)

Reimbursement Claims

The Superintendent or designee shall maintain records of the number of meals served each day by
school site and by category of free, reduced-price, and full-price meals. The Superintendent or
designee shall submit reimbursement claims for school meals to the CDE using the online Child

Nutrition Information and Payment System.

Cafeteria Fund

All proceeds from food sales and other services offered by the cafeteria shall be deposited in the
cafeteria fund as provided by law. The income and expenditures of any cafeteria revolving account
established by the Governing Board shall be recorded as income and expenditures of the cafeteria
fund. (Education Code 38090, 38091)

(cf. 3100 - Budget)
(cf 3300 - Expenditures and Purchases)

The cafeteria fund shall be used only for those expenditures authorized by the Board as necessary
for the operation of school cafeterias in accordance with Education Code 38100-38103, 2 CFR

Part 200 Appendix VII, and the California School Accounting Manual.

Any charges to, or transfers from, a food service program shall be dated and accompanied by a
written explanation of the expenditure's purpose and basis. (Education Code 38101)

(cf- 3110 - Transfer of Funds)

Indirect costs charged to the food service program shall be based on either the district's prior year
indirect cost rate or the statewide average approved indirect cost rate for the second prior fiscal
year, whichever is less. (Education Code 38101)

Net cash resources in the nonprofit school food service shall not exceed three months average
expenditures. (2 CFR 220.14)



U.S. Department of Agriculture Foods

The Superintendent or designee shall ensure that foods received through the U.S. Department of
Agriculture (USDA) are handled, stored, and distributed in facilities which: (7 CFR 250.14)

1. Are sanitary and free from rodent, bird, insect, and other animal infestation
2 Safeguard foods against theft, spoilage, and other loss
3. Maintain foods at proper storage temperatures
AR 3551(d)

FOOD SERVICE OPERATIONS/CAFETERIA FUND (continued)
4. Store foods off the floor in a manncr to allow for adequate ventilation
5. Take other protective measures as may be necessary

The Superintendent or designec shall maintain inventorics of USDA foods in accordance with 7
CFR 250.59 and CDE procedures, and shall ensure that foods are used before their expiration
dates.

USDA donated foods shall be used in school lunches as far as practicable. USDA foods also may
be used in other nonprofit food service activities, including, but not limited to, school breakfasts
or other meals, a la carte foods sold to students, meals served to adults directly involved in the
operation and administration of the food service and to other school staff, and training in nutrition,
health, food service, or general home economics instruction for students, provided that any

revenues from such activities accrue to the district's nonprofit food service account. (7 CFR
250.59)

Contracts with Qutside Services

The term of any contract for food service management or consulting services shall not exceed one
year. Any renewal of the contract or further requests for proposals to provide such services shall
be considered on a year-to-year basis. (Education Code 45103.5; 7 CFR 210.16)

Any contract for management of the food service operation shall be approved by CDE and comply
with the conditions in Education Code 49554 and 7 CFR 210.16 as applicable. The district shall
retain control of the quality, extent, and general nature of its food services, including prices to be
charged to students for meals, and shall monitor the food service operation through periodic on-
site visits. The district shall not enter into a contract with a food service company to provide a la
carte food services only, unless the company agrees to offer free, reduced-price, and full-price
reimbursable meals to all eligible students. (Education Code 49554; 42 USC 1758; 7 CFR 210.16)

Any contract for consulting services shall not result in the supervision of food service classified
staff by the management consultant, nor shall it result in the elimination of any food service
classified staff or position or have any adverse effect on the wages, benefits, or other terms and
conditions of employment of classified food service staff or positions. All persons providing



consulting services shall be subject to applicable employment conditions related to health and
safety as listed in Education Code 45103.5. (Education Code 45103.5)

(cf- 3312 - Contracts)

(¢f 3515.6 - Criminal Background Checks for Contractors)
(cf- 3600 - Consultants)

(cf 4112.4/4212.4/4312.4 - Health Examinations)

(cf 4212 - Appointments and Conditions of Employment)

Regulation CSBA MANUAL MAINTENANCE SERVICE

approved: May 2017



Lw










Business and Noninstructional Operations AR 3580(a)

DISTRICT RECORDS

Classification of Records

Records means all records, maps, books, papers, and documents of a school district required by
law to be prepared or retained as necessary or convenient to the discharge of official duty. (5 CCR
16020)

(cf. 1340 - Access to District Records)

Before January 1, the Superintendent or designee shall review the prior year's records and shall
classify them as either a Class 1 (Permanent), Class 2 (Optional), or Class 3 (Disposable) record.
(5 CCR 16022)

Records of continuing nature (active and useful for administrative, legal, fiscal, or other purposes
over a period of years) shall not be classified until such usefulness has ceased. (5 CCR 16022)

An inventory of equipment shall be a continuing record and shall not be classified until the
inventory is superseded or until the equipment is removed from district ownership. (5 CCR 16022)

(¢cf- 3440 - Inventories)

A student's cumulative record is a continuing record until the student ceases to be enrolled in the
district. (5 CCR 16022)

(cf- 5125 - Student Records)

When an electronic or photographed copy of a Class 1 (Permanent) record has been made, the
copy may be classified as Class 1 (Permanent) and the original classified as either Class 2
(Optional) or Class 3 (Disposable). However, no original record that is basic to any required audit
may be destroyed prior to the second July 1st succeeding the completion of the audit. (Education
Code 35254)

Class 1 - Permanent Records
The original of each of the following records, or one exact copy of it when the original is required
by law to be filed with another agency, is a Class 1 (Permanent) record and shall be retained
indefinitely unless microfilmed in accordance with 5 CCR 16022: (5 CCR 16023)
1. Annual Reports

a. Official budget

b. Financial reports of all funds, including cafeteria and student body funds



AR 3580(b)

DISTRICT RECORDS (continued)

c. Audit of all funds
d. Average daily attendance, including Period 1 and Period 2 reports
€. Other major annual reports, including:

(1) Those containing information relating to property, activities, financial
condition, or transactions

(2) Those declared by Governing Board minutes to be permanent

(cf 3100 - Budget)

(cf 3452 - Student Activity Funds)

(¢f. 3460 - Financial Reports and Accountability)
(cf. 3551 - Food Service Operations/Cafeteria Fund)

2.

Official Actions

a. Minutes of the Board or Board committees, including the text of rules, regulations,
policies, or resolutions included by reference only

b. The call for and the result of any elections called, conducted, or canvassed by the
Board
C. Records transmitted by another agency pertaining to its action with respect to

district reorganization

(¢f: 7214 - General Obligation Bonds)
(cf. 9324 - Minutes and Recordings)

3.

Personnel Records

Class 1 (Permanent) records include all detailed records relating to employment;
assignment; amounts and dates of service rendered; termination or dismissal of an
employee in any position; sick leave record; rate of compensation, salaries, or wages paid;
and deductions or withholdings made and the person or agency to whom such amounts
were paid. In lieu of the detailed records, a complete proven summary payroll record for
each employee containing the same data may be classified as a Class 1 (Permanent) record
and the detailed records may then be classified as Class 3 (Disposable) records.

Information of a derogatory nature as defined in Education Code 44031 shall be retained
as a Class 1 (Permanent) record only when the time for filing a grievance has passed or the
document has been sustained by the grievance process.



AR 3580(c)

DISTRICT RECORDS (continued)

(cf- 4112.5/4212.5/4312.5 - Criminal Record Check)
(cf 4112.6/4212.6/4312.6 - Personnel Files)

4, Student Records

The records of enrollment and scholarship for each student required by 5 CCR 432 and all
records pertaining to any accident or injury involving a minor for which a claim for
damages had been filed as required by law shall be classified as Class 1 (Permanent)
records. These include any related policy of liability insurance, except that these records
cease to be Class 1 (Permanent) records one year after the claim has been settled or the
statute of limitations has expired.

(cf 5111.1 - District Residency)
(cf 5141 - Health Care and Emergencies)
(cf- 5143 - Insurance)

5. Property Records

Class 1 (Permanent) records include all detailed records relating to land, buildings, and
equipment. In lieu of detailed records, a complete property ledger may be classified as a
Class 1 (Permanent) record. The detailed records may then be classified as Class 3
(Disposable) records if the property ledger includes all fixed assets; an equipment
inventory; and, for each piece of property, the date of acquisition, name of previous owner,
a legal description, amount paid, and comparable data if the unit is disposed of.

(cf 3280 - Sale or Lease of District-Owned Real Property)
Class 2 - Optional Records

Any records considered temporarily worth keeping, but which are not Class 1 records, may be
classified as Class 2 (Optional) records and shall be retained until reclassified as Class 3
(Disposable) records. If, by agreement of the Board and Superintendent or designee, classification
of the prior year records has not been made before January 1 as specified in 5 CCR 16022, all
records of the prior year may be classified as Class 2 (Optional) records pending further review
and classification within one year. (5 CCR 16024)

Class 3 - Disposable Records

All records not classified as Class 1 (Permanent) or as Class 2 (Optional) records shall be classified
as Class 3 (Disposable) records. These include, but are not limited to, detailed records basic to
audit, including those relating to attendance, average daily attendance, or business or financial
transactions;  detailed records used in preparing another report; teachers'



AR 3580(d)
DISTRICT RECORDS (continued)

registers if all information required by 5 CCR 432 is retained in other records or if the General
Records pages are removed from the register and classified as Class 1 (Permanent) records; and
periodic reports, including daily, weekly, and monthly reports, bulletins, and instructions. (5 CCR
16025)

All Class 3 (Disposable) records shall be destroyed during the third school year after the school
year in which the records originated. In addition, Class 3 (Disposable) records shall not be
destroyed until after the third school year following the completion of any legally required audit
or the retention period required by any agency other than the State of California, whichever is later.
A continuing record shall not be destroyed until the fourth year after it has been classified as a
Class 3 (Disposable) record. (5 CCR 16026, 16027)

(cf- 5113.2 - Work Permits)
Electronically Stored Information

All electronically stored information related to the conduct of district business, including
information created, saved, sent, or received on a district employee's or Board member's personal
account or device, shall be saved as an electronic file to a district-provided account or device and
retained in accordance with the section "Classification of Records" above. Such information
includes, but is not limited to, email, text messages, instant messages, computer files, and other
electronic communications related to district business. In addition, when appropriate, the
information may be printed and physically filed in a way that allows it to be easily retrieved when
needed.

(cf 9012 - Board Member Electronic Communications)

Employees shall be required to regularly purge their email accounts and district-issued computers,
cell phones, and other communication devices of personal electronically stored information and
other information unrelated to district business. The Superintendent or designee may check for
appropriate use of any district-owned equipment at any time.

(¢f. 4040 - Employee Use of Technology)

Any person to whom a district-owned computer, cell phone, or other electronic communication
device is provided shall be notified about the district's electronic information management system
and, as necessary, provided training on the effective use of the device.

Regulation CSBA MANUAL MAINTENANCE SERVICE
approved: May 2017









Certificated Personnel AR 4112.2(a)

CERTIFICATION

Verification of Credentials

The Superintendent or designee shall verify that each employee in a position requiring
certification qualifications possesses a valid certification document issued by the Commission on
Teacher Credentialing (CTC). Such verification shall occur not later than 60 days after the
commencement of employment or the renewal of a credential. (Education Code 44857)

(cf 4112.21 - Interns)

(cf- 4112.22 - Staff Teaching English Learners)
(cf 4112.23 - Special Education Staff)

(cf- 4121 - Temporary/Substitute Personnel)
(cf- 5148 - Child Care and Development)

(cf- 6178 - Career Technical Education)

(cf- 6200 - Adult Education)

The Superintendent or designee shall verify that any person who is employed by the district
while his/her application for certification is being processed by the CTC possesses a temporary
certificate based on a demonstration of basic skills and completion of a criminal background

check. (Education Code 44332, 44332.5, 44332.6)

The Superintendent or designee shall maintain records of the appropriate certification of all
employees serving in certificated positions.

(cf- 3580 - District Records)
(cf 4112.6/4212.6/4312.6 - Personnel Files)

Basic Skills Proficiency

The district shall not initially hire a person in a position requiring certification, on a permanent,
temporary, or substitute basis, unless that person has demonstrated basic skills proficiency in
reading, writing, and mathematics or is specifically exempted from the requirement by law.

(Education Code 44252, 44252.6, 44830)

The district may hire a certificated employee who has not taken a test of basic skills proficiency
if he/she has not yet been afforded the opportunity to take the test, provided that he/she takes the
test at the earliest opportunity. The employee may remain employed by the district pending the
receipt of his/her test results. (Education Code 44830)

An out-of-state prepared teacher shall meet the basic skills requirement within one year of being
issued a California preliminary credential by the CTC unless he/she has completed a basic skills
proficiency test in another state or is otherwise exempted by law. The district shall develop a
basic skills proficiency test, which shall be at least equivalent to the district test required for high
school graduation, for purposes of assessing out-of-state prepared teachers pending completion
of the basic skills requirement. (Education Code 44252, 44274.2; 5 CCR 80071.4, 80413.3)



AR 4112.2(b)

CERTIFICATION (continued)

(cf- 6146.1 - High School Graduation Requirements)
(cf 6146.2 - Certificate of Proficiency)
(¢f 6162.5 - High School Exit Examination)

Any person holding or applying for a "designated subjects special subjects" credential which
does not require possession of a bachelor's degree shall pass a district proficiency test in lieu of
meeting the state basic skills proficiency requirement. (Education Code 44252, 44830)

The district may charge a fee to cover the costs of developing, administering, and grading the
district proficiency test. (Education Code 44252, 44830)

Short-Term Staff Permit

The district may request that the CTC issue a short-term staff permit (STSP) to a qualified
applicant whenever there is a need to immediately fill a classroom based on unforeseen
circumstances, including, but not limited to: (5 CCR 80021)

1. Enrollment adjustments requiring the addition of another teacher
2. Inability of the teacher of record to finish the school year due to approved leave or illness
3. The applicant's need for additional time to complete preservice requirements for

enrollment into an approved intern program

4. Inability of the applicant to enroll in an approved intern program due to timelines or lack
of space in the program

S. Unavailability of a third-year extension of an intern program or the applicant's
withdrawal from an intern program

The Superintendent or designee shall ensure that the applicant possesses a bachelor's or higher
degree from a regionally accredited college or university, has met the basic skills proficiency
requirement unless exempted by state law or regulations, and has satisfied the
coursework/experience requirements specified in 5 CCR 80021 for the multiple subject, single
subject, or education specialist STSP as appropriate. (5 CCR 80021)

When requesting issuance of an STSP, the Superintendent or designee shall submit to the CTC:
(5 CCR 80021)

1. Verification that the district has conducted a local recruitment for the permit being
requested
2, Verification that the district has provided the permit holder with orientation to the

curriculum and to instruction and classroom management techniques and has assigned a
mentor teacher for the term of the permit



AR 4112.2(c)

CERTIFICATION (continued)

(cf- 4131 - Staff Development)
(cf 4131.1 - Teacher Support and Guidance)

3. Written justification for the permit signed by the Superintendent or designee

The holder of an STSP may be assigned to provide the same service as a holder of a multiple
subject, single subject, or education specialist credential in accordance with the authorizations

specified on the permit. (5 CCR 80021)

Provisional Internship Permit

Before requesting that the CTC issue a provisional internship permit (PIP), the district shall
conduct a diligent search for a suitable credentialed teacher or intern, including, but not limited
to, distributing job announcements, contacting college and university placement centers, and
advertising in print or electronic media. (5 CCR 80021.1)

(cf- 4111/4211/4311 - Recruitment and Selection)

Whenever a suitable credentialed teacher cannot be found after a diligent search, the
Superintendent or designee may request that the CTC issue a PIP to an applicant who possesses a
bachelor's or higher degree from a regionally accredited college or university, has met the basic
skills proficiency requirement unless exempted by state law or regulations, and has satisfied the
coursework/experience requirements specified in 5 CCR 80021.1 for the multiple subject, single
subject, or education specialist PIP as appropriate. (5 CCR 80021.1)

When submitting the request for a PIP, the district shall provide verification of all of the
following: (5 CCR 80021.1, 80026.5)

1. A diligent search has been conducted for a suitable credentialed teacher or suitable
qualified intern as evidenced by documentation of the search.

2. Orientation, guidance, and assistance shall be provided to the permit holder as specified
in 5 CCR 80026.5.

The orientation shall include, but not be limited to, an overview of the curriculum the
permit holder is expected to teach and effective instruction and classroom management
techniques at the permit holder's assigned level. The permit holder also shall receive
guidance and assistance from an experienced educator who is a certificated district
employee or a certificated retiree from a California district or county office of education
and who has completed at least three years of full-time classroom teaching experience.



AR 4112.2(d)

CERTIFICATION (continued)

3. The district shall assist the permit holder in developing a personalized plan through a
district-selected assessment that would lead to subject-matter competence related to the
permit.

4, The district shall assist the permit holder to seek and enroll in subject-matter training,

such as workshops or seminars and site-based courses, along with training in test-taking
strategies, and shall assist the permit holder in meeting the credential subject-matter

competence requirement related to the permit.
5. A notice of intent to employ the applicant in the identified position has been made public.

The district shall submit a copy of the agenda item presented at a public Governing Board
meeting which shall state the name of the applicant, the assignment in which the
applicant will be employed including the name of the school, subject(s), and grade(s) that
he/she will be teaching, and that the applicant will be employed on the basis of a PIP. The
district also shall submit a signed statement from the Superintendent or designee that the
agenda item was acted upon favorably.

6. The candidate has been apprised of steps to earn a credential and enroll in an intern
program.

The holder of a PIP may be assigned to provide the same service as a holder of a multiple
subject, single subject, or education specialist credential in accordance with the authorizations
specified on the permit. (5 CCR 80021.1)

Teaching Permit for Statutory Leave

Whenever there is an anticipated need for the district to temporarily fill the teaching assignment
of a teacher of record who will be on sick leave, differential sick leave, industrial accident or
illness leave, pregnancy disability leave, or family care and medical leave under the federal
Family and Medical Leave Act or California Family Rights Act, the Superintendent or designee
may request that the CTC issue a Teaching Permit for Statutory Leave (TPSL) to a qualified
individual who will be serving as the interim teacher of record. Prior to submitting an application
to the CTC, the district shall provide the applicant with 45 hours of preparation in the content
areas listed in 5 CCR 80022. (5 CCR 80022)

(cf 4161.1 - Personal lliness and Injury Leave)
(cf 4161.11 - Industrial Accident/lliness Leave)
(cf 4161.8 - Family Care and Medical Leave)

A request for the TPSL shall only be submitted if the district has made reasonable efforts to hire
a substitute with a full teaching credential that matches the setting and/or subject for the statutory
leave position and no such candidate is available. (5 CCR 80022)



AR 4112.2(¢)

CERTIFICATION (continued)

The district shall verify to the CTC that it will provide the interim teacher: (5 CCR 80022)

L An orientation to the assignment before or during the first month of service in the
statutory leave assignment

2. An average of two hours of mentoring, support, and/or coaching per week through a
system of support coordinated and/or provided by a mentor who possesses a valid life or
clear credential that would also authorize service in the statutory leave assignment

3. Lesson plans for the first four weeks of the assignment as well as continued assistance in
the development of curriculum, lesson planning, and individualized education programs

The holder of the TPSL may serve as the interim teacher of record for up to the full length of the
leave(s) during the school year. (5 CCR 80022)

The Superintendent or designee shall maintain documentation on the assignment in accordance
with 5 CCR 80022. He/she shall annually report data on the use of the TPSL to the County
Superintendent of Schools for assignment monitoring pursuant to Education Code 44258.9. (5

CCR 80022)
(cf. 4113 - Assignment)

The Superintendent or designee may annually request renewal of the TPSL, provided that no
substitute with a full teaching credential is available for the assignment. The application for each
reissuance shall include verification that the interim teacher has completed an additional 45
hours of preparation and the district is continuing to provide mentoring in accordance with items

#2-3 above. (5 CCR 80022)

Long-Term Emergency Permits

As necessary, the Superintendent or designee may request that the CTC issue an emergency
resource specialist permit, emergency teacher librarian services permit, emergency crosscultural
language and academic development permit, or emergency bilingual authorization permit. (5
CCR 80024.3.1, 80024.6, 80024.7, 80024.8)

The Superintendent or designee shall provide any first-time recipient of an emergency teaching
permit with an orientation which, to the extent reasonably feasible, shall occur before he/she
begins a teaching assignment. The Superintendent or designee may vary the nature, content, and
duration of the orientation to match the amount of training and experience previously completed
by the emergency permit teacher. The orientation shall include, but not be limited to, the
curriculum the teacher is expected to teach and effective



AR 4112.2()

CERTIFICATION (continued)

techniques of classroom instruction and classroom management at the assigned grade-level span.
The emergency permit holder also shall receive guidance and assistance from an experienced
educator who is a certificated district employee or a certificated retiree from a California district
or county office of education and who has completed at least three years of full-time classroom
teaching experience. (5 CCR 80026.5)

(cf 4117.14/4317.14 - Postretirement Employment)
Substitute Teaching Permits

The district may employ a person whose credential or permit authorizes substitute teaching
services, provided that:

1. A person holding an emergency 30-day substitute teaching permit, STSP, PIP, TPSL, or
any valid teaching or services credential that requires at least a bachelor's degree and
completion of the California Basic Educational Skills Test, shall not serve as a substitute
for more than 30 days for any one teacher during the school year. He/she shall not serve
as a substitute in a special education classroom for more than 20 days for any one teacher
during the school year. (5 CCR 80025, 80025.3, 80025.4)

2. A person with an emergency career substitute teaching permit shall not serve as a
substitute for more than 60 days for any one teacher during the school year. (5 CCR
80025.1)

3. A person with an emergency substitute teaching permit for prospective teachers shall not

serve as a substitute for more than 30 days for any one teacher during the school year and
not more than 90 days total during the school year. (5 CCR 80025.2)

4. A person with an emergency designated subjects 30-day substitute teaching permit for
career technical education shall teach only in a program of technical, trade, or vocational
education and shall not serve as a substitute for more than 30 days for any one teacher
during the school year. (5 CCR 80025.5)

Before employing a person with an emergency substitute permit pursuant to item #1 or #4 above,
the Superintendent or designee shall prepare and keep on file a signed Statement of Need for the
school year. The Statement of Need shall describe the situation or circumstances that necessitate
the use of a 30-day substitute permit holder and state either that a credentialed person is not
available or that the available credentialed person does not meet the district's specified
employment criteria. (5 CCR 80025, 80025.5)

Regulation CSBA MANUAL MAINTENANCE SERVICE
approved: July 2017
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Certificated Personnel AR 4112.22(a)

STAFF TEACHING ENGLISH LEARNERS

Definitions

English learner means a student who is age 3-21 years, who is enrolled or is preparing to enroll in
an elementary or secondary school, and whose difficulties in speaking, reading, writing, or
understanding the English language may be sufficient to deny the student the ability to meet state
academic standards, the ability to successfully achieve in classrooms where the language of
instruction is English, or the opportunity to participate fully in society. An English learner may
include a student who was not born in the United States or whose native language is a language
other than English; a student who is Native American or Alaska Native, or a native resident of the
outlying areas, who comes from an environment where a language other than English has had a
significant impact on the individual's level of English language proficiency; or a student who is
migratory, whose native language is a language other than English, and who comes from an
environment where a language other than English is dominant. (Education Code 306; 20 USC
7801)

Instruction for English language development (ELD) means instruction designed specifically for
English learners to develop their listening, speaking, reading, and writing skills in English.
(Education Code 44253.2)

Specially designed academic instruction in English (SDAIE) means instruction in a subject area,
delivered in English, that is specially designed to meet the needs of English learners. (Education
Code 44253.2)

Primary language instruction includes both primary language development designed to develop
English learners' listening, speaking, reading, and writing skills in their primary language and
content instruction delivered in the primary language in any subject area. (Education Code
44253.2)

(¢f. 6174 - Education for English Learners)
Teacher Qualifications

Only a teacher who possesses an appropriate authorization issued by the Commission on Teacher
Credentialing (CTC) shall provide ELD, SDAIE, and/or primary language instruction in a class
with one or more English learners.

(cf 1312.4 - Williams Uniform Complaint Procedures)
(cf 4112.2 - Certification)

(cf- 4112.21 - Interns)

(cf 4113 - Assignment)

(cf 4131 - Staff Development)

(cf. 4222 - Teacher Aides/Paraprofessionals)



AR 4112.22(b)

STAFF TEACHING ENGLISH LEARNERS (continued)

The district may, for the purpose of providing primary language instruction, hire bilingual teachers
who are employed in public or private schools of a foreign country, state, territory, or possession,
provided such teachers speak English fluently and hold the necessary sojourn credential issued by
the CTC. After the initial two-year sojourn credential expires, the teacher may annually apply to
the CTC for an extension for a total period of not more than five years. Any application for renewal
shall include verification by the Superintendent or designee that termination of the employment
would adversely affect an existing bilingual program and that attempts to secure the employment
of a qualified certificated California teacher have been unsuccessful. (Education Code 44856)

Legal Reference:
EDUCATION CODE
306 Definition, English learner
44253.1-44253.11 Qualifications of teachers of English learners
44258.9 County superintendent review of teacher assignments
44259.5 Standards for teachers of all students, including English language learners
44380-44386 Alternative certification
44856 Employment of teachers from foreign countries
52160-52178 Bilingual-Bicultural Act of 1976
62001-62005. 5 Evaluation and sunsetting of programs
CODE OF REGULATIONS, TITLE 5
80015 Requirements for the CLAD certification or English learner authorization
80015.1-80015.4 Requirements for CLAD, English learner authorization or bilingual authorization
80021 Short-Term Staff Permit
80021.1 Provisional Internship Program
80024.7-80024.8 Emergency CLAD and bilingual permits
UNITED STATES CODE, TITLE 20
6601-6651 Training and recruiting high-quality teachers
6801-7014 Language instruction for English learners and immigrant students
7801 Definition of English learner
COURT DECISIONS
Teresa P. et al v. Berkeley Unified School District et al (1989) 724 F.Supp. 698




AR 4112.22(c)

STAFF TEACHING ENGLISH LEARNERS (continued)

Management Resources.
COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS
Administrator's Assienment Manual
Frequently Asked Questions Concerning Appropriate Assignment and Authorizations to Serve English
Learners in California
CL-622 Serving English Learners
CL-626B Bilingual Authorizations
CL-626C Crosscultural, Language and Academic Development (CLAD) Certificate
CL-568 The Sojourn Certificated Employee Credential
CL-824 Certificate of Completion of Staff Development
WEB SITES
CSBA: http://www.csba.org
California Association for Bilingual Education: http://'www.gocabe.org
California Department of Education, English Learners: http://www.cde.ca.gov/sp/el
California Teachers of English to Speakers of Other Languages: htip.//www.catesol.org
Commission on Teacher Credentialing. http://www.ctc.ca.gov
U.S. Department of Education: http://www.ed.gov

Regulation CSBA MANUAL MAINTENANCE SERVICE
approved: March 2017
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All Personnel AR 4112.61
4212.61

EMPLOYMENT REFERENCES 4312.61

The Superintendent or designee shall be responsible for processing requests for employment
references, letters of recommendation, or information about the reasons for separation regarding
all district employees other than himself/herself. All letters of recommendation to be issued on
behalf of the district for current or former employees shall be approved by the Superintendent or
designee. At his/her discretion, the Superintendent or designee may refuse to give a
recommendation.

The Superintendent or designee may communicate information about the job performance or
qualifications of a current or former district employee when such information is based upon
credible evidence and is given to a prospective employer without malice and at the prospective
employer's request. (Civil Code 47)

Any reference, letter of recommendation, or information provided about the reasons for
separation issued on behalf of the district shall provide a truthful and accurate account of the

employee's job performance and qualifications.

(cf 4112.6/4212.6/4312.6 - Personnel Files)
(cf 4117.5/4217.5/4317.5 - Termination Agreements)

No certificated employee shall write or sign any letter or memorandum which intentionally omits
significant facts, or which states as facts matters which the writer does not know of his/her own
knowledge to be true, relating to the professional qualifications or personal fitness to perform
certificated services of any person who the writer knows will use the letter or memorandum to
obtain professional employment. (5 CCR 80332)

No certificated employee shall agree to provide a positive letter of recommendation which
misrepresents facts as a condition of another employee's resigning or withdrawing action against
the district. (5 CCR 80332)

Legal Reference:
LABOR CODE
1050-1054 Reemployment privileges
ClVIL CODE
47 Privileged communication
CODE QOF CIVIL PROCEDURE
527.3 Labor disputes
CODE OF REGULATIONS, TITLE 5
80332 Professional candor and honesty in letters or memoranda of employment recommendation
COURT DECISIONS
Randi W. v. Muroc Joint Unified School District et al., (1997) 14 Cal. 4th 1066

Regulation CSBA MANUAL MAINTENANCE SERVICE

approved: July 2017
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All Personnel E 4112.9(a)
4212.9

EMPLOYEE NOTIFICATIONS 4312.9

Note: The following exhibit lists notices which the law requires be provided to employees. See the referenced
Board policy, administrative regulation, or Board bylaw for further information about related program and notice
requirements.

Education or Board Policy/
When/Whom Other Legal Administrative
to Notify Code Regulation # Subject
I. To All Employees
At the beginning of school year Education Code AR 4119.11 The district's policy on
or upon employment 231.5; Government 4219.11 sexual harassment, legal
Code 12950; 2 CCR 4319.11 remedies, complaints
11024
Annually to all employees, Education Code AR 35142 Use of pesticide product,
and 72 hours before pesticide 17612 active ingredients, Internet
application address to access information
To all employees, prior to Education Code BP 6117 Public hearing on year-round
implementing year-round 37616 program
schedule
To all employees, prior to Education Code AR 6112 Public hearing on alternative
implementing alternative schedule 46162 schedule
Annually to all employees Education Code AR 13123 Uniform complaint procedures,
49013; 5 CCR 4622 BP 0460 appeals, civil law remedies,
BP 3260 coordinator, complaints about
student fees and local control
and accountability plan
Annually to all employees Education Code AR 5141.21 Request for volunteers to be
49414 trained to administer
epinephrine auto-injectors
At least once per year Education Code AR 5141.21 Request for volunteers to be
49414.3 trained to administer opioid
antagonist
To all employees Government Code BP 4136 Prohibition of activities that
1126 4236 are inconsistent, incompatible,
4336 in conflict with, or inimical to

duties; discipline; appeal



EMPLOYEE NOTIFICATIONS (continued)

When/Whom
to Notify

I. To All Employees (continued)

Prior to beginning employment

To all employees

Upon employment

Upon placement of automated
external defibrillator (AED) in
school, and annually thereafter

To all employees, if the
district receives Tobacco-Use
Prevention Education funds

Annually to all employees, or
more frequently if there is new
information

To all employees, with each
paycheck

To covered employees and
former employees

To every new employee, either
at the time employee is hired
or by end of first pay period

Education or
Other Legal
Code

Government Code
3102

Government Code

8355; 41 USC 8102;

34 CFR 84.205,
84.210

Government Code
21029

Health and Safety
Code 1797.196

Health and Safety
Code 104420

Health and Safety
Code 120875,
120880

Labor Code 246

Labor Code
2800.2

Labor Code
3551

E 4112.9(b)
4212.9
4312.9

Board Policy/
Administrative
Regulation # Subject
AR 41123 Oath or affirmation of
42123 allegiance required of disaster
43123 service workers
BP 4020 District's drug- and alcohol-
BP 4159 free workplace; actions to be
4259 taken if violated; available
4359 employee assistance programs
None Right to purchase PERS
service credit for military
service performed prior to
public employment
AR 5141 Proper use of AED; location
of all AEDs on campus,
sudden cardiac arrest, school's
emergency response plan
AR 35133 District's tobacco-free schools
policy and enforcement
procedures
AR 411943 AIDS and hepatitis B,
421943 including methods to prevent
431943 exposure
AR 4161.1 Amount of sick leave available
4361.1
AR 4261.1
AR 4154 Availability of COBRA/
4254 Cal-COBRA continuation
4354 and conversion coverage;
statement encouraging careful
examination of options before
declining coverage
BP 4157.1 Workers' compensation
4257.1 benefits, how to obtain medical
4357.1 care, role of primary physician,

form for reporting personal
physician/chiropractor



EMPLOYEE NOTIFICATIONS (continued)

When/Whom
to Notify

L. To All Employees (continued)

Prior to beginning employment

Upon employment, and when
employee goes on leave
for specified reasons

To all employees and job
applicants

To all employees via employee
handbook, or to each new
employee

Annually to all employees

II. To Certificated Employees

To eligible certificated
employees in a timely manner,
and to part-time and substitute
certificated employees

within 30 days of hire

Upon employment of a
retired certificated individual

To certificated employees

Education or
Other Legal
Code

Penal Code
11165.7, 11166.5

Unemployment
Insurance Code
2613

2 CCR 11023; 34
CFR 104.8, 106.9

2 CCR 11091,
11095; 29 CFR
825.300

40 CFR 763.84,
763.93

Education Code
22455.5

Education Code
22461

Education Code
35171

E 4112.9(c)
4212.9
4312.9

Board Policy/
Administrative
Regulation # Subject
AR 51414 Status as a mandated reporter
of child abuse, reporting
obligations, confidentiality
rights, copy of law
AR 4154 Disability insurance rights and
4254 benefits
4354
BP 0410 District's policy on
BP 4030 nondiscrimination and
related complaint procedures
AR 4161.8 Benefits through Family and
4261.8 Medical Leave Act (FMLA)
4361.8 and California Family Rights
Act (CFRA); obligation
to provide 30 days' notice of
need for leave when possible
AR 3514 Availability of asbestos
management plan; inspections,
response actions, post-response
actions planned or in progress
AR 4121 Criteria for membership in
retirement system; right to
elect membership at any time
AR 4117.14 Postretirement earnings
4317.14 limitation or employment
restriction; monthly report of
compensation
AR 4115 District regulations related to
BP 4315 performance evaluations



EMPLOYEE NOTIFICATIONS (continued)

When/Whom
to Notify

Education or
Other Legal
Code

II. To Certificated Employees (continued)

30 days before last day of
school year for instructional
staff, or by June 30 for
noninstructional certificated
staff, in any year in which
employee is evaluated

To a certificated employee

with unsatisfactory evaluation,
once per year for probationary
employee or at least once every
other year for permanent employee

By May 30, if district issues
reemployment notices to
certificated employees

To certificated employees
upon employment, and to
nonpermanent employees in
July of each school year

To probationary employees in
district with ADA of 250 or
more by March 15 of
employee's second consecutive
year of employment

When certificated employee is
subject to disciplinary action

for cause, at any time of year

or, for charge of unsatisfactory
performance, during instructional
year

To certificated employee charged
with unprofessional conduct, at
least 45 days prior to suspension/
dismissal notice

To certificated employee charged
with unsatisfactory performance,
at least 90 days prior to
suspension/dismissal notice or
prior to last quarter of school year

Education Code
44663

Education Code
44664

Education Code
44842

Education Code
44916

Education Code
4492921

Education Code
44934, 44934.1,
44936

Education Code
44938

Education Code
44938

Board Policy/
Administrative
Regulation #

AR 4115

AR 4115

AR 4112.1

AR 41121
AR 4121

AR 4117.6

BP 4118
AR 4118

BP 4118

BP 4118

E 4112.9(d)
4212.9
43129

Subject

Copy of employee's evaluation

Notice and description of the
unsatisfactory performance

Request that the employee
notify district of intent to
remain in service next year

Employment status and salary

Whether or not employee
is reelected for next school
year

Notice of charges, procedures,
and employee rights; intent to
dismiss or suspend 30 days
after notice

Notice of deficiency and
opportunity to correct

Notice of deficiency and
opportunity to correct



EMPLOYEE NOTIFICATIONS (continued)

When/Whom
to Notify

Education or
Other Legal
Code

IL. To Certificated Employees (continued)

To certificated employee charged
with mandatory leave of absence
offense, within 10 days of entry
of judgment in proceedings

To probationary employees

30 days prior to dismissal during
school year, but not later than
March 15 for second-year
probationary employees

By March 15 when necessary
to reduce certificated personnel,
with final notice by May 15

On or before June 30, to
temporary employee who
served 75 percent of school year
but will be released

To teacher, when a student
engages in or is reasonably
suspected of specified acts

To certificated employee upon
change in employment status
due to alleged misconduct or
while allegation is pending

HI. To Classified Employees

To classified employee charged
with mandatory leave of absence
offense, in merit system district

When classified employee is
subject to disciplinary action
for cause, in nonmerit district

Education Code
44940.5

Education Code
44948.3

Education Code
44949, 44955

Education Code
44954

Education Code
49079

5 CCR 80303

Education Code
44940.5

Education Code
45113

Board Policy/
Administrative
Regulation #

AR 4118

AR 4118

BP 4117.3

BP 4121

AR 4158
4258
4358

AR 4117.7
4317.7

AR 4218

AR 4218

E 4112.9()
4212.9
4312.9

Subject

Notice of intent to dismiss
30 days from notice unless
employee demands hearing

Reasons for dismissal and
opportunity to appeal

Reasons for personnel
reduction and employees' right
to hearing; final notice of
Board decision re: termination

District's decision not to
reelect employee for
following school year

Student has committed
specified act that
ground for suspension or
expulsion

Contents of state regulation
re: report to Commission on
Teacher Credentialing

Notice of intent to dismiss in
30 days

Notice of charges, procedures,
and employee rights

constitutes



EMPLOYEE NOTIFICATIONS (continued)

When/Whom
to Notify

Education or
Other Legal
Code

III. To Classified Employees (continued)

‘l'o classitied employees at

least 60 days prior to layoff, or
by April 29 for specially funded
program that expires at end of
school year

To classified employees upon
employment and upon each
change in classification

To classified permanent
employee whose leave
is exhausted

To school bus drivers and
school activity bus drivers
prior to expiration of
specified documents

To school bus drivers and
school activity bus drivers
upon employment and at
least once per year thereafter

To school bus drivers, prior to
district drug testing program
and thereafter upon employment

Education Code
45117

Education Code
45169

Education Code
45192, 45195

13 CCR 1234

13 CCR 2480

49 CFR 382.601

IV. To Administrative/Supervisory Personnel

To deputy, associate, or
assistant superintendent or
senior manager of classified
service, at least 45 days before
expiration of contract

Upon request by administrative
or supervisory employee
transferred to teaching position

By March 15 to employee
who may be released/reassigned
the following school year

Education Code
35031

Education Code
44896

Education Code
44951

Board Policy/
Administrative
Regulation #

AR 42173

AR 4212

AR 4261.1
AR 4261.11

AR 3542

AR 3542

BP 4112.42
4212.42
431242

BP 4312.1

AR 43132

AR 43132

E 4112.9()
4212.9
4312.9

Subject

Notice of layoff and
reemployment rights

Employee's class specification,
salary data, assignment or
work location, duty hours,
prescribed workweek

Exhaustion of leave,
opportunity to request
additional leave

Expiration date of driver's
license, driver's certificate and
medical certificate; need to
renew

Limitations on vehicle
idling; consequences of not
complying

Explanation of federal
requirements for drug testing
program and district's policy

Decision not to reelect or
reemploy upon expiration of
contract or term

Statement of the reasons for
the release or reassignment

Notice that employee may be
released or reassigned the
following school year



EMPLOYEE NOTIFICATIONS (continued)

Education or Board Policy/
When/Whom Other Legal Administrative
to Notify Code Regulation #

V. To Individual Employees Under Special Circumstances

In the event of a breach of Civil Code 1798.29  BP 3580
security of district records,
to affected employees

Prior to placing derogatory Education Code AR 4112.6
information in personnel file 44031 4212.6
4312.6
To employees who volunteer Education Code AR 5141.21
to administer epinephrine 49414
auto-injector
To employees returning from Government Code AR 4161.5
military leave of absence, 20997 4261.5
within 30 days of return 4361.5
24 hours before Board meets in Government Code BB 9321
closed session to hear complaints 54957

or charges against employee

When taking disciplinary action Government Code BP 4119.23
against employee for disclosure 54963 4219.23
of confidential information 4319.23
Within one working day of Labor Code 3553, BP 4157.1
work-related injury or 5401 4257.1
victimization of crime 4357.1
When adverse employment Penal Code 11105, AR 4112.5
action is based on DOJ criminal 11105.2 4212.5
history information or 4312.5
subsequent arrest notification

To any employee with 8 CCR 3204, AR 4119.42
exposure to blood or other 5193 4219.42
potentially infectious materials, 4319.42

upon initial employment and at
least annually thereafter

E 4112.9(g)
4212.9
4312.9

Subject

Types of records affected,
date of breach, description

of incident, and, as applicable,
contact information for credit
reporting agencies

Notice of derogatory
information, opportunity to
review and comment

Defense and indemnification
from civil liability by the
district

Right to receive PERS
service credit for military
service; application form

Employee's right to have
complaints/charges heard in
open session

Law prohibiting disclosure of
confidential information
obtained in closed session

Potential eligibility for
workers' compensation
benefits, claim form

Copy of DOJ notification

The existence, location, and
availability of exposure and
medical records; person
responsible for maintaining
and providing access to
records; right to access records



EMPLOYEE NOTIFICATIONS (continued)

When/Whom
to Notify

Education or Board Policy/
Other Legal Administrative
Code Regulation #

V. To Individual Employees Under Special Circumstances (continued)

To any employee assigned to a
work area where hazardous
chemicals are present, upon
initial assignment and upon new
exposure situation

To any employee who may
be exposed to hazardous
substances in the work area,
upon initial assignment and
when new hazard is
introduced into work area

To employee eligible for
military leave

Within five days of employee's
request for FMLA leave,
receipt of supporting
information, or district's
knowledge that the requested
leave may qualify as FMLA
leave

Whenever notice of eligibility
for FMLA is provided to
employee

Exhibit
version:

8§ CCR 5191 AR 3514.1
8§ CCR 5194 AR 3514.1
38 USC 4334 AR 4161.5
4261.5
4361.5
29 CFR 825.300; AR 4161.8
2 CCR 11049, 4261.8
11091 4361.8
29 CFR 825.300 AR 4161.8
4261.8
4361.8

E 4112.9(h)
4212.9
4312.9

Subject

Location and availability of
chemical hygiene plan,
exposure limits, signs and
symptoms of exposure,
location of reference material

Any presence of hazardous
substances in the work area,
location and availability of
hazard communication
program, new material safety
data sheet, employee rights

Notice of rights, benefits, and
obligations under military
leave

Designation of leave as
FMLA or non-FMLA; if not
eligible, reason not eligible;
requirement to use paid leave;
any requirement for fitness-
for-duty certification; any
subsequent changes in
designation notice

Rights and responsibilities re:
use of FMLA; consequences of
failure to meet obligations

CSBA MANUAL MAINTENANCE SERVICE
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BP 4127(a)
4227

TEMPORARY ATHLETIC TEAM COACHES 4327

All Personnel

The Governing Board desires to employ highly qualified coaches for the district's sports and
interscholastic athletic programs in order to enhance the knowledge, skills, motivation, and safety

of student athletes.

(cf. 6142.7 - Physical Education and Activity)
(cf- 6145.2 - Athletic Competition)

The Superintendent or designee may hire a certificated or noncertificated employee, other than a
substitute employee, to supervise or instruct interscholastic athletic activities as a temporary

employee in a limited assignment capacity. (5 CCR 5590)
(cf- 4121 - Temporary/Substitute Personnel)

When hiring a person to fill a position as a temporary athletic team coach, the position shall first
be made available to qualified certificated teachers currently employed by the district. (Education

Code 44919)

All coaches shall be subject to Board policies, administrative regulations, and California
Interscholastic Federation bylaws and codes of ethical conduct.

(cf- 4118 - Dismissal/Suspension/Disciplinary Action)
(cf- 4218 - Dismissal/Suspension/Disciplinary Action)
(cf- 5131.1 - Bus Conduct)

(cf- 5131.63 - Steroids)

(cf- 5141.1 - Child Abuse Prevention and Reporting)

Noncertificated coaches shall have no authority to assign grades to students. (5 CCR 5591)

(cf 5121 - Grades/Evaluation of Student Achievement)

Qualifications and Training

The Superintendent or designee shall establish qualification criteria for all athletic coaches in
accordance with law and district standards. These criteria shall ensure that coaches possess an
appropriate level of competence, knowledge, and skill.

Any noncertificated employee or volunteer who works with students in a district-sponsored
interscholastic athletic program shall, prior to beginning his/her duties, submit to the
Superintendent or designee either an Activity Supervisor Clearance Certificate issued by the
Commission on Teacher Credentialing or a Department of Justice and Federal Bureau of
Investigation criminal background clearance. (Education Code 49024)

(cf. 1240 - Volunteer Assistance)
(cf 4112.5/4212.5/4312.5 - Criminal Record Check)



BP 4127(b)
4227
4327

TEMPORARY ATHLETIC TEAM COACHES (continued)

Following the selection of a temporary athletic team coach, the Superintendent or designee shall
certify to the Board, at the next regular Board meeting or within 30 days, whichever is sooner, that
the coach meets the qualifications and competencies required by 5 CCR 5593. By April 1 of each
year, the Board shall certify to the State Board of Education that the provisions of 5 CCR 5593
have been met. (5 CCR 5594)

In addition, the Superintendent or designee shall regularly report to the Board regarding the extent
to which the district's coaches have completed the trainings required by law, including those
required pursuant to Education Code 33479.6 and 49032, and by district policy.

Legal Reference: (see next page)



BP 4127(c)
4227
4327

TEMPORARY ATHLETIC TEAM COACHES (continued)

Legal Reference:
EDUCATION CODE
35179-35179.7 Interscholastic athletics
33479-33479.9 The Eric Parades Sudden Cardiac Arrest Prevention Act
44010 Sex offense
44011 Controlled substance offense
44332-44332.5 Temporary certificates
44424 Conviction of a crime
44808 Liability when students are not on school property
44916 Written statement indicating employment status
44919 Classification of temporary employees
45125.01 Interagency agreements for criminal record information
45347 Instructional aides subject to requirements for classified staff’
45349 Use of volunteers to supervise or instruct students
49024 Activity Supervisor Clearance Certificate
49030-49034 Performance-enhancing substances
49406 Examination for tuberculosis
CODE OF REGULATIONS, TITLE 5
5531 Supervision of extracurricular activities
5590-5596 Duties of temporary athletic team coaches
COURT DECISIONS
Neily v. Manhattan Beach Unified School District, (2011) 192 Cal. App. 4th 187
Kavanaugh v. West Sonoma County Union High School District, (2003) 29 Cal. 4th 911
CTA v. Rialto Unified School District, (1997) 14 Cal. 4th 627San Jose Teachers Association, CTA, NEA v.
Barozzi, (1991) 230 Cal. App.3d 1376

Management Resources:
CSBA PUBLICATIONS
Steroids and Students: What Boards Need to Know, Policy Brief, July 2005
CALIFORNIA INTERSCHOLASTIC FEDERATION PUBLICATIONS
California Interscholastic Federation Constitution and Bylaws
Pursuing Victory with Honor, 1999
COMMISSION ON TEACHER CREDENTIALING CODED CORRESPONDENCE
10-11 Information on Assembly Bill 346 Concerning the Activity Supervisor Clearance Certificate (ASCC),
July 20, 2010
WEB SITES
CSBA: http://ww.csba.org
California Athletic Trainers' Association: http://www.ca-at.org
California Department of Education: http://www.cde.ca.gov
California Interscholastic Federation: http://www.cifState.org
Commission on Teacher Credentialing: http://www.ctc.ca.gov
National Athletic Trainers' Association: http://www.nata.org

Policy CSBA MANUAL MAINTENANCE SERVICE

adopted: May 2017












All Personnel

AR 4127(a)
4227

TEMPORARY ATHLETIC TEAM COACHES 4327

Qualifications

Minimum qualifications for temporary athletic team coaches shall include, but are not necessarily
limited to, competencies in the following areas: (5 CCR 5593)

1. Care and prevention of athletic injuries, basic sports injury first aid, and emergency
procedures, as evidenced by one or more of the following:

a.

Completion of a college-level course in the care and prevention of athletic injuries
and possession of a valid cardiopulmonary resuscitation (CPR) card

A valid sports injury certificate or first aid card, and a valid CPR card
A valid Emergency Medical Technician (EMT) I or II card

A valid trainer's certification issued by the National or California Athletic Trainers'
Association (NATA/CATA)

Possession of both valid CPR and first aid cards and practical experience under the
supervision of an athletic coach or trainer or experience assisting in team athletic

training and conditioning

Coaching theory and techniques in the sport or game being coached, as evidenced by one

or more of the following:

Completion of a college course in coaching theory and techniques

Completion of inservice programs arranged by a school district or county office of
education

Prior service as a student coach or assistant athletic coach in the sport or game being
coached

Prior coaching in community youth athletic programs in the sport being coached

Prior participation in organized competitive athletics at the high school level or
above in the sport being coached

Knowledge of the rules and regulations pertaining to the sport or game being coached, the

league rules, and, at the high school level, regulations of the California Interscholastic
Federation (CIF)

2,
a.
b.
C.
d.
e

3.

4.

Knowledge of child or adolescent psychology, as appropriate, as it relates to sport

participation, as evidenced by one or more of the following:



AR 4127(b)

4227
4327
TEMPORARY ATHLETIC TEAM COACHES (continued)
a. Completion of a college-level course in child psychology for elementary school

positions and adolescent or sports psychology for secondary school positions

b. Completion of a seminar or workshop on human growth and development of youth
c. Prior active involvement with youth in school or community sports program

The Superintendent or designee may waive competency requirements for pcrsons cnrolled in
appropriate training courses leading to acquisition of the competency, provided such persons serve
under the direct supervision of a fully qualified coach until the competencies are met. (5 CCR
5593)

Volunteers who supervise or direct an athletic program shall meet the qualification criteria
specified in 5 CCR 5593 required for temporary athletic team coaches employed by the district.
Any volunteer who does not meet such criteria shall serve only under the supervision of a fully
qualified coach and shall not be given charge of an athletic program.

(cf- 1240 - Volunteer Assistance)

Additional Qualifications of Noncertificated Personnel and Volunteers

In addition to the qualifications listed above, any noncertificated employee or volunteer assigned
as a temporary athletic team coach shall: (5 CCR 5592)

1. Be free from tuberculosis and any other contagious disease that would prohibit certificated
teachers from teaching, as verified by a written statement, renewable every four years, from
a licensed physician or other person approved by the district

(cf 4112.4/4212.4/4312.4 - Health Examinations)

2. Not have been convicted of any offense referred to in Education Code 44010, 44011, or
44424, or any offense involving moral turpitude or evidencing unfitness to associate with
children

Any noncertificated employee or volunteer assigned as a temporary athletic team coach shall
obtain an Activity Supervisor Clearance Certificate or a criminal background check in accordance
with Board policy. (Education Code 49024)

(cf- 1240 - Volunteer Assistance)



AR 4127(c)
4227
4327

TEMPORARY ATHLETIC TEAM COACHES (continued)

Training

Each employee or volunteer high school athletic team coach shall complete, at his’/her expense, a
coaching education program that meets the standards developed by the CIF and includes, but is
not limited to, training in regard to sport psychology, sport pedagogy, sport physiology, sport
management, statewide and school regulations, and CPR and first aid, including the signs,
symptoms, and appropriate response to concussions. A high school coach who has completed the
education program in another California school district shall be deemed to have met the
requirement for this district. An individual who has not completed the education program may be
assigned as a coach for no longer than one season of interscholastic competition. (Education Code

35179.1, 49032)

In addition, prior to coaching an athletic activity and every two years thereafter, athletic coaches
shall complete an approved training course on the nature and warning signs of sudden cardiac
arrest. (Education Code 33479.2, 33479.6, 33479.7)

Code of Ethical Conduct

Employees providing supervisory or instructional services in interscholastic athletic programs and
activities shall: (5 CCR 5596)

1. Show respect for players, officials, and other coaches

2. Respect the integrity and judgment of game officials

3. Establish and model fair play, sportsmanship, and proper conduct

4. Establish player safety and welfare as the highest priority

) Provide proper supervision of students at all times

6. Use discretion when providing constructive criticism and when reprimanding players

. Maintain consistency in requiring all players to adhere to the established rules and

standards of the game
8. Properly instruct players in the safe use of equipment

9. Avoid exerting undue influence on a student's decision to enroll in an athletic program at
any public or private postsecondary educational institution



AR 4127(d)
4227
4327

TEMPORARY ATHLETIC TEAM COACHES (continued)

10.  Avoid exerting undue influence on students to take lighter academic course(s) in order to
be eligible to participate in athletics

11.  Avoid suggesting, providing, or encouraging any athlete to use nonprescription drugs,
anabolic steroids, or any substance to increase physical development or performance that
is not approved by the U.S. Food and Drug Administration, U.S. Surgeon General, or the
American Medical Association

(cf 5131.63 - Steroids)
12. Avoid recruitment of athletes from other schools

13.  Follow the rules of behavior and the procedures for crowd control as established by the
district and the league in which the district participates

Regulation CSBA MANUAL MAINTENANCE SERVICE
approved: May 2017
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Certificated Personnel AR 4161.1(a)
4361.1

PERSONAL ILLNESS/INJURY LEAVE

Certificated employees employed five school days per week are entitled to 10 days' leave of
absence with full pay for personal illness or injury (sick leave) per school year of service.
Employees who work less than five school days per week (part-time employees) shall be granted
sick leave in proportion to the time they work. However, any part-time employee who is entitled
to less than three days of paid sick leave per year due to the amount of time worked shall be granted
sick leave pursuant to Labor Code 246, if he/she is eligible. (Education Code 44978; Labor Code
245-249)

(cf. 4161/4261/4361 - Leaves)
(cf. 4161.9/4261.9/4361.9 - Catastrophic Leave Program)

Use of Sick Leave

Certificated employees may use sick leave for absences due to:

L, Accident or illness, whether or not the absence arises out of or in the course of employment;
quarantine which results from contact with other persons having a contagious disease
during the employee's performance of his/her duties; or temporary inability to perform
assigned duties because of illness, accident, or quarantine (Education Code 44964)

(cf 4157.1/4257.1/4357.1 - Work-Related Injuries)

2. Pregnancy, miscarriage, childbirth, and related recovery (Education Code 44965, 44978)

(cf- 4161.8/4261.8/4361.8 - Family Care and Medical Leave)

3. Personal necessity (Education Code 44981)

(cf- 4161.2/4261.2/4361.2 - Personal Leaves)

4. Medical and dental appointments, in increments of not less than one hour

5. Industrial accidents or illnesses when leave granted specifically for that purpose has been
exhausted (Education Code 44984)

(cf- 4161.11/4261.11/4361.11 - Industrial Accident/lliness Leave)

6. Need of the employee or his/her family member, as defined in Labor Code 245.5, for the
diagnosis, care, or treatment of an existing health condition or for preventive care (Labor
Code 233, 246.5)



AR 4161.1(b)
4361.1

PERSONAL ILLNESS/INJURY LEAVE (continued)

A Need of the employee to seek or obtain any relief or medical attention specified in Labor
Code 230(c) and/or 230.1(a) for the health, safety, or welfare of the employee or his/her
child, when the employee has been a victim of domestic violence, sexual assault, or stalking
(Labor Code 233, 246.5)

For the purposes specified in items #6-7, an employee may use, in any calendar year, the amount
of sick leave he/she would accrue during six months at his/her current rate of entitlement. (Labor
Code 233)

An employee may take sick leave at any time during the school year, even if credit for sick leave
has not yet been accrued. (Education Code 44978)

An employee shall reimburse the district for any unearned sick leave used as of the date of his/her
termination.

Unused days of sick leave shall be accumulated from year to year without limitation. (Education
Code 44978)

At the beginning of each school year, employees shall be notified of the amount of sick leave they
have accumulated.

The district shall not require new employees to waive leave accumulated in a previous district.
(Education Code 44979, 44980)

The Superintendent or designee shall notify any certificated employee who leaves the district after
at least one school year of employment that if the employee accepts a certificated position in
another district, county office of education, or community college district within one year, he/she
may request that the district transfer his/her accumulated sick leave to the new employer.
(Education Code 44979, 44980)

Additional Leave for Disabled Military Veterans

In addition to any other entitlement for sick leave with pay, a newly hired certificated employee
who is a military veteran with a military service-connected disability rated at 30 percent or more
by the U.S. Department of Veterans Affairs shall be entitled to sick leave with pay of up to 10 days
for the purpose of undergoing medical treatment for his/her military service-connected disability.
An eligible employee employed less than five days per week shall be entitled to such leave in
proportion to the time he/she works. (Education Code 44978.2)



AR 4161.1(c)
4361.1

PERSONAL ILLNESS/INJURY LEAVE (continued)

The amount of leave shall be credited to the employee on the first day of employment and shall
remain available for the following 12 months of employment. Leave not used during the 12-month
period shall not be carried over and shall be forfeited. (Education Code 44978.2)

The Superintendent or designee may require verification, in accordance with the section
"Verification Requirements" below, that the employee used the leave to obtain treatment of a
military service-connected disability.

Notification of Absence

An employee shall notify the district of his/her need to be absent as soon as such need is known,
so that substitute services may be secured. This notification shall include an estimate of the
expected duration of absence. If the absence becomes longer than estimated, the employee shall
so notify the district. If the duration of absence becomes shorter than estimated, the employee shall
notify the district not later than three o'clock in the afternoon of the day preceding the day on which
he/she intends to return to work. If the employee fails to notify the district and the failure results
in a substitute being secured, the cost of the substitute shall be deducted from the employee's pay.

(cf 4121 - Temporary/Substitute Personnel)

Continued Absence After Available Sick Leave Is Exhausted/Differential Pay




AR 4161.1(d)
4361.1
PERSONAL ILLNESS/INJURY LEAVE (continued)

OPTION 2:

After a certificated employee has exhausted all available sick leave, including all accumulated sick
leave, and, due to illness or accident, continues to be absent for an additional period of up to five
months, he/she shall receive 50 percent of his/her regular salary during the additional period of
absence. (Education Code 44983)

Absence Beyond Five-Month Period/Reemployment List

If a certificated employee is not medically able to resume his/her duties after the five-month period
provided pursuant to Education Code 44977, the employee shall be placed either in another
position or on a reemployment list. Placement on the reemployment list shall be for 24 months for
probationary employees or 39 months for permanent employees and shall begin at the expiration
of the five-month period. If during this time the employee becomes medically able, he/she shall be
returned to employment in a position for which he/she is credentialed and qualified. (Education
Code 44978.1)

(cf- 4116 - Probationary/Permanent Status)

Differential Pay for Parental Leave

During each school year, any certificated employee who has exhausted all available sick leave,
including accumulated sick leave, and continues to be absent on account of parental leave (baby
bonding) pursuant to Government Code 12945.2 shall receive differential pay for up to 12 work
weeks. The 12-week period shall be reduced by any period of sick leave, including accumulated
sick leave, taken during a period of such parental leave. Such parental leave shall run concurrently
with the parental leave taken pursuant to Government Code 12945.2 and the aggregate amount of
parental leave shall not exceed 12 work weeks in a 12-month period. Eligibility for parental leave
pursuant to Education Code 44977.5 shall not require 1,250 hours of service with the district during
the previous 12 months. (Education Code 44977.5)

Verification Requirements

After any absence due to illness or injury, the employee shall verify the absence by submitting a
completed and signed district absence form to his/her immediate supervisor.

The Superintendent or designee may require verification whenever an employee's absence record
shows chronic absenteeism or a pattern of absences immediately before or after weekends and/or
holidays or whenever available evidence clearly indicates that an absence is not related to illness

or injury.



AR 4161.1(e)
4361.1

PERSONAL ILLNESS/INJURY LEAVE (continued)

In addition, the Superintendent or designee may require an employee to visit a physician selected
by the district, at district expense, in order to receive a report on the medical condition of the
employee. The report shall include a statement as to the employee's need for further leave of
absence and a prognosis as to when the employee will be able to return to work. If the report
concludes that the employee's condition does not warrant continued absence, the Superintendent
or designee may, after giving notice to the employee, deny further leave.

Any district request for additional verification by an employee's physician or a district-selected
physician shall be in writing and shall specify that the report to be submitted to the district should
not contain the employee's genetic information.

Any genetic information received by the district on behalf of an employee shall be treated as a
confidential medical record, maintained in a file separate from the employee's personnel file, and
shall not be disclosed except in accordance with 29 CFR 1635.9.

Before returning to work, an employee who has been absent for surgery, hospitalization, or
extended medical treatment may be asked to submit a letter from his/her physician stating that
he/she is able to return to duty and stipulating any necessary restrictions or limitations.

(cf. 4032 - Reasonable Accommodation)
(cf 4113.4/4213.4/4313.4 - Temporary Modified/Light-Duty Assignment)

Healthy Workplaces, Healthy Families Act Requirements
No employee shall be denied the right to use accrued sick days, and the district shall not in any
manner discriminate or retaliate against an employee for using or attempting to use sick leave,

filing a complaint with the Labor Commissioner, or alleging district violation of Labor Code 245-
249.

To ensure the district's compliance with Labor Code 245-249, the Superintendent or designee shall:

| At a conspicuous location in each workplace, display a poster on paid sick leave that
includes the following information:

a. That an employee is entitled to accrue, request, and use paid sick days
b. The amount of sick days provided by Labor Code 245-249

c. The terms of use of paid sick days



AR 4161.1(f)
4361.1

PERSONAL ILLNESS/INJURY LEAVE (continued)

d. That discrimination or retaliation against an employee for requesting and/or using
sick leave is prohibited by law and that an employee has the right to file a complaint

with the Labor Commissioner if the district discriminates or retaliates against
him/her

2 Provide at least 24 hours or three days of paid sick leave to each eligible employee to use
per year and allow eligible employees to use accrued sick leave upon reasonable request

3. Provide eligible employees written notice, on their pay stub or other document issued with
their pay check, of the amount of paid sick leave they have available

(cf 4112.9/4212.9/4312.9 - Employee Notifications)

4, Keep a record documenting the hours worked and paid sick days accrued and used by each
eligible employee for three years

Legal Reference:
EDUCATION CODE
44964 Power to grant leave of absence in case of illness, accident, or quarantine
44965 Granting of leaves of absence for pregnancy and childbirth
44976 Transfer of leave rights when school is transferred to another district
44977 Salary deduction during absence from duties up to five months after sick leave is exhausted
44977.5 Differential pay during parental leave up to 12 weeks afier sick leave is exhausted
44978 Provisions for sick leave of certificated employees
44978.1 Inability to return to duty; placement in another position or on reemployment list
44978.2 Leave for military service connected disability
44979 Transfer of accumulated sick leave to another district
44980 Transfer of accumulated sick leave to a county office of education
44981 Leave of absence for personal necessity
44983 Exception to sick leave when district adopts specific rule
44984 Industrial accident or illness
44986 Leave of absence for disability allowance applicant
LABOR CODE
220 Sections inapplicable to public employees
230 Jury duty; legal actions by domestic violence, sexual assault and stalking victims, right to time off’
230.1 Employers with 25 or more employees; domestic violence, sexual assault and stalking victims, right
to time off
233 lliness of child, parent, spouse or domestic partner
234 Absence control policy
245-249 Healthy Workplaces, Healthy Families Act of 2014




Legal Reference: (continued)

CODE OF REGULATIONS. TITLE 5

5601 Transfer of accumulated sick leave

UNITED STATES CODE, TITLE 42

2000£f-20001f-11 Genetic Information Nondiscrimination Act of 2008

CODE OF FEDERAL REGULATIONS. TITLE 29

1635.1-1635.12 Genetic Information Nondiscrimination Act of 2008

COURT DECISIONS

Veguez v. Governing Board of Long Beach Unified School District, (2005) 127 Cal.App.4th 406

Regulation CSBA MANUAL MAINTENANCE SERVICE
approved: March 2017












Certificated Personnel AR 4161.1(a)
4361.1

PERSONAL ILLNESS/INJURY LEAVE

Certificated employees employed five school days per week are entitled to 10 days' leave of
absence with full pay for personal illness or injury (sick leave) per school year of service.
Employees who work less than five school days per week (part-time employees) shall be granted
sick leave in proportion to the time they work. However, any part-time employee who is entitled
to less than three days of paid sick leave per year due to the amount of time worked shall be granted
sick leave pursuant to Labor Code 246, if he/she is eligible. (Education Code 44978; Labor Code

245-249)

(cf 4161/4261/4361 - Leaves)
(cf 4161.9/4261.9/4361.9 - Catastrophic Leave Program)

Use of Sick Leave

Certificated employees may use sick leave for absences due to:

L. Accident or illness, whether or not the absence arises out of or in the course of employment;
quarantine which results from contact with other persons having a contagious disease
during the employee's performance of his/her duties; or temporary inability to perform
assigned duties because of illness, accident, or quarantine (Education Code 44964)

(cf- 4157.1/4257.1/4357.1 - Work-Related Injuries)

Da Pregnancy, miscarriage, childbirth, and related recovery (Education Code 44965, 44978)

(cf 4161.8/4261.8/4361.8 - Family Care and Medical Leave)

8l Personal necessity (Education Code 44981)

(cf 4161.2/4261.2/4361.2 - Personal Leaves)

4. Medical and dental appointments, in increments of not less than one hour

5. Industrial accidents or illnesses when leave granted specifically for that purpose has been
exhausted (Education Code 44984)

(cf 4161.11/4261.11/4361.11 - Industrial Accident/Iliness Leave)

6. Need of the employee or his/her family member, as defined in Labor Code 245.5, for the
diagnosis, care, or treatment of an existing health condition or for preventive care (Labor
Code 233, 246.5)



AR 4161.1(b)
4361.1

PERSONAL ILLNESS/INJURY LEAVE (continued)

7. Need of the employee to seek or obtain any relief or medical attention specified in Labor
Code 230(c) and/or 230.1(a) for the health, safety, or welfare of the employee or his/her
child, when the employee has been a victim of domestic violence, sexual assault, or stalking
(Labor Code 233, 246.5)

For the purposes specified in items #6-7, an employee may use, in any calendar year, the amount
of sick leave he/she would accrue during six months at his/her current rate of entitlement. (Labor
Code 233)

An employee may take sick leave at any time during the school year, even if credit for sick leave
has not yet been accrued. (Education Code 44978)

An employee shall reimburse the district for any unearned sick leave used as of the date of his/her
termination.

Unused days of sick leave shall be accumulated from year to year without limitation. (Education
Code 44978)

At the beginning of each school year, employees shall be notified of the amount of sick leave they
have accumulated.

The district shall not require new employees to waive leave accumulated in a previous district.
(Education Code 44979, 44980)

The Superintendent or designee shall notify any certificated employee who leaves the district after
at least one school year of employment that if the employee accepts a certificated position in
another district, county office of education, or community college district within one year, he/she

may request that the district transfer his/her accumulated sick leave to the new employer.
(Education Code 44979, 44980)

Additional Leave for Disabled Military Veterans

In addition to any other entitlement for sick leave with pay, a newly hired certificated employee
who is a military veteran with a military service-connected disability rated at 30 percent or more
by the U.S. Department of Veterans Affairs shall be entitled to sick leave with pay of up to 10 days
for the purpose of undergoing medical treatment for his/her military service-connected disability.
An eligible employee employed less than five days per week shall be entitled to such leave in
proportion to the time he/she works. (Education Code 44978.2)



AR 4161.1(c)
4361.1

PERSONAL ILLNESS/INJURY LEAVE (continued)

The amount of leave shall be credited to the employee on the first day of employment and shall
remain available for the following 12 months of employment. Leave not used during the 12-month
period shall not be carried over and shall be forfeited. (Education Code 44978.2)

The Superintendent or designee may require verification, in accordance with the section
"Verification Requirements" below, that the employee used the leave to obtain treatment of a
military service-connected disability.

Notification of Absence

An employee shall notify the district of his/her need to be absent as soon as such need is known,
so that substitute services may be secured. This notification shall include an estimate of the
expected duration of absence. If the absence becomes longer than estimated, the employee shall
so notify the district. If the duration of absence becomes shorter than estimated, the employee shall
notify the district not later than three o'clock in the afternoon of the day preceding the day on which
he/she intends to return to work. If the employee fails to notify the district and the failure results
in a substitute being secured, the cost of the substitute shall be deducted from the employee's pay.

(cf- 4121 - Temporary/Substitute Personnel)
Continued Absence After Available Sick Leave Is Exhausted/Differential Pay

OPTION 1:

4

During each school year, when a certificated employee has exhausted all available sick leave,




AR 4161.1(d)
4361.1
PERSONAL ILLNESS/INJURY LEAVE (continued)

OPTION 2:

After a certificated employee has exhausted all available sick leave, including all accumulated sick
leave, and, due to illness or accident, continues to be absent for an additional period of up to five
months, he/she shall receive 50 percent of his/her regular salary during the additional period of
absence. (Education Code 44983)

Absence Beyond Five-Month Period/Reemployment List

If a certificated employee is not medically able to resume his/her duties after the five-month period
provided pursuant to Education Code 44977, the employee shall be placed either in another
position or on a reemployment list. Placement on the reemployment list shall be for 24 months for
probationary employees or 39 months for permanent employees and shall begin at the expiration
of the five-month period. If during this time the employee becomes medically able, he/she shall be
returned to employment in a position for which he/she is credentialed and qualified. (Education
Code 44978.1)

(cf- 4116 - Probationary/Permanent Status)
Differential Pay for Parental Leave

During each school year, any certificated employee who has exhausted all available sick leave,
including accumulated sick leave, and continues to be absent on account of parental leave (baby
bonding) pursuant to Government Code 12945.2 shall receive differential pay for up to 12 work
weeks. The 12-week period shall be reduced by any period of sick leave, including accumulated
sick leave, taken during a period of such parental leave. Such parental leave shall run concurrently
with the parental leave taken pursuant to Government Code 12945.2 and the aggregate amount of
parental leave shall not exceed 12 work weeks in a 12-month period. Eligibility for parental leave
pursuant to Education Code 44977.5 shall not require 1,250 hours of service with the district during
the previous 12 months. (Education Code 44977.5)

Verification Requirements

After any absence due to illness or injury, the employee shall verify the absence by submitting a
completed and signed district absence form to his/her immediate supervisor.

The Superintendent or designee may require verification whenever an employee's absence record
shows chronic absenteeism or a pattern of absences immediately before or after weekends and/or
holidays or whenever available evidence clearly indicates that an absence is not related to illness

or injury.



AR 4161.1(e)
4361.1

PERSONAL ILLNESS/INJURY LEAVE (continued)

In addition, the Superintendent or designee may require an employee to visit a physician selected
by the district, at district expense, in order to receive a report on the medical condition of the
employee. The report shall include a statement as to the employee's need for further leave of
absence and a prognosis as to when the employee will be able to return to work. If the report
concludes that the employee's condition does not warrant continued absence, the Superintendent
or designee may, after giving notice to the employee, deny further leave.

Any district request for additional verification by an employee's physician or a district-selected
physician shall be in writing and shall specify that the report to be submitted to the district should
not contain the employee's genetic information.

Any genetic information received by the district on behalf of an employee shall be treated as a
confidential medical record, maintained in a file separate from the employee's personnel file, and
shall not be disclosed except in accordance with 29 CFR 1635.9.

Before returning to work, an employee who has been absent for surgery, hospitalization, or
extended medical treatment may be asked to submit a letter from his/her physician stating that

he/she is able to return to duty and stipulating any necessary restrictions or limitations.

(cf. 4032 - Reasonable Accommodation)
(cf 4113.4/4213.4/4313.4 - Temporary Modified/Light-Duty Assignment)

Healthy Workplaces, Healthy Families Act Requirements
No employee shall be denied the right to use accrued sick days, and the district shall not in any
manner discriminate or retaliate against an employee for using or attempting to use sick leave,

filing a complaint with the Labor Commissioner, or alleging district violation of Labor Code 245-
249.

To ensure the district's compliance with Labor Code 245-249, the Superintendent or designee shall:

1. At a conspicuous location in each workplace, display a poster on paid sick leave that
includes the following information:

a. That an employee is entitled to accrue, request, and use paid sick days
b. The amount of sick days provided by Labor Code 245-249

c. The terms of use of paid sick days



AR 4161.1(f)
4361.1

PERSONAL ILLNESS/INJURY LEAVE (continued)

d. That discrimination or retaliation against an employee for requesting and/or using
sick leave is prohibited by law and that an employee has the right to file a complaint

with the Labor Commissioner if the district discriminates or retaliates against
him/her

2. Provide at least 24 hours or three days of paid sick leave to each eligible employee to use
per year and allow eligible employees to use accrued sick leave upon reasonable request

3 Provide eligible employees written notice, on their pay stub or other document issued with
their pay check, of the amount of paid sick leave they have available

(cf 4112.9/4212.9/4312.9 - Employee Notifications)

4, Keep a record documenting the hours worked and paid sick days accrued and used by each
eligible employee for three years

Legal Reference:
EDUCATION CODE
44964 Power to grant leave of absence in case of illness, accident, or quarantine
44965 Granting of leaves of absence for pregnancy and childbirth
44976 Transfer of leave rights when school is transferred to another district
44977 Salary deduction during absence from duties up to five months afier sick leave is exhausted
44977.5 Differential pay during parental leave up to 12 weeks after sick leave is exhausted
44978 Provisions for sick leave of certificated employees
44978.1 Inability to return to duty; placement in another position or on reemployment list
44978.2 Leave for military service connected disability
44979 Transfer of accumulated sick leave to another district
44980 Transfer of accumulated sick leave to a county office of education
44981 Leave of absence for personal necessity
44983 Exception to sick leave when district adopts specific rule
44984 Industrial accident or illness
44986 Leave of absence for disability allowance applicant
LABOR CODE
220 Sections inapplicable to public employees
230 Jury duty; legal actions by domestic violence, sexual assault and stalking victims, right to time off
230.1 Employers with 25 or more employees, domestic violence, sexual assault and stalking victims, right
to time off
233 Iliness of child, parent, spouse or domestic partner
234 Absence control policy
245-249 Healthy Workplaces, Healthy Families Act of 2014




Legal Reference: (continued)

CODE OF REGULATIONS, TITLE 5

5601 Transfer of accumulated sick leave

UNITED STATES CODE, TITLE 42

2000(-2000ff-11 Genetic Information Nondiscrimination Act of 2008
CODE OF FEDERAL REGULATIONS, TITLE 29

1635.1-1635.12 Genetic Information Nondiscrimination Act of 2008
COURT DECISIONS

Veguez v. Governing Board of Long Beach Unified School District, (2005) 127 Cal. App.4th 406

Regulation CSBA MANUAL MAINTENANCE SERVICE
approved: March 2017












Administrative and Supervisory Personnel BP 4312.1(a)

CONTRACTS

The Governing Board recognizes the importance of employing qualified and competent
individuals to manage district programs and to assist the Superintendent in coordinating efforts to
achieve district goals and objectives. To that end, the Board may fill certificated administrative
and supervisory positions and classified senior management positions on a contract basis.

(cf- 0000 - Vision)

(cf 2121 - Superintendent’s Contract)

(cf 4111/4211/4311 - Recruitment and Selection)

(cf 4300 - Administrative and Supervisory Personnel)
(cf- 4313.2 - Demotion/Reassignment)

(cf. 4314 - Transfers)

The Board may offer a continuing contract of up to four years to any deputy, associate, or assistant
superintendent; any certificated employee holding a position requiring a supervision or
administration credential; or any senior manager of the classified service. (Education Code 35031,

44929.20)

Prior to entering into any such contract, the Board and Superintendent shall consider the financial
impact of the contract on the district. The proposed contract shall also be reviewed by legal counsel
to ensure that all legally required provisions are included in the contract and to address any
potentially adverse obligations for the district.

(cf. 3460 - Financial Reports and Accountability)

The Board may deliberate in the closed session of a regular meeting about the terms of an
employment contract for a deputy, associate, or assistant superintendent; other certificated
employee holding a position requiring a supervision or administration credential; or a senior
manager of the classified service. Discussions regarding salary, salary schedule, or other
compensation may occur in the closed session of a regular meeting only between the Board and
its designated representative(s), as permitted under Government Code 54957.6 (the "labor
exception") for the purpose of reviewing the Board's position and/or instructing the designated
representative(s) prior to or during bona fide negotiations with the employee. Such deliberations
shall not be held during a special meeting. (Government Code 54956, 54957, 54957.6)

(cf 9320 - Meetings and Notices)
(cf- 9321 - Closed Session Purposes and Agendas)
(cf- 9321.1 - Closed Session Actions and Reports)

The Board shall take final action on an employment contract during an open session of a regularly
scheduled Board meeting, and that action shall be reflected in the Board's minutes. At that meeting,
prior to taking action, the Board shall orally report a summary of the recommendation for the final
action on salary or compensation in the form of fringe benefits. (Government Code 3511.1, 53262,

54953)
BP 4312.1(b)

CONTRACTS (continued)



Copies of any contract and other public records created or received in the process of developing
the recommendation related to the salary, benefits, and other compensation shall be available to
the public upon request. (Government Code 53262, 54953)

(cf. 1340 - Access to District Records)
(cf 9322 - Agenda/Meeting Materials)
(cf- 9324 - Minutes and Recordings)

Extension of Contract/Reemployment

A contract shall be extended only by Board action and subsequent to a satisfactory evaluation of
the employee's performance. No employment contract shall include a provision for automatic
renewal of the contract.

(¢f 4315 - Evaluation/Supervision)

During the term of the contract and with the consent of the employee involved, the Board may
reelect or reemploy the employee starting on the next succeeding first day of July and based on
terms and conditions mutually agreed upon by the Board and the employee. (Education Code
35031)

If the Board decides not to reelect or reemploy a deputy, associate, or assistant superintendent or
a senior manager of the classified service upon the expiration of his/her term, it shall notify the
employee in writing 45 calendar days prior to the expiration of the term of the contract. (Education
Code 35031)

(cf 4112.9/4212.9/4312.9 - Employee Notifications)

Termination of Contract

The Board may terminate an employment contract prior to its expiration date in accordance with
the conditions and process specified in the contract.

Every employment contract shall include a provision specifying the legal maximum cash
settlement that the employee may receive in the event that the contract is terminated prior to its
expiration date. (Government Code 3511.2, 53260)

(cf 4117.5/4217.5/4317.5 - Termination Agreements)

In addition, all employment contracts shall include a provision that, if the employee is convicted
of a crime involving an abuse of his/her office or position, he/she shall fully reimburse the district
for payments he/she receives as paid leave salary pending investigation or as cash settlement upon
his/her termination and for any funds expended by the district in his/her criminal legal defense.
(Government Code 53243-53243.4, 53260)

Legal Reference: (see next page)



BP 4312.1(c)

CONTRACTS (continued)

Legal Reference:
EDUCATION CODE
35030 Title of deputy, associate or assistant superintendent for certain positions
35031 Term of employment
44842 Automatic declining of employment
44843 Notice of employment to county superintendent
44929.20 Continuing contract
44951 Continuation in position unless notified
GOVERNMENT CODE
3511.1-3511.2 Local agency executives
53260-53264 Employment contracts
54953 Oral summary of recommended salary and benefits of district executive
34954 Time and place of regular meetings
34956 Brown Act - Open meeting laws; special meetings
54957 Closed session, personnel matters
ATTORNEY GENERAL OPINIONS

57 Ops.Cal. Atty.Gen. 209 (1974)

Management Resources:
ATTORNEY GENERAL PUBLICATIONS
The Brown Act: Open Meetings for Local Legislative Bodies, 2003
WEB SITES
CSBA: http://www.csba.org
Association of California School Administrators: http://www.acsa.org
California Office of the Attorney General: https://oag.ca.gov

CSBA MANUAL MAINTENANCE SERVICE

Policy
May 2017

adopted:
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Students BP 5111(a)

ADMISSION

The Governing Board encourages the enrollment and appropriate placement of all school-aged
children in school. The Superintendent or designee shall inform parents/guardians of children
entering a district school at any grade level about admission requirements and shall assist them
with enrollment procedures.

Before enrolling any child in a district school, the Superintendent or designee shall verify the
child's age, residency, immunization, and other applicable eligibility criteria specified in law, the
accompanying administrative regulation, or other applicable Board policy or administrative
regulation.

(¢f 5111.1 - District Residency)

(cf- 5125 - Student Records)

(cf- 5141.3 - Health Examinations)

(cf- 5141.31 - Immunizations)

(¢f. 5141.32 - Health Screening for School Entry)

The Superintendent or designee shall ensure that the enrollment of a homeless or foster child or a
child of a military family is not delayed because of outstanding fees or fines owed to the child's
last school or for his/her inability to produce previous academic, medical, or other records
normally required for enrollment.

(¢f 6173 - Education for Homeless Children)
(cf 6173.1 - Education for Foster Youth)
(¢ 6173.2 - Education of Children of Military Families)

In addition, no child shall be denied enrollment in a district school solely on the basis of his/her
arrest, adjudication by a juvenile court, formal or informal supervision by a probation officer,
detention in a juvenile facility, enrollment in a juvenile court school, or other contact with the
juvenile justice system. (Education Code 48645.5)

(cf- 5119 - Students Expelled from Other Districts)
(¢f 6173.3 - Education for Juvenile Court School Students)

The Superintendent or designee shall not inquire into or request documentation of a student's
citizenship or immigration status, and shall not deny a student enrollment in a district school on
the basis of the citizenship or immigration status of the student or his/her parents/guardians. Any
information obtained about a student's or parent/guardian's citizenship or immigration status shall
not be shared without parent/guardian consent or a lawful judicial order, in accordance with laws
pertaining to the confidentiality of student records.

(¢f. 0410 - Nondiscrimination in District Programs and Activities)
(cf 5145.3 - Nondiscrimination/Harassment)



BP 5111(b)
ADMISSION (continued)

A student shall not be denied enrollment based on the parent/guardian's refusal to provide the
student's or parent/guardian's social security number. During the enrollment process, students and

parents/guardians shall be informed that disclosure of their social security number is voluntary. (5
USC 552a Note)

When enrolling in any district school, including a school in their attendance area, children whose
parents/guardians reside within district boundaries shall be subject to the timelines established by
the Board for open enroliment. Children whose parents/guardians do not reside within the district
or who are not otherwise eligible for enrollment in the district may apply for interdistrict
attendance in accordance with the timelines specified in applicable Board policies and
administrative regulations.

(cf. 5116.1 - Intradistrict Open Enrollment)
(¢f. 5117 - Interdistrict Attendance)
(cf- 5118 - Open Enrollment Act Transfers)

The district's enrollment application shall include information about the health care options and
enrollment assistance available to families within the district. The district shall not discriminate
against any child for not having health care coverage and shall not use any information relating to
a child's health care coverage or his/her interest in learning about health care coverage in any
manner that would harm the child or his/her family. (Education Code 49452.9)

Legal Reference: (see next page)



BP 5111(c)

ADMISSION (continued)

Legal Reference:
EDUCATION CODE
46300 Computation of average daily attendance, inclusion of kindergarten and transitional kindergarten
46600 Agreements for admission of students desiring interdistrict attendance
48000 Minimum age of admission (kindergarten)
48002 Evidence of minimum age required to enter kindergarten or first grade
48010 Minimum age of admission (first grade)
48011 Admission from kindergarten or other school; minimum age
48050-48053 Nonresidents
48200 Children between ages of 6 and 18 years (compulsory full-time education)
48350-48361 Open Enrollment Act
48850-48859 Educational placement of homeless and foster youth
48645.5 Enrollment of former juvenile court school students
49076 Access to records by persons without written consent or under judicial order
49408 Information of use in emergencies
49452.9 Health care coverage options and enrollment assistance
49700-49704 Education of children of military families
HEALTH AND SAFETY CODE
120325-120380 Education and child care facility immunization requirements
121475-121520 Tuberculosis tests for students
CODE OF REGULATIONS, TITLE 5
200 Promotion from kindergarten to first grade
201 Admission to high school
CODE OF REGULATIONS, TITLE 17
6000-6075 School attendance immunization requirements
UNITED STATES CODE, TITLE 5
352a Note Refusal to disclose social security number
UNITED STATES CODE, TITLE 42
11431-11435 McKinney-Vento Homeless Assistance Act
COURT DECISIONS
Plyler v. Doe, 457 U.S. 202 (1982)




BP 5111(d)

ADMISSION (continued)

Management Resources:

Policy

CSBA PUBLICATIONS

Legal Guidance on Providing All Children Equal Access to Education, Regardless of Immigration Status,
February 2017

U.S. DEPARTMENT OF JUSTICE CIVIL RIGHTS DIVISION AND U.S. DEPARTMENT OF EDUCATION
OFFICE FOR CIVIL RIGHTS JOINT PUBLICATIONS

Fact Sheet: Information on the Rights of All Children to Enroll in School

Dear Colleague Letter: School Enrollment Procedures, May 8, 2014

WEB SITES

CSBA: http://www.csba.org

California Department of Education: http.//www.cde.ca.gov

U.S. Department of Education, Office for Civil Rights: http://www2.ed.gov/about/offices/list/ocr

U.S. Department of Justice: http://www.justice.gov
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Students BP 5111.1(a)

DISTRICT RESIDENCY

The Governing Board desires to admit all students who reside within district boundaries or who
fulfill the district residency requirements through other means as allowed by law. The
Superintendent or designee shall develop procedures to facilitate the receipt and verification of
students' proof of residency.

(cf 5116 - School Attendance Boundaries)

The Superintendent or designee shall annually notify parents/guardians of all existing attendance
options available in the district, including, but not limited to, all options for meeting residency
requirements for school attendance. (Education Code 48980)

(cf 5116.1 - Intradistrict Open Enrollment)
(cf 5117 - Interdistrict Attendance)
(cf 5145.6 - Parental Notifications)

The Superintendent or designee shall require parents/guardians to provide documentation of the
student's residency upon admission to a district school. A copy of the document or written
statement offered as verification of residency shall be maintained in the student's mandatory
permanent record. (5 CCR 432)

(cf. 5111 - Admission)
(cf. 5125 - Student Records)

When establishing a student's residency for enrollment purposes, the Superintendent or designee
shall not inquire into a student's citizenship or immigration status.

A student's enrollment may be denied when the submitted documentation is insufficient to
establish district residency. In any such case, the Superintendent or designee shall notify the
parent/guardian in writing, including specific reasons for the denial.

Investigation of Residency

When the Superintendent or designee reasonably believes that a student's parent/guardian has
provided false or unreliable evidence of residency, he/she may make reasonable efforts to
determine that the student meets district residency requirements. An investigation may be initiated
when the Superintendent or designee is able to identify specific, articulable facts supporting the
belief that the parent/guardian has provided false or unreliable evidence of residency. (Education
Code 48204.1, 48204.2)

The Superintendent or designee may assign a trained district employee to conduct the
investigation. The investigation may include the examination of records, including public records,
and/or interviews of persons who may have knowledge of the student's residency.



BP 5111.1(b)

DISTRICT RESIDENCY (continued)

If necessary, the Superintendent or designee may employ the services of a private investigator to
conduct the investigation. Before hiring a private investigator, the Superintendent or designee shall
make other reasonable efforts to determine whether the student resides in the district. (Education
Code 48204.2)

The investigation shall not include the surreptitious collection of photographic or videographic
images of persons or places subject to the investigation. However, the use of technology is not
prohibited if done in open and public view. (Education Code 48204.2)

Any employee or contractor engaged in the investigation shall truthfully identify himself/herself

as an investigator to individuals contacted or interviewed during the course of the investigation.
(Education Code 48204.2)

Appeal of Enrollment Denial

If the Superintendent or designee, upon investigation, determines that a student does not meet
district residency requirements and denies the student's enrollment in the district, he/she shall
provide the student's parent/guardian an opportunity to appeal that determination. (Education Code
48204.2)

The Superintendent or designee shall send the student's parent/guardian written notice specifying
the basis for the district's determination. This notice shall also inform the parent/guardian that
he/she may, within 10 school days, appeal the decision and provide new evidence of residency.

The burden shall be on the parent/guardian to show why the district's determination to deny
enrollment should be overruled. (Education Code 48204.2)

A student who is currently enrolled in the district shall be allowed to remain in attendance at his/her
school pending the results of the appeal. A student who is not currently enrolled in the district shall
not be permitted to attend any district school unless his/her appeal is successful.

OPTION 1: In an appeal to the Superintendent or designee of a determination that district
residency requirements were not met, the Superintendent or designee shall review any evidence
provided by the parent/guardian or obtained during the district's investigation and shall make a
decision within 10 school days of receipt of the parent/guardian's request for the appeal. The
Superintendent's decision shall be final.

OPTION 2: In an appeal of the Superintendent's determination that district residency requirements
were not met, the Board shall review any evidence provided by the parent/guardian or obtained
during the district's investigation and shall make a decision at its next regularly scheduled meeting
following the parent/guardian's request for the appeal. The Board's decision shall be final.



BP 5111.1(c)

DISTRICT RESIDENCY (continued)

Enrollment Not Requiring District Residency

When approved by the Board and the appropriate agency, the district may enroll students from
other countries who are in the United States on an F-1 visa or are participating in an international
exchange program under the sponsorship of a government-approved agency.

(cf 5111.2 - Nonresident Foreign Students)
(cf- 6145.6 - International Exchange)

The district may enroll a nonresident student living in an adjoining state or foreign country in
accordance with Education Code 48050-48052.

District residency is not required for enrollment in a regional occupational center or program if
there are openings in the program or class. (Education Code 52317)

(cf 6178.2 - Regional Occupational Center/Program)

Legal Reference: (see next page)



BP 5111.1(d)

DISTRICT RESIDENCY (continued)

Legal Reference:
EDUCATION CODE
220 Prohibition of discrimination
35160.5 Intradistrict open enroliment
35351 Assignment of students to particular schools
46600-46611 Interdistrict attendance permits
48050-48054 Nonresidents
48200-48208 Compulsory education law, especially:
48204 Residency requirements
48204.1-48204.2 Evidence of residency
48300-48316 Student attendance alternatives, school district of choice program
48350-48361 Open Enrollment Act transfers
48852.7 Education of homeless students; immediate enrollment
48853.5 Education of foster youth; immediate enrollment
48980 Notifications at beginning of term
52317 Regional occupational program, admission of persons including nonresidents
FAMILY CODE
6550-6552 Caregivers
GOVERNMENT CODE
6205-6210 Confidentiality of residence for victims of domestic violence
CODE OF REGULATIONS, TITLE 5
432 Retention of student records
UNITED STATES CODE, TITLE 42
11431-11435 McKinney-Vento Homeless Assistance Act
COURT DECISIONS

Katz v. Los Gatos-Saratoga Joint Union High School District, (2004) 117 Cal. App.4th 47

Management Resources:
CSBA PUBLICATIONS
Legal Guidance on Providing All Children Equal Access to Education, Regardless of Immigration Status,
February 2017
Legal Guidance Regarding International Student Exchange Placement Organizations, April 2014
US. DEPARTMENT OF JUSTICE CIVIL RIGHTS DIVISION AND U.S. DEPARTMENT OF EDUCATION
OFFICE FOR CIVIL RIGHTS JOINT PUBLICATIONS
Fact Sheet: Information on the Rights of All Children to Enroll in School
Dear Colleague Letter: School Enrollment Procedures, May 8, 2014
WEB SITES
CSBA: http://www.csba.org
California Department of Education: http://www.cde.ca.gov
California Secretary of State, Safe at Home Program: http://www.sos.ca.gov/safeathome
U.S. Department of Education, Office for Civil Rights: http://www2.ed.gov/ocr
U.S. Department of Justice: http://www justice.gov

Policy CSBA MANUAL MAINTENANCE SERVICE
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Students BP 5113(a)

ABSENCES AND EXCUSES

The Governing Board believes that regular attendance plays an important role in student
achievement. The Board shall work with parents/guardians and students to ensure their compliance
with all state attendance laws and may use appropriate legal means to correct problems of chronic
absence or truancy.

(cf 5112.1 - Exemptions from Attendance)

(cf 5112.2 - Exclusions from Attendance)

(¢f 5113.1 - Chronic Absence and Truancy)

(cf 5121 - Grades/Evaluation of Student Achievement)
(cf 6154 - Homework/Makeup Work)

Absence from school shall be excused only for health reasons, family emergencies, and justifiable
personal reasons, as permitted by law, Board policy, and administrative regulation. (Education
Code 48205)

Student absence for religious instruction or participation in religious exercises away from school
property may be considered excused subject to law and administrative regulation. (Education
Code 46014)

Inasmuch as school attendance and class participation are integral to students' learning
experiences, parents/guardians and students shall be encouraged to schedule medical and other
appointments during non-school hours.

Students shall not be absent from school without their parents/guardians' knowledge or consent,
except in cases of medical emergency or, as authorized pursuant to Education Code 46010.1, for

a confidential medical appointment.

The Board shall, by resolution entered into its minutes, approve reasonable methods that may be
used to verify student absences due to illness or quarantine. (5 CCR 421)

Legal Reference: (see next page)



BP 5113(b)

ABSENCES AND EXCUSES (continued)

Legal Reference:
EDUCATION CODE
1740 Employment of personnel to supervise attendance (county superintendent)
37201 School month
37223 Weekend classes
41601 Reports of average daily attendance
42238-42250.1 Apportionments
46000 Records (attendance)
46010-46014 Absences
46100-46119 Attendance in kindergarten and elementary schools
46140-46147 Attendance in junior high and high schools
48200-48208 Children ages 6-18 (compulsory full-time attendance)
48210-48216 Exclusions from attendance
48240-48246 Supervisors of attendance
48260-48273 Truants
48292 Filing complaint against parent
48320-48324 School attendance review boards
48340-48341 Improvement of student attendance
48980 Parental notifications
49067 Unexcused absences as cause of failing grade
49701 Provisions of the interstate compact on educational opportunities for military children
ELECTIONS CODE
12302 Student participation on precinct boards
FAMILY CODE
6920-6929 Consent by minor for medical treatment
VEHICLE CODE
13202.7 Driving privileges; minors; suspension or delay for habitual truancy
WELFARE AND INSTITUTIONS CODE
601-601.4 Habitually truant minors
11253.5 Compulsory school attendance
CODE OF REGULATIONS, TITLE 5
306 Explanation of absence
420-421 Record of verification of absence due to illness and other causes
ATTORNEY GENERAL OPINIONS
87 Ops.Cal Atty.Gen. 168 (2004)
66 Ops.Cal Atty. Gen. 244 (1983)
COURT DECISIONS
American Academy of Pediatrics et al v. Lungren et al (1997) 16 Cal.4th 307

Management Resources:
CSBA PUBLICATIONS
Improving Student Achievement by Addressing Chronic Absence, Policy Brief, December 2010
WEB SITES
CSBA: http://'www.csba.org

Policy CSBA MANUAL MAINTENANCE SERVICE
adopted: March 2017






i —

2 R L et e lll..l._l 'I-I-—'I'

By A I.lJ L : "-l -
-l L g— a P ey s— _|- -r =

] L"I.#-*F-F:ll.".'.l"-l'li" = 1'r *I-- o -'I.h-ﬂ .

L h FE 1.._‘.. S -|_.|.._ -




Students AR 5113(a)

ABSENCES AND EXCUSES

Excused Absences

A student's absence shall be excused for any of the following reasons:

1. Personal illness (Education Code 48205)

2. Quarantine under the direction of a county or city health officer (Education Code 48205)

(cf 5112.2 - Exclusions from Attendance)

3. Medical, dental, optometrical, or chiropractic appointment (Education Code 48205)

4. Attendance at funeral services for a member of the immediate family, which shall be

limited to one day if the service is conducted in California or three days if the service is
conducted out of state (Education Code 48205)
Immediate family shall be defined as mother, father, grandmother, grandfather, spouse,
son/son-in-law, daughter/daughter-in-law, brother, sister, or any relative living in the
student's immediate household. (Education Code 45194, 48205)

Sl Jury duty in the manner provided by law (Education Code 48205)

6. The illness or medical appointment of a child to whom the student is the custodial parent
(Education Code 48205)

(¢f. 5146 - Married/Pregnant/Parenting Students)

T Upon advance written request by the parent/guardian and the approval of the principal or
designee, justifiable personal reasons including, but not limited to: (Education Code
48205)

a. Appearance in court

b. Attendance at a funeral service

(o8 Observation of a holiday or ceremony of his/her religion

d. Attendance at religious retreats for no more than four hours per semester

e. Attendance at an employment conference

i Attendance at an educational conference offered by a nonprofit organization on the

legislative or judicial process



AR 5113(b)
ABSENCES AND EXCUSES (continued)

8. Service as a member of a precinct board for an election pursuant to Elections Code 12302
(Education Code 48205)

(cf. 6142.3 - Civic Education)

9 To spend time with an immediate family member who is an active duty member of the
uniformed services, as defined in Education Code 49701, and has been called to duty for
deployment to a combat zone or a combat support position or is on leave from or has
immediately returned from such deployment (Education Code 48205)

(¢f. 6173.2 - Education of Children of Military Families)

10.  To attend his/her naturalization ceremony to become a United States citizen. (Education
Code 48205)

11.  Participation in religious exercises or to receive moral and religious instruction in
accordance with district policy, subject to the following conditions: (Education Code
46014)

a. The student's parent/guardian shall provide written consent for the absence.
b. The student shall attend at least the minimum school day.

C. The student shall be excused from school for this purpose on no more than four
days per school month.

(cf 6141.2 - Recognition of Religious Beliefs and Customs)

Method of Verification

When a student who has been absent returns to school, he/she shall present a satisfactory
explanation verifying the reason for the absence. Absences shall be verified by the student's
parent/guardian, other person having control of the minor, or the student if age 18 or older.
(Education Code 46012; 5 CCR 306)

The following methods may be used to verify student absences:

1. Written note, fax, email, or voice mail from parent/guardian or parent representative.

2. Conversation, in person or by telephone, between the verifying employee and the student's
parent/guardian or parent representative. The employee shall subsequently record the
following:



AR 5113(c)

ABSENCES AND EXCUSES (continued)

a. Name of student
b. Name of parent/guardian or parent representative
c. Name of verifying employee

d. Date(s) of absence
e. Reason for absence

Visit to the student's home by the verifying employee, or any other reasonable method
which establishes the fact that the student was absent for the reasons stated. The employee
shall document the verification and include the information specified in item #2 above.

Physician's verification.

a. When excusing students for confidential medical services or verifying such
appointments, district staff shall not ask the purpose of such appointments but may
request a note from the medical office to confirm the time of the appointment.

b. If a student shows a pattern of chronic absenteeism due to illness, district staff may
require physician verification of any further student absences.

Parental Notifications

At the beginning of each school year, the Superintendent or designee shall:

1.

Notify parents/guardians of the right to excuse a student from school in order to participate
in religious exercises or to receive moral and religious instruction at their places of worship,
or at other suitable places away from school property designated by a religious group,
church, or denomination (Education Code 46014, 48980)

Notify students in grades 7-12 and the parents/guardians of all students that school
authorities may excuse any student from school to obtain confidential medical services
without the consent of the student's parent/guardian (Education Code 46010.1)

Notify parents/guardians that a student shall not have his/her grade reduced or lose
academic credit for any excused absence if missed assignments and tests that can
reasonably be provided are satisfactorily completed within a reasonable period of time, and
include the full text of Education Code 48205 in the notice (Education Code 48980)



AR 5113(d)

ABSENCES AND EXCUSES (continued)

(¢f. 5121 - Grades/Evaluation of Student Achievement)
(¢f. 5145.6 - Parental Notifications)
(cf. 6154 - Homework/Makeup Work)

Regulation CSBA MANUAL MAINTENANCE SERVICE
approved: March 2017
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Students BP 5141.52(a)

SUICIDE PREVENTION

The Governing Board recognizes that suicide is a leading cause of death among youth and that
school personnel who regularly interact with students are often in a position to recognize the
warning signs of suicide and to offer appropriate referral and/or assistance. To attempt to reduce
suicidal behavior and its impact on students and families, the Superintendent or designee shall
develop measures and strategies for suicide prevention, intervention, and postvention.

In developing measures and strategies for use by the district, the Superintendent or designee may
consult with school health professionals, school counselors, school psychologists, school social
workers, administrators, other staff, parents/guardians, students, local health agencies, mental
health professionals, and community organizations.

(cf 1020 - Youth Services)
(cf 1220 - Citizen Advisory Committees)
(cf. 1400 - Relations Between Other Governmental Agencies and the Schools)

Such measures and strategies shall include, but are not limited to:

L Staff development on suicide awareness and prevention for teachers, school counselors,
and other district employees who interact with students in the secondary grades

(¢f- 4131 - Staff Development)
(cf 4231 - Staff Development)
(cf. 4331 - Staff Development)

2. Instruction to students in problem-solving and coping skills to promote students' mental,
emotional, and social health and well-being, as well as instruction in recognizing and
appropriately responding to warning signs of suicidal intent in others

(cf. 6142.8 - Comprehensive Health Education)

3. Methods for promoting a positive school climate that enhances students' feelings of
connectedness with the school and that is characterized by caring staff and harmonious
interrelationships among students

(cf. 5131 - Conduct)

(¢f 5131.2 - Bullying)

(cf: 5137 - Positive School Climate)

(cf. 5145.3 - Nondiscrimination/Harassment)
(cf- 5145.7 - Sexual Harassment)

(cf 5145.9 - Hate-Motivated Behavior)



BP 5141.52(b)

SUICIDE PREVENTION (continued)

4, The provision of information to parents/guardians regarding risk factors and warning signs
of suicide, the severity of the youth suicide problem, the district's suicide prevention
curriculum, basic steps for helping suicidal youth, and/or school and community resources
that can help youth in crisis

5. Encouragement for students to notify appropriate school personnel or other adults when
they are experiencing thoughts of suicide or when they suspect or have knowledge of
another student's suicidal intentions

6. Crisis intervention procedures for addressing suicide threats or attempts

7 Counseling and other postvention strategies for helping students, staff, and others cope in
the aftermath of a student's suicide

As appropriate, these measures and strategies shall specifically address the needs of students who
are at high risk of suicide, including, but not limited to, students who are bereaved by suicide;
students with disabilities, mental illness, or substance use disorders; students who are experiencing
homelessness or who are in out-of-home settings such as foster care; and students who are lesbian,
gay, bisexual, transgender, or questioning youth. (Education Code 215)

Legal Reference: (see next page)



BP 5141.52(c)

SUICIDE PREVENTION (continued)

Legal Reference:
EDUCATION CODE
215 Student suicide prevention policies
32280-32289 Comprehensive safety plan
49060-49079 Student records
49602 Confidentiality of student information
49604 Suicide prevention training for school counselors
GOVERNMENT CODE
810-996.6 Government Claims Act
PENAL CODE
11164-11174.3 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
5698 Emotionally disturbed youth; legislative intent
5850-5883 Mental Health Services Act
COURT DECISIONS
Corales v. Bennett (Ontario-Montclair School District), (2009) 567 F.3d 554

Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
Health Education Content Standards for California Public Schools, Kindergarten Through Grade Twelve,
2008
Health Framework for California Public Schools, Kindergarten Through Grade Twelve, 2003
CENTERS FOR DISEASE CONTROL AND PREVENTION PUBLICATIONS
School Connectedness: Strategies for Increasing Protective Factors Among Youth, 2009
NATIONAL ASSOCIATION OF SCHOOL PSYCHOLOGISTS PUBLICATIONS
Preventing Suicide, Guidelines for Administrators and Crisis Teams, 2015
US. DEPARTMENT QF HEALTH AND HUMAN SERVICES PUBLICATIONS
Preventing Suicide: A Toolkit for High Schools, 2012
National Strategy for Suicide Prevention: Goals and Objectives for Action, rev. 2012
WEB SITES
American Association of Suicidology: http://www.suicidology.org
American Foundation for Suicide Prevention: http://afsp.org
American Psychological Association: http://www.apa.org
American School Counselor Association: http://www.schoolcounselor.org
California Department of Education, Mental Health: htip://www.cde.ca.gov/ls/cg/mh
California Department of Health Care Services, Suicide Prevention Program:
http:/fwww.dhcs. ca.gov/services/MH/Pages/SuicidePrevention.aspx
Centers for Disease Control and Prevention, Mental Health: htip://www.cdc.gov/mentalhealth
National Association of School Psychologists: http://'www.nasponline.org
National Institute for Mental Health: http://www.nimh.nih.gov
Trevor Project: hittp://thetrevorproject.org
U.S. Department of Health and Human Services, Substance Abuse and Mental Health Services
Administration: http://www.samhsa.gov

Policy CSBA MANUAL MAINTENANCE SERVICE
adopted: March 2017






