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Introduction

Welcome! As an employee of Farmersville Unified School District (FUSD),
you are an important member of a team effort. We hope that you will find your
position with FUSD rewarding, challenging, and productive.

Because our success depends upon the dedication of our employees, we are
highly selective in choosing new members of our team. We look to you and
other employees to contribute to the success of FUSD.

This Handbook contains a brief summary of some of the rules and regulations
related to your employment, as well as other information you should find help-
ful. As an employee you are encouraged to refer to the District website and to
the California School Boards Association (GAMUT) website to review actual
policies and procedures. Written employment contracts between FUSD and
some individuals and/or collective bargaining agreements may supersede
some of the provisions of this Handbook.

We hope you will find this handbook a useful tool as a quick reference guide
in seeking answers to employment questions you may have. Employees are
en-couraged to keep information on matters of rules and policies by
maintaining this handbook in up-to-date condition.

Please contact the Human Resources Department at (559) 592-2010 for more
information.

Thank you,

Thelma Maldonado
Human Resources Coordinator

Farmersville Unified School District does not discriminate on the basis of a person’s actual or perceived
characteristics of race, religion, color, national origin, ancestry, age, marital status, pregnancy, disability (physical or
mental disability), medical condition, genetic information, political affiliation, veteran status, gender, gender identity,
gender expression, sex (including sexual harassment), sexual orientation or any other basis protected by federal,
state, or local law, ordinance, or regulation, in its educational program(s), activities, or employment, as provides equal
access to designated youth groups.

Farmersville Unified School District complies with the American Disabilities Act. Persons with a disability who may
need some accommodation in the hiring process should contact our Human Resource office.

The Title IX Coordinator (Assistant Superintendent) and Title Il / 504 Coordinator (Director of Special Education) are
designated to handle questions and complaints of alleged discrimination and can be contacted at 571 E. Citrus,

Farmersville, CA 93223, (559) 592-2010, contact fusd@farmersville.net.
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DISTRICT AND EMPLOYEE INFORMATION
Schools

The District covers approximately four square miles and has a current K-12
enrollment of approximately 2,484. Farmersville is a single unified school dis-
trict and in fall of 1998 opened the doors to the first high school. Farmersville
High School (home of the Aztecs). The high school operates a 9-12th grade
comprehensive program with 716 students. J.E. Hester Elementary School is
a K-1st grade school with 381 students. Hester School is a site with two tran-
sitional kindergarten classes, an extended day Kindergarten program and a
Special Ed. Preschool; Snowden School is a 2-3rd grade site with 370 stu-
dents.

Freedom Elementary School is a site with 4-6th grades with 557 students.
Farmersville Junior High School is 7-8th grades with 396 students. Deep
Creek Academy Alternative Education and Independent Studies program with
64 students. There are 3 county-operated programs on FUSD sites: pre-
school, community school, and special ed. All sites offer after-school pro-
grams until 6:00 p.m.

School Calendar (Appendix A-1)

Refer to FUSD website for the most up-to-date calendar and bell schedules.

TB Testing

All new employees of the school must submit written proof from a physician of
an examination for tuberculosis (TB) within the last sixty (60) days showing
that they are free of active TB. The examination for tuberculosis consists of an
approved TB test, which, if positive, will be followed by an x-ray of the lungs.
All employees will be required to undergo a TB Risk Assessment at least once
every four (4) years. Volunteers may be required to undergo a TB examina-
tion as necessary. TB examination is a condition of initial employment with the
School and the cost of the exam will be borne by the applicant.

Identification Badqges

All employees must clearly display their Farmersville Unified School District
issued identification badge whenever they are on school property or engage in
school related activities. Employees must report the loss or theft of their iden-
tification badge to the Human Resources Department immediately.




Probationary Period

Classified Employees: A classified employee, upon appointment to a regular
position, must serve a one-year probationary period. During this time, you will
be evaluated by your immediate supervisor on a performance appraisal form.
A recommendation will be made during or before the end of your probationary
period regarding suitability for permanent employee status.

Certificated Employees: A certificated employee, upon appointment to a regu-
lar contract position, must serve a two-year probationary period. During this
time, you will be evaluated by your immediate supervisor on a performance
appraisal each year.

Pay Day

The pay period is a month long, and depending on how many months you
work you could possibly receive twelve pay periods in a year. Ordinarily you
will be paid at the end of every month. If the end of the month falls on a week-
end or a holiday, you will be paid on the preceding business day. Employees
in a regular position working additional hours (overtime, etc.), will receive that
pay in a separate check on the 15th of each month as long as time sheets are
submitted on the last working day of the month. Automatic deposit to any
bank or credit union is available upon completion of proper paperwork with the
payroll department.

Personnel File

Every employee has a personnel file maintained in the Human Resources De-
partment. All personnel records are considered confidential. This file contains
pre-employment information, authorizations for work, performance evaluations,
and other information related to your employment.

An employee is permitted to inspect materials in his/her personnel file upon
request for appointment with the Personnel Services Department.

Absence Procedures (Appendix B-1)

Attendance is part of performance, and employees are required to be at work,
on time. Employees who will be late to work or absent should create an ab-
sence by using the online service http://www.aesoponline.com.




Dress Guidelines (Appendix C-1)

The Governing board believes that since its employees serve as role models for the
District, they should maintain professional standards of dress and grooming. Just as
overall attitude and instructional competency contribute to a productive learning envi-
ronment, so do appropriate dress and grooming.

The Board encourages staff during school hours to wear clothing that demonstrates
their high regard for education and presents an image consistent with their job re-
sponsibilities.

Change of Name or Address

Employees must inform Human Resources immediately of any change in name, ad-
dress or telephone number, so that employee records are current and accurate. Fail-
ure to do so may cause pay warrants and income tax statements to be delayed. Prior
to turning in a name change, you must obtain a new Social Security Card showing the
new name. You must also keep your emergency contact and beneficiary designation
information up-to-date.

Employee Organizations
Most employees are represented by exclusive bargaining representatives in matters

related to wages, hours, and other terms and conditions of employment.

A confidential employee is an employee who, in the regular course of his/her duties,
has access to his/her employer’s employer-employee relations. A confidential em-
ployee is required to develop or present management positions with respect to em-
ployer-employee relations or whose duties normally require access to confidential in-
formation that is used to significantly contribute to the development or presentation of
management positions.

CSEA

The California School Employees Association, Chapter 518, is the current, recognized
exclusive representative of the classified employees in their relations with the Board
of Education/District, the public school employer. Bargaining unit members are sub-
ject to all the provisions of the collective bargaining contract negotiated between the
District and CSEA and pay regular dues. These provisions have priority over any
conflicting statement in this handbook.

FTA

The Farmersville Teachers Association is the current, exclusively recognized repre-
sentative of the certificated employees in their relations with the Board of Education/
District, the public school employer. Bargaining unit members are subject to all the
provisions of the collective bargaining contract negotiated between the District and
FTA and pay regular dues.




EMPLOYEE BENEFITS

Holidays
The District agrees to provide classified employees the following holidays:

New Year’'s Day
Martin Luther King’s Holiday
Lincoln’s Birthday
Washington’s Birthday
Good Friday (12-Month Employees Working 261 Days Only)
Memorial Day
Juneteenth
Independence Day
Labor Day
Veteran’s Day
Thanksgiving Day
Thanksgiving (Friday)
Christmas Eve
Christmas Day
New Year’'s Eve

Leave of Absence (Appendix D-1)

Employees have a variety of leave available to them. Most leave requires ad-
vance notice and completion and submission of any official form to the imme-
diate supervisor for approval. In certain instances your supervisor or the Hu-

man Resources Department may ask you for additional written verification be-
fore or after you leave.

It is the employee’s responsibility to report to work and/or contact the District at
the conclusion of the approved leave.

Family and Medical Leave Act (FMLA) (Appendix D-2)

The Family and Medical Leave Act (FMLA) and the California Family Rights
Act (CAFRA) guarantee employees, under certain circumstances, up to 12
weeks of unpaid leave during a 12-month period. If you are in need of FMLA,
CFRA, or any other leave, please email Human Resources to schedule an ap-
pointment to discus your individual situation and options.

Personal lliness/Injury (Appendix D-4)

Sick leave is the authorized absence from duty of an employee because of ill-
ness or injury, exposure to contagious disease, or dental or medical appoint-
ment. Disabilities arising out of pregnancy and childbirth are treated the same
as other sick leave disabilities.




EMPLOYEE BENEFITS

Discretionary Day

Three discretionary days are available to regular and probationary employees
who are eligible to earn paid leave. Discretionary days may only be taken up-
on request of the employee with the approval of his/her supervisor. As with all
leaves, the supervisor and/or department may require reasonable advance no-
tice of the request. This leave is taken from your sick leave accrual.

Leave of Absence Without Pay

All permanent employees may request a leave of absence in accordance with
the collective bargaining agreements. The District considers the merit of each
request and the impact on the District before it approves or denies the leave
request.

Fringe Benefits (Appendix E-1)

Farmersville Unified School District takes pride in offering a benefit program
that provides flexibility for the diverse and changing needs of our employees.
The school district offers employees and their families several choices of ben-
efit plans. You may choose the option that best meets your needs. Health,
dental and vision plans, prescriptions as well as life insurance are available for
all regular and probationary employees.

Employee Assistance Program-Avante Behavioral Health (Appendix E-2)

This program provides limited free, confidential, professional assistance to
Farmersville Unified School District employees and their families to help re-
solve problems that affect their personal lives and/or job performance at no
additional cost. The Employee Assistance Program is administered by An-
them Blue Cross. If you have questions or need assistance please feel free to
call (559) 261-9060 or go to www.avanthealth.com.

American Fidelity (Appendix E-3)

American Fidelity offers employees carefully designed plans to fit different life-
styles and needs. Along with other plans the Section 125 Plan allows you to
deduct needed benefits from your gross earnings before taxes are computed.
This plan is available to Farmersville Unified School District Employees at no
additional cost.

A representative from American Fidelity visits each school site annually in late
fall. You can call (866) 504-0010 for additional information.




EMPLOYEE BENEFITS

Worker’s Compensation (Appendix F-1)

Farmersville Unified School District employees are covered in accordance with
the Workers’ Compensation Insurance Laws of the State of California. An inju-
ry or illness is covered if arising out of, and in the course of employment. Cov-
erage begins from the time the employee is on the job and continues anytime
the employee is working. Employees must report injuries to their supervisor
immediately. Benefits may include medical care, temporary disability benefits,
permanent disability benefits, and death benefits. If you wish to be treated by
your personal physician for an on-the-job injury, you are required to have first
completed a Pre-Designation form.

FUSD uses Company Nurse Injury Hotline to help determine the most effec-
tive course of action after an injury and assists in coordinating the initial treat-
ment, if necessary. In case of injury, call 1-877-518-6702.

Public Employees Retirement System (CalPERS)

The Farmersville Unified School District participates in CalPERS (California
Public Employees Retirement System) as a retirement plan for its Classified
staff.

CalPERS is a defined benefit plan. Employees whose work week is 20 hours
or more are automatically enrolled in the plan and make a tax-deferred contri-
butions through payroll deductions. Contributions (deducted from your
paycheck) and/or those that are paid by the District will be recorded in your
account and accumulate interest.

The pension benefit amount is derived by a combination of the number of
years worked in CalPERS covered employment, the employee’s age at retire-
ment, and the employee’s highest compensation year. Minimum retirement
eligibility is age 50 with 5 years of CalPERS qualifying service.

Employees who leave service with the District and are not eligible to retire can
consult with CalPERS to transfer their contributions into other, eligible tax-
deferred options, or withdraw the funds after paying the taxes and a penalty for
early withdrawal.

State Teachers’ Retirement System (CalSTRS)

CalSTRS is a required deduction for certificated employees who work full-time
and is an option for employees who work part-time or as a substitute. Alt-
hough CalSTRS is called a retirement system, it also offers disability and
death benefits. As a certificated employee, you become a member on the first
day of the pay period and the money you contribute earns interest and may be
withdrawn (with substantial penalty) when you leave school employment prior
to retirement.




PERSONNEL POLICIES & PROCEDURES

Non-Discrimination Statement (Appendix G-1)

The Farmersville Unified School District is committed to providing a working
and learning environment that is free from discrimination and harassment.

All Farmersville Unified School District employees are expected to behave in a
manner which maintains a working environment free of harassment. Harass-
ment can be unwelcome or abusive behavior towards a student or employee
that creates a hostile or offensive environment. Sexual harassment, or any
other form of illegal harassment committed by supervisors or any employee at
any level will not be tolerated by the District and will be subject to disciplinary
action, including reprimand, job transfer, suspension, and/or termination. Pro-
hibited harassment can also be from a student, parent, or persons having any
business with the District.

For employees, any inquiries regarding the District’'s nondiscrimination policy
or the filing of discrimination/harassment complaints may be directed to:

Sergio Chavez, Ed.D., Superintendent
Farmersville Unified School District
571 E. Citrus

Farmersville, CA 93223

Telephone: (559) 592-2010
schavez@farmersville.k12.ca.us

Code of Ethics Policy (Appendix H-1)

The Code of Ethics provides District employees, consultants, and contractors
with a common set of expectations about ethical behavior and performance.

It is critical that all of the District’'s employees strive for excellence in the public
service that they provide. Consequently, as an employee of the District, you
are expected to conduct yourself fairly, honestly, and with the highest integrity.
This means treating students, co-workers, parents, and all of your other mem-
bers with respect and in a manner that is exactly the way that you want to be
treated. Additionally, this means being respectful of the District’s resources
and property. Recognizing that each of us plays a critical role in students suc-
cess, striving for excellence is not only a responsibility that all District employ-
ees share, but a personal commitment.




PERSONNEL POLICIES & PROCEDURES

Whistleblower Protection Policy

The policy protects District employees who make allegations of improper gov-
ernmental activities from retaliation or reprisal from the District. You may
download the Whistleblower Protection Policy via the California State Attorney
General’s website. For more information, contact the California State Attorney
General’s Whistleblower Hotline at (800) 952-5225.

Drug & Alcohol-Free Workplace Policy (Appendix H-2)

The federal government adopted various anti-drug regulations that require em-
ployers, including school districts, to take certain measures to ensure that the
workplace is free from illicit drugs and alcohol. These regulations are included
in the Drug-free Workplace Act which took effect in 1989, and the Drug-free
Schools and Communities Act Amendments which became effective in 1990.

Tobacco-Free Workplace Policy (Appendix H-3)

In accordance with California Assembly Bill 816 (1994 ), and the No Child Left
Behind (NCLB) Act, the District implemented the Tobacco-Free Workplace pol-
icy. Smoking and the use of tobacco products shall be prohibited on all District
property including District-owned, leased, or contracted buildings, and in Dis-
trict vehicles at all times, by all persons, including employees, students, and
visitors at any school or District site or attending any school-sponsored events.

Sexual Harassment Policy (Appendix H-4)

The Farmersville Unified School District is committed to maintaining a working
and learning environment that is free from sexual harassment. Sexual harass-
ment of or by employees or students is a form of gender discrimination in that
it constitutes differential treatment on the basis of sex, sexual orientation, or
gender, and for that reason is a violation of State and federal laws and this pol-

icy.
Child Abuse Reporting Policy (Appendix H-5)

On September 29, 2014, Governor Brown signed Assembly Bill 1432. This
new law, effective January 1, 2015, requires all employees to be trained in
child abuse detection and mandatory reporting obligations under the Child
Abuse and Neglect Reporting Act (“CANRA”). New employees must complete
the training and provide proof within 6 weeks of employment.




PERSONNEL POLICIES & PROCEDURES
Fingerprinting (Appendix H-6)

All employees of the Farmersville Unified School District are fingerprinted and
the prints are transmitted to the California Department of Justice and the Fed-
eral Bureau of Investigation for a criminal conviction record check. No employ-
ee can perform any of the duties of his/her position until this processing has
been completed and it is determined that there is no criminal conviction that
would prohibit the employee from working with students and staff.

Volunteers

FUSD is grateful for the support provided by parent and community volunteers.
If parents or community members are interested in volunteering on campus,
they are encouraged to contact the School administration.

Teachers are required to notify the school of any volunteers present in their
classes, school activities, or athletic programs. All volunteers that have regu-
lar contact with FUSD students must be cleared by the Human Resources de-
partment prior to serving. Mandatory Background Check forms may be ob-
tained from the school office.

After a volunteer has been cleared by the Human Resources Department, he/
she must continue to sign in and out when present on campus or at school
functions.

Technology and Information Security (Appendix I-1)

The District must verify that each employee using the computer network and
Internet access has signed an Acceptable Use Policy. The signed agreement
remains in effect until revoked, or the employee loses the privilege of using the
District’s network due to violation of the information technology security policy,
or is no longer a District employee. Employees and other users are required
to follow the Internet & User Obligations Policy. Access is provided primarily
for education and District business. By using the network, users have
agreed to the Policy. If a user is uncertain about whether a particular use is
acceptable or appropriate, he or she should consult a supervisor or other ap-
propriate District Personnel.

You will be held responsible for all content on and use of your user identifica-
tions and passwords. Keep your passwords safe and keep them confidential.
If you believe the confidentiality of your passwords has been compromised,
please contact the Technology Department immediately to reset the password.




PERSONNEL POLICIES & PROCEDURES

Complaint Procedures (Appendix J-1)

The District recognizes the need for a process to allow employees, job appli-
cants, and all other stakeholders to have their concerns heard in an expedi-
tious and unbiased manner. The District expects that employees will make
every effort to resolve complaints and disagreements informally before filing a
formal complaint. The District expressly prohibits retaliation of any kind
against complainants. All efforts will be made to keep a complainant’s identity
confidential, except to the extent necessary to investigate the complaints and
to ensure compliance with the law. All complaints are to be directed to:

Sergio Chavez, Ed.D., Superintendent
571 E. Citrus

Farmersville, CA 93247

(559) 592-2010
schavez@farmersville.k12.ca.us

Uniform Complaint Procedures (Appendix J-2, J-3)

The District shall follow uniform complaint procedures when addressing com-
plaints alleging unlawful discrimination based on ethnic group identification,
religion, age, sex, sexual orientation, gender, color, race, ancestry, national
origin, physical or mental disability in any program or activity that receives or
benefits from state financial assistance. The District shall also follow uniform
complaint procedures when addressing complaints alleging failure to comply
with state or federal law, categorical aid programs, migrant education, voca-
tional education, child care and development programs, child nutrition pro-
grams and special education programs.

Complaint forms can be obtained at all District school site offices, the District
office or can be downloaded from the school district’s website at
www.farmersville.k12.ca.us .

10



PERSONNEL POLICIES & PROCEDURES

Williams Uniform Complaint Procedures (Appendix J-4, J-5, J-6)

The District shall use uniform complaint procedures to address William’s com-
plaints regarding insufficiency of instructional materials, emergency or urgent
facilities conditions that pose a threat to the health and safety of pupils or staff,
and/or teacher vacancy or misassignment issues. Complaint forms can be ob-
tained at all District school site offices, the District office or can be downloaded
from the school district’s website at www.farmersville.k12.ca.us .

11



DISTRICT INFORMATION

Travel/Conferences (Appendix K-1)

A conference request form is to be completed for all conferences and in-
service travel. Attach the conference registration information to the confer-
ence request form. The conference request form and supporting documenta-
tion should be attached to the Statement of Claim form and submitted immedi-
ately upon return to work. Conference travel reimbursement will not be ap-
proved without the approved conference request form.

Field Trips: Students (Appendix K-3, K-4, K-5, K-6)

The Board recognizes that school-sponsored trips are an important component
of a student’s development and supplement and enrich the classroom learning
experience. School-sponsored trips may be conducted in connection with the
district’s course of study or school-related social, educational, cultural, athletic,
school band activities, or other extra-curricular or co-curricular activities.

Property Loss or Damage (Appendix L-1)

The Board desires to create a safe and secure learning environment and to
minimize acts of vandalism and damage to school property. To discourage
such acts, the district shall seek reimbursement of damages, within the limita-
tions specified in law, from any individual, or from the parent/guardian of any
minor, who has committed theft or has willfully damaged district or employee
property.

Injury/lliness Prevention Program & Safety Policy (Appendix P-1)

Farmersville Unified School District’s policy expects employees to use safe
work practices and report and correct any unsafe conditions. When an em-
ployee begins to work here, that employee has a right to expect a safe place in
which to work and to be provided with the proper machines, tools and equip-
ment to do the job safely.

Fraud Prevention

The District’s accounting system shall fully comply with the definitions instruc-
tions and procedures set forth in the California Department of Education
School Accounting Manual (Education Code: 41010)

12



DISTRICT INFORMATION

Foggy Day Schedule (Appendix M-1)

Farmersville Unified School District has established a Foggy Day Schedule.
When fog season arrives, watch scrolling updates on local television channels.

Confidentiality

Protection of confidential information is essential at Farmersville Unified
School District. As a condition of employment, employees have a duty not to
disclose any information given to them in confidence by the District during or
after the term of their employment. We consider information concerning the
school system, its personnel, its students and their families to be confidential
and restricted. Employees have an obligation to maintain the confidentiality of
any such information and to use it only in the course of employment.

Salary Advancement (Appendix N-1, N-2)

Certificated Employees are to complete a Request for Course Approval form in
order for the Personnel Services Department to track units for salary advance-
ment.

13



FARMERSVILLE UNIFIED SCHOOL DISTRICT

Employee Handbook &
Annual Notification
N~ Acknowledgement

Employee Name:

| hereby acknowledge that it is my responsibility to access the Farmersville
Unified School District’'s Employee Handbook online.

My signature below indicates that | agree to read the Handbook and abide
by the standards, policies and procedures defined or referenced in this docu-
ment. Below is a list of the important annual information you will find includ-
ed in the handbook. The Employee Handbook can be located on the Dis-
trict’'s website by going to www.farmersville.k12.ca.us.

Please return this form to Makayla Jones, District Office.

Sexual Harassment Board Policy

Child Abuse Reporting Board Policy
Non-Discrimination of Employment Board Policy
Internet and Email User Obligations

Uniform Complaint Board Policy

Williams Classroom Policy & Posting
Tobacco-Free Schools Policy

Drug and Alcohol Free Workplace Policy

Signature Date




FARMERSVILLE UNIFIED SCHOOL DISTRICT

NOTES FOR QUESTIONS
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Absence Reporting Procedures

Farmersville Unified School District utilizes Frontline Absence Management System (formerly Aesop) to manage absences and
substitute placement. It is the employee’s responsibility to ensure absences are input into the system. Please ensure that you
always keep your phone number and email address up to date, so that you do not miss any important information.

The following are important procedures that will assist us in providing efficient and accurate service for our employees.

An absence exists when an employee is not physically present at their work site/station during their normal work schedule for any
length of time and for any reason.

All employees are required to report all absences at least one hour prior to the start of their work schedule.

1. If you need to be absent from work for any reason, you must record the absence into the absence system. MOT,
Technology, and Food Service departments must notify their supervisor as well as input the absence into Aesop. All
employees are required to report their any absence, even if you do not require a substitute.

For absences that require pre-approval, follow the same process as above. 24-48 hours advance notice is required for
these absences.

2. You may report your absence using the Absence Management system online via the internet at www.aesoponline.com
using this system requires your username and password or by calling the toll-free number at 1-800-942-3767, this requires
using your personal cell phone number including area code and designated PIN number.

3. Certificated Employees: If you need to leave work during the workday for illness or an emergency, you must record the
absence on a sign out sheet located in the office of the school you are assigned to. Upon return to your assigned work
site/station, employees are again required to record the absence on a sign in sheet.

Classified Employees: If you need to leave work during the workday for illness or an emergency, you must notify your
supervisor before leaving your site AND record the absence on a sign out sheet located in the office of the school you are
assigned to. Upon return to their work site/station, employees are again required to notify their supervisor AND record
the absence on a sign in sheet.

District Office Staff: If you need to leave work during the workday for illness or an emergency, you must notify your
supervisor before leaving AND record the absence on a sign out sheet located in the office. Upon return to their work
site/station, employees are again required to notify their supervisor AND record the absence on a sign in sheet.

4, You are responsible for reviewing your absences prior to the last day of the month to ensure that the
information is correct in the system. Leaves will be deducted into the payroll system based on the
information you input into the Absence Management System.

Absences cannot be modified by the employee after they occur. If you need to make a change to your
absence and it is after the absence has occurred, you must notify the Site Secretary (District Office Staff
must notify Thelma Maldonado).

If you need to submit doctor’s notes, jury summons, and other documents, you may upload these onto
the Absence Management System. These notes must be submitted the first day back to work.

5. All requests for long-term or unpaid leave of absence (including family medical leave requests) must be
pre-approved by the Board. Please notify the Human Resource Department with advance notice, prior
to the leave.

AESOP QUESTIONS/REQUESTS, PLEASE EMAIL AESOP@FARMERSVILLE.K12.CA.US




Absence Reporting Reasons

Absence Reason

Sick Leave Employees are granted sick leave when they are to be absent from regular duty because of an accident or illness.
Employee’s personal injury, iliness, or pregnancy
Medical or dental appointments of an employee; 24-hours advance approval unless emergency

Personal Necessity Leave A reason must be noted in the absence reason NOTES TO THE ADMIN
(Deducted from Sick Leave balance) . Injury or illness of an immediate family member!
Death or serious illness of immediate family member that exceed Bereavement Leave
Attend a funeral for a friend or family member.
Accident involving the employee’s person or property, or the person or property of a member of his/her immediate
family.
Appearance in any court. Verification must be submitted to HR.
Enrolling his/her child in a school or with childcare provider’s activities or addressing his/her child’s school or childcare
provider’s emergency (limit 40 hours per year and not more than 8 hours per month).
Requires 24-hours advance approval, Verifications must be submitted to HR.

Vacation Classified bargaining unit employees that work 12-months/261 days earn vacation in accordance with the CBA.

Discretionary Day Employees may use 3 Discretionary Days, which are deducted from Sick Leave without providing a reason.
Discretionary Days are not accumulated from year-to-year.

No more than 2 employees per day per school site or department.

72-hours advance approval required.

School Business Employees are required to indicate meeting information and location.

Workers’ Comp : It is the employee’s responsibility to communicate with HR regarding restrictions, so that HR can arrange possible
accommodations.

This leave must be approved by Workers’ Comp before selecting this option.

Notes from the treating physician must be submitted to HR as soon as one is received by the treating physician.

Sick Leave > Sub Deduct Certificated Employees Only:  Bargaining Unit Members may use 2-days (deducted from sick leave) without reason.
Bargaining Unit Member agrees to reimburse the District the cost of the substitute.

Bereavement Bereavement is 3-days in State; 5-days out of State.
Employees are required to indicate the relationship*
Employees are required to indicate in State or out of State.

Jury Duty An employee called for Jury Duty Leave who is are required to report for jury service shall submit a request for leave
accompanied by the official court document to HR

Association Leave Employees are to indicate a reason and/or notify HR.

Other/Possible Dock . Employees are required to indicate a reason and/or notify HR.
When checking this, salary may be docked.

Non-Duty Day Calendared Employees Only. Must be input for any Non-Duty Workdays.
Floating Holiday Classified (12-month/261-day Employees): Will use this option during a leap year.
Out of Sick Leave-50% Dock Bargaining Unit Members will use this option when out of sick leave for baby-bonding leave.

Out of Sick Leave-Sub Deduct Bargaining Unit Members will use this option when out of sick leave. REFER TO SICK LEAVE ABOVE.

Out of Sick Leave-Pers Nec Bargaining Unit Members will use this option when out of sick leave. REFER TO PERSONAL NECESSITY LEAVE ABOVE.

Classified Bargaining Unit Members:
1. Injury or lliness” Immediate Family Member” Definition: In relation to Sick Leave, “immediate family member” includes any of the following:
a. Employee’s child, including biological, adopted, or foster child, stepchild, legal ward, or a child to whom the employee stands in loco parentis
b. Employee’s spouse or registered domestic partner
c. Employee’s parent or the parent of the employee’s spouse or registered domestic partner, including biological, adoptive, or foster parent, stepparent, or legal
guarding, or a person who stood in loco parentis when the employee was a minor child.
d. Sibling
e. Grandparent

Certificated Bargaining Unit Members

Immediate Family” means the mother, father, grandmother, grandfather, or grandchild of the Bargaining Unit Member, or of the spouse of the Bargaining Unit
Member and the spouse, son, son-in-law, daughter, daughter-in-law, brother or sister of the Bargaining Unit Member or other relative(s) residing in the Bargaining Unit
Member’s immediate household. Immediate Family applies to leaves only.

2. Bereavement” Immediate Family” means mother, father, grandmother, grandfather or grandchild of the employee or the spouse of the employee, and the spouse,
son, son-in-law, daughter, daughter-in-law, brother, brother-in-law, sister, sister-in-law, or foster-child when the employee has legal guardianship, of the employee, or
any relative living in the immediate household of the employee.



Aesop

We have a new absence reporting and substitute locator system called Aesop. Aesop's automated system
will simplify and streamline the process of recording and managing absences and finding substitutes.
The Aesop system is available 24 hours a day, 7 days a week and can be accessed via internet and phone.

e By internet login: https://www.aesoponline.com

e On mobile devices go to: aesoponline.com
e By phone call: 1-800-94-AESOP (1-800-942-3767) and follow the voice menu

Important - Check the recording of your name, title, location and assignment start/end times by
selection option 5 and following the prompts.

Important Notes

If you have trouble with your login check out the Login Help Guide on the website

Human Resources will provide you with a PIN number

Guides & Training Video
Employee Quick Start Guide (English)

http://help.frontlinek12.com/Aesop/wp-content/uploads/2015/08/aesop employee quickstart2.pdf

Employee Quick Start Guide (Spanish)

http://help.frontlinek12.com/Aesop/wp-content/uploads/2015/08/Emp-QuickStart-Spanishl1.pdf

Employee Basic Training Video

http://help.frontlinek12.com/Aesop/knowledgebase/employee-web-basic-training-video/

If you have any questions, please contact Human Resources at 559 592-2010.
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Questions / Answers

1nQ
A

4)Q
A

5)Q

A

How do | obtain my User ID and Pin Number?

Your Aesop account is set up in the Human Resources Department. Your User ID is always the main phone
number that you provide when you complete your paperwork in the office. Your Pin is a random four-five digit
number that can be changed if you prefer. Employees receive their Welcome Letters/Email the Human
Resources Department. These letters will provide your User ID and Pin. Substitutes receive their letters
through the email.

Where do | go to enter an absence?
You can either log into www.aesoponline.com or call 1-800-942-3767.

How do | create an absence? Also, tell me about “Save” and “Save and Assign”

If you use the 1-800-942-3767, you will be prompted to enter your User ID and the pound key (#) and then
the Pin number and the pound key (#). It will then prompt you to click (1) to create and absence. After that,
you will listen to instructions to continue with your absence.

If you use the web, www.aesoponline.com, you will see a link on the left hand side of the screen that states
“Create an Absence”. You then enter your dates, your reason for absence, whether or not you need a
substitute and then enter your start and end time for the absence. You will then click next.

***If you DO NOT need a substitute, and have clicked “No” on the previous page that you did not need a
substitute, just click “Save” and you will be assigned a Confirmation number and you are finished creating
your absence.

*** |f you DO need a substitute and just want the system to call for one (no one in particular), you can just
click “Save” and you will be assigned a Confirmation number and you are finished creating your absence.

***|f you DO need a sub and you have a particular sub in mind, you will click “Save and Assign”. You can
then ook up your sub that you would like to use and insert then into the job.

Why can’t | see the substitute that | want to assign to my absence?
There could be several reasons that this can happen:

1. The substitute may have another job the same day you are trying to assign them for.

2. The substitute may have blocked themselves out for that particular day thinking they may not want to work.
They can go in and un-block themselves.

3. The substitute may not have signed up to work for your school site-an example would be if a substitute
signed up to work for elementary sites, but they may have agreed to work for a secondary site one time.
Since they do not have secondary in their profile, you will not see the substitute. This can also be the case if
a substitute does not sign up to substitute for paraprofessionals or secretaries, but maybe they agree to
substitute one day-again, if those job codes/sites are not in their profile, you will not see them, nor will you be
able to assign them. In order to fix that issue, your school’s operator will need to contact Human Resources
to have those job codes added to those subs profiles in order to get them in your job.

4. If you are creating an absence for two days in a row and are trying to get a particular substitute in that job
for one day and can't see them, it could be that they have a job one of those days. You may have to create a
separate job in order to get the substitute in the job.

If | “Save and Assign” a substitute to my job, will the system call the substitute |
assigned to my job?
No, before using this feature you should prearrange the coverage with the sub.
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When | enter a job for any substitute to pick up, when does it call or when can a
substitute see it on-line to pick it up?

In general, a substitute will start getting calls two days ahead of time if a job has not been picked up on-line. If
a substitute is browsing on-line for a job, they can see a job five days ahead of time. Each school can add
substitutes to a preference list which could make those substitutes see jobs on-line as many days ahead of
time as determined by the school.

If | enter an absence on the same day | will be out, how long will the system call out
for a substitute?

The system will only call out for two hours after the start time of job. (Example, if you enter a job at 7:00 AM
for a job that begins at 8:00 AM, it will try to call for a sub for only two hours-until 10:00 AM). It will also
contihnue to be on the web for subs to view as well as to pick up.

| was very ill and forgot to enter my absence first thing in the morning and forgot to call my operator to ask
them to enter the absence and it is now 9:00. | should have been there at 8:00. The school has been
covering me, but | need to know if | should enter the entire job beginning at 8:00 for a sub to try and show up
now?

No, you should enter two jobs, one for the time that the school covered you and then one for the time in
which the sub will have time to get there. The sub should not be paid for time not worked. This will ensure
your absence time is calculated properly and that the sub is only paid for the time worked.

Why do | have to enter whole hour increments in Aesop?

To coincide with our payroll practice, all time off must be taken in one hour increments. If you enter .5 hours
in Aesop, it will round up to the next whole hour when pulled over into our Payroll system. So if you enter 1.5
hours, you will be charged for 2 hours of leave thus resulting in an overcharge in leave time.

How long do | have to enter an absence for a particular day?

You must enter your absence no later than 10 hours after your start time of the day. When entering absences
afterwards make sure to check “no sub needed.” After that time, you must ask your school or department
operator to enter the absence for you.

10) Q Can | attach documents or lesson plans to my absences for my substitute?
A Yes, when you are finished creating your absence, and have been assigned a confirmation number, you will

see an Attachments section on the right hand side of the absence information page. In that box, you see a
link that says "Upload New". You can upload a Word Document or a PDF Document. Just follow directions
once you click on the link and your sub will be able to pull up your file.
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11)Q
A

12)Q

13)Q

Can | cancel an Absence?

Yes; however, it must be done within 1 hour after start time. If you do not cancel within that time period, you
must call or go to your school’s/department’s operator to let them handle the cancellation of it. Once a sub is
assigned to the job it should not be cancelled unless there is no longer an absence or it has now

become a short term and a properly certified sub needs to be in the job. If the cancellation is within 24 hours
of the start time of the job, the sub should be called by the school to insure they know of the cancellation.

To cancel an absence you click on either the date of absence in your interactive calendar and then you will
see a “trash can” to click on to cancel it. If it states that cancellation has past, you must contact your Aesop
Operator to cancel it. You can also cancel the job by clicking on the link at the left that states “Absence
History”, and then you click on the confirmation number of the absence. Once you have done that, click on
Edit/Cancel, the Cancel Absence Request. If you do not have Cancel Absence Request button, your cancel
time has passed and you will have to go to your Aesop Operator to cancel it.

Can | change my personal information such as my phone number or address in
Aesop? Can | change my PIN?

No, because this needs to be done using a Name-Address Change form submitted to the Human Resources
Department. Once it has been changed there, the information will be changed in Aesop. If you change your
phone  number in the form, that  will be your new User ID in Aesop.

You can change you Pin to different number if you prefer.

Are there user guides if | need further assistance?

Yes, on your on-line profile screen, there is a Quick Start User Guide, a Basic Training Video, and an
Advance Training Video.
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Farmersville USD | BP 4119.22 Personnel

Dress And Grooming

The Governing Board believes that appropriate dress and grooming by district
employees contribute to a productive learning environment and model positive
behavior. During school hours and at school activities, employees shall maintain
professional standards of dress and grooming that demonstrate their high regard
for education, present an image consistent with their job responsibilities and
assignment, and not endanger the health or safety of employees or students. All
employees shall be held to the same standards unless their assignment provides for
modified dress as approved by their supervisor.

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT
adopted: September 14, 2004 Farmersville, California
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Farmersville USD | BP 4161, 4261 Personnel

Leaves

The Governing Board shall provide for paid and unpaid leaves of absence for employees
in accordance with law, Board policy, administrative regulation, collective bargaining
agreements, and merit system rules, as applicable.

(cf. 4141/4241 - Collective Bargaining Agreement)
(cf. 4161.9/4261.9/4361.9 - Catastrophic Leave Program)

The Board recognizes the following justifiable reasons for employee absence:

1.

Personal iliness or injury

(cf. 4161.1/4361.1 - Personal lliness/Injury Leave)
(cf. 4261.1 - Personal lliness/Injury Leave)
Industrial accident or illness

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

(cf. 4261.11 - Industrial Accident/lliness Leave)

Family care and medical leave

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

Military service

(cf. 4161.5/4261.5/4361.5 - Military Leave)

Personal necessity and personal emergencies

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

Disability leave for certificated employees in accordance with Education Code
44986

Vacations for classified staff and certificated management staff, as applicable
Sabbaticals for purposes of study or training related to the employee's job duties
(cf. 4161.3 - Professional Leaves)

(cf. 4261.3 - Professional Leaves)

Attendance at work-related meetings and staff development opportunities

(cf. 4131 - Staff Development)

(cf. 4231 - Staff Development)

(cf. 4331 - Staff Development)
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10.  Compulsory leave
(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
Long-Term Leaves

With Board approval, an employee may receive a leave of absence, without pay and
without accruing seniority or service credit, for a period of up to one school year.
Applications for long-term leave shall be made in writing and shall state the purpose for
which leave is requested. All long-term leave agreements shall be in writing and shall state
the terms and conditions of the leave, including the conditions governing the employee's
return.

At the end of a long-term leave, the employee shall be reinstated to a similar position as
that held at the time leave was granted, unless otherwise agreed upon.

The Board shall consider any written request by an employee to return to work prior to the
expiration date of the leave.

Administrative and Supervisory Personnel

Certificated administrative and supervisory employees who are not subject to the district's
bargaining agreement for certificated employees shall generally be entitled to those leave
provisions provided in the bargaining agreement for other certificated employees unless
otherwise specified in individual contract, memorandums of understanding, Board policy,
administrative regulation, or law.

Classified administrative and supervisory employees who are not subject to the district's
bargaining agreement for classified employees shall generally be entitled to those leave
provisions provided in the bargaining agreement for other classified employees unless
otherwise specified in individual contract, memoranda of understanding, Board policy,
administrative regulation, or law.

(cf. 2121 - Superintendent's Contract)
(cf. 4300 - Administrative and Supervisory Personnel)

(cf.

n

312.1 - Contracts)
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Farmersville USD | AR 4161.2, 4261.2,4361.2 Personnel

Personal Leaves

For the purpose of any personal leave offered pursuant to state law, a registered domestic
partner shall have the same rights, protections, and benefits as a spouse and protections
provided to a spouse's child shall also apply to a child of a registered domestic partner.
(Family Code 297.5)

Whenever possible, employees shall request personal leaves in advance and prepare
suitable lesson plans or instructions for a substitute employee.

(cf. 4121 - Temporary/Substitute Personnel)
Bereavement

Employees are entitled to a leave of up to three days, or five days if out-of-state travel is
required, upon the death of any member of the employee's immediate family. No deduction
shall be made from the employee's salary, nor shall such leave be deducted from any other
leave to which the employee is entitled. (Education Code 44985, 45194)

(cf. 4161/4261/4361 - Leaves)
Members of the immediate family include: (Education Code 44985, 45194)

1. The mother, father, grandmother, grandfather, or grandchild of the employee or of
the employee's spouse

2. The employee's spouse, son, son-in-law, daughter, daughter-in-law, brother, or
sister

3. Any relative living in the employee's immediate household

At the employee's request, bereavement leave may be extended under personal
necessity leave provisions as provided below. (Education Code 44981, 45207)

Personal Necessity -

Employees may use a maximum of seven days of their accrued personal illness/injury
leave during each school year for reasons of personal necessity. (Education Code 44981,

45207)
*Refer to EC 44981

(cf. 4161.1/4361.1 - Personal lliness/Injury Leave)
(cf. 4261.1 - Personal lliness/Injury Leave)

Acceptable reasons for the use of personal necessity leave include:

. Death of a member of the employee's immediate family when the number of days
of absence exceeds the limits set by bereavement leave provisions (Education
Code 44981, 45207)

2. An accident involving the employee's person or property or the person or property
of a member of the employee's immediate family (Education Code 44981, 45207)
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8. A serious illness of a member of the certificated employee's immediate family
(Education Code 44981)

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

4. A classified employee's appearance in any court or before any administrative
tribunal as a litigant, party, or witness under subpoena or other order (Education
Code 45207)

8. Fire, flood, or other immediate danger to the home of the employee
6. Personal business of a serious nature which the employee cannot disregard

Leave for personal necessity may be allowed for other reasons at the discretion of
the Superintendent or designee. However, no such leave shall be granted for
purposes of personal convenience, for the extension of a holiday or vacation, or for
matters which can be taken care of outside of working hours. The Superintendent
or designee shall have final discretion as to whether a request reflects personal
necessity.

Advance permission shall not be required of any employee in cases involving the
death of a member of the employee's immediate family or an accident involving the
employee's person or property or the person or property of a member of his/her
immediate family. For certificated employees, advance permission also shall not be
required in cases involving the serious illness of a member of the employee's
immediate family. (Education Code 44981, 45207)

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

Legal Duties

Classified employees called for jury duty shall be granted leave with pay up to the amount
of the difference between the employee's regular earnings and any amount received for
jury fees. (Education Code 44037)

Certificated employees also shall be granted leave for jury duty with pay up to the amount
of the difference between the employee's regular earnings and any amount received as
juror's fees.

Employees shall be granted leaves to appear in court as witnesses other than litigants or
to respond to an official order from another governmental jurisdiction for reasons not
brought about through the connivance or misconduct of the employee. Such employees
shall receive pay up to the amount of the difference between the employee's regular
earnings and any amount received for witness fees.

An employee may take time off work in order to: (Labor Code 230)
1. Serve on an inquest jury or trial jury
/8 Comply with a subpoena or other court order to appear as a witness

Notices, summons, and subpoenas for court appearances shall be submitted to the
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district office when requesting leave.
Leaves for Crime Victims

An employee may be absent from work in order to attend judicial proceedings related to
a crime when he/she is a victim, immediate family member of a victim, registered domestic
partner of a victim, or child of a registered domestic partner of a victim of the following
crimes: (Labor Code 230.2)

1. A violent felony as defined in Penal Code 667.5(c)
2. A serious felony as defined in Penal Code 1192.7(c)
e. A felony provision of law proscribing theft or embezzlement

For these purposes, the employee may use vacation, personal leave, personal
iliness/injury leave, compensatory time off that is otherwise available to the employee, or
unpaid leave. (Labor Code 230.2)

Prior to taking time off, an employee shall give his/her supervisor a copy of the notice of
each scheduled proceeding that is provided by the responsible agency, unless advance
notice is not feasible. When advance notice is not feasible or an unscheduled absence
occurs, the employee shall, within a reasonable time after the absence, provide
documentation evidencing the judicial proceeding from the court or government agency
setting the hearing, the district attorney or prosecuting attorney's office, or the
victim/witness office that is advocating on behalf of the victim. (Labor Code 230.2)

The district shall keep confidential any records pertaining to the employee's absence from
work. (Labor Code 230.2)

Leaves for Victims of Domestic Violence or Sexual Assault

An employee who is a victim of domestic violence or sexual assault as defined by law may
take time off work to obtain or attempt to obtain any relief including, but not limited to, a
temporary restraining order, restraining order, or other injunctive relief to help ensure the
health, safety, or welfare of the employee or his/her child. (Labor Code 230)

In addition, an employee who is a victim of domestic violence or sexual assault may take
time off work to attend to the following activities: (Labor Code 230.1)

1. Seek medical attention for injuries caused by domestic violence or sexual assault

2 Obtain services from a domestic violence shelter, program, or rape crisis center as
a result of domestic violence or sexual assault

AL Obtain psychological counseling related to an experience of domestic violence or
sexual assault

4. Participate in safety planning and take other actions to increase safety from future
domestic violence or sexual assault, including temporary or permanent relocation

An employee who is a victim of domestic violence or sexual assault may use
vacation, personal leave, or compensatory time off that is otherwise available to the
employee under the applicable terms of employment. (Labor Code 230, 230.1)
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Prior to taking time off, an employee shall give reasonable notice to his/her
supervisor, unless advance notice is not feasible. When an unscheduled absence
occurs, the employee shall provide, within a reasonable period of time, certification
of the absence in the form of any of the following documents: (Labor Code 230,
230.1)

1. A police report indicating that the employee was a victim of domestic violence or
sexual assault

2. A court order protecting or separating the employee from the perpetrator of an act
of domestic violence or sexual assault, or other evidence from the court or
prosecuting attorney that the employee has appeared in court

8. Documentation from a medical professional, domestic violence advocate or
advocate for victims of sexual assault, health care provider, or counselor that the
employee was undergoing treatment for physical or mental injuries or abuse
resulting from an act of domestic violence or sexual assault

The district shall maintain the confidentiality of such an employee to the extent
authorized by law. (Labor Code 230, 230.1)

Personal Leave for a Child's School Activities

Any employee who is a parent/guardian, or grandparent having custody of one or more
children who are enrolled in grades K-12, or who attend a licensed day care facility, may
use up to 40 hours of personal leave, vacation, or compensatory time off each school year
in order to participate in school or day care activities. Such leave shall not exceed eight
hours in any month of the year, and the employee shall give reasonable advance notice
of the absence. (Labor Code 230.8)

(cf. 1240 - Volunteer Assistance)

In lieu of using vacation, personal leave, or compensatory time off, eligible employees
giving reasonable advance notice may take up to 40 hours without pay each school year
for this purpose, not to exceed eight hours in any month.

If both parents/guardians of a child are employed at the same work site, this leave shall be
allowed for the first parent/guardian who applies. Simultaneous absence by the second
parent may be granted by the Superintendent or designee. (Labor Code 230.8)

Upon request by the Superintendent or designee, the employee shall provide
documentation from the school or licensed day care facility that he/she participated in
school or licensed day care facility activities on a specific date and at a particular time.
(Labor Code 230.8)

Service on Education Boards, Committees, and State or Employee Organizations

Upon request, certificated employees shall be granted up to 20 school days of paid leave
per school year for service performed within the state on any education boards,
commissions, committees, or groups authorized by Education Code 44987.3 provided that
all of the following conditions are met: (Education Code 44987.3)
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1. The service is performed in the state of California.

2. The board, commission, organization, or group informs the district in writing of the
service.
3k Theboard, commission, organization, orgroup agrees, priorto service, to reimburse

the district, upon the district's request, for compensation paid to the employee's
substitute and for actual related administrative costs.

Upon request, certificated and classified employees shall be granted a leave of
absence without loss of compensation to serve as an elected officer of a district
employee organization or any statewide or national employee organization with
which the local organization is affiliated. The leave shall include, but is not limited
to, absence for purposes of attending periodic, stated, special, or regular meetings
of the body of the organization. (Education Code 44987, 45210)

Spouse on Leave from Military Deployment

An employee who works an average of 20 hours or more per week and whose spouse is
a member of the United States Armed Forces, National Guard, or reserves may take up
to 10 days of unpaid leave during a period that his/her spouse is on leave from deployment
during a military conflict, as defined in Military and Veterans Code 395.10. (Military and
Veterans Code 395.10)

The employee shall provide the Superintendent or designee with notice, within two
business days of receiving official notice that his/her spouse will be on leave from
deployment, of his/her intention to take the leave. The employee shall submit written
documentation certifying that his/her spouse will be on leave from deployment during the
time that the leave is requested. (Military and Veterans Code 395.10)

Leave for Emergency Duty

An employee may take time off to perform emergency duty as a volunteer firefighter, a
reserve peace officer, or emergency rescue personnel. (Labor Code 230.3)

An employee who is a volunteer firefighter shall be permitted to take temporary leaves of
absence, not to exceed an aggregate total of 14 days per calendar year, for the purpose
of engaging in fire or law enforcement training. (Labor Code 230.4)

Civil Air Patrol Leave

An employee may take up to 10 days of unpaid leave per calendar year, beyond any leave
otherwise available to employees, to respond to an emergency operational mission of the
California Civil Air Patrol, provided that the employee has been employed by the district for
at least a 90-day period immediately preceding the leave. Such leaves shall not exceed
three days for a single emergency operational mission, unless an extension is granted by
the governmental entity authorizing the mission and is approved by the Superintendent or
designee. (Labor Code 1501, 1503)

The employee shall give the district as much advance notice as possible of the intended
dates of the leave. The Superintendent or designee may require certification from the
proper Civil Air Patrol authority to verify the eligibility of the employee for the leave and may
deny the leave if the employee fails to provide the required certification. (Labor Code 1503)
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Military Leave

Military leave shall be granted in accordance with applicable state and federal law to
employees performing military duties on a voluntary or involuntary basis in a uniformed
service, including active duty, active duty for training, initial active duty for training, inactive
duty training, full-time National Guard duty, examination to determine fitness for duty, and
performance of funeral honors duty. (Education Code 44800; Military and Veterans Code
395, 395.01, 395.02, 395.05, 395.1, 395.2, 395.9; 38 USC 4301, 4303, 4316)

(cf. 4161/4261 - Leaves)
(cf. 4361 - Leaves)

An employee who needs to be absent from the district to fulfill his/her military service shall
provide advance written or verbal notice to the Superintendent or designee, unless the
giving of such notice is precluded by military necessity or is otherwise impossible or
unreasonable. (38 USC 4312; 20 CFR 1002.85, 1002.86)

Salary/Compensation

An employee shall receive his/her salary or compensation for the first 30 days of any one
absence for military leave or during one fiscal year, under any of the following conditions:

1. Active Military Training or Exercises: The employee is granted a temporary military
leave of absence to engage in ordered military duty for purposes of active military
training, encampment, naval cruises, special exercises, or like activity as a member
of the reserve corps or force of the United States Armed Forces, National Guard,
or Naval Militia, provided that: (Military and Veterans Code 389, 395, 395.01)

a. He/she has been employed by the district for at least one year immediately
prior to the day the military leave begins.

b. The ordered duty does not exceed 180 days, including time involved in going
to and returning from such duty.

2. Active Military Duty: The employee is on military leave, other than a temporary
military leave, to engage in active military duty as a member of the reserve corps or
force of the United States Armed Forces, the National Guard, or the Naval Militia,
provided that he/she has been employed by the district for at least one year
immediately prior to the day the military leave begins. (Military and Veterans Code
389, 395.02)

&) War or Other Emergency: The employee, however long employed by the district, is
a member of the National Guard who is engaged in military or naval duty during a
state of extreme emergency as declared by the Governor, or during such time as
the National Guard may be on active duty in situations described in Military and
Veterans Code 146, including travel time to and from such duty. (Military and
Veterans Code 395.05)

4. Inactive Duty Training: The employee is a member of the reserve corps or force of
the United States Armed Forces, National Guard, or Naval Militia who is engaged
in temporary inactive duty training, provided that he/she has been employed by the
district for at least one year immediately prior to the day the military leave begins
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and the ordered duty does not exceed 180 days, including time involved in going to
and returning from such duty.

In determining the length of district employment when necessary to determine eligibility for
compensation for military leave, all recognized military service performed during and prior
to district employment shall be included.

For classified employees, 30 days' compensation shall be one month's salary. For
certificated employees, 30 days' compensation shall be one-tenth of the employee's annual
salary. (Education Code 45059)

Certificated employees shall not be entitled to compensation during non-teaching, non-
paying months of the year.

During the period of military leave, an employee may, upon his/her own request, use any
vacation or similar paid leave accrued before the commencement of the military leave. The
district shall not require the employee to use such leave. (38 USC 4316; 20 CFR 1002.153)

Benefits

An employee may elect to continue his/her health plan coverage during the military leave.
The maximum period of coverage for the employee and his/her dependents shall be either
24 months from the beginning of the leave or until the day after the employee fails to apply
for or return to employment, whichever is less. (38 USC 4317; 20 CFR 1002.164)

An employee on military leave may be required to pay the employee cost, if any, of any
funded benefit to the extent that other employees on leave are so required. (38 USC 4316)

An employee absent for 30 days or fewer shall not be required to pay more than the
employee share for such coverage. An employee absent for 31 days or more may be
required to pay not more than 102 percent of the full premium under the plan. (38 USC
4317, 20 CFR 1002.166)

Any employee called into active military duty as a member of the California National Guard
or a United States Military Reserve organization shall receive, for up to 180 days, the
difference between the amount of his/her military pay and the amount the employee would
have received from the district and all benefits that the employee would have received if
he/she had not been called to active military duty, unless the benefits are prohibited or
limited by vendor contracts.

Vacation and Sick Leave Accrual

An employee on temporary military leave under the conditions described in item #1 Active
Military Training or Exercises, in the section entitled "Salary/Compensation” above, shall
continue to accrue the same vacation, sick leave, and holiday privileges to which he/she
would otherwise be entitled if not absent. (Military and Veterans Code 395)

(cf. 4161.1/4361.1 - Personal lliness/Injury Leave)
(cf. 4261.1 - Personal lliness/Injury Leave)

An employee on military leave who is serving in active duty in time of war, national
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emergency, or United Nations military or police operation shall not accrue sick leave or
vacation leave during the period of such leave. (Military and Veterans Code 395.1)

However, an employee who is a National Guard member on active duty as described in
item #3 War or Other Emergency, in the section entitled "Salary/Compensation” above,
shall not suffer any loss or diminution of vacation or holiday privileges because of his/her
leave of absence. (Military and Veterans Code 395.05)

Pension Plan Service Credit

Pension plan service credit and vesting shall continue during an employee's military leave
as though no break in service had occurred. Payment of employer and employee
contributions shall be made in accordance with law for members of the State Teachers'
Retirement System or Public Employees' Retirement System. (Education Code 22850-
22856; Government Code 20990-21013)

Employment Status

Absence for military leave shall not affect the classification of any certificated employee.
In the case of a certificated probationary employee, the period of such absence shall not
count as part of the service required to obtain permanent status, but shall not be construed
as a break in the continuity of service for any purpose. (Education Code 44800)

(cf. 4116 - Probationary/Permanent Status)
Reinstatement Rights

At the conclusion of the military duty, an employee shall be promptly reinstated in the
position held at the beginning of the leave, at the salary to which he/she would otherwise
have been entitled, except under the conditions noted below. (Education Code 44800;
Military and Veterans Code 395, 395.2; 38 USC 4304, 4313; 20 CFR 1002.180-1002.181)

(cf. 4030 - Nondiscrimination in Employment)
(cf. 4031 - Complaints Concerning Discrimination in Employment)

Any employee who performs active military duty in time of war, national emergency, or
United Nations military or police operation has a right to return to his/her position within six
months of an honorable discharge or placement on inactive duty. Reinstatement rights
shall not be extended to any such employee who fails to return within 12 months after the
first date upon which he/she could terminate or could cause to be terminated his/her active
service. (Education Code 44800; Military and Veterans Code 395.1)

When an employee has been on military leave for reasons other than war or national
emergency, the time frame for reinstatement shall depend on the length of military service
as follows: (38 USC 4312; 20 CFR 1002.115, 1002.118)

1. For a leave of 30 days or fewer, the employee shall report for duty no later than the
beginning of the first full work day following the completion of military service,
provided the employee has a period of eight hours to rest following transportation
to his/her residence.

2. For a leave of 31-180 days, the employee shall submit a written or verbal
application for reinstatement not later than 14 days after the completion of military
service.

<J For a leave of more than 180 days, the employee shall submit a written or verbal

application for reinstatement within 90 days after the completion of military service.
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In cases where reporting within the periods specified in items #1 and #2 above is
impossible or unreasonable through no fault of the employee, he/she shall report as soon
as possible after the expiration of the period. (38 USC 4312; 20 CFR 1002.115, 1002.117)

An employee who is hospitalized for, or convalescing from, an iliness or injury incurred in
or aggravated during the performance of military service shall report for duty or submit an
application for reinstatement at the end of the period that is necessary to recover from such
illness or injury, but no more than two years after the completion of military service unless
circumstances beyond the employee's control make reporting within the two-year period
impossible or unreasonable. (38 USC 4312; 20 CFR 1002.116)

(cf. 4032 - Reasonable Accommodation)

Upon receiving an application for reinstatement, the Superintendent or designee shall
reinstate the employee as soon as practicable under the circumstances of his/her case,
but within a time period not to exceed two weeks, absent unusual circumstances. (20 CFR
1002.181)

If the employee's previous position has been abolished, he/she shall be reinstated in a
position of like seniority, status, and pay, if such position exists, or to a comparable vacant
position for which he/she is qualified. (Military and Veterans Code 395, 395.1; 38 USC
4313; 20 CFR 1002.192)

An employee failing to apply for reinstatement within the appropriate period does not
automatically forfeit his/her rights, but shall be subject to the Board's rules governing
unexcused absences. (38 USC 4312)

The Superintendent or designee may elect not to reinstate an employee following military
leave if any of the following conditions exists:

. The district's circumstances have so changed as to make such re-employment impossible
or unreasonable, such as a reduction in force that would have included the employee. (38
USC 4312; 20 CFR 1002.139)

2. The accommodation, training, or effort described in 38 USC 4313(a)(3), (a)(4), or (b)(2)(B)
would impose an undue hardship on the district as defined in 20 CFR 1002.5 or 1002.198.
(38 USC 4312; 20 CFR 1002.139)

<y The employee's position was for a brief, nonrecurrent period and there was no reasonable
expectation that such employment will continue indefinitely or for a significant period. (38
USC 4312; 20 CFR 1002.139)

4. The employee's cumulative length of absence and length of all previous militéry leave while
employed with the district exceeds five years, excluding those training and service
obligations specified in 38 USC 4312(c). (38 USC 4312; 20 CFR 1002.99-1002.103)

5. The employee was separated from military service with a disqualifying discharge or under
other than honorable conditions. (Military and Veterans Code 395.1; 20 USC 4304, 4312;
20 CFR 1002.134-1002.138)

Notices

The Superintendent or designee shall provide employees a notice of the rights, benefits, and
obligations of employees granted military leave and of the district under the Uniformed Services
Employment and Reemployment Rights Act (USERRA), 38 USC 4301-4334. (38 USC 4334)

This requirement may be met by posting the notice where the district customarily places notices
for employees. (38 USC 4334) (¢ 4112.9/4212.9/4312.9 - Employee Notifications)
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Family Care And Medical Leave

The Governing Board shall grant family care and medical leave to eligible employees in
accordance with current state and federal law. Employees taking this leave shall be
reinstated in the same or a comparable position upon returning from family care leave,
except as allowed by law.

Employees who take medical leave for their own serious health condition shall present
certification from their health care provider to the effect that they are able to resume work.

(cf. 4030 - Nondiscrimination in Employment)

(cf. 4112.4/4212.4/4312 .4 - Health Examinations)

(cf. 4161/4261 - Leaves)

(cf. 4161.1/4361.1 - Personal lliness and Injury Leave)

(cf. 4261.1 - Personal lliness and Injury Leave)

Legal Reference:

GOVERNMENT CODE

12940 Unlawful employment practices

12945 Pregnancy; childbirth or related medical condition; unlawful practice
12945.1-12945.2 California Family Rights Act

19702.3 Family care leave; exercise of rights

CODE OF REGULATIONS, TITLE 2

7291.2-7291.16 Sex discrimination: pregnancy and related medical conditions
7297.0-7297.11 Family care leave

UNITED STATES CODE, TITLE 29

2601, 2611-2619, 2631-2636, 2651-2654 Family and Medical Leave Act of 1993
CODE OF FEDERAL REGULATIONS, TITLE 29

825 Family and Medical Leave Act of 1993

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT

adopted: May 14, 1996 Farmersville, California (D-2) 34



The district shall not interfere with, restrain, or deny the exercise of any right for family care
and medical leave provided to an eligible employee, as defined below, under the law. In
addition, the district shall not discharge or discriminate against any employee for opposing
any practice made unlawful by, or because of, his/her involvement in any inquiry or
proceeding related to the family care and medical leave. (29 USC 2615; Government Code
12945.2)

(cf. 4030 - Nondiscrimination in Employment)
Definitions

Any word or phrase defined below shall have the same meaning throughout this
administrative regulation except where otherwise specifically defined.

Child means a biological, adopted, or foster child; a stepchild; a legal ward; or a child of
a person standing in loco parentis as long as the child is under 18 years of age or an adult
dependent child. (29 USC 2611; Government Code 12945.2)

Eligible employee means an employee who has been employed with the district for at least
12 months and who has at least 1,250 hours of service with the district during the previous
12-month period. (29 USC 2611; 29 CFR 825.110; Government Code 12945.2)

Parent means a biological, foster, or adoptive parent; a stepparent; a legal guardian; or
another person who stood in loco parentis to the employee when the employee was a
child. Parent does not include a spouse's parents. (29 USC 2611; 29 CFR 825.122;
Government Code 12945.2; 2 CCR 7297.0)

Serious health condition means an illness, injury, impairment, or physical or mental
condition that involves either of the following: (29 USC 2611; 29 CFR 825.113, 825.114,
825.115; Government Code 12945.2)

1. Inpatient care in a hospital, hospice, or residential health care facility

2. Continuing treatment or continuing supervision by a health care provider, including
one or more of the following:
a. A period of incapacity of more than three consecutive full days
b. Any period of incapacity or treatment for such incapacity due to a chronic

serious health condition

C. For purposes of leave under the Family and Medical Leave Act (FMLA), any
period of incapacity due to pregnancy or for prenatal care

d. Any period of incapacity which is permanent or long term due to a condition
for which treatment may not be effective

e. Any period of absence to receive multiple treatments, including recovery, by
a health care provider

Spouse means a partner in marriage as defined in Family Code 300 or 1 USC 7. In
addition, for purposes of rights underthe California Family Rights Act (CFRA), a registered
domestic partner shall have the same rights, protections, and benefits as a spouse and
protections provided to a spouse's child shall also apply to a child of a registered domestic
partner. (1 USC 7; 29 CFR 825.122; Family Code 297.5, 300; 2 CCR 7297.0)
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Eligibility

The district shall grant family care and medical leave to eligible employees for the following
reasons: (29 USC 2612; 29 CFR 825.112; Family Code 297.5; Government Code 12945.2)

1. Because of the birth of a child of the employee or placement of a child with the
employee in connection with the employee's adoption or foster care of the child

2 To care for the employee's child, parent, or spouse with a serious health condition

8. Because of the employee's own serious health condition that makes him/her unable

to perform one or more essential functions of his/her position, except that CFRA
leave shall not cover an employee's disability on account of pregnancy, childbirth,
or related medical conditions

4. Because of any qualifying exigency arising out of the fact that the employee's
spouse, child, or parent is a covered military member on covered active duty (or has
been notified of an impending call or order to covered active duty)

5. To care for a covered servicemember with a serious injury or iliness if the employee
is the spouse, child, parent, or next of kin, as defined, of the servicemember

In addition to FMLA leave for disability on account of a pregnancy, childbirth, or related
medical conditions pursuant to item #3 above, a female employee disabled by pregnancy,
childbirth, or related medical conditions may be entitled to take leave for a reasonable
period of time, not to exceed four months. (Government Code 12945)

Terms of Leave

An eligible employee shall be entitled to a total of 12 work weeks of family care and
medical leave during any 12-month period, except in the case of leave to care for a
covered servicemember as provided under "Military Caregiver Leave" below. (29 USC
2612; Government Code 12945 .2)

This 12-month period shall be measured forward from the date the employee's first family
care and medical leave begins. (29 CFR 825.200)

Leave taken pursuant to the CFRA shall run concurrently with leave taken pursuant to the
FMLA, except in the following circumstances:

[ Leave taken to care for a registered domestic partner or a child of a domestic
partner. Such leave shall count as leave underthe CFRA only. (Family Code 297.5)

2. Leave taken for disability on account of pregnancy, childbirth, or related medical
conditions. FMLA leave taken for these purposes shall run concurrently with the
California pregnancy disability leave granted pursuantto Government Code 12945.
CFRA leave related to the birth of a child shall not commence until the expiration of
the pregnancy disability leave. (Government Code 12945, 12945.2; 2 CCR 7297.6)

(cf. 4161.1/4361.1 - Personal lliness/Injury Leave)
(cf. 4261.1 - Personal lliness/Injury Leave)

Leave taken for the birth or placement of a child must be concluded within the 12-month
period beginning on the date of the birth or placement of the child. Such leave does not
need to be taken in one continuous period of time. The basic minimum duration of the
leave for birth or placement of a child shall be two weeks. However, the district shall grant
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a request for leave of less than two weeks' duration on any two occasions. (29 USC 2612,
2 CCR 7297.3)

If both parents of a child work for the district, their family care and medical leave related
to the birth or placement of the child shall be limited to a combined total of 12 weeks. This
restriction shall apply whether or not the parents are married, not married, or registered
domestic partners. (29 USC 2612; Government Code 12945.2)

Use/Substitution of Paid Leave

Except for pregnancy disability leave, during the period of family care and medical leave,
the district shall require the employee to use his/her accrued vacation leave, other accrued
time off, and any other paid or unpaid time off negotiated with the district. If the leave is
because of the employee's own serious health condition, the employee shall use accrued
sick leave pursuant to the collective bargaining agreement and/or Board policy. (29 USC
2612; Government Code 12945.2)

Intermittent Leave/Reduced Leave Schedule

Leave related to the serious health condition of the employee or his/her child, parent, or
spouse may be taken intermittently or on a reduced leave schedule when medically
necessary, as determined by the health care provider of the person with the serious health
condition. However, the district may limit leave increments to the shortest period of time
that the district's payroll system uses to account for absences or use of leave. (29 USC
2612; 2 CCR 7297.3)

If an employee needs intermittent leave or leave on a reduced work schedule that is
foreseeable based on planned medical treatment for the employee or a family member,
the district may require the employee to transfer temporarily to an available alternative
position. This alternative position must have equivalent pay and benefits, the employee
must be qualified for the position, and the position must better accommodate recurring
periods of leave than the employee's regular job. Transfer to an alternative position may
include altering an existing job to better accommodate the employee's need for intermittent
leave or a reduced leave schedule. (29 USC 2612; 2 CCR 7297.3)

(cf. 4113.4/4213.4/4313.4 - Temporary Modified/Light-Duty Assignment)
Request for Leave

An employee shall provide at least verbal notice sufficient to make the district aware that
he/she needs family care and medical leave and the anticipated timing and duration of the
leave. The employee need not expressly assert or mention FMLA/CFRA to satisfy this
requirement; however, he/she must state the reason the leave is needed (e.g., birth of
child, medical treatment). If more information is necessary to determine whether the
employee is eligible for family care and medical leave, the Superintendent or designee
shall inquire further and obtain the necessary details of the leave to be taken. (2 CCR
7297 4)

Based on the information provided by the employee, the Superintendent or designee shall
designate the leave, paid or unpaid, as FMLA/CFRA qualifying leave and shall give notice
of such designation to the employee. (2 CCR 7297.4)

When the need for the leave is foreseeable based on an expected birth, placement for
adoption or foster care, or planned medical treatment for a serious health condition of the
employee or a family member, the employee shall provide the district with at least 30 days
advance notice before the leave. The employee shall consult with the district and make a
reasonable effort to schedule, subject to the health care provider's approval, any planned
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medical treatment or supervision so as to minimize disruption to district operations.
(Government Code 12945.2; 2 CCR 7297 .4)

When the 30 days notice is not practicable because of a lack of knowledge of
approximately when leave will be required to begin, a change in circumstances, or a
medical emergency, the employee shall provide the district with notice as soon as
practicable. (2 CCR 7297 .4)

Certification of Health Condition

At the time of the employee's request for leave for his/her own or his/her child's, parent's,
or spouse's serious health condition, or within five business days of the request, the
Superintendent or designee shall request that the employee provide certification by a
health care provider of the need for leave. Upon receiving the district's request, the
employee shall provide the certification within 15 days, unless either the Superintendent
or designee provides additional time or it is not practicable under the particular
circumstances, despite the employee's diligent, good faith efforts. (29 CFR 825.305; 2
CCR 7297 .4)

The certification shall include the following: (29 USC 2613; Government Code 12945.2; 2
CCR 7297.0)

1 The date on which the serious health condition began
2. The probable duration of the condition
S If the employee is requesting leave to care for a child, parent, or spouse with a

serious health condition, both of the following:

a. Statement that the serious health condition warrants the participation of a
family member to provide care during a period of the treatment or
supervision of the child, parent, or spouse

b. Estimated amount of time the health care provider believes the employee
needs to care for the child, parent, or spouse

4. If the employee is requesting leave because of his/her own serious health
condition, a statement that due to the serious health condition, he/she is
unable to work at all or is unable to perform one or more essential functions
of his/her job

5. If the employee is requesting leave for intermittent treatment or is requesting
leave on a reduced leave schedule for planned medical treatment, a
statement of the medical necessity for the leave, the dates on which
treatment is expected to be given, the duration of such treatment, and the
expected duration of the leave

The Superintendent or designee shall not request any genetic information, as defined in
42 USC 2000ff, from any employee or his/her family member except as necessary to
comply with a certification requirement for FMLA/CFRA leave purposes or with the prior
written authorization of the employee. Any such genetic information received by the district
shall be kept confidential in accordance with law. (42 USC 2000ff-1, 2000ff-5)

When an employee has provided sufficient medical certification to enable the district to
determine whether the employee's leave request is FMLA-eligible, the Superintendent or
designee shall notify the employee within five business days whether the leave is FMLA-
eligible. The Superintendent or designee may also retroactively designate leave as
FMLA/CFRA as long as there is no individualized harm to the employee. (29 CFR 825.301)
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If the Superintendent or designee doubts the validity of a certification that accompanies a
request for leave for the employee's own serious health condition, he/she may require the
employee to obtain a second opinion from a district-approved health care provider, at
district expense. If the second opinion is contrary to the first, the Superintendent or
designee may require the employee to obtain a third medical opinion from a third health
care provider approved by both the employee and the district, again at district expense.
The opinion of the third health care provider shall be final and binding. (29 USC 2613;
Government Code 12945.2)

If additional leave is needed when the time estimated by the health care provider expires,
the district may require the employee to provide recertification in the manner specified in
items #1-5 above. (29 USC 2613; Government Code 12945.2)

Fitness for Duty Upon Return to Work

Upon expiration of leave taken for his/her own serious health condition, an employee shall
present certification from his/her health care provider that he/she is able to resume work.

(cf. 4112.4/4212.4/4312.4 - Health Examinations)

The certification from the employee's health care provider shall address the employee's
ability to perform the essential functions of his/her job.

Rights to Reinstatement and Maintenance of Benefits

Upon granting an employee's request for family care and medical leave, the
Superintendent or designee shall guarantee to reinstate the employee in the same or a
comparable position when the leave ends. (29 USC 2614; Government Code 12945.2)

However, the district may refuse to reinstate an employee returning from leave to the same
or a comparable position if all of the following apply: (29 USC 2614; Government Code
12945 .2)

1. The employee is a salaried "key employee" who is among the highest paid 10
percent of those district employees who are employed within 75 miles of the
employee's worksite.

2. The refusal is necessary to prevent substantial and grievous economic injury to
district operations.

3. The district informs the employee of its intent to refuse reinstatement at the time it
determines that the refusal is necessary, and the employee fails to immediately
return to service.

(cf. 4117.3 - Personnel Reduction)
(cf. 4217.3 - Layoff/Rehire)

During the period when an employee is on family care and medical leave, he/she shall
maintain his/her status with the district and the leave shall not constitute a break in service
for purposes of longevity, seniority under any collective bargaining agreement, or any
employee benefit plan. (29 USC 2614; Government Code 12945.2)

For a period of 12 work weeks, the district shall continue to provide an eligible employee
on family care and medical leave the group health plan coverage that was in place before
he/she took the leave. The employee shall reimburse the district for premiums paid during
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the family care and medical leave if he/she fails to return to district employment after the
expiration of the leave and the failure is for any reason other than the continuation,
recurrence, or onset of a serious health condition or other circumstances beyond his/her
control. (29 USC 2614; 29 CFR 825.213; Government Code 12945 .2)

(cf. 4154/4254/4354 - Health and Welfare Benefits)

In addition, during the period when an employee is on family care and medical leave,
he/she shall be entitled to continue to participate in other employee benefit plans including
life insurance, short-term orlong-termdisability insurance, accidentinsurance, pension and
retirement plans, and supplemental unemployment benefit plans to the same extent and
under the same conditions as apply to an unpaid leave taken for any other purpose.
However, for purposes of pension and retirement plans, the district shall not be required
to make plan payments for an employee during the leave period and the leave period shall
not be counted for purposes of time accrued under the plan. (Government Code 12945 .2)

Military Family Leave Resulting from Qualifying Exigencies

An eligible employee may take up to 12 work weeks of unpaid leave during the 12-month
period established by the district while a covered military member is on covered active duty
or call to covered active duty status for one or more qualifying exigencies. (29 USC 2612)

Covered military member means an employee's spouse, son, daughter, or parent on
covered active duty or call to covered active duty status. (29 CFR 825.126)

Covered active duty means duty during the deployment of a member of the regular Armed
Forces to a foreign country or duty during the deployment of a member of the National
Guard or Reserves to a foreign country under a call or order to active duty. (29 USC 2611)

Qualifying exigencies include time needed to: (29 CFR 825.126)

1. Address issues arising from short notice deployment (up to seven calendar days
from the date of receipt of call or order of short notice deployment)

2. Attend military events and related activities, such as any official ceremony or family
assistance program related to the active duty or call to active duty status

3. Arrange childcare or attend school activities arising from the active duty or call to
active duty, such as arranging for alternative childcare, enrolling or transferring a
child to a new school, or attending meetings

4. Make or update financial and legal arrangements to address a covered military
member's absence

5. Attend counseling provided by someone other than a health care provider

0. Spend time (up to five days of leave per instance) with a covered military member
who is on short-term temporary rest and recuperation leave during deployment

¥ Attend to certain post-deployment activities, such as arrival ceremonies or
reintegration briefings

8. Address any other event that the employee and district agree is a qualifying
exigency

The employee shall provide the Superintendent or designee with notice of the need for the
qualifying exigency leave as soon as practicable, regardless of how far in advance such
leave is foreseeable. (29 CFR 825.302)
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An employee who is requesting such leave for the first time shall provide the
Superintendent or designee with a copy of the covered military member's active duty
orders, or other documentation issued by the military, and the dates of the service. In
addition, the employee shall provide the Superintendent or designee with certification of
the qualifying exigency necessitating the leave. The certification shall contain the
information specified in 29 CFR 825.309.

The employee's qualifying exigency leave may be taken on an intermittent or reduced
leave schedule basis. (29 CFR 825.302)

During the period of qualified exigency leave, the district's rule regarding an employee's
use of his/her accrued vacation leave and any other accrued paid or unpaid time off, as
specified in "Use/Substitution of Paid Leave" above, shall apply.

Military Caregiver Leave

The district shall grant up to a total of 26 work weeks of leave during a single 12-month
period, measured forward from the first date of leave taken, to an eligible employee to care
for a covered servicemember with a serious illness or injury. In order to be eligible for such
military caregiver leave, an employee must be the spouse, son, daughter, parent, or next
of kin of the covered servicemember. This 26-week period is not in addition to, but rather
is inclusive of, the 12 work weeks of leave that may be taken for other FMLA qualifying
reasons. (29 USC 2611, 2612; 29 CFR 825.127)

Covered servicemember may be either: (29 USC 2611)

1. A member of the Armed Forces, including a member of the National Guard or
Reserves, who is undergoing medical treatment, recuperation, or therapy; is
otherwise in outpatient status; or is otherwise on the temporary disability retired list
for a serious injury or iliness

2. A veteran who, within the five years preceding his/her undergoing of medical
treatment, recuperation, or therapy for a serious injury or illness, was a member of
the Armed Forces, including the National Guard or Reserves

Son or daughter of a covered servicemember means the biological, adopted, or foster
child, stepchild, legal ward, or a child of any age for whom the covered servicemember
stood in loco parentis. (29 CFR 825.127)

Parent of a covered servicemember means the covered servicemember's biological,
adopted, step or foster parent, or any other individual who stood in loco parentis to the
covered servicemember (except "parents in law"). (29 CFR 825.127)

Next of kin means the nearest blood relative to the covered servicemember, or as
designated in writing by the covered servicemember. (29 USC 2611, 2612)

Outpatient status means the status of a member of the Armed Forces assigned to a
military medical treatment facility as an outpatient or a unit established for the purpose of
providing command and control of members of the Armed Forces receiving medical care
as outpatients. (29 USC 2611; 29 CFR 825.127)

Serious injury or illness means: (29 USC 2611; 29 CFR 825.127)

1. For a member of the Armed Forces, an injury or illness incurred or aggravated by
the member's service in the line of duty while on active duty in the Armed Forces
that may render the member medically unfit to perform the duties of the member's
office, grade, rank, or rating
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2, For a veteran, an injury or iliness incurred or aggravated by the member's service
in the line of duty on active duty in the Armed Forces, including the National Guard
or Reserves, that manifested itself before or after the member became a veteran

The employee shall provide reasonable and practicable notice of the need for the leave in
accordance with the procedures in the section entitled "Request for Leave" above.

An employee requesting leave to care for a covered servicemember with a serious injury
orillness shall provide the Superintendent or designee with certification from an authorized
health care provider of the servicemember that contains the information specified in 29
CFR 825.310.

The leave may be taken intermittently or on a reduced schedule when medically
necessary. An employee taking military caregiver leave in combination with other leaves
pursuant to this administrative regulation shall be entitled to a combined total of 26 work
weeks of leave during a single 12-month period. When both spouses work for the district
and both wish to take such leave, the spouses are limited to a maximum combined total
of 26 work weeks during a single 12-month period. (29 USC 2612)

During the period of military caregiver leave, the district's rule regarding an employee's use
of his/her accrued vacation leave and other accrued paid or unpaid time off, as specified
in "Use/Substitution of Paid Leave" above, shall apply.

Notifications

The Superintendent or designee shall provide the following notifications about state and
federal law related to FMLA/CFRA:

1. General Notice: Information explaining the provisions of the FMLA/CFRA and
employee rights and obligations shall be posted in a conspicuous place on district
premises, or electronically, and shall be included in employee handbooks. (29 USC
2619; 2 CCR 7297.9)

The general notice shall also explain an employee's obligation to provide the
Superintendent or designee with at least 30 days notice of the need for the leave,
when the need for the leave is reasonably foreseeable. (2 CCR 7297.4)

2. Eligibility Notice: When an employee requests leave or when the Superintendent or
designee acquires knowledge that an employee's leave may be foran FMLA/CFRA
qualifying reason, the Superintendent or designee shall, within five business days,
provide notification to the employee of his/her eligibility to take such leave. (29 CFR
825.300)

3. Rights and Responsibilities Notice: Each time the eligibility notice is provided to an
employee, the Superintendent or designee shall provide written notification
explaining the specific expectations and obligations of the employee, including any
consequences for a failure to meet those obligations. Such notice shall include, as
appropriate: (29 CFR 825.300)

a. A statement that the leave may be designated and counted against the
employee's annual FMLA/CFRA leave entitlement and the appropriate 12-
month entitlement period, if qualifying

b. Any requirements for the employee to furnish medical certification of a
serious health condition, serious injury or illness, or qualifying exigency
arising out of active duty or call to active duty status and the consequences
of failing to provide the certification
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e. The employee's right to substitute paid leave, whether the district will require
substitution of paid leave, conditions related to any substitution, and the
employee's entitlement to take unpaid leave if the employee does not meet
the conditions for paid leave

d. Any requirements for the employee to make any premium payments to
maintain health benefits, the arrangement for making such payments, and
the possible consequences of failure to make payments on a timely basis

e. If applicable, the employee's status as a "key employee," potential
consequence that restoration may be denied following the FMLA leave, and
explanation of the conditions required for such denial

f. The employee's right to maintenance of benefits during the leave and
restoration to the same or an equivalent job upon return from leave

g. The employee's potential liability for health insurance premiums paid by the
district during the employee's unpaid FMLA leave should the employee not
return to service after the leave

Any time the information provided in the above notice changes, the
Superintendent or designee shall, within five business days of his/her receipt
of an employee's first notice of need for leave, provide the employee with a
written notice referencing the prior notice and describing any changes to the
notice. (29 CFR 825.300)

4, Designation Notice: When the Superintendent or designee has information (e.g.,
sufficient medical certification) to determine whether the leave qualifies as
FMLA/CFRA leave, he/she shall, within five business days, provide written
notification designating the leave as FMLA/CFRA qualifying or, if the leave will not
be so designated, the reason for that determination. (29 CFR 825.300)

If the amount of leave needed is known, the notice shall include the number of hours, days,
or weeks that will be counted against the employee's FMLA/CFRA entitlement. If it is not
possible to provide that number at the time of the designation notice, notification shall be
provided of the amount of leave counted against the employee's entitlement upon request
by the employee and at least once in every 30-day period if leave was taken in that period.
(29 CFR 825.300)

If the district requires paid leave to be substituted for unpaid family care and medical leave,
the notice shall so specify. If the district requires an employee to present a fitness-for-duty
certification that addresses the employee's ability to perform the essential functions of the
job, the notice shall also specify that requirement.

Any time the information provided in the designation notice changes, the Superintendent
or designee shall, within five business days, provide the employee with written notice
referencing the prior notice and describing any changes to the notice. (29 CFR 825.300)

Records

The Superintendent or designee shall maintain records pertaining to an individual
employee's use of family care and medical leave in accordance with law. (29 USC 2616;
42 USC 2000ff-1; 29 CFR 825.500; Government Code 12946)
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Farmersville USD | BP 4161.9, 4261.9,4361.9 Personnel
Catastrophic Leave Program

When a catastrophic illness or injury incapacitates a certificated employee or a member
of his/her family for an extended period of time and the employee has exhausted all paid
leaves of absence, other employees may donate accrued vacation and/or sick leave credits
to that employee under the specific requirements of the district's catastrophic leave
program.

lk Donations made under the catastrophic leave program shall be strictly voluntary.
(cf. 4161/4261 - Leaves)
(cf. 4161.1/4361.1 - Personal lliness/Injury Leave)
(cf. 4261.1 - Personal lliness/Injury Leave)
(cf. 4361 - Leaves)
Legal Reference:
EDUCATION CODE
44043.5 Catastrophic leave

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT
Adopted: March 17, 1999 Farmersville, California
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Farmersville USD | AR 4161.9, 4261.9,4361.9 Personnel

Catastrophic Leave Program

When a certificated employee or a member of his/her family experiences a catastrophic
illness or injury which requires the employee to take time off from work for an extended
period of time, and the employee has exhausted all available sick leave and other paid
time off, he/she may request donations of accrued vacation or sick leave credits.
(Education Code 44043.5)

In making such a request, the employee shall provide verification of the catastrophic
injury or illness. (Education Code 44043.5)

Verification shall be made by means of a letter, dated and signed by the sick or injured
person's physician, indicating the incapacitating nature and probable duration of the
illness or injury.

Upon determination that the employee is unable to work due to his/her own or a family
member's catastrophic illness or injury, any other employee, upon written notice to the
Governing Board, may donate accrued vacation and/or sick leave credits to the
requesting employee. Donations shall be at a minimum of eight hours, and in hour
increments thereafter. (Education Code 44043.5)

To ensure that employees retain sufficient accrued sick leave to meet their own needs,
donors shall not reduce their accumulated sick leave to fewer than 15 days.

All transfers of eligible leave credit shall be irrevocable. (Education Code 44043.5)
The Superintendent or designee shall ensure that all donations are confidential.

The employee who is the recipient of the donated leave credits shall use those credits
within 12 consecutive months.

If donated credits are not used by the employee within 12 consecutive months, the
credits shall be placed in a pool that will be available to the next eligible employee who
requests catastrophic leave.

An employee who receives paid catastrophic leave shall use any leave credits that
he/she continues to accrue on a monthly basis before receiving paid leave pursuant to
this program. (Education Code 44043.5)

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT
Approved: March 17, 1999 Farmersville, California
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Farmersville USD | Classified Personnel AR 4261.1(a)
PERSONAL ILLNESS/INJURY LEAVE

Classified employees employed five days a week are entitled to 12 days leave of absence with
full pay per fiscal year for personal illness or injury (sick leave). Employees who work less than
a full fiscal year or fewer than five days a week (part-time employees) shall be granted sick leave
in proportion to the time they work. However, any part-time employee whose work hours are so
few as to entitle him/her to less than 24 hours of paid sick leave per fiscal year shall be granted
sick leave pursuant to Labor Code 246, if he/she is eligible. (Education Code 45191; Labor
Code 245-249)

(cf 4161/4261/4361 - Leaves)

Use of Sick Leave

A classified employee may use sick leave for absences due to:

1. Accident or illness, whether or not the absence arises out of or in the course of
employment, or by quarantine which results from contact with other persons having a

contagious disease during the employee's performance of his/her duties (Education Code
45199)

2 Pregnancy, childbirth, and recovery (Education Code 45193)

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

3. Personal necessity as specified in Education Code 45207

(cf 4161.2/4261.2/4361.2 - Personal Leaves)

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

5. Industrial accident or illness when leave granted specifically for that purpose has been
exhausted (Education Code 45192)

(cf 4261.11 - Industrial Accident/Illness Leave)

6. Illness of the employee's child, parent, spouse, domestic partner, or domestic partner's
child for up to the amount of leave that would be accrued during six months for personal
illness or injury (Labor Code 233)

2 Need of the employee or his/her family member, as defined in Labor Code 245.5, for
diagnosis, care, or treatment of an existing health condition or for preventive care (Labor
Code 246.5)
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AR 4261.1(b)

PERSONAL ILLNESS/INJURY LEAVE (continued)

8. Need of the employee to obtain or seek any relief or medical attention specified in Labor
Code 230(c) and 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 246.5)

An employee may take leave for personal illness or injury at any time during the year, even if
credit for such leave has not yet been accrued. However, a new full-time classified employee
shall not be entitled to more than six days of sick leave until he/she has completed six months of
active service with the district. (Education Code 45191)

Unused days of sick leave shall be accumulated from year to year without limitation. (Education
Code 45191)

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

The district shall not require newly employed classified employees to waive leave accumulated
in a previous district. However, if the employee's previous employment was terminated for
cause, the transfer of the accumulated leave shall be made only if approved by the Governing
Board. (Education Code 45202)

The Superintendent or designee shall notify any classified employee whose employment with the
district is terminated after at least one calendar year for reasons other than for cause that, if
he/she accepts employment in another district, county office of education, or community college
district within one year of the termination of employment, he/she shall be entitled to request that
the district transfer his/her accumulated sick leave to his/her new employer. (Education Code
45202)

Notification of Absence

An employee shall notify the Superintendent or the designated manager or supervisor of his/her
need to be absent as soon as such need is known so that the services of a substitute may be
secured as necessary. 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. The
employee shall enter their absence in the District’s electronic absence reporting system, or
coordinate with their supervisor to ensure the system is updated to reflect their absence.
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AR 4261.1(c)

PERSONAL ILLNESS/INJURY LEAVE (continued)
Continued Absence After Available Sick Leave Is Exhausted/Differential Pay

A classified employee who has exhausted all paid leaves, including sick leave, shall for the
remainder of the five-month period of absence to which he/she is entitled, receive his/her salary
minus the actual amount paid a substitute to fill the employee's position during his/her absence.
(Education Code 45196)

The five-month period shall commence on the first day of the leave of absence and shall run
concurrently with any other paid leavel

Extension of Leave

A permanent employee who is absent because of a personal illness or injury and who has
exhausted all available sick leave, vacation, compensatory overtime, and any other paid leave
shall be so notified, in writing, and offered an opportunity to request additional leave. The Board
may grant the employee additional leave, paid or unpaid, for a period not to exceed six months
and may renew this leave for two additional six-month periods or for lesser periods. The total
additional leave granted shall not exceed 18 months. (Education Code 45195)

(cf. 4216 - Probationary/Permanent Status)

If the employee is still unable to resume his/her duties after all available paid and unpaid leaves
have been exhausted, the employee shall be placed on a reemployment list for a period of 39
months. If during this time the employee becomes able to resume the duties of his/her position,
he/she shall be offered reemployment in the first vacancy in the classification of his/her previous
assignment. During the 39 months, the employee's reemployment shall take preference over all
other applicants except those laid off for lack of work or lack of funds, in which case the
employee shall be ranked according to his/her seniority. (Education Code 45195)
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AR 4261.1(d)
PERSONAL ILLNESS/INJURY LEAVE (continued)
Verification Requirements

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

The Superintendent or designee may, at any time, require additional written verification by the
employee's physician or medical practitioner. Such verification shall be required 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.

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 additional 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 the request for additional 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 work and stipulating any recommended restrictions or limitations.

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

Short-Term and Substitute Employees

Except for a retired annuitant who is not reinstated to the retirement system, any short-term or
substitute employee who works for 30 or more days within a year of his/her employment shall be
entitled to one hour of paid sick leave for every 30 hours worked. Accrued paid sick days shall
carri/ over to the following year of employment, up to a maximum of 48 hours. (Labor Code
246
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AR 4261.1(¢)

PERSONAL ILLNESS/INJURY LEAVE (continued)
Healthy Workplaces, Healthy Families Act Requirements

No employee, including a short-term or substitute 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:

Ie 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
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AR 4261.1(D)
PERSONAL ILLNESS/INJURY LEAVE (continued)

b. The amount of sick days provided by Labor Code 245-249

C. The terms of use of paid sick days

d. That discrimination or retaliation against an employee for requesting or using sick
leave is prohibited by law and 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
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AR 4261.1(j)

PERSONAL ILLNESS/INJURY LEAVE (continued)

Legal Reference:
EDUCATION CODE
45103 Substitute employees
45190 Leaves of absence and vacations
45191 Leaves of absence for illness and injury
45193 Leave of absence for pregnancy (re use of sick leave under certain circumstances)
45195 Additional leave for nonindustrial accident or illness, reemployment preference
45196 Salary, deductions during sick leave
45202 Transfer of accumulated sick leave and other benefits
LABOR CODE
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
245-249 Healthy Workplaces, Healthy Families Act of 2014
COURT DECISIONS
California School Employees Association v. Colton Joint Unified School District, (2009) 170 Cal.App.4th
957
California School Employees Association v. Tustin Unified School District, (2007) 148 Cal. App.4th 510
ATTORNEY GENERAL OPINIONS

53 Ops.Cal. Atty.Gen. 111 (1970)

FARMERSVILLE UNIFIED SCHOOL DISTRICT
Regulation approved: May 2016



SISC

Farmersville Unified School District

Self-Insured Schools of California

Schools Helping Schools

October 1, 2023

405708, E 40570A, C 40570 F, D

PPO PLANS 100% - A $20 80% C $20 80% E $20
CALENDAR YEAR OUT-OF-POCKET MAXIMUM (OOP) Member Pays Member Pays Member Pays
Individual/Family Deductibles $0/$0 $200/$500 $300/$600
If\leduaI/FamHy’Out—of.-Pocket Max $1,000/$3,000 $1,000/$3,000 $1,000/$3,000
(includes deductible, coinsurance and co-pays)
PROFESSIONAL SERVICES
Office Visit (OV) co-pay
(S0 Copay for first 3 cal yr Primary Care OV on Non-H S A PPO $20 $20 $20
plans)
Urgent Care co-pay $20 $20 $20
Specialists/Consultants co-pay $20 $20 $20
Prenatal, postnatal office visit co-pay $20 $20 $20
Scans: CT, CAT, MRI, PET etc. 0% 20% 20%
Diagnostic X-ray & Laboratory Procedures 0% 20% 20%

Infertility (diagnosis/treatment of causes of infertility)

Not covered

Not covered

Not covered

Preventive Care Services (includes physical exams & screenings)

0%, Deductible Waived

0%, Deductible Waived

0%, Deductible Waived

HOSPITAL & SKILLED NURSING FACILITY SERVICES

Emergency Room visit co-pay 0% 20% 20%
(waived if admitted) $100 co-pay $100 co-pay $100 co-pay
Inpatient Hospital co-pay (preauthorization required) 0% 20% 20%
Outpatient Hospital co-pay 0% 20% 20%
Surgery, Outpatient (performed in an Ambulatory Surgery Centd 0% 20% 20%
Surgery, Outpatient (performed in a Hospital) 0% 20% 20%
MENTAL HEALTH SERVICES & SUBSTANCE ABUSE TREATMENT

INPATIENT CARE: Facility based care (preauthorization required 0% 20% 20%

OUTPATIENT CARE: Facility based care (preauthorization requir

Deductible waived
office visit co-pay applies

Deductible waived
office visit co-pay applies

Deductible waived
office visit co-pay applies

OTHER SERVICES

Acupuncture - Limits apply 0% 20% 20%
Ambulance (Ground or Air) $100 Co Pay $100 Co Pay + 20% $100 Co Pay + 20%
Chiropractic - Limits apply 0% 20% 20%
Durable Medical Equipment (DME) 0% 20% 20%
Physical and Occupational Therapy - Limits apply 0% 20% 20%

PRESCRIPTION DRUG PLANS

Brand Deductible - Individual/Family

Not Applicable

$200 per person/$500 per family

$200 per person/$500 per family

Individual/Family Rx Out-of-Pocket (OOP) Max
(includes Rx deductible & copays)

$2,500/$3,500

$2,500/$3,500

$2,500/$3,500

Generic co-pay/days supply

$9/30-Days

$10/30-Days

$15/30-Days

Brand co-pay/days supply

$35/30-Days

$35/30-Days

$50/30-Days

Mail Order (Generic-Brand co-pay/days supply)

$0-$90/90-Days

$0-$90/90-Days

$5-$135/90-Days

Vision Service Plan (www.vsp.com)

Plan B, $10 co-pay
Exam & lenses every calendar yr; frames
every 2 years

Plan B, $10 co-pay
Exam & lenses every calendar yr; frames
every 2 years

Plan B, $10 co-pay
Exam & lenses every calendar yr; frames
every 2 years

Delta Dental Plan:
(www.deltadentalca.org)

Premier Incentive Plan, $1,500 cal yr

Premier Incentive Plan, $1,500 cal yr

Premier Incentive Plan, $1,500 cal yr

RATES 2023-24 2023-24 2023-24
Medical $1,451.00 $1,451.00 $1,251.00 $1,251.00 $1,214.00 $1,214.00
Dental $101.20 $97.30 $101.20 $97.30 $101.20 $97.30
Vision $17.30 $17.30 $17.30 $17.30 $17.30 $17.30
Life Insurance $4.75 $4.75 $4.75 $4.75 $4.75 $4.75
TOTAL PER EMP/MO $1,574.25 $1,570.35 $1,374.25 $1,370.35 $1,337.25 $1,333.35
DISTRICT CONTRIBUTION $1,314.15 $1,314.15 $1,314.15 $1,314.15 $1,314.15 $1,314.15
DIFFERENCE PER EMP/MO (12) $260.10 $256.20 $60.10 $56.20 $23.10 $19.20
Print Name Signature Date
NOTATIONS:
This sheet is only a brief summary of benefits that reflects In-Network benefits. Please review the benefit or plan booklets for details, limi and exclusi fits may be subject to change due to mid-year

legislative changes.

0OOP maximum on Anthem plans with a Navitus pharmacy carve out does not include prescription drug co-pays.

Coinsurance and co-pays do NOT carryover to the next calendar year.

Plans with a deductible all have 4th quarter carryover (October 1 - December 31)

For plans with a deductible, co-insurance applies after the deductible has been met unless otherwise noted.
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SERVICES |

PROVIDER NETWORK

DIAGNOSTIC &
PREVENTATIVE

Exams, X-rays, Cleanings

OTHER BASIC SERVICES
Oral Surgery, Fillings,

Periodontic Procedures,
Root Canals & Sealants

CROWNS
Crowns, Jackets & Cast

Restorations

PROSTHODONTICS

Dentures, Bridges, and Implants,

ANNUAL PLAN MAXIMUM

Orthodontics

Dental Options

Delta Premier Incentive Delta PPO
! IN-NETWORK ][ OUT-OF-NETWORK IN-NETWORK | 1} OUT-OF-NETWORK
PPO Dentists Premier Network Dentists Non-Delta Dentists PPO Dentists Premier Network Dentists Non-Deita Dentists
\When using a PPO When using a Qelta Prem[gr Wr_'len using a.non-Delta
A contracted dentist, Delta will Dentist, Delta will pay Usual,
contracted dentist, the annual X . . Usual, Customary and Usual, Customary and
- i pay up to the Annual Maximum | | Customary and Reasonable up Participating Fee Allowance
maximum will be Increased T . - Reasonable Reasonable
by $200 elected by the district or to the Annual Maximum elected
y ) bargaining unit. by the district or bargaining unit.
- $25 per membl per
No deductible 21 DTS S CRIE T 5
familv family
70% 1st Year 70% 1st Year 70% UCR 1st Year
80% 2nd Year 80% 2nd Year 80% UCR 2nd Year 100% 50% 50%
90% 3rd Year 90% 3rd Year 90% UCR 3rd Year
100% 4th Year and After 100% 4th Year and After 100% UCR 4th Year and After
70% 1st Year 70% 1st Year 70% UCR 1st Year
80% 2nd Year 80% 2nd Year 80% UCR 2nd Year 100% 50% 50%
90% 3rd Year 90% 3rd Year 90% UCR 3rd Year
100% 4th Year and After 100% 4th Year and After 100% UCR 4th Year and After
70% 1st Year 70% 1st Year 70% UCR 1st Year
80% 2nd Year 80% 2nd Year 80% UCR 2nd Year 100% 50% 50%
90% 3rd Year 90% 3rd Year 90% UCR 3rd Year
100% 4th Year and After 100% 4th Year and After 100% UCR 4th Year and After
50% 50%
9, 0, 0, 0,
50% o SOAAUCER 20% Subject to limit below Subject to limit below
$1,500 $1,500 Limited to $1,000 Limited to $1,000
regardless of plan maximum| |regardless of plan maximum

Adults & Children; 50% up to a $1,000 lifetime per person

Adults & Children; 75% up to a $1,500 lifetime per person




ot - Employee Assistance
How to reach us a e o WA Program

You never know when you may need | i i : :
help. That's why we're giving you two | . ! hE Help whe'n you need it
ways to keep our number handy: | . i : : - : -

[ Employee
| Assistance
" Program

8009997222 Lo A

anthemEAP.com 1 |
Enter Anthem Exchange I Anthem
~ Program | | BlueCross -

 free, confidential help
2% hnurs aday, 7 daysa week

Aﬂthem UQV

BhleCmss o

Whatever's troubling you, you don’t
have to face it alone. Call
800-999-7222, or visit
anthemEAP.com and enter Anthem
Exchange Program to log in.

Anthem. vv _E{_I(l,phyeﬂ Assistance LT s = .
BlueCross l ! ( gran] il JLE, S
e AR v | |
i e !
: .K_{)__D-QQ_B-TIZ'ZZ |
| _anthemEAP.com i
| Enter Anthem Exghang | Qﬂfﬁ&'ﬁi’ ~lr-'!i!emm-ﬁw-&1mf W%ﬂ;mmﬁ;n&
| Program i Iezqdent ns?,o Tie Be Cross AssoctioRi Jets |
_'_ free, cnsmdlmal hllp i il me afid symiso} are TestEiell markeiof 'nwecmssm;m S
 24hours aday. 7 days aweek e e i ; !
_’ o L e EAPTRI4469 2/12

(E-2) 56



Lean on us

Maybe you're a few months behind on bills and want
to get back on track. Maybe you're new to town and
looking for a daycare center. Maybe you have a big
project at work and are feeling a lot of stress.
Whatever your concern, a call to your Employee
Assistance Program (EAP) can help you through it.

What is EAP, anyway?

You may have heard about EAP but aren't sure what it
is. EAP is a service available to you and members of
your household at no extra cost. It's designed to help
you with everyday problems and questions, big or
small. No need to fill out paperwork or make an
appointment to speak with an EAP staff member. Just
call 800-999-7222 or visit anthemEAP.com. You'll be
connected in an instant. We're here 24 hours a day,
every day, to help you.

How we can help

When you or a household member contacts us, we'll
work with you to figure out the next steps. If you need
counseling, we can arrange up to three free visits with
licensed professionals. If you have financial or legal
questions, we can put you in touch with a financial
advisor or a lawyer.

Reach us online

If online help is more your style, visit
anthemEAP.com. You'll find articles, checklists,
quizzes and other helpful tools. You can browse
resources, attend a webinar or take an online
class—right at your own desk. Here are just some of
the topics covered:

o Workplace safety

o Child and elder care

o Tobacco cessation

o Griefand loss

o Family health

o Home improvement

o Addiction and recovery

o Dealing with identity theft

Your privacy matters

Remember, EAP is here for you 24/7, so you can call
at the time and place that are right for you. Your
privacy is important to us. No one will know you've
called EAP unless you give them permission in
writing.”

When you need answers, let the Employee
Assistance Program give you a helping hand. Just
call 800-999-7222 or go to anthemEAP.com and
enter Anthem Exchange Program.

*In accordance with federal and state law, and professional
ethical standards.

St neceslta ayuda en espaiol para entender este documento.
puede solicitarla'sin costo adiclonal, llamando al nimera de
serviclo al cliente queaparece en este folleto.

This document is for general informational purposes. Check with
your employer for specific information about benefits, limitations
and exclusions.

Anthem. gk
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For more information, contact your
American Fidelity Account Representative.

Central California Branch Office

3649 W. Beechwood Ave., Suite 103

Fresno, CA 93711

866-504-0010 - 559-230-2107 H H H
>04-0010 = American Fidelity

americanfidelity.com
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Our Family, Dedicated To Yours.’

SB-29519-0114




SECTION 125

If there was a program available that could dramatically save
you money on your taxes, would you take advantage of it?
That's exactly what the Section 125 Plan does - reduces your
taxes and increases.your spendable income.

HOW THE PLAN WORKS

The Section 125 Plan allows you to deduct the cost of eligible
benefits from gross earnings before taxes. Plus, the plan is
available to you at no cost and you're already eligible - all you
have to do is enroll!

By implementing this plan, your employer is helping you
reduce your taxes and increase your spendable income.

SEE HOW MUCHYOU
COULD SAVE

The savings an employee may experience under the Section
125 Plan isillustrated in the example below.

By utilizing the Section 125 Plan, this employee would have
$70 more per month to apply toward needed insurance
benefits or spendable income. Annually, this would be an
increase of $840.

HOW TO ENROLL

To enrollin the Section 125 Plan, simply complete an election
form to enroll and take advantage of paying for eligible
premiums on a pre-tax basis. You will be notified in advance
when it's time to enroll. In most cases, you must re-enroll each
year to continue your participation in the Section 125 Plan.

HOW TO MAKE CHANGES
TOYOURELECTION

While you can make changes to your election each year during
annual enrollment, the only time regulations will allow you to
make a change during the plan year is if you experience an
allowable election change event.

Some examples of an allowable election change event include:

o« Change in legal married status
Change in number of dependents
+ Termination or commencement of employment

»  Dependent satisfies or ceases to satisfy dependent
eligibility requirements

»  Change in residence or worksite that affects eligibility
for coverage

These examples may not be all-inclusive. Please contact
your employer for guidance with your specific situation.

With S125

*Where allowable by law. If you are subject to FICA taxes, there might be a reduction in your

$2,000

wow!

15250
$1,750
-$350
133
N/A
$1,267

of $70!

American Fidelity
/Assurance Company

social security benefit due to the reduction of FICA contributions. Example is hypothetical

for illustrative purposes only. Please consult your tax advisor for actual tax savings.

SB-29436-0114

Our Family, Dedicated To Yours?

That’s a difference
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Sign up for direct
deposit today!

Enjoy a money-saving way to pay for eligible medical or dependent care expenses with a Flexible
Spending Account (FSA) that deducts pre-tax dollars from your paycheck. Simply choose the
amount to be deducted, and the funds are set aside to be used for eligible expenses throughout
the year. You can choose from two accounts, and both are offered to you at no charge.

HOW THE ACCOUNTS WORK

A Dependent Day Care Flexible Spending Account (FSA) allows you to set aside
pre-tax dollars to reimburse yourself for incurred eligible dependent care expenses. Because
your money goes into the account before income taxes are withheld, you pay less in taxes,
and ultimately have more disposable income. You may allocate up to $5,000 per tax year for
reimbursement of eligible dependent care services (or $2,500 if you are married and file a
separate tax return). '

A Health Flexible Spending Account (FSA) (also known as an Unreimbursed Medical Account)
can save you money by allowing you to set aside part of your pay, on a pre-tax basis, to reimburse
yourself for eligible medical expenses such as.copayments, medical deductibles, prescriptions,
and more. Expenses incurred for you, your spouse, and other qualifying individuals are eligible
for reimbursement. The maximum amount allowed to contribute into this account is $2,550 per
calendar year. (Please see your employer for the maximum amount allowed under your plan.)

ELIGIBLE EXPENSE EXAMPLES

o Acupuncture Laser eye surgery - Practical nurse

> Alcohol/drug rehab > Midwife o Psychiatrist

- Anesthetist - Optometrist - Psychologist

o Artificial limbs/teeth » Orthodontia* - Stop-smoking program

o Chiropractor » QOut-patient care - Transportation expenses

- Dental care o OTC drugs and medicines relative to medical care

- Eye exam/eyeglasses/ for treatment of a medical based on IRS standard
contact lenses condition®* mileage allowance

* Hearing aids/batteries - Pediatrician > Weight loss program for

« Insulin < Physical therapy provided obesity***

» Invitro fertilization by licensed therapist

INELIGIBLE EXPENSE EXAMPLES

- Capital expenditures - Mattresses/pillows *Seg,”,ﬁfj d%g’ga"ebee” incurred or

» Cosmetic procedures = Personal use items ¢ Will require a medical

« Exercise equipment - Teeth whitening practitioner’s prescription.

» Insurance premiums *** May need doctor’s statement for

medical necessity.

If you are interested in participating in either of these accounts, we will be happy to set up your
account for direct deposit. You can either have your reimbursement directly deposited into your
checking account or receive a check in the mail - the choice is yours.

Ifyou do not file sufficient claims for reimbursement, you may lose the unused amount remaining
in your account at the end of the plan year. This is often referred to as the“use-or-lose” rule. Your
employer can choose to offer a carryover of up to $500 each plan year OR a grace period, which is
a period of time after the plan year ends during which you may incur expenses and be reimbursed
from the remaining balance in your previous year's Health FSA.

SB-29437-0114
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Disability Income Insurance

If your paycheck suddenly stopped today, could you afford to pay for your mortgage, car payments, food,
and other monthly expenses? How could you maintain your current lifestyle?

American Fidelity knows one of the most important assets a person possesses is their ability to earn an
income. Our Disability Income Insurance is a cost-effective solution designed to help protect you if you
become disabled and cannot work due to a covered injury or sickness.

Limitations, exclusions, and waiting periods may apply. Applicant’s eligibility for this program may be subject to insurability.

SB-29492-0114

Cancer Insurance

Theexpensesassociatedwith a cancer diagnosis can be overwhelming. Even with agood medical plan, the
out-of-pocket costs of cancer treatment, such as travel, child care, and loss of income, can be expensive.

American Fidelity’s Limited Benefit Cancer Insurance offers a solution to help so you can focus your
attention on your treatment and healing. We offer a:plan that may assist with out-of-pocket costs
often associated with a covered cancer diagnosis, and we provide the money directly to you, to be used
however you see fit.

Limitations, exclusions, and waiting periods may apply. This productis inappropriate for people who are eligible for Medicaid coverage.

i

SB-29490-0114

Accident Only Insurance

Whetheryou are aweekend warrior with an active lifestyle or the stay-at-home type, accidents can happen
anytime, anywhere, without warning. Being prepared for the unexpected can make all the difference.

American Fidelity's Limited Benefit Accident Only Insurance plan is designed to help cover some of the
expenses that can result from a covered accident, and benefit payments are made directly to you.

Limitations, exclusions, and waiting periods may apply. Not all products and benefits may be available in all states. This product is
inappropriate for people who are eligible for Medicaid coverage.

SB-29486-0114

Life Insurance

It is impossible for life insurance to emotionally compensate for a loss, but it may help ease the financial
obligations placed on your loved ones.

American Fidelity’s portable life insurance policies can help your family in the event of your death. They
have a simplified application process, minimal health questions*, and no required medical exams.*

*Issuance of the policy may depend upon the answers to the health questions, Limitations, exclusions, and waiting periods may apply. Not
generally qualified benefits under Section 125 Plans.

$B-29502-0114 51



SPECIALIZING IN SUPPLEMENTAL BENEFITS FOR YOUR INDUSTRY

Protecting your income is important.

Why You Need Disability Income Insurance

If your paycheck suddenly stopped today, would you be prepared? Could you afford everyday living expenses and
other necessities while maintaining the lifestyle you have been accustomed to? Disability Income Insurance is a cost-
effective solution designed to help protect you if you are unable to work due to a covered injury or sickness.

How It Helps

» Salary Protection for You and Your Loved Ones.
The plan makes it easy to help protect your

fgture finances ir.\ case of a sudden injL{ry or More than 1in 4 .
sickness by prov1df:|.':g a monthly bl;e'netflt to i of today’s 20 year-olds
cover expenses while you are unable to work. will become disabled

» Several Elimination Periods Available. before they retire.’
Bgse.d on your |pd|VlduaI need, there are various Council for Disability Awareness:
elimination periods for you to choose from. 5 Reasons Why Millennials Should Care
The plan pays a monthly benefit based upon a About Disability Insurance; February 2016,

percentage of your gross monthly income once
you have satisfied the elimination period.

Take steps now to help protect your finances with

Disability Income Insurance from American Fidelity
Assurance Company.

< Benefit Payments Made Directly to You.
Your monthly benefit payments may be deposited
directly into your bank account. This gives
you the freedom to pay your living expenses
and make other purchases as you see fit.

This product-may contain limitations, exclusions, and waiting periods.

Visit with your American Fidelity account manager to learn more about Disability Income Insurance.

Amy Durham, CA 0C66454

Fresno Branch Office

3649 W Beechwood Ave,, Suite #103

Fresno, CA 93711

866-504-0010 - 559-230-2107, ext. 383 AM ERICAN F I DELITY ||||
americanfidelity.com a different opinion )
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Farmersville USD | BP 4257.1,4157.1,4357.1 Personnel

Work-Related Injuries

The Governing Board desires to provide its employees with insurance and workers' compensation
benefits in accordance with law. The Superintendent or designee shall develop an efficient claims
handling process in order to reduce costs and facilitate employee recovery.

(cf. 3320 - Claims and Actions Against the District)
(cf. 4032 - Reasonable Accommodation)

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

(cf. 4154/4254/4354 - Health and Welfare Benefits)

(cf. 4157/4257/4357 - Employee Safety)

(cf. 4157.2/4257.2/4357.2 - Ergonomics)

(cf. 4161.11/4361.11 - Industrial Accident/Illness Leave)

(cf. 4261.11 - Industrial Accident/Illness Leave)

An employee shall report any work-related injury or illness to his/her supervisor as soon as
practicable. Upon learning of an injury, a supervisor shall promptly report the incident to the
Superintendent or designee and the insurance carrier as appropriate.

The Superintendent or designee shall ensure that every new employee is notified of his/her right to
receive workers' compensation if injured at work and that injured employees are given notice of
rights in accordance with law.

The Superintendent or designee shall ensure that notifications regarding workers' compensation are
posted in accordance with law.

Legal Reference:

(F-1) 63



EDUCATION CODE

44984 Industrial accident and illness leaves, certificated employees
45192 Industrial accident and illness leaves, classified employees
LABOR CODE

3200-4855 Workers' compensation, especially:

3550-3553 Employee notice

3600-3605 Conditions of liability

3760 Report of injury to insurer

600 Provision of medical and hospital treatment by employer

4906 Disclosures and statements
5400-5413 Notice of injury or death
6409.1 Reports

CODE OF REGULATIONS, TITLE 8
15596 Notice of employee rights
Management Resources:

WEB SITES

California Department of Industrial Relations: http://www.dir.ca.gov

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT

Adopted: February 11, 2003 Farmersville, California
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Farmersville USD | Personnel BP 4030(a)
NONDISCRIMINATION IN EMPLOYMENT

The Governing Board is determined to provide district employees and job applicants a safe,
positive environment where they are assured of full and equal employment access and
opportunities, protection from harassment or intimidation, and freedom from any fear of reprisal
or retribution for asserting their employment rights in accordance with law. The Board prohibits
district employees from discriminating against or harassing any other district employee or job
applicant on the basis of the person's actual or perceived race, religious creed, color, national
origin, ancestry, age, marital status, pregnancy, physical or mental disability, medical condition,
genetic information, military and veteran status, gender, gender identity, gender expression, sex,
or sexual orientation.

(¢f. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4119.41/4219.41/4319.41 - Employees with Infectious Disease)

The Board also prohibits discrimination against any employee or job applicant in compensation,
terms, conditions, and other privileges of employment and the taking of any adverse employment
action, including, but not limited to, termination or the denial of employment, promotion, job
assignment, or training, against an employee or job applicant based on any of the categories
listed above.

(cf. 4032 - Reasonable Accommodation)
(cf. 4154/4254/4354 - Health and Welfare Benefits)

Prohibited discrimination on the basis of religious creed includes discrimination based on an
employee's or job applicant's religious belief or observance, including his/her religious dress or
grooming practices. In accordance with Government Code 12940, prohibited discrimination on
the basis of religious creed also includes the district's failure or refusal to use reasonable means
to accommodate an employee's or job applicant's religious belief, observance, or practice which
conflicts with an employment requirement. However, the district shall not accommodate an
employee's religious dress practice or religious grooming practice if it requires segregation of the
individual from other employees or the public or if it would result in a violation of this policy or
any law prohibiting discrimination.

Prohibited sex discrimination includes discrimination based on an employee's or job applicant's
pregnancy, childbirth, breastfeeding, or any related medical condition.

(cf. 4033 - Lactation Accommodation)

Harassment consists of unwelcome verbal, physical, or visual conduct that is based on any of the
prohibited categories of discrimination listed above and that is so severe or pervasive that it
adversely affects an individual's employment opportunities, has the purpose or effect of
unreasonably interfering with the individual's work performance, or creates an intimidating,
hostile, or offensive work environment.

(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
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BP 4030(b)

NONDISCRIMINATION IN EMPLOYMENT (continued)

The Board also prohibits retaliation against any district employee or job applicant who opposes
any discriminatory employment practice by the district or its employee, agent, or representative
or who complains, testifies, assists, or in any way participates in the district's complaint
procedures pursuant to this policy. No employee or job applicant who requests an
accommodation for any protected characteristic listed in this policy shall be subjected to any
punishment or sanction, regardless of whether the request was granted. (Govemment Code
12940)

Complaints concerning employment discrimination, harassment, or retaliation shall immediately
be investigated in accordance with procedures specified in the accompanying administrative
regulation.

Any supervisory or management employee who observes or has knowledge of an incident of
prohibited discrimination or harassment shall report the incident to the Superintendent or
designated district coordinator as soon as practical after the incident. All other employees are
encouraged to report such incidents to their supervisor immediately. The district shall protect any
employee who does report such incidents from retaliation.

The Superintendent or designee shall use all appropriate means to reinforce the district's
nondiscrimination policy. He/she shall provide training and information to employees about how
to recognize harassment and discrimination, how to respond appropriately, and components of
the district's policies and regulations regarding discrimination. The Superintendent or designee
shall regularly review the district's employment practices and, as necessary, shall take action to
ensure district compliance with the nondiscrimination laws.

Any district employee who engages in prohibited discrimination, harassment, or retaliation or
who aids, abets, incites, compels, or coerces another to engage or attempt to engage in such
behavior in violation of this policy shall be subject to disciplinary action, up to and including
dismissal.

(cf- 4118 - Dismissal/Suspension/Disciplinary Action)
(cf- 4218 - Dismissal/Suspension/Disciplinary Action)

Legal Reference: (see next page)
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BP 4030(c)

NONDISCRIMINATION IN EMPLOYMENT (continued)

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
CIVIL CODE
51.7 Freedom from violence or intimidation
GOVERNMENT CODE
11135 Unlawful discrimination
11138 Rules and regulations
12900-12996 Fair Employment and Housing Act
PENAL CODE
422.56 Definitions, hate crimes
CODE OF REGULATIONS, TITLE 2
11019 Terms, conditions and privileges of employment
CODE OF REGULATIONS, TITLE 5
4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20
1681-1688 Title IX of the Education Amendments of 1972
UNITED STATES CODE, TITLE 29
621-634 Age Discrimination in Employment Act
794 Section 504 of the Rehabilitation Act of 1973
UNITED STATES CODE, TITLE 42
20004-2000d-7 Title V1, Civil Rights Act of 1964, as amended
2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended
2000/1-2000ff-11 Genetic Information Nondiscrimination Act of 2008
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964
6101-6107 Age discrimination in federally assisted programs
12101-12213 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 34
100.6 Compliance information
104.7 Designation of responsible employee for Section 504
104.8 Notice
106.8 Designation of responsible employee and adoption of grievance procedures
106.9 Dissemination of policy
110.1-110.39 Nondiscrimination on the basis of age
COURT DECISIONS
Thompson v. North American Stainless LP, (2011) 131 S.Ct. 863
Shephardv. Lovola Marymount, (2002) 102 Cal.App.4th 837

Management Resources: (see next page)



BP 4030(d)

NONDISCRIMINATION IN EMPLOYMENT (continued)

Management Resources:
CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING PUBLICATIONS
California Law Prohibits Workplace Discrimination and Harassment, December 2014
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Notice of Non-Discrimination, August 2010
U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS
Questions and Answers: Religious Discrimination in the Workplace, 2008
New Compliance Manual Section 15: Race and Color Discrimination, April 2006
Enforcement Guidance: Vicarious Employer Liability for Unlawful Harassment by Supervisors, June
WEB SITES
California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr
U.S. Equal Employment Opportunity Commission: hittp://www.eeoc.gov

FARMERSVILLE UNIFIED SCHOOL DISTRICT
Policy adopted: May 2016
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Farmersville USD | Personnel AR 4030(a)

NONDISCRIMINATION IN EMPLOYMENT

The district designates the position identified below as its coordinator for nondiscrimination in
employment (coordinator) to coordinate the district's efforts to comply with state and federal
nondiscrimination laws and to answer inquiries regarding the district's nondiscrimination
policies. The coordinator may be contacted at:

Superintendent

(position title)

571 E. Citrus, Farmersville, CA 93223
(address)

(559) 592-2010

(telephone number)
schavez@farmersville.k12.ca.us
(email)

Measures to Prevent Discrimination

To prevent unlawful discrimination, harassment, and retaliation against district employees,
volunteers, interns, and job applicants, the Superintendent or designee shall implement the
following measures:

I Publicize the district's nondiscrimination policy and regulation, including the complaint
procedures and the coordinator's contact information, to employees, volunteers, interns,
job applicants, and the general public by: (5 CCR 4960; 34 CFR 100.6, 106.9)

a. Including them in each announcement, bulletin, or application form that is used in
employee recruitment

b. Posting them in all district schools and offices, including staff lounges and other
prominent locations

¢ Posting them on the district's web site and providing easy access to them through
district-supported social media, when available

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

z Provide to employees a handbook that contains information that clearly describes the
district's nondiscrimination policy, procedures for filing a complaint, and resources
available to anyone who feels that he/she has been the victim of any discriminatory or
harassing behavior

(cf- 4112.9/4212.9/4312.9 - Employee Notifications)
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AR 4030(b)

NONDISCRIMINATION IN EMPLOYMENT (continued)

3.

Provide training to employees, volunteers, and interns regarding the district's
nondiscrimination policy, including what constitutes unlawful discrimination,

harassment, and retaliation and how and to whom a report of an incident should be made

(cf. 1240 - Volunteer Assistance)
(cf- 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

4.

Periodically review the district's recruitment, hiring, and promotion processes and
regularly monitor the terms, conditions, and privileges of employment to ensure district
compliance with law

Complaint Procedure

Any complaint by an employee or job applicant alleging discrimination or harassment shall be
addressed in accordance with the following procedures:

i

Notice and Receipt of Complaint: A complainant who is an employee shall inform
his/her supervisor. However, if the supervisor is the person against whom the employee
is complaining, the employee shall inform the coordinator or the Superintendent. A job
applicant shall inform the coordinator or the Superintendent or designee.

The complainant may file a written complaint in accordance with this procedure, or if
he/she is an employee, may first attempt to resolve the situation informally with his/her
Supervisor.

A supervisor or manager who has received information about an incident of
discrimination or harassment, or has observed such an incident, shall report it to the
coordinator, whether or not the complainant files a written complaint.

The written complaint should contain the complainant's name, the name of the individual
who allegedly committed the act, a description of the incident, the date and location
where the incident occurred, any witnesses who may have relevant information, other
evidence of the discrimination or harassment, and any other pertinent information which
may assist in investigating and resolving the complaint.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf- 4032 - Reasonable Accommodation)
(cf-4119.11/4219.11/4319.11 - Sexual Harassment)
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AR 4030(c)

NONDISCRIMINATION IN EMPLOYMENT (continued)

2.

Investigation Process: The coordinator shall initiate an impartial investigation of an
allegation of discrimination or harassment within five business days of receiving notice
of the behavior, regardless of whether a written complaint has been filed or whether the
written complaint is complete.

The coordinator shall meet with the complainant to describe the district's complaint
procedure and discuss the actions being sought by the complainant in response to the
allegation. The coordinator shall inform the complainant that the allegations will be kept
confidential to the extent possible, but that some information may be revealed as
necessary to conduct an effective investigation.

(cf- 3580 - District Records)
(cf- 4112.6/4212.6/4312.6 - Personnel Files)
(cf 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)

[f the coordinator determines that a detailed fact-finding investigation is necessary, he/she
shall begin the investigation immediately. As part of this investigation, the coordinator
should interview the complainant, the person accused, and other persons who could be
expected to have relevant information.

When necessary to carry out his/her investigation or to protect employee safety, the
coordinator may discuss the complaint with the Superintendent or designee, district legal
counsel, or the district's risk manager.

The coordinator also shall determine whether interim measures, such as scheduling
changes, transfers, or leaves, need to be taken before the investigation is completed to
ensure that further incidents do not occur. The coordinator shall ensure that such interim
measures do not constitute retaliation.

Written Report on Findings and Corrective Action: No more than 20 business days
after receiving the complaint, the coordinator shall conclude the investigation and prepare
a written report of his/her findings. This timeline may be extended for good cause. If an
extension is needed, the coordinator shall notify the complainant and explain the reasons
for the extension.

The report shall include the decision and the reasons for the decision and shall summarize
the steps taken during the investigation. If a determination has been made that
discrimination or harassment occurred, the report also shall include any corrective
action(s) that have been or will be taken to address the behavior, correct the effect on the
complainant, and ensure that retaliation or further discrimination or harassment does not
occur.

The report shall be presented to the complainant, the person accused, and the
Superintendent or designee.
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AR 4030(d)

NONDISCRIMINATION IN EMPLOYMENT (continued)

Appeal to the Governing Board: The complainant or the person accused may appeal
any findings to the Board within 10 business days of receiving the written report of the
coordinator's findings. The Superintendent or designee shall provide the Board with all
information presented during the investigation. Upon receiving an appeal, the Board
shall schedule a hearing as soon as practicable. Any complaint against a district
employee shall be addressed in closed session in accordance with law. The Board shall
render its decision within 10 business days.

(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 9321 - Closed Session Purposes and Agendas)

Other Remedies

In addition to filing a discrimination or harassment complaint with the district, a person may file
a complaint with either the California Department of Fair Employment and Housing (DFEH) or
the Equal Employment Opportunity Commission (EEOC). The time limits for filing such
complaints are as follows:

1. To file a valid complaint with DFEH, within one year of the alleged discriminatory act(s),
unless an exception exists pursuant to Government Code 12960

2. To file a valid complaint directly with EEOC, within 180 days of the alleged
discriminatory act(s) (42 USC 2000e-5)

3. To file a valid complaint with EEOC after first filing a complaint with DFEH, within 300
days of the alleged discriminatory act(s) or within 30 days after the termination of
proceedings by DFEH, whichever is earlier (42 USC 2000e-5)

FARMERSVILLE UNIFIED SCHOOL DISTRICT

Regulation approved: May 2016
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Farmersville USD | BP 4219 Personnel
Codes of Ethics

The Governing Board expects district employees to maintain the highest ethical
standards, exhibit professional behavior, follow district policies and regulations, and
abide by state and federal laws. Employee conduct should enhance the integrity of the
district and advance the goals of the district's educational programs. Each employee
should make a commitment to acquire the knowledge and skills necessary to fulfill
his/her responsibilities and should focus on his/her contribution to the learning and
achievement of district students.

(cf. 0200 - Goals for the School District)
(cf. 4112.2 - Certification)

(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights)
(cf. 4131 - Staff Development)

(cf. 4231 - Staff Development)

(cf. 4331 - Staff Development)

The Board encourages district employees to accept as guiding principles the
professional standards and codes of ethics adopted by educational or professional
associations to which they may belong.

(cf. 2111 - Superintendent Governance Standards)
(cf. 9005 - Governance Standards)
Staff Conduct with Students

The Board expects all employees to exercise good judgment and maintain professional
standards and boundaries when interacting with students both on and off school
property. Inappropriate employee conduct shall include, but not be limited to, engaging
in harassing or discriminatory behavior; engaging in inappropriate socialization or
fraternization with a student; soliciting, encouraging, or establishing an inappropriate
written, verbal, or physical relationship with a student; furnishing tobacco, alcohol, or
other illegal or unauthorized substances to a student; or engaging in child abuse.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4040 - Employee Use of Technology)

(cf. 5131 - Conduct)

(cf. 6163.4 - Student Use of Technology)
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An employee who observes or has evidence of inappropriate conduct between another
employee and a student shall immediately report such conduct to the principal or
Superintendent or designee. An employee who has knowledge of or suspects child
abuse shall file a report pursuant to the district's child abuse reporting procedures as
detailed in AR 5141.4 - Child Abuse Prevention and Reporting.

(cf. 5141.4 - Child Abuse Prevention and Reporting)

Any employee who is found to have engaged in inappropriate conduct with a student in
violation of the law or this policy shall be subject to disciplinary action.

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT

adopted: January 12, 2010 Farmersuville, California
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Farmersville USD | BP 4119.1, 4219.1,4319.1 Personnel
Civil And Legal Rights

The Governing Board believes that the personal life of an employee is not an appropriate concern of
the district, except as it may directly relate to the employee's performance of his/her duties.

An employee's religious or political activities, or lack thereof, shall not be grounds for any
discrimination or disciplinary action by the district, provided that these activities do not violate law,
Board policy, or administrative regulation.

(cf. 4030 - Nondiscrimination in Employment)
(cf.4119.21/4219.21/4319.21 - Professional Standards)
(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)

A teacher shall have the right to refuse to submit to any evaluation or survey conducted by the district
concerning personal values, attitudes, and beliefs; sexual orientation; political affiliations or opinions;
critical appraisals of other individuals with whom the teacher has a family relationship; or religious
affiliations or beliefs. (Education Code 49091.24)

Employees do not have a reasonable expectation of privacy with regards to district property under an
employee's control including, but not limited to, desks, classrooms, offices, file cabinets, computers,
or phones. As necessary to protect the health, welfare, or safety of students and staff, school officials
may search such items in order to uncover evidence that the employee is violating the law, Board
policy, administrative regulation, or other rules of the district or school.

(cf. 3515 - Campus Security)
(cf. 4040 - Employee Use of Technology)
Whistleblower Protection

An employee shall have the right to disclose to a Board member, a school administrator, a member of
the County Board of Education, County Superintendent of Schools, or the Superintendent of Public
Instruction any improper governmental activity by the district or a district employee that violates state
or federal law, is economically wasteful, or involves gross misconduct, incompetency, or inefficiency.
When the employee has reasonable cause to believe that the information discloses a violation of state
or federal statute or a violation or noncompliance with a state or federal rule or regulation, he/she has
the right to disclose such information to a government or law enforcement agency or to refuse to
participate in any such activity. (Education Code 44112, 44113; Labor Code 1102.5)

The Superintendent or designee shall prominently display in lettering larger than size 14 point type a
list of employees' rights and responsibilities under the whistleblower laws, including the telephone
number of the whistleblower hotline maintained by the office of the California Attorney General.
(Labor Code 1102.8)
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No employee shall use or attempt to use his/her official authority or influence to intimidate, threaten,
coerce, or command another employee for the purpose of interfering with that employee's right to
disclose improper governmental activity. (Education Code 44113)

(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

An employee who has disclosed improper governmental activity and believes that he/she has
subsequently been subjected to acts or attempted acts of reprisal shall file a written complaint in
accordance with the district's complaint procedures. After filing a complaint with the district, he/she
may also file a copy of the complaint with local law enforcement in accordance with Education Code

44114.

(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 1312.3 - Uniform Complaint Procedures)

(cf. 4144/4244/4344 - Complaints)

Protection Against Liability

No employee shall be liable for harm caused by his/her act or omission when acting within the scope
of employment or district responsibilities. For the protection against liability to apply, the act or
omission must be in conformity with federal, state, and local laws and must be in furtherance of an
effort to control, discipline, expel, or suspend a student, or to maintain order or control in the
classroom or school. (20 USC 6736)

(cf. 3320 - Claims and Actions Against the District)
(cf. 9260 - Legal Protection)
The protection against liability shall not apply when: (20 USC 6736)

1. The employee acted with willful or criminal misconduct, gross negligence, recklessness, or a
conscious, flagrant indifference to the harmed person's right to safety.

2. The employee caused harm by operating a motor vehicle or other vehicle requiring license or
insurance.

3. The employee was not properly licensed, if required, by state law for such activities.
4. The employee was found by a court to have violated a federal or state civil rights law.
5. The employee was under the influence of alcohol or any drug at the time of the misconduct.

6. The misconduct constituted a crime of violence pursuant to 18 USC 16 or an act of terrorism for
which the employee has been convicted in a court.

7. The misconduct involved a sexual offense for which the employee has been convicted in a court.

Legal Reference:
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EDUCATION CODE

200-262.4 Prohibition of discrimination on the basis of sex
7050-7058 Political activities of school officers and employees
44040 Discrimination based on employee's appearance before certain boards or committees
44110-44114 Reporting by school employees of improper governmental activity
49091.24 Teacher rights to refuse evaluation/survey of personal life
CIVIL CODE

51 Unruh Civil Rights Act

GOVERNMENT CODE

815.3 Intentional torts

820-823 Tort Claims Act

825.6 Indemnification of public entity

3540.1 Public employment definitions

3543.5 Interference with employee's rights prohibited

12940-12951 Discrimination prohibited; unlawful practices
LABOR CODE

1102.5-1106 Whistleblower protections

UNITED STATES CODE, TITLE 18

16 Crime of violence defined

UNITED STATES CODE, TITLE 20

6731-6738 Teacher liability protection

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title VI, Civil Rights Act

2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2000h-6 Title IX, 1972 Education Act Amendments

12101-12213 Americans with Disabilities Act
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COURT DECISIONS

Garecetti v. Ceballos, (2006) 543 U.S. 1186

O'Conner v. Ortega, (1987) 480 U.S. 709

New Jersey v. T.L.O., (1985) 468 U.S. 325

Management Resources:

WEB SITES

California Attorney General: http://caag.state.ca.us

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT

adopted: December 11, 2007 Farmersville, California
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Farmersville USD | BP 4020 Personnel

Drug And Alcohol-Free Workplace Notice To Employees

The Governing Board believes that the maintenance of a drug- and alcohol-free workplace
is essential to staff and student safety and to help ensure a productive and safe work and
learning environment.

(cf. 4112.41/4212.41/4312.41 - Employee Drug Testing)

(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers)

An employee shall not unlawfully manufacture, distribute, dispense, possess, or use any
controlled substance in the workplace. (Government Code 8355; 41 USC 701)

Employees are prohibited from being under the influence of controlled substances or
alcohol while on duty. For purposes of this policy, on duty means while an employee is on
duty during both instructional and noninstructional time in the classroom or workplace, at
extracurricular or cocurricular activities, or while transporting students or otherwise
supervising them. Under the influence means that the employee's capabilities are
adversely or negatively affected, impaired, or diminished to an extent that impacts the
employee's ability to safely and effectively perform his/her job.

(cf. 4032 - Reasonable Accommodation)

The Superintendent or designee shall notify employees of the district's prohibition against
drug use and the actions that will be taken for violation of such prohibition. (Government
Code 8355; 41 USC 701)

An employee shall abide by the terms of this policy and shall notify the district, within five
days, of his/her conviction for violation in the workplace of any criminal drug statute.
(Government Code 8355; 41 USC 701)

The Superintendent or designee shall notify the appropriate federal granting or contracting
agency within 10 days after receiving notification, from an employee or otherwise, of any
conviction for a violation occurring in the workplace. (41 USC 701)

In accordance with law and the district's collective bargaining agreements, the
Superintendent or designee shall take appropriate disciplinary action, up to and including
termination, against an employee for violating the terms of this policy and/or shall require
the employee to satisfactorily participate in and complete adrug assistance or rehabilitation
program approved by a federal, state, or local public health or law enforcement agency or
other appropriate agency:

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT
Approved: December 11, 2007 Farmersville, California
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The following drug and alcohol counseling, rehabilitation, and/or employee assistance

programs are available locally:

Kaweah Delta
Employee Assistance Program
1645 S. Court St.
Visalia, CA 93277-4945
559-654-6027 or 800-784-2255

Employee Signature

HAWP Docs\STAFF HANDBOOK\Drug Alcohol Free Workplace Policy. wpd

PacifiCare Behavioral Health
23046 Avenida de la Carlota
Laguna Hills, CA 92653
800-999-9585

Date
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Farmersville USD | BP 3513.3 Business and Noninstructional Operations

Tobacco-Free Schools

The Governing Board recognizes that the health hazards associated with smoking and the
use of tobacco products, including the breathing of second-hand smoke, are inconsistent
with its goal to provide a healthy environment for students and staff.

(cf. 3514 - Environmental Safety)

(cf. 4159/4259/4359 - Employee Assistance Programs)
(cf. 5030 - Student Wellness)
(
(cf

cf. 5131.62 - Tobacco)

1.23 - Asthma Management)

(cf. 6142.8 - Comprehensive Health Education)
(cf. 6143 - Courses of Study)

The Board prohibits the use of tobacco products at any time in district-owned or leased
buildings, on district property, and in district vehicles. (Health and Safety Code 104420;
Labor Code 6404.5; 20 USC 6083)

This prohibition applies to all employees, students, and visitors at any school-sponsored
instructional program, activity, or athletic event held on or off district property. Any written
joint use agreement governing community use of district facilities or grounds shall include
notice of the district's tobacco-free schools policy and consequences for violations of the

policy.
(cf. 1330 - Use of School Facilities)
(cf. 1330.1 - Joint Use Agreements)

Prohibited products include any product containing tobacco or nicotine, including, but not
limited to, cigarettes, cigars, miniature cigars, smokeless tobacco, snuff, chew, clove
cigarettes, betel, and nicotine delivery devices such as electronic cigarettes. Exceptions
may be made for the use or possession of prescription nicotine products.

Smoking or use of any tobacco-related products and disposal of any tobacco-related waste
are prohibited within 25 feet of any playground, except on a public sidewalk located within
25 feet of the playground. (Health and Safety Code 104495)
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Farmersville USD | AR 3513.3 Business and Noninstructional Operations
Tobacco-Free Schools
Notifications

Information about the district's tobacco-free schools policy and enforcement procedures
shall be communicated clearly to employees, parents/guardians, students, and the
community. (Health and Safety Code 104420)

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)

The Superintendent or designee may disseminate this information through annual written
notifications, district and school web sites, student and parent handbooks, and/or other
appropriate methods of communication.

(cf. 1113 - District and School Web Sites)

Signs stating "Tobacco use is prohibited" shall be prominently displayed at all entrances
to school property. (Health and Safety Code 104420)

Enforcement/Discipline

Any employee or student who violates the district's tobacco-free schools policy shall be
asked to refrain from smoking and shall be subject to disciplinary action as appropriate.

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
(cf. 5144 - Discipline)

(cf. 5144.1 - Suspension and Expulsion/Due Process)

Any other person who violates the district's policy on tobacco-free schools shall be
informed of the district's policy and asked to refrain from smoking. If the person fails to
comply with this request, the Superintendent or designee may:

1. Direct the person to leave school property
2. Request local law enforcement assistance in removing the person from school premises

3. If the person repeatedly violates the tobacco-free schools policy, prohibit him/her from
entering district property for a specified period of time

(cf. 1250 - Visitors/Outsiders)
(cf. 3515.2 - Disruptions)

The Superintendent or designee shall not be required to physically eject a nonemployee
who is smoking or to request that the nonemployee refrain from smoking under
circumstances involving a risk of physical harm to the district or any employee. (Labor
Code 6404.5)

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT
Approved: September 13, 2011 Farmersville, California
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Farmersville USD | BP 4119.11 Personnel

Sexual Harassment

The Governing Board prohibits sexual harassment of districtemployees and job applicants.
The Board also prohibits retaliatory behavior or action against district employees or other
persons who complain, testify or otherwise participate in the complaint process established
pursuant to this policy and administrative regulation.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4030 - Nondiscrimination in Employment)

The Superintendent or designee shall take all actions necessary to ensure the prevention,
investigation, and correction of sexual harassment, including but not limited to:

1. Providing training to employees in accordance with law and administrative regulation
2. Publicizing and disseminating the district's sexual harassment policy to staff

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
3. Ensuring prompt, thorough, and fair investigation of complaints

4. Taking timely and appropriate corrective/remedial action(s), which may require interim
separation of the complainant and the alleged harasser and subsequent monitoring of
developments

All complaints and allegations of sexual harassment shall be kept confidential to the extent

necessary to carry out the investigation or to take other subsequent necessary actions. (5
CCR 4964)

Any district employee or job applicant who feels that he/she has been sexually harassed
or who has knowledge of any incident of sexual harassment by or against another
employee, a job applicant or a student, shall immediately report the incident to his/her
supervisor, the principal, district administrator or Superintendent.

A supervisor, principal or other district administrator who receives a harassment complaint
shall promptly notify the Superintendent or designee.

Complaints of sexual harassment shall be filed in accordance with AR 4031 - Complaints
Concerning Discrimination in Employment. An employee may bypass his/her supervisor
in filing a complaint where the supervisor is the subject of the complaint.

(cf. 4031 - Complaints Concerning Discrimination in Employment)

Any district employee who engages or participates in sexual harassment or who aids,
abets, incites, compels, or coerces another to commit sexual harassment against a district
employee, job applicant, or student s in violation of this policy and is subject to disciplinary
action, up to and including dismissal.

(cf. 4117.4 - Dismissal)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
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Farmersville USD | AR 4219.11, 4119.11,4319.11 Personnel

Definitions

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances,
unwanted requests for sexual favors, or other unwanted verbal, visual, or physical conduct
of a sexual nature made against another person of the same or opposite sex in the work
or educational setting when: (Education Code 212.5; 5 CCR 4916)

1. Submission to the conduct is made explicitly or implicitly a term or condition of the
individual's employment.

2. Submission to or rejection of such conduct by the individual is used as the basis for an
employment decision affecting him/her.

3. The conduct has the purpose or effect of having a negative impact upon the individual's
work or has the purpose or effect of creating an intimidating, hostile, or offensive work
environment. The conduct is sufficiently severe, persistent, pervasive, or objectively
offensive so as to create a hostile or abusive working environment or to limit the
individual's ability to participate in or benefit from an education program or activity.

4. Submission to or rejection of the conduct by the other individual is used as the basis
for any decision affecting him/her regarding benefits, services, honors, programs, or
activities available at or through the district.

Other examples of actions that might constitute sexual harassment, whether committed by
a supervisor, a co-worker, or a non-employee, in the work or educational setting, include,
but are not limited to:

1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments
about anindividual's body; overly personal conversations or pressure for sexual activity;
sexual jokes or stories; unwelcome sexual slurs, epithets, threats, innuendoes,
derogatory comments, sexually degrading descriptions, or the spreading of sexual
rumors

2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually
explicit emails; displaying sexually suggestive objects

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or
brushing the body; touching an individual's body or clothes in a sexual way; cornering,
blocking, leaning over, or impeding normal movements

Prohibited sexual harassment may also include any act of retaliation against an individual
who reports a violation of the district's sexual harassment policy or who participates in the
investigation of a sexual harassment complaint.

Training

Every two years, the Superintendent or designee shall ensure that supervisory employees
receive at least two hours of classroom or other effective interactive training and education
regarding sexual harassment. All newly hired or promoted supervisory employees shall
receive training within six months of their assumption of the supervisory position.
(Government Code 12950.1)

The district's training and education program for supervisory employees shall include
information and practical guidance regarding the federal and state laws on the prohibition
against and the prevention and correction of sexual harassment, and the remedies
available to the victims of sexual harassment inemployment. The training shall also include
all of the content specified in 2 CCR 7288.0 and practical examples aimed at instructing
supervisors in the prevention of harassment, discrimination, and retaliation. (Government
Code 12950.1; 2 CCR 7288.0)
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In addition, the Superintendent or designee shall ensure that all employees receive
periodic training regarding the district's sexual harassment policy, particularly the
procedures for filing complaints and employees' duty to use the district's complaint
procedures.

Notifications
A copy of the Board policy and this administrative regulation shall: (Education Code 231.5)

1. Be displayed in a prominent location in the main administrative building, district office,
or other area of the school where notices of district rules, regulations, procedures, and
standards of conduct are posted

2. Be provided to each faculty member, all members of the administrative staff, and all
members of the support staff at the beginning of the first quarter or semester of the
school year or whenever a new employee is hired

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)

3. Appear in any school or district publication that sets forth the school's or district's
comprehensive rules, regulations, procedures, and standards of conduct

All employees shall receive either a copy of information sheets prepared by the California
Department of Fair Employment and Housing (DFEH) or a copy of district information
sheets that contain, at a minimum, components on: (Government Code 12950)

1. The illegality of sexual harassment
2. The definition of sexual harassment under applicable state and federal law
3. A description of sexual harassment, with examples
4. The district's complaint process available to the employee
(cf. 4031 - Complaints Concerning Discrimination in Employment)

5. The legal remedies and complaint process available through DFEH and the Equal
Employment Opportunity Commission (EEOC)

6. Directions on how to contact DFEH and the EEOC

7. The protection against retaliation provided by 2 CCR 7287.8 for opposing harassment
prohibited by law or for fiing a complaint with or otherwise participating in an
investigation, proceeding, or hearing conducted by DFEH and the EEOC

In addition, the district shall post, in a prominent and accessible location, DFEH's poster
on discrimination in employment and the illegality of sexual harassment. (Government
Code 12950)

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT
approved: September 9, 2008 Farmersville, California

Employee Name Date

Employee Signature



Farmersville USD | BP 4119.11 Personnel

Sexual Harassment

The Governing Board prohibits sexual harassment of district employees and job applicants.
The Board also prohibits retaliatory behavior or action against district employees or other
persons who complain, testify or otherwise participate in the complaint process established
pursuant to this policy and administrative regulation.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4030 - Nondiscrimination in Employment)

The Superintendent or designee shall take all actions necessary to ensure the prevention,
investigation, and correction of sexual harassment, including but not limited to:

1. Providing training to employees in accordance with law and administrative regulation
2. Publicizing and disseminating the district's sexual harassment policy to staff

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
3. Ensuring prompt, thorough, and fair investigation of complaints

4. Taking timely and appropriate corrective/remedial action(s), which may require interim
separation of the complainant and the alleged harasser and subsequent monitoring of
developments

All complaints and allegations of sexual harassment shall be kept confidential to the extent

necessary to carry out the investigation or to take other subsequent necessary actions. (5
CCR 4964)

Any district employee or job applicant who feels that he/she has been sexually harassed
or who has knowledge of any incident of sexual harassment by or against another
employee, a job applicant or a student, shall immediately report the incident to his/her
supervisor, the principal, district administrator or Superintendent.

A supervisor, principal or other districtadministrator who receives a harassment complaint
shall promptly notify the Superintendent or designee.

Complaints of sexual harassment shall be filed in accordance with AR 4031 - Complaints
Concerning Discrimination in Employment. An employee may bypass his/her supervisor
in filing a complaint where the supervisor is the subject of the complaint.

(cf. 4031 - Complaints Concerning Discrimination in Employment)

Any district employee who engages or participates in sexual harassment or who aids,
abets, incites, compels, or coerces anotherto commit sexual harassment against a district
employee, job applicant, or student is in violation of this policy and is subject to disciplinary
action, up to and including dismissal.

(cf. 4117.4 - Dismissal)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
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Farmersville USD | AR 4219.11, 4119.11,4319.11 Personnel

Definitions

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances,
unwanted requests for sexual favors, or other unwanted verbal, visual, or physical conduct
of a sexual nature made against another person of the same or opposite sex in the work
or educational setting when: (Education Code 212.5; 5 CCR 4916)

1. Submission to the conduct is made explicitly or implicitly a term or condition of the
individual's employment.

2. Submission to or rejection of such conduct by the individual is used as the basis for an
employment decision affecting him/her.

3. The conduct has the purpose or effect of having a negative impactupon the individual's
work or has the purpose or effect of creating an intimidating, hostile, or offensive work
environment. The conduct is sufficiently severe, persistent, pervasive, or objectively
offensive so as to create a hostile or abusive working environment or to limit the
individual's ability to participate in or benefit from an education program or activity.

4. Submission to or rejection of the conduct by the other individual is used as the basis
for any decision affecting him/her regarding benefits, services, honors, programs, or
activities available at or through the district.

Other examples of actions that might constitute sexual harassment, whether committed by
a supervisor, a co-worker, or a non-employee, in the work or educational setting, include,
but are not limited to:

1. Unwelcomeverbalconductsuch as sexualflirtations or propositions; graphic comments
aboutanindividual's body; overly personal conversations or pressure for sexual activity,
sexual jokes or stories; unwelcome sexual slurs, epithets, threats, innuendoes,
derogatory comments, sexually degrading descriptions, or the spreading of sexual
rumors

2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually
explicit emails; displaying sexually suggestive objects

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or
brushing the body; touching an individual's body or clothes in a sexual way; cornering,
blocking, leaning over, or impeding normal movements

Prohibited sexual harassment may also include any act of retaliation against an individual
who reports a violation of the district's sexual harassment policy or who participates in the
investigation of a sexual harassment complaint.

Training

Every two years, the Superintendent or designee shall ensure that supervisory employees
receive at least two hours of classroom or other effective interactive training and education
regarding sexual harassment. All newly hired or promoted supervisory employees shall
receive training within six months of their assumption of the supervisory position.
(Government Code 12950.1)

The district's training and education program for supervisory employees shall include
information and practical guidance regarding the federal and state laws on the prohibition
against and the prevention and correction of sexual harassment, and the remedies
available to the victims of sexual harassment in employment. The training shall also include
all of the content specified in 2 CCR 7288.0 and practical examples aimed at instructing
supervisors in the prevention of harassment, discrimination, and retaliation. (Government
Code 12950.1; 2 CCR 7288.0)
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In addition, the Superintendent or designee shall ensure that all employees receive
periodic training regarding the district's sexual harassment policy, particularly the
procedures for filing complaints and employees' duty to use the district's complaint
procedures.

Notifications
A copy of the Board policy and this administrative regulation shall: (Education Code 231.5)

1. Bedisplayed in a prominent location in the main administrative building, district office,
or other area of the school where notices of district rules, regulations, procedures, and
standards of conduct are posted

2. Be provided to each faculty member, all members of the administrative staff, and all
members of the support staff at the beginning of the first quarter or semester of the
school year or whenever a new employee is hired

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)

3. Appear in any school or district publication that sets forth the school's or district's
comprehensive rules, regulations, procedures, and standards of conduct

All employees shall receive either a copy of information sheets prepared by the California
Department of Fair Employment and Housing (DFEH) or a copy of district information
sheets that contain, at a minimum, components on: (Government Code 12950)

1. The illegality of sexual harassment
2. The definition of sexual harassment under applicable state and federal law
3. A description of sexual harassment, with examples
4. The district's complaint process available to the employee
(cf. 4031 - Complaints Concerning Discrimination in Employment)

5. The legal remedies and complaint process available through DFEH and the Equal
Employment Opportunity Commission (EEOC)

6. Directions on how to contact DFEH and the EEOC

7. The protection against retaliation provided by 2 CCR 7287.8 for opposing harassment
prohibited by law or for filing a complaint with or otherwise participating in an
investigation, proceeding, or hearing conducted by DFEH and the EEOC

In addition, the district shall post, in a prominent and accessible location, DFEH's poster
on discrimination in employment and the illegality of sexual harassment. (Government
Code 12950)

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT
approved: September 9, 2008 Farmersville, California

Employee Name Date

Employee Signature



Farmersville USD | BP 5141.4 Students

Child Abuse Prevention And Reporting
Child Abuse Prevention

The Governing Board recognizes the district's responsibility to educate students about the
dangers of child abuse so that they will acquire the skills and techniques needed to identify
unsafe situations and to react appropriately and promptly.

The district's instructional program shall include age-appropriate and culturally sensitive
child abuse prevention curriculum. This curriculum shall explain students' right to live free
of abuse, inform them of available support resources, and teach them how to obtain help
and disclose incidents of abuse. The curriculum also shall include training in self-protection
techniques.

(cf. 6143 - Courses of Study)

The Superintendent or designee shall seek to incorporate community resources into the
district's child abuse prevention programs. To the extent feasible, the Superintendent or
designee shall use these community resources to provide parents/guardians with
instruction in parenting skills and child abuse prevention.

(cf. 1020 - Youth Services)
Child Abuse Reporting

The Board recognizes that child abuse has severe consequences and that the district has
a responsibility to protect students by facilitating the prompt reporting of known and
suspected incidents of child abuse. The Superintendent or designee shall establish
procedures for the identification and reporting of such incidents in accordance with law.

(cf. 0450 - Comprehensive Safety Plan)

Employees who are mandated reporters, as defined by law and administrative regulation,
are obligated to report all known or suspected incidents of child abuse and neglect.
Mandated reporters shall not investigate any suspected incidents but rather shall cooperate
with agencies responsible for investigating and prosecuting cases of child abuse and
neglect.

The Superintendent or designee shall provide training regarding the reporting duties of
mandated reporters.

In the event that training is not provided to mandated reporters, the Superintendent or
designee shall report to the California Department of Education the reasons that such
training is not provided. (Penal Code 11165.7)
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Child Abuse Prevention And Reporting

Definitions

Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)

1.

5.

A physical injury or death inflicted by other than accidental means on a child by
another person

Sexual abuse of a child, including sexual assault or sexual exploitation, as defined
in Penal Code 11165.1

Neglect of a child as defined in Penal Code 11165.2

Willful harming or injuring of a child or the endangering of the person or health of
a child as defined in Penal Code 11165.3

Unlawful corporal punishment or injury as defined in Penal Code 11165.4

Child abuse or neglect does not include:

1
2.

A mutual affray between minors (Penal Code 11165.6)

An injury caused by reasonable and necessary force used by a peace officer acting
within the course and scope of his/her employment (Penal Code 11165.6)

(cf. 3515.3 - District Police/Security Department)

An injury resulting from the exercise by a teacher, vice principal, principal, or other
certificated employee of the same degree of physical control over a student that a
parent/guardian would be privileged to exercise, not exceeding the amount of
physical control reasonably necessary to maintain order, protect property, protect
the health and safety of students, or maintain proper and appropriate conditions
conducive to learning (Education Code 44807)

An injury caused by a school employee's use of force that is reasonable and
necessary to quell a disturbance threatening physical injury to persons or damage
to property, to protect himself/herself, or to obtain weapons or other dangerous
objects within the control of the student (Education Code 49001)

(cf. 5144 - Discipline)

Physical pain or discomfort caused by athleticcompetition or other such recreational
activity voluntarily engaged in by the student (Education Code 49001)
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Mandated reporters include, but are not limited to, teachers; instructional aides; teacher's
aides or assistants; classified employees; certificated pupil personnel employees;
administrative officers or supervisors of child attendance; administrators and employees
of a licensed day care facility; Head Start teachers; district police or security officers;
licensed nurses or health care providers; and administrators, presenters, and counselors
of a child abuse prevention program. (Penal Code 11165.7)

Reasonable suspicion means that it is objectively reasonable for a person to entertain a
suspicion, based upon facts that could cause a reasonable person in a like position,
drawing when appropriate on his/her training and experience, to suspect child abuse or
neglect. However, reasonable suspicion does not require certainty that child abuse or
neglect has occurred nor does it require a specific medical indication of child abuse or
neglect. (Penal Code 11166)

Reportable Offenses

A mandated reporter shall make a report using the procedures provided below whenever,
in his/her professional capacity or within the scope of his/her employment, he/she has
knowledge of or observes a child whom the mandated reporter knows or reasonably
suspects has been the victim of child abuse or neglect. (Penal Code 11166)

Any mandated reporter who has knowledge of or who reasonably suspects that a child is
suffering serious emotional damage or is at a substantial risk of suffering serious emotional
damage, based on evidence of severe anxiety, depression, withdrawal, or untoward
aggressive behavior toward self or others, may make a report to the appropriate agency.
(Penal Code 11166.05, 11167)

Any district employee who reasonably believes that he/she has observed the commission
of a murder, rape, or lewd or lascivious act by use of force, violence, duress, menace, or
fear of immediate and unlawful bodily injury against a victim who is a child under age 14
shall notify a peace officer. (Penal Code 152.3, 288)

Responsibility for Reporting

The reporting duties of mandated reporters are individual and cannot be delegated to
another person. (Penal Code 11166)

When two or more mandated reporters jointly have knowledge of a known or suspected
instance of child abuse or neglect, the report may be made by a member of the team
selected by mutual agreement and a single report may be made and signed by the
selected member of the reporting team. Any member who has knowledge thatthe member
designated to report has failed to do so shall thereafter make the report. (Penal Code
11166)

No supervisor or administrator shall impede or inhibit a mandated reporter from making a
report. (Penal Code 11166)

Any person not identified as a mandated reporter who has knowledge of or observes a
child whom he/she knows or reasonably suspects has been a victim of child abuse or
neglect may report the known or suspected instance of child abuse or neglect to the
appropriate agency. (Penal Code 11166)
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Reporting Procedures

1.

Initial Telephone Report

Immediately or as soon as practicable after knowing or observing suspected child
abuse or neglect, a mandated reporter shall make an initial report by telephone to
any police department (excluding a school district police/security department),
sheriff's department, county probation department if designated by the county to
receive such reports, or county welfare department. (Penal Code 11165.9, 11166)

1-800-331-1585

When the initial telephone report is made, the mandated reporter shall note the
name of the official contacted, the date and time contacted, and any instructions or
advice received.

Written Report

Within 36 hours of knowing or observing the information concerning the incident, the
mandated reporter shall then prepare and either send, fax, or electronically submit
to the appropriate agency a written follow-up report, which includes a completed
Department of Justice form (SS 8572). (Penal Code 11166, 11168)

The Department of Justice form may be obtained from the district office or other
appropriate agencies, such as the county probation or welfare department or the
police or sheriff's department.

Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167)

a.

The name, business address, and telephone number of the person making the
report and the capacity that makes the person a mandated reporter

The child's name and address, present location, and, where applicable, school,
grade, and class

The names, addresses, and telephone numbers of the child's parents/guardians

The name, address, telephone number, and other relevant personal information
about the person who might have abused or neglected the child

The information that gave rise to the reasonable suspicion of child abuse or neglect
and the source(s) of that information

The mandated reporter shall make a report even if some of this information is not known
or is uncertain to him/her. (Penal Code 11167)

The mandated reporter may give to an investigator from an agency investigating the case,
including a licensing agency, any information relevant to an incident of child abuse or
neglect or to a report made for serious emotional damage pursuant to Penal Code
11166.05. (Penal Code 11167)

3.

Internal Reporting

The mandated reporter shall not be required to disclose his/her identity to his/her
supervisor, the principal, or the Superintendent or designee. (Penal Code 11166)
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However, employees reporting child abuse or neglect to an appropriate agency are
encouraged, but not required, to notify the principal as soon as possible after the
initial telephone report to the appropriate agency. When so notified, the principal
shall inform the Superintendent or designee.

The principal so notified shall provide the mandated reporter with any assistance
necessary to ensure that reporting procedures are carried out in accordance with
law, Board policy, and administrative regulation. Atthe mandated reporter's request,
the principal may assist in completing and filing the necessary forms.

Reporting the information to an employer, supervisor, principal, school counselor,
co-worker, or other person shall not be a substitute for making a mandated report
to the appropriate agency. (Penal Code 11166)

Training

Training of mandated reporters shall include identification and mandated reporting of child
abuse and neglect. (Penal Code 11165.7)

Training shall also include guidance in the appropriate discipline of students, physical
contact with students, and maintenance of ethical relationships with students to avoid
actions that may be misinterpreted as child abuse.

cf. 4119.21/4219.21/4319.21 - Professional Standards)
cf. 4131 - Staff Development)

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

cf. 5145.7 - Sexual Harassment)
Victim Interviews by Social Services

Whenever a representative from the Department of Social Services or another government
agency investigating suspected child abuse or neglect deems it necessary, a suspected
victim may be interviewed during school hours, on school premises, concerning a report
of suspected child abuse or neglect that occurred within the child's home or out-of-home
care facility. The child shall be given the choice of being interviewed in private or in the
presence of any adult school employee or volunteer aide selected by the child. (Penal
Code 11174.3)

A staff member or volunteer aide selected by a child may decline to be present at the
interview. If the selected person accepts, the principal or designee shall inform him/her of
the following requirements: (Penal Code 11174.3)

1. The purpose of the selected person's presence at the interview is to lend support
to the child and enable him/her to be as comfortable as possible.

& The selected person shall not participate in the interview.

3 The selected person shall not discuss the facts or circumstances of the case with
the child.

4. The selected person is subject to the confidentiality requirements of the Child Abuse
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and Neglect Reporting Act, a violation of which is punishable as specified in Penal
Code 11167.5.

If a staff member agrees to be present, the interview shall be held at a time during
school hours when it does not involve an expense to the school. (Penal Code
11174.3)

Release of Child to Peace Officer

When a child is released to a peace officer and taken into custody as a victim of suspected
child abuse or neglect, the Superintendent or designee and/or principal shall not notify the
parent/guardian, but rather shall provide the peace officer with the address and telephone
number of the child's parent/guardian. It is the responsibility of the peace officer or agent
to notify the parent/guardian of the situation. (Education Code 48906)

(cf. 145.11 - Questioning and Apprehension by Law Enforcement)
Parent/Guardian Complaints

Upon request, the Superintendent or designee shall provide parents/guardians with a copy
of this administrative regulation which contains procedures for reporting suspected child
abuse occurring at a school site to appropriate agencies. For parents/guardians whose
primary language is not English, such procedures shall be in their primary language and,
when communicating orally regarding those procedures, an interpreter shall be provided.

To file a complaint against a district employee or other person suspected of child abuse
or neglect at a school site, parents/guardians may file a report by telephone, in person, or
in writing with any appropriate agency identified above under "Reporting Procedures." If
a parent/guardian makes a complaint about an employee to any other employee, the
employee receiving the information shall notify the parent/guardian of procedures for filing
a complaint with the appropriate agency. The employee also is obligated pursuant to Penal
Code 11166 to file a report himself/herself using the procedures described above for
mandated reporters.

(cf. 1312.1 - Complaints Concerning District Employees)

In addition, if the child is enrolled in special education, a separate complaint may be filed
with the California Department of Education pursuant to 5 CCR 4650.

(cf. 1312.3 - Uniform Complaint Procedures)
Notifications

The Superintendent or designee shall provide to all new employees who are mandated
reporters a statement that informs them of their status as mandated reporters, their
reporting obligations under Penal Code 11166, and their confidentiality rights under Penal
Code 11167. The district also shall provide these new employees with a copy of Penal
Code 11165.7, 11166, and 11167. (Penal Code 11165.7, 11166.5)

Before beginning employment, any person who will be a mandated reporter by virtue of
his/her position shall sign a statement indicating that he/she has knowledge of the reporting
obligations under Penal Code 11166 and will comply with those provisions. The signed
statement shall be retained by the Superintendent or designee. (Penal Code 11166.5)

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)

Employees who work with dependent adults shall be notified of legal responsibilities and
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reporting procedures pursuant to Welfare and Institutions Code 15630-15637.
The Superintendent or designee also shall notify all employees that:

1. A mandated reporter who reports a known or suspected instance of child abuse or
neglect shall not be held civilly or criminally liable for making a report and this
immunity shall apply even if the mandated reporter acquired the knowledge or
reasonable suspicion of child abuse or neglect outside of his/her professional
capacity or outside the scope of his/her employment. Any other person making a
report shall not incur civil or criminal liability unless it can be proven that he/she
knowingly made a false report or made a report with reckless disregard of the truth
or falsity of the report. (Penal Code 11172)

2. If a mandated reporter fails to report an incident of known or reasonably suspected
child abuse or neglect, he/she may be guilty of a crime punishable by a fine and/or
imprisonment. (Penal Code 11166)

3 No employee shall be subject to any sanction by the district for making a report.
(Penal Code 11166)

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT
approved: May 24, 2011 Farmersville, California
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Farmersville USD | AR 4212.5 Personnel

Criminal Record Check

Applicants for Employment

Each person to be employed in a classified position, including temporary, substitute and
part-time positions, shall be required to submit fingerprint identification data. However,
secondary school students attending a district school who are to be employed in a
temporary or part-time position shall not be required to submit fingerprint identification data.
(Education Code 45125)

The Superintendent or designee shall ensure that each person to be employed submits
fingerprints, either electronically through the Live Scan system or on fingerprint
identification card, for processing by the Department of Justice. If the district is using the
Live Scan system, the Superintendent or designee shall also provide the applicant with a
Live Scan request form and a list of nearby Live Scan locations.

The Superintendent or designee shall request the Department of Justice to forward one
copy of the applicant's fingerprintidentification data to the Federal Bureau of Investigation
for the purpose of obtaining any record of previous convictions if the applicant: (Education
Code 45125)

1. Has not resided in the State of California for at least one year immediately preceding the
application for employment

2. Has resided for more than one year, but less than seven years, in the State of California
and the Department of Justice has ascertained that the person was convicted of a sex
offense where the victim was a minor or a drug offense where an element of the offense
is either the distribution to or the use of a controlled substance by a minor

The Governing Board shall not employ an applicant until the Department of Justice
completes its check of the state criminal history files. (Education Code 45125)

(cf. 4212 - Appointment and Conditions of Employment)

The Superintendent or designee shall ensure that no person is hired who has been
convicted of a violent or serious felony as listed in Penal Code 667.5(c) or 1192.7(c),

unless that person has obtained a certificate of rehabilitation or pardon. (Education Code
45122 1)

The Superintendent or designee may hire a classified employee without waiting for the
disposition of the employee's criminal history files upon a determination that an emergency
or exceptional situation exists and that a delay in filling the position would endanger
student health or safety. (Education Code 45125)

(cf. 4112.6/4212.6/4312.6 - Personnel Files)
(cf. 4112.62/4212.62/4312.62 - Maintenance of Criminal Offender Records)
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‘Mf? Farmersville

Unified School District

EMPLOYEE-TECHNOLOGY ACCEPTABLE USE AGREEMENT

The purpose of this Acceptable Use Agreement (“Agreement”) is to ensure a safe and appropriate
environment for all employees. This Agreement notifies staff about the acceptable ways in which
District Technology may be used. The District recognizes and supports advances in technology and
provides an array of technology resources for employees to use to enhance student learning, facilitate
resource sharing, encourage innovation, and to promote communication. While these technologies
provide a valuable resource to the District, it is important that employees’ use of technology be
appropriate for District purposes.

Pursuant to Board Policy 4040, only Users of District Technology who submit a signature acknowledging
receipt and agreement to the terms of the use outlined in this Agreement are authorized to use the
District’s Technology.

Terms of Use

Acceptable Use: District employees are only permitted to use District Technology for purposes which
are safe (pose no risk to students, employees or assets), legal, ethical, do not conflict with their duties or
the mission of the District, and are compliant with all other District policies. Usage that meets these
requirements is deemed “proper” and “acceptable” unless specifically excluded by this policy or other
District policies. The District reserves the right to restrict outline destinations through software or other
means.

Additionally, the District expressly prohibits:

Using District Technology for commercial gain;
Accessing District Technology for the purpose of gaming or engaging in any illegal activity;
Transmission of confidential information to unauthorized recipients;

ES1 RIS

Inappropriate and unprofessional behavior online such as use of threats, intimidation,
bullying or “flaming”;

u

Viewing, downloading, or transmission of pornographic material;

6. Using District Technology for the creation or distribution of chain emails, any disruptive or
offensive messages, offensive comments about race, gender, disability, age, sexual
orientation, religious beliefs/practices, political beliefs, or material that is in violation of
workplace harassment or workplace violence laws or policies;

7. Engage in unlawful use of District Technology for political lobbying;
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8. Significant consumption of District Technology for non-business related activities (such as
video, audio or downloading large files) or excessive time spent using District Technology for
non-business purposes (e.g. shopping, personal social networking, or sports related sites);

9. Knowingly or carelessly performing an act that will interfere with or disrupt the normal
operation of computers, terminals, peripherals, or networks, whether within or outside of
District Technology (e.g. deleting programs or changing icon names) is prohibited;

10. Infringe on copyright, license, trademark, patent, or other intellectual property rights; or

11. Disabling any and all antivirus software running on District Technology or “hacking” with
District Technology.

Accountability: Users are prohibited from anonymous usage of District Technology. In practice, this
means users must sign in with their uniquely assigned District User ID before accessing/using District
Technology. Similarly, “spoofing” or otherwise modifying or obscuring a user’s IP Address, or any other
user’s IP Address, is prohibited. Circumventing user authentication or security of any host, network or
account is also prohibited.

Personal Use: District Technology is provided solely for the conduct of District business. However, the
District realizes and is aware of the large role technology (especially the Internet and email) plays in the
daily lives of individuals. In this context, the District acknowledges that a limited amount of personal use
of District Technology is acceptable. This use must not interfere with the user’s job responsibilities; it
cannot involve any activities expressly prohibited by this or any other District policy; and it should be
limited to designated break periods and/or the User’s lunch break.

Disclaimer: The District cannot be held accountable for the information that is retrieved via the
network. The District will not be responsible for any damages you may suffer, including loss of data
resulting from delays, non-deliveries, or service interruptions caused by the District Systems, Systems
Administrators or your own errors or omissions. Use of any information obtained is at your own risk.
The District makes no warranties (expressed or implied) with respect to: (a) the content of any advice or
information received by an employee, or (b) any costs or charges incurred as a result of seeing or
accepting any information; or (c) any costs, liability, or damages caused by the way the employee
chooses to use his or heraccess to the network.

Password Policy: Passwords must not be shared with anyone and must be treated as confidential
information. Passwords must be changed often as required by the District’s IT department. All Users
are responsible for managing their use of District Technology and are accountable for their actions
relating to security. Allowing the use of your account by another user is also strictly prohibited. All
passwords created for or used by any District Technology are the sole property of the District. The
creation or use of a password by an employee on District Technology does not create a reasonable
expectation of privacy.
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Responsibility: Users are responsible for their own use of District Technology and are advised to
exercise common sense and follow this Agreement in regard to what constitutes appropriate use of
District Technology in the absence of specific guidance.

Revocation of Authorized Possession: The District reserves the right, at any time, for any reason or no
reason, to revoke a User’s permission to access, use, or possess District Technology.

Restriction of Use: The District reserves the right, at any time, for any reason or no reason, to limit the
manner in which a User may use District Technology in addition to the terms and restrictions already
contained in this Agreement.

Third-Party Technology: Connecting unauthorized equipment to the District Technology, including the
unauthorized installation of any software (including shareware and freeware), is prohibited.

Personally Owned Devices: If an employee uses a personally owned device to access District Technology
or conduct District business, he/she shall abide by all applicable Board policies, administrative
regulations, and this Agreement. Any such use of a personally owned device may subject the contents
of the device and any communications sent or receive on the device to disclosure pursuant to a lawful
subpoena or public records request.

Reporting: If an employee becomes aware of any security problem (such as any compromise of the
confidentiality of any login or account information) or misuse of District Technology, he/she shall
immediately report such information to the Superintendent or designee.

Conseguences for Violation: Violations of the law, Board policy, or this Agreement may result in
revocation of an employee’s access to District Technology and/or restriction of his/her use of District
Technology and/or discipline, up to and including termination. In addition, violations of the law, Board
policy, or this Agreement may be reported to law enforcement or other agencies as deemed
appropriate.

Enforcement
Record of Activity: User activity with District Technology may be logged by System Administrators.

Usage may be monitored or researched in the event of suspected improper District Technology usage or
policy violations.

Blocked or Restricted Access: User access to specific Internet resources, or categories of Internet
resources, deemed inappropriate or non-compliant with this policy may be blocked or restricted. A
particular website that is deemed “Acceptable” for use may still be judged a risk to the District (e.g. it
could be hosting malware), in which case it may also be subject to biocking or restriction.

99



No Expectation of Privacy: Users have no expectation of privacy in their use of District Technology. Log

files, audit trails and other data about user activities with District Technology may be used for forensic
training or research purposes, or as evidence in a legal or disciplinary matter. Users are on notice that
District Technology is subject to search and seizure in order to facilitate maintenance, inspections,
updates, upgrades, and audits, all of which necessarily occur both frequently and without notice so that
the District can maintain the integrity of District Technology. All data viewed in stored is subject to
audit, review, disclosure and discovery.

Such data may be subject to disclosure pursuant to the Public Records Act (California Government Code
section 6250 et seq.). Pursuant to the Electronic Communications Privacy Act of 1986 (18 USC 2510 et
seq.), notice is hereby given that there are no facilities provided by District Technology for sending or
receiving private or confidential electronic communications. System Administrators have access to all
email and will monitor messages. Messages relating to or in support of illegal or inappropriate activities
will be reported to the appropriate authorities and/or District personnel.

The District reserves the right to monitor and record all use of District Technology, including, but not
limited to, access to the Internet or social media, communications sent or received from District
Technology, or other uses within the jurisdiction of the District. Such monitoring/recording may occur at
any time without prior notice for any legal purposes including, but not limited to, record retention and
distribution and/or investigation of improper, illegal, or prohibited activity. Employees should be aware
that, in most instances, their use of District Technology (such as web searches or emails) cannot be
erased or deleted. The District reserves the right to review any usage and make a case-by-case
determination whether the User’s duties require access to and/or use of District Technology which may
not conform to the terms of this policy.

Specific Consent to Search and Seizure of District Technology: The undersigned consents to the search
and seizure of any District Technology in the undersigned’s possession by the District, the District’s
authorized representative, a System Administrator, or any Peace Officer at any time of the day or night
and by any means. This consent is unlimited and shall apply to any District Technology that is in the
possession of the undersigned, whenever the possession occurs, and regardless of whether the
possession is authorized. The undersigned waives any rights that may apply to searches of District
Technology under SB 178 (2015) as set forth in Penal Code sections 1546 through 1546.4.

Disclaimer Notice in District Email
The following disclaimer will be added to each outgoing email:

“This email and any files transmitted with it are confidential and intended solely for the use of the
individual or entity to whom they are addressed. If you have received this email in error please notify
the system administrator. Please note that any views or opinions presented in this email are solely
those of the author and do not necessarily represent those of the District. Finally, the recipient should
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check this email and any attachments for the presence of viruses. The District accepts no liability for any
damages caused by any virus transmitted by this email.”

Attorney-Client Privileged Communications

Some of the messages sent, received or stored on the District electronic message system will constitute
confidential, privileged communications between the District and its attorneys. Upon receipt of a
message either from or to counsel, employees should not forward it or its contents to others inside the
District or any other person outside the District without counsel’s express authorization. Upon learning
that a privileged and/or confidential communication has been received by or sent to any individual not
intended to receive such a communication, employees must immediately notify the Superintendent so
that he/she may take appropriate steps to preserve the privilege.

California Public Records Act Request (“CPRA”)/Litigation

CPRA outline in Government Code section 6251 et seq. is a law that requires inspection and/or
disclosure of governmental records to the public upon request. Emails sent by employees, unless
otherwise exempt by law, are subject to inspection and disclosure under the CPRA by any person making
such a request.

Furthermore, emails may also be subject to disclosure as a result of pending litigation involving the
District, the District’s employees and elected or appointed officers or officials.

Security

All data must be kept confidential and secure by the employee. The fact that the data may be stored
electronically does not change the requirement to keep the information confidential and secure.
Rather, the type of information or the information itself is the basis for determining whether the data
must be kept confidential and secure. If this data is stored in a proper or electronic format, or if the
data is copied, printed, or electronically transmitted, the data must still be protected as confidential and
secured.

Definitions
Blogging: An online journal thatis frequently updated and intended for general public consumption.

E-mail: The electronic transmission of information through a mail protocol such as SMTP or IMAP.
Typical e-mail clients include Microsoft Outlook.

Chain e-mail: E-mail sent to successive people. Typically, the body of the note has directions to the
reader to send out multiple copies of the note so that good luck or money will follow.
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Employee: Any individual employed by the District or its affiliated agencies or departments in any
capacity, whether full or part-time, active or inactive, including interns, contractors, consultants and
vendors.

Flaming: The use of abusive, threatening, intimidating, or overly aggressive language in an Internet
communication.

Hacking: Gaining or attempting to gain unauthorized access to any computer systems, or gaining or
attempting to gain unauthorized access to District Technology.

District Technology: All technology owned or provided by the District to authorized users, including
Internet/Intranet/Extranet-related systems, computer hardware, software, Wi-Fi, electronic devices
such as tablet computers, USB drives, cameras, smart phones and cell phones, telephone and data
networks (including intranet and Internet access), operating systems, storage media, wireless access
points (routers), wearable technology, PDA’s, network accounts, web browsing, blogging, social
networking, and file transfer protocols, email systems, electronically stored data, websites, web
applications or mobile applications, any wireless communication device including emergency radios,
and/or future technological innovations, whether accessed on or off site or through District-owned or
personally owned equipment or devices.

Instant Messaging: A type of communications service that enables the creation of a kind of private chat
room with anotherindividual in order to communicate in real time over the Internet.

Internet Resources: Websites, instant messaging applications, file transfer, file sharing, and any and all
other Internet applications and activities using either standard or proprietary network protocols.
Examples of websites that pose a risk to the District, or are counter to its mission, are malware
repositories, sites advocating violence against civil society or against persons based on race, religion,
ethnicity, sex, sexual orientation, color, creed or any other protected categories, sites offering gambling
activities or that are pornographicin nature.

IP Address: Unique network address assigned to each computing device connected to a network or
allowed it to communicate with other devices on the network or Internet.

Malware: Malware is any software, application, program, email or other data or executable code which
is designed to cause harm to a network or computer or violate any law, statute, policy or regulation in
any way. Examples of harmful activity or intent are theft of personal information or intellectual
property by phishing or other means, hacking, violation of copyright laws (distributing or copying written
material without proper authorization), propagation of Spam e-mails, harassment, extortion, denial of
service and facilitating access to illegal content (pornography, gambling, etc.). Accessing or storing
malware is expressly prohibited unless authorized for research or forensic purposes by appropriately
authorized and designated employees.
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Network: Any and all network and telecommunications equipment, whether wired or wireless,
controlled or owned by the District which facilitate connecting to the Internet.

Phishing: Attempting to fraudulently acquire sensitive information by masquerading as a trusted entity
in an electronic communication.

Sensitive Information: Classified as Protected Health Information (PHI), Confidential Information or
Internal Information.

Spam: Spam is unsolicited nuisance Internet E-mail which sometimes contains malicious attachments or
links to websites with harmful or objectionable content.

Spoofing: 1P Address spoofing is the act of replacing IP address information in an IP packet with falsified
network address information. Each IP packet contains the originating and destination IP address. By
replacing the true originating IP address with a falsified address a hacker can obscure their network
address and hence, the source of a network attack, making traceability of illegal or illegitimate internet
activity extremely difficult.

System Administrator: District employees whose responsibilities include District Technology, site, or
network administration. System Administrators perform functions including, but not limited to,
installing hardware and software, managing a computer or network, auditing District Technology, and
keeping District Technology operational.

Unauthorized Disclosure: The intentional or unintentional act of revealing restricted information to
people, both inside and/or outside the District, who do not have a need to know that information.

User or Users: Individual(s) whether students or employees, full or part-time, active or inactive,
including interns, contractors, consultants, vendors, etc. who have used District Technology, with or
without the District’s permission.

User ID: Uniquely assigned Username or other identifier used by an employee to access the District
network and systemes.
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Acknowledgement of Receipt & Agreement

| have received, read, understand, and agree to abide by this Acceptable Use Agreement, BP 4040 —
Employee Use of Technology, and other applicable laws and District policies and regulations governing
the use of District Technology. | understand that there is no exception of privacy when using District
Technology or when using my personal electronic device for use of District Technology. | further
understand that any violation may result in revocation of user privileges, disciplinary action, and/or
appropriate legal action.

[ hereby release the District and its personnel from any and all claims and damages arising from my use
of District Technology or from the failure of any technology protection measures employed by the
District.

Name: (Please Print) Position:
School/Work Site:
Signature: Date:
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Farmersville USD | BP 4144, 4244 Personnel

Complaints

The Governing Board recognizes the need to establish a process to allow employees and
job applicants to have their concerns heard in an expeditious and unbiased manner. The
Board expects that employees will make every effort to resolve complaints and
disagreements informally before filing a formal complaint.

cf. 1312.3 - Uniform Complaint Procedures)

cf. 1312.4 - Williams Uniform Complaint Procedures)

(

(

(cf. 3320 - Claims and Actions Against the District)

(cf. 4031 - Complaints Concerning Discrimination in Employment)
(

cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

The Board prohibits retaliation against complainants. The Superintendent or designee may
keep a complainant's identity confidential, except to the extent necessary to investigate the
complaint.

(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights)

(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged
Information)

All matters related to a complaint shall be kept confidential and any document,
communication, or record regarding the complaint shall be placed in a separate file and
shall not be placed in an employee's personnel file.

(cf. 4112.6/4212.6/4312.6 - Personnel Records)

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination on the basis of sex

35186 Williams uniform complaint procedures

44110-44114 Reporting by school employees of improper governmental activity
GOVERNMENT CODE

3543 Public school employees' rights

3543.1 Rights of employee organizations

53296-53299 Disclosure of confidential information; whistleblower
54957 Closed session; personnel matters

LABOR CODE

1102.5-1106 Whistleblower protections

CODE OF REGULATIONS, TITLE 5

4900-4965 Nondiscrimination in district programs and activities
Management Resources:

WEB SITES

CSBA: http://www.csba.org -

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT

adopted: September 9, 2008 Farmersville, California
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Farmersville USD | AR 4144, 4244 Personnel

Complaints

Except as specified below, the following procedure shall be used for any complaint by an
employee alleging misapplication of the district's policies, regulations, rules, or procedures
or for "whistleblower" complaints by an employee or job applicant regarding an improper
district activity including, but not limited to, an allegation of gross mismanagement, a
significant waste of funds, an abuse of authority, or a specific danger to public health or
safety.

(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights)

Complaints alleging unlawful discrimination on any basis specified in the district's
nondiscrimination policies, including complaints of sexual harassment, shall be resolved
in accordance with the district's procedure for complaints regarding discrimination in
employment.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4031 - Complaints Concerning Discrimination in Employment)

(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

Complaints regarding unlawful discrimination in district programs or the district's failure to
comply with state or federal laws regarding educational programs shall be resolved in
accordance with the district's Uniform Complaint Procedures. Complaints regarding
sufficiency of textbook materials, teacher vacancy or misassignment, an urgent or
emergency facility condition, or the failure to provide intensive instruction to students who
did not pass the high school exit examination by the end of grade 12 shall be resolved in
accordance with the district's Williams Uniform Complaint Procedures. (Education Code
35186; 5 CCR 4621)

(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 1312.4 - Williams Uniform Complaint Procedures)

For complaints regarding working conditions or other subjects of negotiation, the employee
shall use the grievance procedure specified in the applicable collective bargaining
agreement.

Any of the time limits specified in this procedure may be extended by written agreement
between the district and complainant.

Step 1: Informal Complaint Process

Prior to instituting a formal, written complaint, the employee shall first discuss the issue
with his/her supervisor or the principal of the school where the alleged act took place.

Formal complaint procedures shall not be initiated until the employee has first attempted-

to resolve the complaint informally.
Step 2: Site Level Formal Complaint Process

If a complaint has not been satisfactorily resolved through the informal process in Step 1,
the complainant may file a written complaint with his/her immediate supervisor or principal
within 60 days of the act or event which is the subject of the complaint. If an employee fails
to file a written complaint within 60 days, the complaint shall be considered settled on the
basis of the answer given at the preceding step.
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In the written complaint, the employee shall specify the nature of the problem, including
names, dates, locations, witnesses, the remedy sought by the employee, and a description
of informal efforts to resolve the issue.

Within 10 working days of receiving the complaint, the immediate supervisor or principal
shall conduct any necessary investigation and meet with the complainant in an effort to
resolve the complaint. Within five working days after the meeting, he/she shall prepare and
send a written response to the complainant.

Step 3: District Level Appeal

If a complaint has not been satisfactorily resolved at Step 2, the complainant may file the
written complaint with the Superintendent or designee within five working days of receiving
the written response from the immediate supervisor or the principal. The complainantshall
include all information presented to the immediate supervisor or principal at Step 2.

Within 10 working days of receiving the complaint, the Superintendent or designee shall
conduct any necessary investigation, including reviewing the investigation and written
response by the immediate supervisor or principal at Step 2, and shall meet with the
complainant in an effort to resolve the complaint. Within five working days after the
meeting, he/she shall prepare and send a written response to the complainant.

Step 4: Appeal to the Governing Board

If a complaint has not been satisfactorily resolved at Step 3, the complainant may file a
written appeal to the Board within five working days of receiving the Superintendent or
designee's response. All information presented at Steps 1, 2, and 3 shall be included with
the appeal, and the Superintendent or designee shall submit to the Board a written report
describing attempts to resolve the complaint and the district's response.

The Board may uphold the findings by the Superintendent or designee without hearing the
complaint or the Board may hear the complaint at a regular or special Board meeting. The
hearing shall be held in closed session if the complaint relates to matters that may be
addressed in closed session in accordance with law.

(cf. 9321 - Closed Session Purposes and Agendas)

The Board shall make its decision within 30 days of the hearing and shall send its decision
to all concerned parties. The Board's decision shall be final.

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT

approved: September 9, 2008 Farmersville, California
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Farmersville USD | BP 1312.3 Community Relations

Uniform Complaint Procedures

The Governing Board recognizes that the district is primarily responsible for complying with
applicable state and federal laws and regulations governing educational programs. The
district shallinvestigate complaints alleging failure to comply with such laws and/or alleging
discrimination and shall seek to resolve those complaints in accordance with the district's
uniform complaint procedures. (5 CCR 4620)

The district shall follow uniform complaint procedures when addressing complaints alleging
unlawful discrimination against any protected group as identified under Education Code
200 and 220 and Government Code 11135, including actual or perceived sex, sexual
orientation, gender, ethnic group identification, race, ancestry, national origin, religion,
color, or mental or physical disability, or age, or on the basis of a person's association with
a person or group with one or more of these actual or perceived characteristics in any
district program or activitythatreceives or benefits from state financial assistance. (6 CCR

4610)

Uniform complaint procedures shall also be used when addressing complaints alleging
failure to comply with state and/or federal laws in adult education programs, consolidated
categorical aid programs, migrant education, careertechnical and technical education and
career technical and technical training programs, child care and development programs,
child nutrition programs, and special education programs. (5 CCR 4610)

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 1312.1 - Complaints Concerning District Employees)

(cf. 1312.2 - Complaints Concerning Instructional Materials)

(cf. 3553 - Free and Reduced Price Meals)

(cf. 4031 - Complaints Concerning Discrimination in Employment)
(cf. 5141.4 - Child Abuse Prevention and Reporting)

(cf. 5148 - Child Care and Development)

(cf. 6159 - Individualized Education Program)

(cf. 6171 - Title | Programs)

(cf. 8174 - Education for English Language Learners)

(cf. 6175 - Migrant Education Program)

(cf. 6178 - Vocational Education)

(cf. 6200 - Adult Education)
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Complaints 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,
and teacher vacancies and misassignments shall be investigated pursuant to the
district's Williams uniform complaint procedure (AR 1312.4).

(cf. 1312.4 - Williams Uniform Complaint Procedures)

The Board encourages the early, informal resolution of complaints at the site level
whenever possible.

The Board acknowledges and respects every individual's right to privacy. Discrimination
complaints shall be investigated in a manner that protects the confidentiality of the
parties and the integrity of the process. This may include keeping the identity of the
complainant confidential, as appropriate and except to the extent necessary to carry out
the investigation or proceedings, as determined by the Superintendent or designee, on
a case-by-case basis.

(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged
Information)

(cf. 5125 - Student Records)
(cf. 9011 - Disclosure of Confidential/Privileged Information)

The Board prohibits any form of retaliation against any complainant in the complaint
process, including but not limited to a complainant's filing of a complaint or the reporting
of instances of discrimination. Such participation shall not in any way affect the status,
grades, or work assignments of the complainant.

The Board recognizes that a neutral mediator can often suggest a compromise that is
agreeable to all parties in a dispute. In accordance with uniform complaint procedures,
whenever all parties to a complaint agree to try resolving their problem through
mediation, the Superintendent or designee shall initiate that process. The
Superintendent or designee shall ensure that the results are consistent with state and
federal laws and regulations.

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT
adopted: September 26, 2006 Farmersville, California
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UCP Board Policies and Procedures
Farmersville Unified School District e 571 East Citrus, Farmersville, CA 93223 ¢ 559-592-2010

'Farmersvi//e Unified School D/'str'/"cth - UCP Policies and Procedures

571 East Citrus adopted by our
Farmersville, CA 93223 Governing Board on

559-592-2010 May 10, 2016

Uniform Complaint Procedures (UCP)

This document contains rules and instructions about the filing, investigation and resolution of a
Uniform Complaint Procedures (UCP) complaint regarding an alleged violation by Farmersville
Unified School District of federal or state laws or regulations governing educational programs,
including allegations of unlawful discrimination, harassment, intimidation, bullying and non-
compliance with laws relating to pupil fees and our Local Control and Accountability Plan
(LCAP).

This document presents information about how we process UCP complaints concerning
particular programs or activities in which we receive state or federal funding. A UCP complaint is
a written and signed statement by a complainant alleging a violation of federal or state laws or
regulations, which may include an allegation of unlawful discrimination, harassment,
intimidation, bullying or charging pupil fees for participation in an educational activity or non-
compliance with the requirements of our LCAP. A complainant is any individual, including a
person's duly authorized representative or an interested third party, public agency, or
organization who files a written complaint alleging violation of federal or state laws or
regulations, including allegations of unlawful discrimination, harassment, intimidation, bullying
and non-compliance with laws relating to pupil fees or non-compliance with the requirements of
our LCAP. If the complainant is unable to put the complaint in writing, due to a disability or
illiteracy, we shall assist the complainant in the filing of the complaint.

Programs and activities that are implemented by our district and subject to the UCP in which we
receive state or federal funding are:

Adult Education

After School Education and Safety

Agricultural Vocational Education

American Indian Education Centers and American Indian Early Childhood Education
Program Assessments

Career Technical Education

Child Care and Development Programs including state preschool
Discrimination, Harassment, Intimidation, and Bullying

Foster and Homeless Youth

Local Control Funding Formula and Local Control Accountability Plans
Migrant Education

NCLB Titles I-VII

Nutrition Services - USDA Civil Rights.

Regional Occupational Centers and Programs

School Facilities

Special Education

Tobacco-Use Prevention Education Program

Unlawful Pupil Fees

Page 1 of 6 May 2016
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UCP Board Policies and Procedures

Farmersville Unified School District e 571 East Citrus, Farmersville, CA 93223 ¢ 559-592-2010

Farmersville Unified School District UCP Policies and Procedures
571 East Citrus adopted by our
Farmersville, CA 93223 Governing Board on

559-592-2010 May 10, 2016

The following complaints shall be referred to other agencies for appropriate resolution and are
not subject to our UCP process set forth in this document unless these procedures are made
applicable by separate interagency agreements:

1. Allegations of child abuse shall be referred to County Dept of Social Services (DSS),
Protective Services Division or appropriate law enforcement agency.

2. Health and safety complaints regarding a Child Development Program shall be
referred to Dept of Social Services for licensed facilities, and to the appropriate Child
Development regional administrator for licensing-exempt facilities.

3. Employment discrimination, harassment, intimidation or bullying complaints shall be
sent to the State Dept of Fair Employment and Housing (DFEH).

4. Allegations of fraud shall be referred to the Legal, Audits and Compliance Branch in
the California Department of Education (CDE).

A pupil fee is a fee, deposit, or other charge imposed on pupils, or a pupil's parents or
guardians, in violation of state codes and constitutional provisions which require educational
activities to be provided free of charge to all pupils without regard to their families' ability or
willingness to pay fees or request special waivers. Educational activities are those offered by a
school, school district, charter school, or county office of education that constitute a fundamental
part of education, including, but not limited to, curricular and extracurricular activities.

A pupil fee includes, but is not limited to, all of the following:

1. A fee charged to a pupil as a condition for registering for school or classes, or as a
condition for participation in a class or an extracurricular activity, regardless of
whether the class or activity is elective or compulsory, or is for credit.

2. A security deposit, or other payment, that a pupil is required to make to obtain a lock,
locker, book, class apparatus, musical instrument, clothes, or other materials or
equipment.

3. A purchase that a pupil is required to make to obtain materials, supplies, equipment,
or clothes associated with an educational activity.

The LCAP is an important component of the Local Control Funding Formula (LCFF), the revised
school finance system that overhauled how California funds its K-12 schools. Under the LCFF
we are required to prepare an LCAP, which describes how we intend to meet annual goals for
our pupils, with specific activities to address state and local priorities identified pursuant to
Education Code Section 52060(d).

The responsibilities of the Farmersville Unified School District

We have the primary responsibility to insure compliance with applicable state and federal laws
and regulations. We shall investigate complaints alleging failure to comply with applicable state
and federal laws and regulations including, but not limited to, allegations about discrimination,
harassment, intimidation, bullying and noncompliance with laws relating to pupil fees for
participation in an educational activity and LCAP and seek to resolve those complaints in
accordance with our Uniform Complaint Procedures.

Page 2 of 6 May 2016
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Farmersville Unified School District e 571 East Citrus, Farmersville, CA 93223 ¢ 559-582-2010

Farmersville Unified School District UCP Policies and Procedures

571 East Citrus adopted by our
Farmersville, CA 93223 Governing Board on

559-592-2010 May 10, 2016

We shall ensure annual dissemination of the written notice of our complaint procedures to
students, employees, parents or guardians of its students, school and district advisory
committees member, appropriate private school officials or representatives, and other interested
parties that includes information regarding unlawful pupil fees and LCAP requirements.

An appeal is a request made in writing to a level higher than the original reviewing level by an
aggrieved party requesting reconsideration or a reinvestigation of the lower adjudicating body's
decision.

Our UCP Annual Notice shall also include information regarding the requirements of Education
Code sections 49010 through 49013 relating to pupil fees and information regarding the
requirements of Education Code section 52075 relating to the LCAP.

Our UCP Annual Notice shall be in English and in the primary language, pursuant to section
48985 of the Education Code, or mode of communication of the recipient of the notice.

The following is responsible for receiving and investigating complaints and ensuring our

compliance:
Name or title: Superintendent
Unit or office: Farmersville Unified School District Office
Address: 571 East Citrus, Farmersville, CA 93223
Phone: 559-592-2010 E-mail address:

The above, responsible for compliance and investigations, is knowledgeable about the laws and
programs assigned to investigate.

We will investigate all allegations of unlawful discrimination, harassment, intimidation or bullying
against any protected group as identified in Education Code section 200 and 220 and
Government Code section 11135, including any actual or perceived characteristics as set forth
in Penal Code section 422.55 or on the basis or a person’s association with a person or group
with one or more of these actual or perceived characteristics in any program or activity
conducted by the LEA, which is funded directly by, or that receives or benefits from any state
financial assistance.

An unlawful discrimination, harassment, intimidation and bullying complaint shall be filed no
later than six months from the date the alleged discrimination, harassment, intimidation or
bullying occurred, or six months from the date the complainant first obtained knowledge of the
facts of the alleged discrimination, harassment, intimidation or bullying.

The time for filing a discrimination, harassment, intimidation or bullying complaint may be
extended in writing by our district superintendent or his or her designee, upon written request by
the complainant setting forth the reasons for the extension. The period for filing a discrimination,
harassment, intimidation or bullying complaint may be extended by our superintendent or his or
her designee for good cause for a period not to exceed 90 calendar days following the
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Farmersville Uniffed School biétriét " UCP Policies and Procedures
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expiration of the six month time period. Our superintendent shall respond immediately upon a
receipt of a request for extension.

The complaint shall be filed by one who alleges that he or she has personally suffered unlawful
discrimination, harassment, intimidation, and bullying or by one who believes an individual or
any specific class of individuals has been subjected to discrimination, harassment, intimidation,
and bullying prohibited by this part.

We ensure that complainants are protected from retaliation and that the identity of a
complainant alleging discrimination, harassment, intimidation, and bullying remain confidential
as appropriate.

An investigation of a discrimination, harassment, intimidation, and bullying complaint shall be
conducted in a manner that protects confidentiality of the parties and maintains the integrity of
the process.

Complainants are advised of the right to pursue civil law remedies under state or federal
discrimination, harassment, intimidation or bullying laws. Civil law remedies, including,
injunctions, restraining orders, or other remedies or orders may also be available at any time.

If we find merit in a pupil fees and/or an LCAP complaint we shall provide a remedy to all
affected pupils, parents, and guardians that, in the case of pupil fees, includes reasonable
efforts by us to ensure full reimbursement to all affected pupils, parents, and guardians, subject
to procedures established through regulations adopted by the state board.

We submitted our UCP policies and procedures to our local governing board for approval and
adoption (see the top of this document for final adoption date).

Filing a complaint with the Farmersville Unified School District

Except for Williams complaints regarding instructional materials, emergency or urgent facilities
conditions that pose a threat to the health or safety of pupils or staff, and teacher vacancies or
misassignments, and complaints that allege discrimination, harassment, intimidation, and
bullying, any individual, public agency or organization may file a written complaint with our
district superintendent or his or her designee alleging a matter which, if true, would constitute a
violation by our LEA of federal or state law or regulation governing a program. A pupil fees
complaint may be filed with the principal of a school.

A pupil fees complaint and/or an LCAP complaint may be filed anonymously if the complaint
provides evidence or information leading to evidence to support an allegation of noncompliance
with laws relating to pupil fees.

A pupil fee complaint shall be filed no later than one year from the date the alleged violation
occurred.

Page 4 of 6 May 2016
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Farmersville Unified School District UCP Policies and Procedures
571 East Citrus adopted by our
Farmersville, CA 93223 Governing Board on
559-592-2010 May 10, 2016

We will attempt in good faith by engaging in reasonable efforts to identify and fully reimburse all
pupils, parents and guardians who paid a pupil fee within one year prior to the filing of the
complaint.

The investigation shall provide an opportunity for the complainant, or the complainant's
representative, or both, to present evidence or information.

Refusal by the complainant to provide the investigator with documents or other evidence related
to the allegations in the complaint, or to otherwise fail or refuse to cooperate in the investigation
or engage in any other obstruction of the investigation, may result in the dismissal of the
complaint because of a lack of evidence to support the allegations.

Refusal by Farmersville Unified School District to provide the investigator with access to records
and/or other information related to the allegation in the complaint, or to otherwise fail or refuse
to cooperate in the investigation or engage in any other obstruction of the investigation, may
result in a finding based on evidence collected that a violation has occurred and may result in
the imposition of a remedy in favor of the complainant.

Except for Williams complaints and pupil fees complaints, a UCP complaint will be investigated
and a written report (also known as the Decision) issued to the complainant within 60 days from
the date of the receipt of the complaint, unless the complainant agrees in writing to an extension
of time.

We shall issue a Decision based on the evidence and will contain the following elements:

i conclusion of law,

ii) disposition of the complaint,

iv) the rationale for such disposition,

v) corrective actions, if any are warranted,

vi) notice of the complainant's right to appeal our LEA Decision to the CDE, and
vii) procedures to be followed for initiating an appeal to the CDE.

i)  the findings of fact based on the evidence gathered,
[

Py
~

Nothing in this document shall prohibit anyone involved in the complaint from utilizing alternative
methods to resolve the allegations, such as mediation. Nor are we prohibited from resolving
complaints prior to the formal filing of a written complaint. Mediation is a problem solving activity
whereby a third party assists the parties to the dispute in resolving the complaint.

Copies of these complaint procedures shall be available free of charge.

Page 6 of 6 May 2016
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Federal and State Laws cited:

1. 34 Code of
2. California
3. California
4. California
5. California
&. California
7. California
8. California
9. California
10. California
11. California
12. California
13. California

UCP Policies and Procedures
adopted by our

Governing Board on

May 10, 2016

Federal Regulations [CFR] §§ 300.510-511
Code of Regulations [CCR] Title 5 §§ 4¢€00-4¢87
Code of Regulations ([CCR] Title 5 § 4¢10(b)
Code of Regulations [CCR] Title 5 § 4622
Code of Regulations [CCR] Title 5 §§ 4630-4631
Education Code [EC] §§ 200, 220, 2¢2.3
Education Code [EC] §§ 234 - 234.5

§ 35186

Education Code [EC] § 48985
Education Code [EC] §§ 49010 - 49013
Education Code S 52045

Government Code [GC] §§ 11135,
Penal Code (PC) § 422.55

[
Education Code [EC]

[

(

11138
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Farmersville USD | AR 1312.4 Community Relations
Williams Uniform Complaint Procedures

Cautionary Notice: As added and amended by SBX3 4 (Ch. 12, Third Extraordinary Session, Statutes
0f 2009) and ABX4 2 (Ch. 2, Fourth Extraordinary Session, Statutes of 2009), Education Code 42605
grants districts flexibility in "Tier 3" categorical programs. The Farmersville Unified School District
has accepted this flexibility and thus is deemed in compliance with the statutory or regulatory
program and funding requirements for these programs for the 2008-09 though 2012-2013 fiscal years.
As aresult, the district may temporarily suspend certain provisions of the following policy or
regulation that reflect these requirements. For further information, please contact the Superintendent
or designee.

Types of Complaints

The district shall use the following procedures to investigate and resolve complaints when the
complainant alleges that any of the following has occurred: (Education Code 35186; 5 CCR 4681,
4682, 4683)

1. Textbooks and instructional materials

a. A pupil, including an English learner, does not have standards-aligned textbooks or instructional
materials or state- or district-adopted textbooks or other required instructional materials to use in
class.

b. A pupil does not have access to textbooks or instructional materials to use at home or after school.
This does not require two sets of textbooks or instructional materials for each pupil.

c. Textbooks or instructional materials are in poor or unusable condition, have missing pages, or are
unreadable due to damage.

d. A pupil was provided photocopied sheets from only a portion of a textbook or instructional
materials to address a shortage of textbooks or instructional materials.

(cf. 6161.1 - Selection and Evaluation of Instructional Materials)
2. Teacher vacancy or misassignment
a. A semester begins and a teacher vacancy exists.

b. A teacher who lacks credentials or training to teach English learners is assigned to teach a class
with more than 20 percent English learner pupils in the class.

(cf. 4112.22 - Staff Teaching Students of Limited English Proficiency)
c. A teacher is assigned to teach a class for which the teacher lacks subject matter competency.

Teacher vacancy means a position to which a single designated certificated employee has not been
assigned at the beginning of the year for an entire year or, if the position is for a one-semester course,

http://gamutonline.net/DisplayPolicy/693125/1 10/12/2016-4) 116



GAMUT Online : Farmersville USD : Williams Uniform Complaint Procedures AR 131... Page2of5

a position to which a single designated certificated employee has not been assigned at the beginning
of the semester for an entire semester. (Education Code 35186; 5 CCR 4600)

Beginning of the year or semester means the first day classes necessary to serve all the pupils enrolled
are established with a single designated certificated employee assigned for the duration of the class,
but not later than 20 working days after the first day pupils attend classes for that semester. (S CCR
4600)

Misassignment means the placement of a certificated employee in a teaching or services position for
which the employee does not hold a legally recognized certificate or credential or the placement of a
certificated employee in a teaching or services position that the employee is not otherwise authorized
by statute to hold. (Education Code 35186; 5 CCR 4600)

(cf. 4112.2 - Certification)

(cf. 4113 - Assignment)

3. Facilities

a. A condition poses an emergency or urgent threat to the health or safety of pupils or staff.

Emergency or urgent threat means structures or systems that are in a condition that poses a threat to
the health and safety of pupils or staff while at school, including, but not limited to, gas leaks;
nonfunctioning heating, ventilation, fire sprinklers, or air-conditioning systems; electrical power
failure; major sewer line stoppage; major pest or vermin infestation; broken windows or exterior
doors or gates that will not lock and that pose a security risk; abatement of hazardous materials
previously undiscovered that pose an immediate threat to pupils or staff; structural damage creating a

hazardous or uninhabitable condition; or any other condition deemed appropriate. (Education Code
17592.72)

b. A school restroom has not been cleaned, maintained, or kept open in accordance with Education
Code 35292.5.

Clean or maintained school restroom means a school restroom has been cleaned or maintained
regularly, is fully operational, or has been stocked at all times with toilet paper, soap, or paper towels
or functional hand dryers. (Education Code 35292.5)

Open restroom means the school has kept all restrooms open during school hours when pupils are not
in classes and has kept a sufficient number of restrooms open during school hours when pupils are in

classes. This does not apply when the temporary closing of the restroom is necessary for pupil safety

or to make repairs. (Education Code 35292.5)

4. High school exit examination intensive instruction and services

A pupil, including an English learner, who has not passed the exit exam by the end of grade 12 was
not provided the opportunity to receive intensive instruction and services pursuant to Education Code
37254(d)(4) and (5) after completion of grade 12 for two consecutive academic years or until the
pupil has passed both parts of the exam, whichever comes first. (Education Code 35186)

(cf. 6162.52 - High School Exit Examination)

http://gamutonline.net/DisplayPolicy/693125/1
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(cf. 6179 - Supplemental Instruction)
Filing of Complaint

" A complaint alleging any condition(s) specified in items #1-3 in the section entitled "Types of
Complaints" above shall be filed with the principal or designee at the school in which the complaint
arises. The principal or designee shall forward a complaint about problems beyond his/her authority to
the Superintendent or designee in a timely manner, but not to exceed 10 working days. (Education
Code 35186; 5 CCR 4680)

A complaint alleging any deficiency specified in item #4 in the section entitled "Types of Complaints"
above shall be filed with a district official designated by the Superintendent. Such complaints may be
filed at the district office or school site and shall be immediately forwarded to the Superintendent or
designee. (Education Code 35186)

Investigation and Response

The principal or designee shall make all reasonable efforts to investigate any problem within his/her
authority. He/she shall remedy a valid complaint within a reasonable time period not to exceed 30
working days from the date the complaint was received. (Education Code 35186; S CCR 4685)

Complaints may be filed anonymously. If the complainant has indicated on the complaint form that
he/she would like a response to the complaint, the principal or designee shall report the resolution of
the complaint to him/her within 45 working days of the initial filing of the complaint. If a response is
requested, the response shall be made to the mailing address of the complainant as indicated on the
complaint form. At the same time, the principal or designee shall report the same information to the
Superintendent or designee. (Education Code 35186; 5 CCR 4680, 4685)

When Education Code 48985 is applicable and the complainant has requested a response, the
response shall be written in English and in the primary language in which the complaint was filed.
(Education Code 35186)

If a complainant is not satisfied with the resolution of a complaint, he/she has the right to describe the
complaint to the Governing Board at a regularly scheduled meeting. (Education Code 35186; S CCR
4686)

For any complaint concerning a facilities condition that poses an emergency or urgent threat to the
health or safety of pupils or staff as described in item #3a in the section entitled "Types of
Complaints" above, a complainant who is not satisfied with the resolution proffered by the principal
or Superintendent or designee may file an appeal to the Superintendent of Public Instruction within 15
days of receiving the district's response. The complainant shall comply with the appeal requirements
specified in S CCR 4632. (Education Code 35186; S CCR 4687)

All complaints and written responses shall be public records. (Education Code 35186; 5 CCR 4686)
(cf. 1340 - Access to District Records)
Reports

The Superintendent or designee shall report summarized data on the nature and resolution of all
complaints to the Board and the County Superintendent of Schools on a quarterly basis. The report
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shall include the number of complaints by general subject area with the number of resolved and
unresolved complaints. These summaries shall be publicly reported on a quarterly basis at a regularly
scheduled Board meeting. (Education Code 35186; S CCR 4686)

Forms and Notices

The Superintendent or designee shall ensure a Williams complaint form is available at each school.
However, complainants need not use the district's complaint form in order to file a complaint.
(Education Code 35186; S CCR 4680)

The Superintendent or designee shall ensure that the district's complaint form contains a space to
indicate whether the complainant desires a response to his/her complaint and specifies the location for
filing a complaint. A complainant may add as much text to explain the complaint as he/she wishes.
(Education Code 35186; S CCR 4680)

The Superintendent or designee shall ensure that a notice is posted in each classroom in each school
containing the components specified in Education Code 35186. (Education Code 35186)

Legal Reference:

EDUCATION CODE

1240 County superintendent of schools, duties

17592.72 Urgent or emergency repairs, School Facility Emergency Repair Account
33126 School accountability report card

35186 Williams uniform complaint procedure

35292.5 Restrooms, maintenance and cleanliness

37254 Supplemental instruction based on failure to pass exit exam by end of grade 12
48985 Notice to parents in language other than English

60119 Hearing on sufficiency of instructional materials

CODE OF REGULATIONS, TITLE 5

4600-4687 Uniform complaint procedures, especially:

4680-4687 Williams complaints

Management Resources:

WEB SITES

CSBA: http://www.csba.org

California County Superintendents Educational Services Association: http://www.ccsesa.org
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California Department of Education, Williams case: http://www.cde.ca.gov/eo/ce/wc/index.asp
State Allocation Board, Office of Public School Construction: http://www.opsc.dgs.ca.gov
Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT

approved: May 24, 2011 Farmersville, California
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(= Farmersville

Unified School District

Notice to Parents/Guardians, Students and Teachers:
WILLIAMS UNIFORM COMPLAINT PROCEDURES
COMPLAINT RIGHTS

Parents, Guardians, Students and Teachers:

Education Code 35186 created a procedure for the filing of complaints concerning
deficiencies related toinstructional materials, conditions of facilities that are not maintained
in a clean or safe manner or in good repair, and teacher vacancy or misassignment. The
complaint and response are public documents as provided by statute. Complaints may be
filed anonymously. However, if you wish to receive a response to your complaint, you must
provide the following contact information. Education Code requires that the following
notice be posted in your child’s classroom.

1. Instructional Materials: There should be sufficient textbooks and instructional
materials. For there to be sufficient textbooks and instructional materials, each
student, including English learners, must have a textbook or instructional material,
or both, to use in class and to take home.

2. School Facilities: School facilities must be clean, safe, and maintained in good
repair. Good repair means that the facility is maintained in a manner that assures
that it is clean, safe and functional as determined by the Office of Public School
Construction.

2 Teacher Vacancy and Misassignment: There should be no vacancies or
misassignments.

To file a complaint regarding the above matters, complaint forms can be obtained in the
Principal’s office, District office, or can be downloaded from the District Office’s, County
Office’s or California Department of Education’s website.

Please file your complaint at the following location:

School Site Principal
School Site of Complaint

Approved by Governing Board on May 10, 2016

H:AWP Docs\Williams Settlement\Williams Uniform Complaint Procedures-Form 05-11-2016.wpd Revision Date: May 2016
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Farmersville Unified School District E 13124
Complaint Form: Williams Complaint Form

Education Code (EC) Section 35186 created a procedure for the filing of complaints concerning deficiencies related to instructional
materials, conditions of facilities that are notmaintained in a clean or safe manneror in good repair, and teacher vacancy or misassignment.
The complaint and response are public documents as provided by statute. Complaints may be filed anonymously. However, if you wish
to receive a response to your complaint, you mustprovide the contact information below:

Response requested? OYES ONO

Name

Mailing Address

Phone Number (Day) (Evening) _

Issue(s) of the complaint: Please check all that apply.
1. Textbooks and Instructional Materials:

O A student, including an English learner, does not have standard-aligned textbooks or instructional materials or state-adopted or
district-adopted textbooks or other required instructional materials to use in class.

O A student does not have access to textbooks or instructional materials to use at home or after school. This does not require two
sets of textbooks or instructional materials for each student.

O Textbooks or instructional materials are in poor or unusable condition, have missing pages, or are unreadable due to damage.

O A student was provided photocopied sheets from only a portion of a textbook or instructional materials to address a shortage of
textbooks or instructional materials.

2. Facility Conditions:

O A condition exists that poses an emergency threat to the health or safety of students or staff, including: gas leaks, nonfunctioning
heating, ventilation, fire sprinklers or air-conditioning systems, electrical power failure, major sewer line stoppage, major pest or
vermin infestation, broken windows or exterior doors or gates that will not lock and that pose a security risk, abatement of
hazardous materials previously undiscovered that pose an immediate threat to pupils or staff, structural damage creating a hazardous
or uninhabitable condition, and any other emergency conditions the school district determines appropriate.

O A school restroom has not been maintained or cleaned regularly, is not fully operational and has not been stocked at all times with
toilet paper, soap, and paper towels or functional hand dryers.

O The school has notkept all restrooms open during school hours when pupils are not in classes, and has not kept a sufficient number
of restrooms open during school hours when pupils are in classes. This doesn’t apply when temporarily closing of restroom is
necessary for pupil safety or to make repairs.

3. Teacher Vacancy or Misassignment:

O Teacher vacancy - A semester begins and a teacher vacancy exists. (A teacher vacancy is a position to which a single designated
certificated employee has not been assigned at the beginning of the year for an entire year or, if the position is for a one-semester
course, a position to which a single designated certificated employee has not been assigned at the beginning of a semester for an
entire semester.)

O Teachermisassignment - A teacher who lacks credentials or training to teach English learners is assigned to teach a class with more
than 20% English learners students in the class.

O Teacher misassignment - A teacher is assigned to teach a class for which the teacher lacks subject matter competency.

Date of Problem:

Location of Problem (School Name, Address, and Room Number or Location):

Course or Grade Level and Teacher Name

Please describe the issue of your complaint in detail. You may attach pages if necessary to fully describe the situation:

Need not use this form to file a complaint.

Please file this complaint with the Site Principal at any school with the District of which there is the complaint.

H:AWP Docs\Williams Settlement\Williams Uniform Complaint Procedures-Form 05-11-2016.wpd
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Farmersville USD
Board Policy

Travel Expenses

BP 3350
Business and Noninstructional Operations

The Governing Board shall pay for actual and necessary expenses, including travel, incurred by
any employee performing authorized services for the district in accordance with district policies
and regulations. Funds expended shall not exceed those budgeted by the Board for these
purposes. The Superintendent or designee may authorize an advance of funds to cover necessary
expenses.

The Board, under the provisions of Education Code 44032, delegates authorization to the
Superintendent to approve employee requests for travel, meetings and conferences within the
financial limitations set forth by the annually adopted budget. Meetings not previously budgeted
for shall be approved on an individual basis by the Board. All conference attendance must be
recommended by the employee's immediate supervisor and approved by the Superintendent. In
accordance with the bargaining unit contract, conference attendance by the teachers must be
approved by the Board if the costs exceed $250 and the teacher will be absent more than one
day. All out-of-state travel must have Board approval.

Expenses shall be reimbursed within limits established by the Board. The Superintendent or
designee shall establish procedures for the submission and verification of expense claims.

The payment of travel expenses for spouses of Board designees or district employees with the
plan to SUBSEQUENTLY reimburse is a personal use of district funds. No claims submitted
should include such expenditures.

Legal Reference:

EDUCATION CODE

44032 Travel expense payment

44033 Automobile allowance

44576 Remuneration of trainees (employees in staff development projects)

Policy FARMERSVILLE UNIFIED SCHOOL DISTRICT
adopted: February 26, 2002 Farmersville, California
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Administrative Regulation
Travel Expenses

AR 3350
Business and Noninstructional Operations

Travel expenses are the ordinary and necessary expenses of traveling away from home or your business, profession, or job. An
ordinary expense is one that is common and accepted in your field of trade, business, or profession. A necessary expense is one that is
helpful and appropriate for your business. An expense does not have to be indispensable to be considered necessary.

The maximum reimbursement rate for expenses incurred while attending approved meetings or conferences is establishes as follows.

Meals (Itemized Receipt Required)

Expense for meals consumed within a 50 mile radius of the district will not be reimbursed. Reimbursement for alcoholic beverages is
prohibited. Do not charge alcoholic beverages on any district credit cards. Meals will be reimbursed only to the extent they are not
lavish or extravagant under the circumstances. In accordance with IRS guidelines, a higher reimbursement rate is established for higher
cost areas of the State as per the tables below. Expenses for meals consumed while attending approved meetings or conferences that do
not require an overnight stay, will not be reimbursed. All receipts must be itemized to qualify for reimbursement. (See Attached)

A tip of 15% of meal costs will be reimbursed if actually paid and claimed. Tips greater than 15% will not be reimbursed. If the cost
of meals has been included in the registration costs, a separate reimbursement for that meal will not be allowed. If an employee
chooses to go without a meal, that employee may use the allowance towards another meal, as long as the daily total as per FIGURE A
is not exceeded.

The authorized allowance for meals will be paid provided the travel time meets the following requirements.

Breakfast; Breakfast may be claimed if travel began one hour prior to the time the employee normally reports to work and while he/she
is on the business trip.

Lunch: Lunch may be claimed if travel began at least one hour prior to the lunch hour, and while he/she is on the business trip.
Dinner; Dinner may be claimed if travel began at least one hour prior to the dinner hour, and while he/she is on the business trip.

Lodging (Itemized Receipt Required)

Lodging will be reimbursed only if the conference requires you to be away from the general area of your home substantially longer than
an ordinary day's work and if the travel is outside of a 75 mile radius of the district, unless there are extenuasing circumstances. Prior
authorization is required for hotel stays within the 75 mile radius. A purchase order requisition for the hotel/motel should be processed
in advance of the trip.

Mileage Reimbursement
The reimbursement rate is determined by the current employee bargaining unit contract. The beginning and ending odometer reading
of the vehicle must be included on the claim submitted.

Mode of Travel

The most expedient and cost effective manner of traveling should be used. This may include the use of a district vehicle, personal
vehicle, rental vehicle, plane or train. For trips in excess of 200 miles one way and lasting fewer than two nights, a rental vehicle is the
preferred method of travel. For trips lasting longer than two nights, use of a personal car is preferred. Contact the Business Office to
make arrangements for a rental vehicle, train tickets or airplane reservations. Two weeks advance notice is required in order assure the
availability of rental vehicle, plane or train reservations. The traveler must request a purchase order for payment to the vendor prior to
maleing the trip.

Miscellaneous Expenses

Miscellaneous parking, shuttle, taxi, and related expenses will be reimbursed. A receipt is required. The district will pay for one three-
minute phone call to the employee's family upon arrival at his/her destination. A phone call lasting longer than three minutes will be
determined to be personal business, and will not be reimbursed.

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT
approved: December 11,2007  Farmersville, California
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FY 2016 Per Diem Rates - Effective October 1, 2015

STATE |[DESTINATION COUNTY/LOCATION DEFINED FY16 M&IE

Standard CONUS rate

applies to all counties not

specifically listed. Cities not

listed may be located in a

listed countv. $51
CA Antioch / Brentwood / Concord [Contra Costa $ 64
CA Bakersfield / Ridgecrest Kern $ 59
CA Barstow / Ontario / Victorville |San Bernardino $ 54
CA Death Valley Inyo $ 64
CA Eureka / Arcata / McKinleyville [Humboldt $74
CA Fresno Fresno $ 64
CA Los Angeles Los Angeles / Orange / Ventura / Edwards $ 64

AFB less the city of Santa Monica

CA Mammoth Lakes Mono $74
CA Mill Valley / San Rafael / Marin $74

Novato
CA  |Monterey Monterey $74
CA Napa Napa $ 69
CA Oakhurst Madera $ 64
CA Oakland Alameda $ 69
CA Palm Springs Riverside $ 64
CA Point Arena / Gualala Mendocino $ 69
CA Redding Shasta $ 64
CA Sacramento Sacramento $ 64
CA San Diego San Diego $ 64
CA San Francisco San Francisco $ 74
CA San Luis Obispo San Luis Obispo $ 64
CA San Mateo / Foster City / San Mateo $ 69

Belmont
CA Santa Barbara Santa Barbara $74
CA Santa Cruz Santa Cruz $ 59
CA Santa Monica City limits of Santa Monica $ 64
CA Santa Rosa Sonoma $ 64
CA South Lake Tahoe El Dorado $ 64
CA Stockton San Joaquin $ 64
CA Sunnyvale / Palo Alto / San Santa Clara $ 64

Jose
CA Tahoe City Placer $ 64
CA Truckee Nevada $74
CA Visalia / Lemoore Tulare / Kings $ 59
CA West Sacramento / Davis Yolo $ 64
CA Yosemite National Park Mariposa $ 69
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Farmersville USD | BP 6153 Instruction

School-Sponsored Trips

The Governing Board recognizes that school-sponsored trips are an important component
of a student's development and supplement and enrich the classroom learning experience.
School-sponsored trips may be conducted in connection with the district's course of study
or school-related social, educational, cultural, athletic, school band activities, or other
extracurricular or cocurricular activities. A field trip to a foreign country may be permitted
to familiarize students with the language, history, geography, natural science, and other
studies relative to the district's course of study.

(cf. 6143 - Courses of Study)
(cf. 6145 - Extracurricular and Cocurricular Activities)
(cf. 6145.2 - Athletic Competition)

Requests for school-sponsored trips involving out-of-state, out-of-country, or overnight
travel shall be submitted to the Superintendent or designee. The Superintendent or
designee shall review the request and make a recommendation to the Board as to whether
the request should be approved by the Board. All other school-sponsored trips shall be
approved in advance by the principal.

(cf. 3312.2 - Educational Travel Program Contracts)

The principal shall establish a process for approving a staff member's request to conduct
a school-sponsored trip. When planning trips, staff shall consider student safety, objectives
of instruction, the most effective use of instructional time, the distance from school, district
and student expense, and transportation and supervision requirements. Principals may
exclude from the trip any student whose presence on the trip would pose a safety or
disciplinary risk.

(cf. 3530 - Risk Management/Insurance)
(cf. 3541.1 - Transportation for School-Related Trips)
(cf.

[&)]

142 - Safety)

[&)]

(cf. 5143 - Insurance)

(cf. 5144 - Discipline)
(cf. 5144 .1 - Suspension and Expulsion/Due Process)

No field trip shall be authorized if any student would be excluded from participation because of a lack of
sufficient funds. The Superintendent or designee shall coordinate with community groups to supply funds for
students in need. (Education Code 35330)

(cf. 1230 - School-Connected Organizations)
(cf. 1321 - Solicitation of Funds from and by Students)
(cf. 1700 - Relations Between Private Industry and the Schools)

District funds shall not be used to pay student expenses for out-of-state or out-of-country field trips or
excursions. However, expenses of instructors, chaperones, and other personnel participating in such trips,
as well as incidental expenses for the use of district equipment during the trip, may be paid from district funds.
(Education Code 35330)
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Farmersville USD | AR 6153 Instruction
School-Sponsored Trips
Supervision

Students on school-sponsored trips are under the jurisdiction of the district and shall be
subject to district and school rules and regulations.

(cf. 5131 - Conduct)

(cf. 5131.1 - Bus Conduct)

(cf. 5144 - Discipline)

(cf. 5144 .1 - Suspension and Expulsion/Due Process)

The Superintendent or designee shall ensure that adequate supervision is provided on all
school-sponsored trips and that there is an appropriate ratio of adults to students present
on the trip. If the trip involves water activities, this ratio shall be revised as necessary.

Parent/Guardian Permission

Before a student can participate in a school-sponsored trip, the teacher shall obtain
parent/guardian permission for the trip. Whenever a trip involves water activities, the
parent/guardian shall provide specific permission for his/her child to participate in the water
activities. The district shall provide an alternative educational experience for students
whose parents/guardians do not wish them to participate in a trip.

All persons making the field trip or excursion shall be deemed to have waived all claims
against the district or the State of California for injury, accident, iliness, or death occurring
during or by reason of the field trip or excursion. All adults taking out-of-state field trips or
excursions and all parents/guardians of students taking out-of-state field trips or excursions
shall sign a statement waiving such claims. (Education Code 35330)

Safety Issues

1. While conducting artrip, the teacher, employee, or agent of the school shall have the
school's first aid kit in his/her possession or immediately available. (Education Code
32041)

Whenever trips are conducted in areas known to be infested with poisonous
snakes, the first aid kit taken on the trip shall contain medically accepted snakebite
remedies. In addition, a teacher, employee, or agent of the school who has
completed a first aid course which is certified by the American Red Cross and which
emphasizes the treatment of snakebites shall participate in the trip. (Education
Code 32043)

2. The district shall provide or make available medical and/or hospital insurance for
students injured while participating in any excursion or field trip. (Education Code
35331)

(cf. 3541 .1 - Transportation for School-Related Trips)

(cf. 5143 - Insurance)
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3. If the Superintendent or designee receives threat level warnings from the Homeland
Security Advisory System pertaining to the destination of a school-sponsored trip,
he/she shall implement precautions necessary to protect the safety of students and
staff.

(cf. 0450 - Comprehensive Safety Plan)
(cf. 3516 - Emergencies and Disaster Preparedness Plan)

4, Lifeguards are required for all swimming activities. If the activity is at a private pool,
the owner of the pool shall provide a certificate of insurance, designating the district
as an additional insured, for not less than $500,000 in liability coverage. Staff shall
determine supervisory responsibilities for all chaperones.

(cf. 3530 - Risk Management/Insurance)
(cf. 5141.7 - Sun Safety)

8. Before trips of more than one day, the principal or designee may hold a meeting for
staff, chaperones, parents/guardians, and students to discuss safety and the
importance of safety-related rules for the trip.

(cf. 5142 - Safety)

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT

Approved: December 12, 2006 Farmersville, California
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Farmersville USD | E 6153 Instruction
Voluntary Field Trip/Excursion Waiver

Voluntary field trips or excursions are made in connection with courses of instruction or
school-related social, eductional, cultural, athletic or school band activities.

The trips may be local, out-of-state and even to a foreign country.

Education Code Section 35330 provides that all persons making the voluntary field trip are
deemed to have waived all liability claims against the District. Any adult and the parents
or guardians of minor students taking a trip should sign a statement advising them of this
waiver. Therefore, the District should use standardized and approved Field Trip/Excursion
forms.

We recommend all high school students also sign the form as a precaution in the event
that the student has reached the age of 18 or is legally considered an adult for any reason.

The use of Field Trip/Excursion forms is important in reducing liability exposures to the
District.

The following voluntary excursion/field trip waiver notices forms should be used

- Minor: Signed by the parents/guardian of the minor student participating in the Field
Trip/Excursion.

- Adult: Signed by any adult students or volunteers participating in the Field
Trip/Excursion.

- Non-Vehicular: Should be used only where no vehicular transportation is involved.
If vehicle transportation is involved, the form will need to be modified. Note, where
there is a material deviation from the pre-authorized activity, a new field trip form
should be signed by the parent or guardian acknowledging the revised itinerary.

Voluntary Activity Waiver and Release

The State Court recently upheld the validity of a Waiver and Release from which was
signed by an activity participant who was killed during the activity. Part of the basis of the
court's decision was that the form was clear and unambiguous, the activity was purely
voluntary and it is within the powers and discretion of the parties to "contract” for the
activity in any fashion they deem appropriate.

It is important to note that the participant who signed the form was a legal adult and the
court upheld the intent of the waiver to also preclude the parents from filing their separate
cause of action, even though they were not signatories.

It is the recommendation of Keenan & Associates that consideration be given to having all
students, and if the students are not legal adults, their parents, sign the WAIVER,
RELEASE AND INDEMNITY AGREEMENT prior to participating in any high risk voluntary
activity such as water skiing, snow skiing, sailing, scuba diving, etc.

Since minor students are not legal adults and cannot execute contracts, there remains a
question as to whether the court would uphold such a Waiver and Release. However, by
having the student execute the form, we will be able to show that there was a knowledge
of the risk and an assumption of that risk which could significantly mitigate District liability.
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District Sponsored On-Site Special Activities

Frequently, parents volunteer their time to conduct special activities for students on
campus after normal school hours. An example would be a martial arts expert donating
time to teach self defense and/or martial arts to interested students.

Since this is a District sponsored activity there is an extra liability risk in allowing these
activities. If the volunteer has his own personal insurance coverage, then the District
should not agree to defend and indemnify unless absolutely necessary.

A permission form with the appropriate releases should be signed by the students or the
parents or guardians of the participating minor student before the student is allowed to
participate in the class.

The Waiver, Release and Indemnity Agreement should also be signed.

If the instructor is charging the students for his time then he is "in the business." The
activity should not be District-sponsored and the instructor should comply with all rules and
insurance requirements pursuant to the District's "Use of Facilities" and "Civic Center Act"
policies.

Non-District Sponsored Activities

Employees/volunteers often initiate special off-campus activities for students on weekends
or after school hours. Whether the employee/volunteer is a club sponsor or not, the
employee/volunteer, the District, or both, could be held liable if a student participant
sustains an injury.

Due to the nature of certain activities there may be an inference of District participation or
sponsorship. For instance, the activity may be promoted on campus, using District
supplies, equipment, or District name.

If this event is a District sponsored activity use waiver forms. If this is a non-district
sponsored activity use the "Non-District Sponsored Activity" form.

If there is a planned activity at the end of a quarter, semester or athletic season, be sure
to have each minor student secure parent permission and release of liability on this form.

Examples of activities are swim parties, picnics, barbecues, hiking, camping and trips to
amusement parks. The District's administration should be notified of any events or
activities of this type.

To reduce unwanted exposure, reasonable steps must be taken to notify the public and
participants of the District's non-involvement.
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First Aid Kits For Camping Trips
The teacher. . . shall have a First Aid Kit in his possession . . . while conducting a field trip.

Whenever a field trip is conducted into an area which is commonly known to be infested
by poisonous snakes, the first aid kit shall include a snake bite kit.

Every first aid kit shall include the following and other equipment. . . considered useful. .

12 3" x 3" sterile gauze bandages

4 1" gauze roller bandages

4 2" guaze roller bandages

4 triangular bandages

1 roll adhesive tape 1" (10 yds).

An American Red Cross First Aid textbook or written instruction
for use of contents of a first aid kits.

Other Recommended Equipment/Supplies:
6 4" x 4" sterile pads (plastic covered)

4 disposable towels (plastic covered)
Cotton balls (plastic covered)

Ammonia inhalent

Paper bags

Band-aids (in small metal box)

Sanitary pads 2

Disposable ice bag

Vaseline tube

Liquid Soap

Safety Pins

Shoelaces

Scissors

Needle/Thread (in small container)

Pencil '

Extra booklet

Required forms (plastic covered)
Emergency iliness/injury information records
Student Accident Form (duplicate)

Daily log for student accidents/illness

FARMERSVILLE UNIFIED SCHOOL DISTRICT

Farmersville, California
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FARMERSVILLE UNIFIED SCHOOL DISTRICT
FIELD TRIP REQUEST FORM

District Bus (Request must be submitted 2 weeks prior to departure date)
Charter Bus (Request must be submitted 3 months prior to departure date)
1 Van (Request must be submitted 2 weeks prior to departure date)

2 Vans (Request must be submitted 2 weeks prior to departure date)

Oodo

All stops must be included on this request (i.e., lunch, dinner). Please make prior arrangements, if possible. The driver does
not have the authority to change a route.

Purpose of Trip:

Specific Destination/s:

Q Lunch Q Dinner Time: City/Place

Date(s) of Trip:

Departure Time: Return Time:

Person/s in Charge: Cell Phone #
Number of Students: Number of Adults: Total:

CHECK PERTINENT POINTS:
School Site: O Hester Q Snowden 0 Freedom Elementary Q Jr. High Q High School O Deep Creek

(d Cafeteria notified

One day, school day

One day, non-school day (Accident insurance necessary)

Overnight trip of nights (Board approval required & accident insurance necessary)*
Out-of-State trip (Board approval required & accident insurance necessary)*

Oo0oDoDd

Trip to Foreign Country (Board approval required & accident insurance necessary)*

I have read and will abide by the board policy and administrative rules pertaining to field trips.

Person in Charge: Date

Approved by:
Director of M.O.T. Date

Principal: Date
Board of Trustees (if necessary):

Clerk/Secretary Date of Meeting

* Submit to Board one month prior to date of trip

Account # __ - = - - - - - -
White - MOT Director Canary - Business Office Pink - Teacher

Revised: April 1, 2015
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'M/C? Farmersville

Unified School District

Field Trip/Special Event Sack Lunch Policy & Procedure

When a field trip/event is planned and/or sack lunches are requested, the requestor must
fill out a Department of Food Service Request form (see attached). The form should be
turned into the Department of Food Services at least two weeks prior to the date of the
request.

You must turn this form in whether you are requesting meals or not. This will maintain
communication as to how many students from that site will not be in attendance for lunch.
If meals are needed, make sure to attach a copy of your student roster of attendees for the
trip. If possible, please include student identification numbers.

On the day of the trip, the lunches are to be picked up at the school site kitchen by the
person in charge of the trip/fevent. A signature along with a final student count will also be
requested at this time.

The sack lunches along with a milk for each student will be packed into an ice chest. The
ice chest is to be provided by the requestor and not Food Services. The person in
charge is to make sure that a count for student-to-lunch is checked off the roster by signing
for accountability. The completed roster is then submitted to the kitchen immediately upon
return to the campus.

Thank you,

Christy Wineman
Director of Food Services
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FARMERSVILLE UNIFIED SCHOOL DISTRICT
FIELD TRIPS AND EXCURSIONS

CAFETERIA NOTIFICATION

If you have a field trip planned, the folfowing steps are necessary in order for the cafeteria to fill your needs:

1. Turnin Cafeteria Notification form and a list of the students in your class at least seven (7) days before
the trip.

2. The Cafeteria wiIII give you a list of students that are eligible for the sack lunches as soon as possible.

3. On the morning of your trips, bring the list from the Cafeteria of students that are eligible for the sack
lunches to the Cafeteria to receive the lunches. Check off those students in your class that day that are
going on the trip. If you do not bring the checked off list, you will not receive the lunches.

Please complete appropriate section - (Indicate A or B)

SECTION A
ELEMENTARY SCHOOL SACK LUNCH ORDER
Requesting teacher: Field Trip
Date(s) Departure Time

Time Lunches Will Be Picked Up:

STUDENT NAME GRADE ***CAFETERIA USE ONLY***

10.

11

12.

13.

14.

15.
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To: Teachers and Staff of Farmersville Unified School District
' Frohlz Christy Wineman, Director of Food Services

RE: Use of Kitchen and Equipment

If you would like to use the kitchen or any kitchen equipment for any reason, you must
get prior approval. Forms are on the School District Web Site for the request to use the

kitchen facilities and equipment.

For the use of the facilities, at least one week’s advance notice is needed. Also, for safety
and insurance purposes, a food service staff member must be present at all times during
the time of use. The requestee must make sure that the facilities and all equipment are
clean as well as remove all food and equipment that belongs to the requestee’s group or

organization.
For the use of equipment, i.e. pans, serving utensils, etc., the requestee must sign out for
the equipment and sign again upon the retumn of all equipment. All equipment should be

returned to the kitchen as soon as possible.

Thank you very much for your cooperation in this matter. If you have any questions,

please feel free to call me at 594-9467.
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FOOD SERVICE SUPPORT REQUEST
REQUEST FOR -

Site Name:

Date of Event:

Name of Event:

Name of Group or Club:
Name of Person in Charge:

Requesting the Use of: Kitchen Facilities*
Requesting the Use of: (1 Food Service Equipment
Item Name Quantity

Jod Service Staff supervision must be present at all times. Facilities must not be left unattended at anytime
during the event.

By signing below, the requestee agrees to abide by all district rules and regulations.

All facilities are to be properly cleaned after use and left in the condition found.

All equipment checked out is to be returned promptly after use and in the same condition as loaned. '
A replacement charge will apply for any damaged or lost equiupment.

Any items not belonging to the Department of Food Services must be removed immediately upon the end of the

event.

Signature of Requestee:

Approved by Director of Food Services:

Approved by Principal:
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Farmersville USD | BP 3515.4 Business and Noninstructional Operations
Recovery For Property Loss Or Damage

The Governing Board desires to create a safe and secure learning environment and to
minimize acts of vandalism and damage to school property. To discourage such acts, the
district shall seek reimbursement of damages, within the limitations specified in law, from
any individual, or from the parent/guardian of any minor, who has committed theft or has
willfully damaged district or employee property.

1. (cf. 0450 - Comprehensive Safety Plan)

(cf. 3515 - Campus Security)
(cf. 4156.3/4256.3/4356.3 - Employee Property Reimbursement)
(cf. 4158/4258/4358 - Employee Security)
(cf. 5125.2 - Withholding Grades, Diploma or Transcripts)
(cf. 5131 - Conduct)
(cf. 5131.5 - Vandalism and Graffiti)

(cf. 5136 - Gangs)

(cf. 5144.1 - Suspension and Expulsion/Due Process)
Rewards

When district or law enforcement officials have not been able to identify the person(s)
responsible for the theft or vandalism of district property, the Board may authorize a reward
for the identification and apprehension of the responsible person(s).

The Board authorizes the Superintendent or designee to offer a reward in any amount
he/she deems appropriate, not exceeding $2,500. A reward in excess of $2,500 shall be
authorized in advance by the Board.

The Superintendent or designee shall disburse the reward when the guilt of the person
responsible for the act has been established by a criminal conviction or other appropriate
judicial procedure.
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Farmersville USD | AR 3515.4 Business and Noninstructional Operations
Recovery For Property Loss Or Damage
Reports by Staff

District employees shall report any damage to or loss of school property to the principal or
designee immediately after such damage or loss is discovered. Inthose instances in which
insurance reimbursement may be involved, the principal or designee shall contact the
appropriate district official.

(cf. 3530 - Risk Management/Insurance)
(cf. 5131.5 - Vandalism and Graffiti)
Investigation

The Superintendent or designee shall conduct a complete investigation of any instance of
damage to or loss of school property and shall consult law enforcement officials when
appropriate. Ifitis determined that the damage has been committed by any district student,
the Superintendent or designee shall initiate appropriate disciplinary procedures against
the student.

cf. 3515.3 - District Police/Security Department)

. 5131 - Conduct)

. 5144 - Discipline)

cf.

s

o

)

c
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5144 .1 - Suspension and Expulsion/Due Process)
. 5145.3 - Nondiscrimination/Harassment)

cf. 5145.7 - Sexual Harassment)

cf. 5145.9 - Hate-Motivated Behavior)

Recovery of Damages

=

C
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When the individual causing the damage or loss has been identified and the costs of
repair, replacement, or cleanup determined, the Superintendent or designee shall take all
practical and reasonable steps to recover the district's costs and shall consult with the
district's legal counsel and/or insurance administrator, as appropriate.

Such steps may include the filing of a civil complaint in a court of competent jurisdiction to
recover damages from the responsible person and, if the responsible person is a minor,
from his/her parent/guardian in accordance with law. Damages may include the cost of
repair or replacement of the property, the payment of any reward, interest, court costs, and
all other damages as provided by law.

Payment of Reward

When authorized according to Board policy, the Superintendent or designee shall pay the
reward to the party who provides information sufficient to identify and apprehend the
person(s) subsequently determined to be responsible for the damage or loss. If more than
one person provides information, the reward shall be divided among them as appropriate.

Regulation FARMERSVILLE UNIFIED SCHOOL DISTRICT

approved: January 12, 2010 Farmersville, California
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2=
Injury/lliness Prevention
Program & Safety Policy

Farmers

Unified School District

COMMITMENT TO SAFETY

It shall be the Farmersville Unified School District's
.policy to conduct all operations safely by instituting
the appropriate safety measures that will prevent
injuries to persons and damage to property. When
an employee begins to work here, that employee
has a right to expect a safe place in which to work
and to be provided with the proper machines, tools
and equipment to do the job safely.

The Farmersville Unified School District has a
commitment to promote safety, to operate in a safe
manner and to always strive to improve the District's
safety record. -

In order to carry out the objectives the following
procedures have been established:

Scheduled periodic inspections  will  be
conducted of all work areas to identify unsafe
conditions and work practices.

2.- Review all on-the-job accidents and
occupational illnesses to determine their cause.

3. -Unsafe conditions and work practices will be -

corrected as uncovered by periodic inspections
and review of accidents and illnesses.

4. Scheduled instructional training will be
conducted "on the hazards unique to each
employee’s work.assignment.

5. Employees will be trained in general safe work
practices at the time of hire and trained
specifically for his or her job before being
assigned to the job or before assigned to any
new work assignment.

6. Safety awareness programs will be conducted to
highlight the importance of safe work practices
among all employees. The program may
include a safety award program or contest.

ASSIGNMENT OF INJURY PREVENTION
RESPONSIBILITIES

The Farmersville Unified School District has
assigned the overall responsibilities to develop,
implement and review the District’s Injury
Prevention program to the Director of M.O.T./
Superintendent’s Office, who is responsible to
insure that:

1. Safety inspection reports, Employer's Reports
of Occupational Injury or lliness Reports,
Employee’s Claim for Worker’s Compensation
Benefits forms and Employee’s Medical
Documents are processed, analyzed and/or
stored properly.

2. Inspect District facilities periodically and
prepare an inspection report.

3. Analyze injury or illness reports to determine
cause of the injury orillness.

4. Direct appropriate personnel to correct safety
hazards found during inspections or following
review of an employee injury or illness report.

5: Develdp and implement employee safety
training.

6. Communicate with. employees The District's
_ safety policies and procedures.

SITE ADMINISTRATOR’S RESPONSIBILITIES
TO THE SAFETY PROGRAM

The effectiveness of any safety program rests
primarily, in the hands and actions of the Site
Administrators. The Superintendentexpects each
Administrator to support the Safety Program by:

‘1. Enforcing The Farmersville Unified School

District Safety Policy and all safety Procedures
in the work areas of which he or she is
responsible.

2. Cooperating with the Director of
M.O.T./Superintendent's Office and other
supervisors in maintaining an active safety
program.

3. Practicing safety personally, thus setting a
good example for personnel under his or her
supervision and delegating safety
responsibilities to subordinate supervisors.

4. Remaining alert for unsafe conditions or
practices and acting immediately to correctany
hazard. :
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Investigating all on-the-job injuries under his or
her supervision and completing the Injury and
liness Analysis Reports. Immediate action
must be taken to eliminate the cause of the

injury.

Encouraging two-way communication with
employees to make them aware of the District’s
interest in safety practices. Every effort must be
made to promote employee interest and
participation in the Safety program.

Safety meetings, and safety inspections are
types of communication that must be utilized.
Reports of meetings and safety activities must
be forwarded to the District of
M.O.T./Superintendent’s Office.

Informing the Director of M.O.T. of safety
problems.

COMPLIANCE WITH THE FARMERSVILLE

UNIFIED SCHOOL DISTRICT’S

INJURY

PREVENTION PROGRAM

To insure that everyone in the Farmersville Unified
School District is encouraged to comply with the
District’s injury prevention program, the District will:

1.

Conduct periodic safety awareness meetings:
The meetings will cover safety subjects that
relate to the type of hazards employees may
experience on the job.

Recognize employees who demonstrate good
safety habits by making contributions to the
Farmersville Unified School District safety
program. Employees are able to provide
valuable contributions by showing a concern for
working safely and maintaining an accident free
record.

Encourage employees to make useful safety
suggestions; identify potential safety hazards
and take appropriate measures to address or
comrect the District.

The.Farmersville Unified School District will not
tolerate any employee’s unsafe act or unsafe
attitude. Employees who violate this principle
will be disciplined in the same manner as the
District disciplines employees who violate other
District standards or conduct.

CODES OF SAFE PRACTICES
SAFETY RULES

In order to maintain @ safe and productive work
place it is ‘necessary to have rules that govern
employees’ behavior and job performance.
Violation of the rules may result in disciplinary
action and possibly immediate dismissal.

The following are established Codes of Safe
Practices, which are specific safety rules, that all
employees must follow. The following list of safety
rules is not a complete list. The supervisor will
provide additional information or training as
necessary or deemed appropriate.

GENERAL RULES

> Employees must be at least 18 years of age to
operate or adjust any power driven equipment,
which may include autos, trucks, mowers,
forklifts, and similar equipment.

> Always refer to questions of how to do a job o
the supervisor.

> Do not work or operate without the proper
safeguards.

> Work at a speed that is safe for job conditions.

> All observed hazardous conditions must be
reported immediately to the supervisor.

> Report all injuries, no matter how minor, to the
supervisor immediately.

> Horseplay, scuffling, and other acts whichtend
to have a adverse influence on the safety or
well being of the employees are prohibited.

> Eating, drinking, and smoking are prohibited in
all areas except in designated areas.

> Atno time will work cIofhing or equipment that
‘has been contaminated be removed from
District property.

> No one will modify a safety device so that it
does not perform its intended function.

> Observe and follow all warning signs about
hazards and conditions.

> No oﬁe will knowingly perform any act that may
result in harm to anyone or District property.
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> All employees when appropriate will wear eye
protection.

Individual protective clothing and protective
devices will be worn as instructed by a
supervisor.

> No equipment will be operated unless all guards
and other safety devices are in place and
- functioning properly.

> All employees are expected to know the location
of exits, alarms, fire extinguisher, eye wash
stations, safety showers, hoses, and telephones
in their work area. This applies to all operating
areas, offices, parking and other sites.

> Employees will ensure that they have easy
access to alarms, exits, fire extinguisher,
electrical panels, utility shut off valves; eye wash
stations, emergency showers, and all other
emergency equipment.

> All temporary conditions that present unusual
hazards such as evacuation, overhead work, or
chemical exposure, will be appropriately guarded
by the use of ropes, signs and barricades. All
employees will observe the guards and
warnings.

- Possession or use of alcohol, tobacco, or drugs
is strictly forbidden on District properties.

EMPLOYEE PERSONAL SAFETY

> Wear appropriate clothing and personal
. protective equipment for the job to be
accomplished. Loose clothing, rings, and jewelry
may be dangerous around mechanical
equipment when.in operation.

> Be in good physical condition before starting
work; -complete stretching exercises prior to
performing a task.

> Be careful of the hazard of traffic in parking lot,
being fully aware of traffic moving in all
directions.

> Keep as clean as possible when handling
cleaners, chemicals, lubricants or paint. Wear
proper gloves when handling caustic chemicals.

> Wash thoroughly before meals, especially after
handling materials that may be hazardous to the
health.

> All employees must know the focation of First
“Aid Kits and Fire Extinguishers and how touse
them.

> Gloves shall be worn at all times when
handling rough materials.

GENERAL WORK AREA
Safe Workplace Conditions

> Report all unsafe conditions to the supervisor
immediately, the “Employee Safety
Suggestion” form is provided at the worksite
for that purpose. Employees need not fear
reprisal from reporting hazards.

> Report all accidents, injuries and illnesses to
the supervisor immediately.

> Report all equipment that fails to work properly
‘to the supervisor.

> Tag and lockout any equipment that does not
properly function until the equipment is
properly repaired.

> Means of egress shall be unblocked, well
lighted and unlocked during work hours.

> Aisles and hallways shall be kept clear at all
times.

> Be.aware of the hazards posed by many
common cleaning chemicals.

> Use only appropriate step stool or ladder to

reach overhead storage.

> Consider use of rubber fatigue mat when
standing for- extended periods on cement
floors. =

REPORTABILITY

> Report all accidents to the supervisor/District
office immediately,

> Reportall unsafe orbroken tools or equipment
to the supervisor.

> In the event of death or critical injury, the
Director of M.O. T./District Office must be
notified immediately. If he or she cannot be
reached, the injury or death must be reported
by telegram within 24 hours to Cal/OSHA and
to our District's Workers’ Compensation
Carrier. '
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. MEDICAL ASSISTANCE

> First ‘aid supplies are easily accessible’

throughout the District. Ask supervisor for
location in work area.

> In a medical emergency call 911. Locations of

the nearest doctor and medical facility are posted
on the bulletin boards.

FIRST-AID

Your supervisor will inform you as to where a first aid
kit is available.

What to Treat First

> Don't panic. You will be able to assess the
situation more effectively. Remember,
psychological support is also important.

> When you approach a sériously injured person,
think of the ABC's:

Ais for Airway. Make sure the victim’s airway
is not blocked by the tongue, secretions or some
foreign body. .

B is for Breathing. Make sure the person is
breathing. If not, administer artificial respiration.

C is for Circulation. Make sure the patient has
a pulse. If pulse is absent, a CPR qualified
individual must administer cardiopulmonary
resuscitation-CPR.

> Protective gloves are available and for use by
anyone who might have contact with blood or
other potentially infectious materials. Wearing
dloves, as well as eye protection can significantly
reduce health risks for anyone exposed to blood
and other potentially infectious materials.

> Check for bleeding. Act fast if the victim is
bleeding:

1) Apply direct pressure;

2) Elevate injured limb only if it does not cause
further pain or injury;

3). Apply pressure on supplying artery.

> Although most injured persons can be safely
moved, it's vitally important not to move a
person with serious neck or backinjuries-unless
you have to save him from further danger.

> Keep the patientlying down and quiet. If he has
vomited-and there is no danger that his neck is
broken - turn him on his side to prevent choking.
Keep him warm with blankets or coats.

> Havesomeone callformedical assistance while
you apply first aid. The person who summons
help must explain the nature of the emergency
and ask what must be done pending the arrival
of the ambulance.

> Examine the victim gently. Look for signs of
broken bones. Cut clothing, if necessary, to
avoid abrupt movement or added pain. Don’t
pull clothing away from bums unless it’s still
smoldering.

> Reassure the victim, and try to remain calm.
The calmness can allay his fear and panic.

> Don’t give fluids to any unconscious or
semiconscious person; fluids may enter his
windpipe and cause suffocation. Don't try to
arouse an unconscious person by slapping or
shaking.

> Look for an emergency medical identification
card or an emblematic device that the victim
may be wearing to alert you to any health
problems-allergies or diseases that require
special care. '

ALCOHOL,DRUGS AND FIREARMS

The use, possession or transportation of alcoholic
beverages, firearms or weapons are absolutely
prohibited. The use, possession, transportation,
promotion or sale of illegal drugs, controlled
substances without a valid prescription, and/or drug
paraphernalia by anyone while on District premises
is also prohibited . Violation of the rules by an
employee while on District business or premises
may result in disciplinary action up to and including
discharge and referral tolaw enforcement agencies.
Employees who violate the prohibitions will not be
allowed on District premises and may be referred to
law enforcement agencies for their action.

142



WORKSITE SAFETY & SECURITY

The District desires to provide a safe, orderlyworking
wironment for all employees. The District has

«eveloped strategies for protecting employees from

potentially dangerous persons and situations and for
assisting them in the event of an emergency
situation. As such, worksite security procedures
have been developed which are consistent with the
goals and objectives of the district's safety plan and
school sites’ comprehensive safety plans.

When any individual(s) threatens to or directs
violence against an employee and the employee so
notifies the District, the District shall take all
appropriate and legally required measures to
address the employee’s concerns.

EMERGENCY ACTION PLAN

The District has established an Emergency Action
Plan for each site. A written copy of the Emergency
Preparedness Plan is available from your work site.

Thesegeneral procedures thatwill be followed inthe.

event an emergency occurs such as a fire,
earthquake, toxic spill or other situations which
causes a threat to employees:

- Evacuation: Employees who work in or who
frequently visitDistrict buildings, where the exits
are not always clearly visible from inside the
building, will be trained in the District's
evacuation procedures. Each department will
have a map showing the escape routes. The
map will be posted just inside the entrance of the
department together with the District's
evacuation procedure. Employees must
periodically review the evacuation procedures
and escape routes for their work area.

> Incident Command System: The district's
emergency plan operations under the “incident
Command System”. If it is determined that
employees must remain to operate critical
operations, when an emergency occurs,
employees will give them written procedures to
follow. Copies of procedures are available atthe
work site office.

> Rescue and Medical Duties: Selected personnel
will be trained in the District's rescue and
medical procedures.

> Verifying Employee Safety; Each evacuation
plan will specify a meeting area where
employees will congregate following an
_evacuation. Attendance will be taken for a
check of all employees at the affected facility.

> Alarms: Each building or facility where
employee’s work and where an evacuation may
occur will have installed heat and smoke
“sensingalarms. Where alarms are not present,
employees will use voice communications in
case of an emergency.

> Emergency Personnel: The Site Management
personnel, Safety Officer, and Emergency
Personnel are responsible for the following
types of emergencies: Fires, Earthquakes,
Pesticides and Toxic Spills.

FIRE & FIRE PREVENTION

> Observe “No Smoking” regulations for all school
district property.

> In case of fire, call 911 and notify the supervisor
Jimmediately. Give fire department exact
location of fire.

> If you have been trained and can do so without
danger to oneself or others, attack the fire with
an appropriate fire extinguisher or fire hose to
try and contain it before arrival of firefighters.
Under no circumstances jeopardize the safety
of oneself or others.

Fire Extinguishers

Fire extinguishers and signs are posted
conspicuously in building areas. Always be aware
of the types of fire fighting equipment around you
and learn to use them.

A. -Ordinary Combustibles Fire in paper, wood,
drapes and upholstery require an extinguisher
labeled A.

B. - Flammable Liquids Fires in fuel, oil, gasoline,
paint, grease in a frying pam, solvents, and
other flammable liquids require an extinguisher
labeled B.

C. - Electrical Equipment Fires started in wiring,
overheated fuse boxes, conductors, and other
electrical resources require an extinguisher
labeled C.
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> Fire extinguisher shall be kept clear at all times.
> Use nonflammable wastebaskets.

> Store oily orsolvent-soaked rags in fireproof self-
closing containers.

> Know evacuation procedures and.the location of
exits.

> Know the location and classes of fire
extinguishers and how to use them.

> Do not store excessive combustibles including
paper in work areas.

> In the event of a fire, sound alarm, call 911.

> Upon hearing the emergency signal, stop work

" and proceed the nearest clear exit. Gather atthe

appointed location.

> Only trained and designated workers may
attempt to respond to afire or other emergency.

- ERGONOMICS

Work-related musculoskeletal disorders (MSDs)
result when there is a mismatch between the
physical capacity of workers and the demands of the
job. Examples of MSDs include tendinitis,
epicondylitis, carpal tunnel syndrome, and back
injuries. Many are caused or aggravated by work
related stressors such as lifting, reaching, pulling,
pushing, and bending.

The following are some of the steps that are taken to
address MSD.

« Talk with workers to identify specific tasks that
contribute to pain and lost workdays. Ask
workers what changes they think will make a
difference.

= Use employee comments to determine what
improvements need to be made and then
implement the employee recommendations.

= Encourage workers to report MSD symptoms
and establish a medical management system to
detect problems early.

= Find ways to reduce repeated motions, forceful
hand exertions, prolonged bending or working
above muster height.

* Rely on equ-ipment-not backs-for heavy or
repetitive lifting. '

+ Use educational programs to train employees
about ergonomic techniques to prevent and
correct MSDs.

Simple ergonomic solutions often work best.
Workplace changes to reduce pain and cut the risk
of disability need not cost a fortune.

BACK SAFETY

Lifting things and moving them from one place to
another is a very simple operation. However, if this
operation is done incorrectly, it may cause many
injuries.

Learn how to lift and prevent injuries.

> Use the right kind of personal protective
equipment. Hand protection and safety shoes
are a must for most lifting jobs. Some lifting
jobs might call for hard hats and goggles.

> If it is.too big or heavy use the two-person
~technique.

> Check the material for staples, nails, splinters;
rough stripping that might injury the hands.

Lifting procedures

> Face the load. Put one- foot alongside the
object, andone foot behind. Bend atthe knees;
let the legs do the work.

> .Keep basic straight and the load as close to the
body as possible. Geta good, firm grip with the
palms of the hands, lift by straightening legs.

> Do not twist when turning with a load. Shiftand
turn with the feet instead.

> Don't try to lift something above waist level in
one motion. Set the load on a table or bench,
and then change the grip for lifting higher.

To put the object down, reverse this lifting
procedure.
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ENVIRONMENTAL SAFETY

The District believes that employees and students
" ave the right to learn and work in a safe, clean and

2althy environment. As such the district has an
obligation to locate and reduce or eliminate potential
risks to health and the environment, to use
environmental resources in a responsible way, and
to educate staff about environmental issues.

The District has established regulations to guard
against environmental hazards. Any unsafe
environmental condition observed is to be reported
to your supervisor.

HAZARD SUBSTANCES

The District recognizes- that the daily operations of
our schools entail the use of many potentially
hazardous substances. The Superintendent or
designee shall insure that hazardous substances are
inventoried, used, stored and regularly-disposed of in
a safe and legal manner. '

Insofar as possible, the District shall minimize the
quantities of hazardous substances stored on school
property. Staff are to substitute less dangerous
materials for hazardous ones whenever feasible.
>

chools and worksites are to be regularly inspected
to identify potential sources of risk. When new
environmental  risks are discovered, the
Superintendent or designee shall inform the Board
and the community.

HAZARD COMMUNICATION PROGRAM

To ensure that employees are fully informed about
the properties and potential hazards of substances to
which they may be exposed, the District has
developed, implemented, and maintains a hazard
communication program as required by the Hazard
Communication Regulation (T8 CCR 5194). A
written copy of the Hazard Communication program
is available from your work site.

The Director of M.O.T. has full authority and
responsibility of implementing and maintaining this
program. This program provides information about
the hazardous substances in our workplace, the
associated hazards, and the control of these
hazards through a comprehensive . hazard
communication program. Each Site Administrator
will prepare and keep current an inventory list of all
known hazardous substances present in each
workplace. Specific information on each noted
hazardous substance may be obtained by reviewing
the Material Safety Data Sheet (MSDS).

Material Safety Data Sheets (MSDS)

The Director of M.O.T. is responsible for obtaining
the MSDSs, reviewing them for completeness, and
maintaining the data sheet system for the district.
MSDSs are available forreview to employeesin the
work area and during each work shift. IF MSDSs
are missing or new hazardous substance(s) in use

" do not have MSDSs, or if an MSDS is obviously

incomplete, contact your Supervisor or Department
Director immediately, and a new MSDS will be
requested from the manufacturer.

Before hazardous substance containers are
releasedtothe work area, the Site Administrator will
verify that all primary and secondary containers are
properly labeled. Employees will be trained at the
commencement of employment and upon
introduction of any new introduction on hazardous
substances into the workplace.

INDOOR AIR QUALITY

The District recognizes that clean air contributes to
a favorable learning environment for students,
productivity for staff, and the health of all school
occupants.  Adequate ventilation, appropriate
housekeeping and maintenance procedures, and
the removal of pollution sources are all necessary to
achieve good indoor air quality.

The District is committed to preventing and
correcting Indoor Air Quality (IAQ) problems.
Measures will be implemented that will maintain
good air quality in classrooms, multi-purpose
rooms, auditoriums, gyms, cafeterias, kitchens,
program and support spaces, and offices.
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The U.S. Environmental Protection Agency’s “Tools
for School's Indoor Air Quality” management
program has been implemented throughout the
district. The intent of the IAQ program is to minimize
building occupants’ exposure to uncomfortable and
potentially harmful IAQ environments.

" This effort starts with the appropriate design and
construction of new and renovated facilities, and
continues through the life of the. facility with
appropriate maintenance and housekeeping

practices. For existing facilities, practices will be .

adopted to assure best possible systems.
Performance. Emphasis will be placed on source
reduction, and building and system maintenance and
cleaning. .

Employees are encouraged to report-any issues or
concerns regarding indoor air quality of the building
or classroom. Each report.is. investigated and
corrective measures are implemented as
appropriate.

Pest Management

Sanitary measures shall be enforced and buildings
regularly cleaned and repaired in order to prevent
infestations, minimize the use of pesticides, and
. eliminate routine spraying. The District shall ensure
that integrated pest management procedures are
followed; thereby, utilizing the most appropriate and
least toxic method of control.

Lead Exposure Reduction

Exposure to lead is especially damaging to young
children and that hazardous levels of lead may
sometimes be present in paint, soil or drinking water.
On order to minimize any harmful exposure, the
district shall follow guidelines recommended by the
Department of Health Services and specified in
administrative regulations. '

Asbestos -Exposure

Some school buildings contain materials that
contain asbestos. Under specific circumstances
friable asbestos-containing materials may crumble
and release fibers into the air. Breathing asbestos
fibers is dangerous and may cause cancer and
other diseases. This District has developed and
taken precautions that will reduce or eliminate the
risk of staff being exposed to asbestos. A written
AHERA plan has been developed.

All buildings have been inspected and an inventory
has been developed of sites that contain asbestos
materials. Your supervisor will discuss where
asbestos-containing materials may be within your
worksite and any safety precautions that are to be
followed.

Asbestos materials become a health hazard only
when they become friable and are disturbed, as it is
at this time that they may release asbestos fibers.
(Friable material crumbles and is dust like and able
to become airborne.)

1. Do not handle or disturb friable asbestos
containing materials unless necessary.

2. if you must handle asbestos-containing
materials, first lightly spray it with water.

3. Ifyou believe that you have disturbed asbestos-
containing material, contact your supervisor
immediately so that a proper safety measures
may be implemented.

If any area containing asbestos must be disturbed,
see your supervisor so that a properly trained staff/
contractor may address the issue.
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The Farmersville Unified School District has established a Foggy Day Schedule. If you
have any questions about the following schedule, please contact the District Office at 592-
2010. You may also call any of the school offices after 7:00 a.m.: Hester: 594-5801;
Snowden: 747-0781; Freedom: 592-2662; Farmersville Jr. High: 747-0764; Farmersville
High School: 594-4567; or Deep Creek Academy: 747-6205.

PLAN A When this announcement is made, it will indicate that ground fog exists in
certain areas of the Farmersville Unified School District:

1. Parents are urged to use caution in determining how those
conditions affect their children’s method of getting to and from
school.

2. Bus transportation and classes will start on regular schedule.

PLAN B When this announcement is made, it will indicate:

1. Bus transportation will be delayed by one and one half hours (1-1/2).

2. Classes will start one and one half hours (1-1/2) later than normal.
PLAN C When this announcement is made, it will indicate:

1. All morning bus routes will be canceled.

2. Classes will start one and one half hours (1-1/2) later than normal.
PLAN D School is canceled: make up day will be added later in the year.

Radio and television stations used to announce the plan are as follows: KVPT Channel 18;
KSEE Channel 24; KFSN Channel 30; KIUG-AM/FM-1270 and KTIP 1450 AM.

T, T,
571 East Citrus @ Farmersville, CA 93223 (*) Tel: 559.592.2010 Fax: 559.592.2203
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How to receive college credit and salary schedule
advancement for attending classes or conferences

I College units are ALWAYS paid for by the individual.
a. Many workshops offer units so check flyers before attending!

Il Complete Request for Course Approval form
a. Complete paperwork
b. Attach a photocopy of the course announcement
c. Must be approved by your site principal

[l Deliver to Personnel Services Department
a. A copy will be returned to you. Proceed with course work.

Remember to turn in transcripts to Personnel Services Department before

June 1* to receive credit for salary advancements.
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FARMERSVILLE UNIFIED SCHOOL DISTRICT
REQUEST FOR COURSE APPROVAL

Authorization is requested to enroll in the course(s) below for professional growth and preparation in regard to
the Farmersville Unified School District salary schedule.

Name Today’s Date

College or University

Dates of Attendance: Beginning Ending
Total Hrs. No. of Units Course Number
Course Title

Brief description of the course

Principal Approval: Date:

Central Office Approval: Date:

Complete and send both copies to the central office. One copy will be returned to you.

HAWP Docs\FORMS\Course Approval Form.wpd Revised: December 2011
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Tulare County Office of Education - Employee Portal

The TCOE Employee Portal (E-Portal) is a self-service website that offers many benefits to employees:

e It’s a fast way to access personal information. It takes less than a minute to access all of the following:
» View and print current and prior period pay stubs;

» See the latest absence information that has been updated by Payroll;

» View and print your current and prior year W-2s;
» Access documents and resources that your employer shares with you;

e It’s secure. Personal information is secure and only accessible by you through the use of your unique User
Name and Password.

* It’s easy to access. Click here https://eportal.tcoe.org/ and log in with your User Name and Password. There
is a simple one-step process to retrieve your User Name/Password information should you forget it.

e It’s convenient. You can access the E-Portal 24 hours a day, 7 days a week to get pay, time, and year-end
payrollinformation. Electronic pay stubs are available on the E-Portal website before pay day, which means
you can now access your pay information even faster than before.

Access Instructions:

The Tulare County Office of Education has been working diligently for many months to enhance security measures
associated with the Tulare County Office of Education - Employee Portal. With the new policies and procedures in
place, the Portal is now available to all employees. The Employee Portal will allow you to view and print current and
prior pay stubs, provide access to W-2 information as well as absence information.

In order to register on the Employee Portal, each employee will need to have their EPortal PIN which will be issued
by the Business Department. Beginning January 3,2017, you may contact Jason Kaff in person M-F 8:00 a.m. —4:30
p.-m. or call 559-592-2010. Please be prepared to give your Full Name, Full Social Security Number and Birth date in
order to authenticate the request. Once this information is verified your unique PIN will be issued.

You may then access the portal by clicking the link above to begin the initial registration.

Click on: “Click here to Register if you do not have an account” at the bottom of the screen. Any previous
registration is no longer valid. This is the starting place for all employees.

Employee will be required to enter verification date which will include: EPortal PIN, Social Security #, Date
of Birth, Zip Code and Work District (Farmersville Unified School District).

Employee will complete the registration fields to create an account....this will include a login name, password
and three (3) security questions.

Once these steps are completed, a verification e-mail will be sent from eportal@tcoe.org.
Access your email and click on the link in the email to activate the Eportal account.

Once activated, you may log into the Eportal. Please remember, in order to view check stubs and W-2
information, you must click on the button that states you agree to receive this information electronically.

Video Links:

FAST
SECURE

New User Registration Process https://eportal.tcoe.org/videos/eportal-registration.mp4
Retrieve User Name and Password Reset Process https:/eportal.tcoe.org/videos/eportal-retrieve-user-password-reset.mp4

E-Portal Instructions for Employees https://eportal.tcoe.org/documents/EPortal-Instructions-for-Employees.pdf




‘Mﬁ Farmersville

Unified Schoel District
Employee Notification and Acknowledgement

My signature below indicates my acknowledgement and receipt of the infor-
mation listed below. | understand that it is my responsibility to read and com-
ply with the policies and any revisions made to them. My signature further sig-
nifies that | have received all of the information listed below.

Sexual Harassment Board Policy

Child Abuse Reporting Board Policy
Non-Discrimination of Employment Board Policy
Internet and Email User Obligations

Uniform Complaint Board Policy

Williams Classroom Posting

Tobacco-Free Schools Policy

Drug and Alcohol Free Workplace Policy

Print Name:

Signature Date






