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Hanford Elementary School District

REGULAR BOARD MEETING AGENDA
Wednesday, January 5, 2011
HESD District Office Board Room
714 N. White Street, Hanford, CA
OPEN SESSION
5:30 p.m. e Call to Order
e Members present
e Pledge to the Flag

CLOSED SESSION
o Student Discipline (Fducation Code Section 48918...requires closed sessions in order

to prevent the disclosure of confidential student record information)
Administrative Panel Recommendations

Case #31-11 Kennedy

Case #32-11 Kennedy

Case #33-11 Wilson
Case #34-11 King

o Personnel (Pursuant to Government Code Section 54956.9, trustees will adjourn to
Closed Session to discuss the items listed below. The items to be discussed shall be
announced in accordance with Government Code Section 54954.5 and/or under Education
Code provisions. )

- Conference with Labor Negotiator (GC 54957.6) — CSEA
District Negotiators: Paul Terry/Diane Williams

OPEN SESSION
6:00 p.m. 1. PRESENTATIONS, REPORTS AND COMMUNICATIONS
(In order io insure that members of the public are provided an opportunity to address the Board on
agenda items or non-agenda items that are within the Board's jurisdiction, agenda items may be addressed
either at the public comments portion of the agenda, or at the time the matter is taken up by the Board. A
person wishing to be heard by the Board shall first be recognized by the president and identify themselves.
Individual speakers are allowed three minutes to address the Board. The Board shall limit the total time
Jfor public input on each item to 20 minutes.)
a) Public comments
b) Board and staff comments
¢) Requests to address the Board at future meetings

d) Review Dates to Remember

2. CONSENT ITEMS
(Items [isted are considered routine and may be adopted in one motion. If discussion is
required, a particular item may be removed upon request by any Board member and made a
part of the regular business.)
a) Approve warrant listings dated December 10 and 17, 2010.
b) Approve minutes of Regular Board Meeting December 15, 2010.
¢) Approve donation of $220.00 to District from Employees of the Kings

County Health Department. (Simas)
d) Approve donation of $1,000.00 to District from the Kings County Office of

>  Materials related to an item on this agenda submitted to the Board after distribution of the agenda packet are available for public
inspection at the Superintendent’s Office located at 714 N. White Street, Hanford, CA during regular business hours.

»  Anyindividual who requires disability-related accommodations or modifications, including auxiliary aids and services, in order to
participate in the Board meeting should contact the Superintendent in writing.
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Education, Education for Homeless Children and Youth Program (EHCY).
(Simas)
e) Approve donation of $61.79 from Washington PTP Club to Washington

School. (Hines)
f) Approve donation of $91.67 from Employee Contribution campaign to

Simas School. (Duvall)

3. INFORMATION ITEMS
None.

4. BOARD POLICIES AND ADMINISTRATION
a) Consider approval of Consolidated Application for Funding Categorical Aid
Programs (Part II). (Carlton)

b) Consider adoption of the following revised Board Policy and Administrative
Regulation: (McConnell)
e BP/AR 5141.21 - Administering Medication and Monitoring Health
Conditions

¢) Consider adoption of the following Board Policies and Administrative
Regulations: (Williams)
e BP 4030 - Nondiscrimination in Employment (revised)
¢ AR 4031 - Nondiscrimination in Employment: Complaint Procedures
(revised)

d) Consider adoption of the following Administrative Regulation: (Williams)
e AR 4112.23 - Special Education Staff (revised)

e) Consider adoption of the following revised Board Policies and Administrative
Regulations: (Williams)
e AR 4112.42,4212.42, 4312.42 - Drug and Alcohol Testing for Holders
of Commercial Motor Vehicle (revised)

f) Consider adoption of the following revised Board Policy and Administrative
Regulation: (Williams)
e BP 4157, 4257, and 4357 — Employee Safety — Injury and Iliness
Prevention Program (revised)
e AR 4157, 4257, and 4357 — Employee Safety (revised)

5. PERSONNEL

a) Employment
Classified — Bus Driver; READY Program Tutor; Special Education Aide
Temporary Employees/Substitutes/Yard Supervisors — Substitute Yard Supervisor; Short-
term READY Program Tutor; Substitute READY Program Tutor; Substitute Clerk Typist II;
Substitute Bilingual Aide, Clerk Trainee, READY Program Tutor and Translator: Oral
Interpreter; Substitute Yard Supervisors

b) Resignations — Teacher on Leave of Absence

¢) Promotion/Transfer — from READY Program Tutor to Special Circumstance Aide
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d) More Hours — as listed

e) Decrease in Hours — as listed

f) Leave of Absence — READY Program Tutor, as listed

g) Consider approval of Student Teaching Agreement with Fresno Pacific
University

ADJOURN MEETING

3/81
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HANFORD ELEMENTARY SCHOOL DISTRICT

AGENDA REQUEST FORM
TO: Dr. Paul Terry
FROM: Liz Simas
DATE: December 17, 2010
For; Board Meeting

] Superintendent’s Cabinet

] Information

Action
Date you wish to have your item considered: January 5, 2010
ITEM: Student Discipline

PURPQOSE: Administrative Panel Recommendations

Administrative Panel Recommendations

Case# 31-11 Kennedy
Case# 32-11 Kennedy
Case# 33-11 Wilson
Case# 34-11 King



Call to Order

Closed Session

HESD Managers
Present

Expulsions:

#25-11, 26-11,
27-11, 28-11, 29-11,
30-11

Tort Claim rejected

Bobby Garcia
welcomes James
Jay

Oath of Office

5/87

Hanford Elementary School District
Minutes of the Regular Board Meeting
December 15, 2010

Minutes of the Regular Board Meeting of the Hanford Elementary School
District Board of Trustees on December 15 2010, at the District Office
Board Room, 714 N. White Street, Hanford, CA.

President Hernandez called the meeting to order at 5:30 p.m. Trustees
Garcia, Garner, Hill, Revious, and Trustee Elect Jay were present.

Trustees immediately adjourned to closed session for:
¢ Student Discipline pursuant to Education Code section 48918
¢ Conference with Legal Counsel ~ Anticipated Litigation — One Tort
Claim received (GC 54946.9)

Trustees returned to open session at 6:25 p.m.

Dr. Paul J. Terry, Superintendent, and the following administrators were
present: Don Arakelian, Doug Carlton, Debra Colvard, Silvia Duvall, Javier
Espindola, Joy Gabler, David Goldsmith, Lucy Gomez, Charlotte Hines,
Karen McConnell, Gerry Mulligan, Jennifer Pitkin, Jill Rubalcava, Liz Simas,
Nancy White, and Diane Williams.

Trustee Garner made a motion to accept the Findings of Facts and expel
Cases #25-11, 26-11, 27-11, 28-11, 29-11 and 30-11for the remainder of
the 2010-2011 school year for violation of Education Code 48900 as
determined by the Administrative Panel at hearings held on December 13,
2010. Parents may apply for readmission on or after June 3, 2011. Motion
seconded by Trustee Garcia, motion carried 5-0.

In closed session the Board considered the Tort Claim that was on the
agenda and by a unanimous vote rejected the claim. The Board has
directed legal counsel to ensure that the claimants receive notice of the
rejection as is required by the Government Code.

ANNUAL ORGANIZATION

Bobby Garcia, whose term as Trustee has expired, thanked everyone and
welcomed Mr. James Jay to take his seat at the table. Trustee Hill stated
that the Board “gets along very well.” Trustee Revious stated that Bobby
Garcia always “considered the human side” of issues brought before the
Board. Garcia was fair, and consistent, and mentored Trustee Revious
when Revious was new to the Board. Revious stated that over time they
have become friends and “we are better for having had him [Garcia] on
the Board.”

Superintendent Dr. Terry introduced and welcomed Mr. Tim Bowers, Kings
County Superintendent of Schools. Mr Bowers administered the oath of
office to Jeff Gamner, Lupe Hemandez, and James L. Jay III.
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Annual Superintendent Dr. Terry, as Secretary of the Board, conducted the
Organization election of officers.

Trustee Hill nominated Jeff Gamer for President of the HESD Board of
Trustees. There were no other nominations. Trustee Revious moved that

Jeff Garner nominations be closed, Trustee Hill seconded, and the motion carried 5-0.

President Trustees then cast their vote for Jeff Gamer as President of the Board of
Trustees by roll call: Gammer, Hernandez, Hill, Jay and Revious all voted
aye.

Tim Revious Trustee Revious nominated Dennis Hill for Vice-President of the HESD

Vice President Board of Trustees. There were no other nominations. Trustee Garner

moved that nominations be closed, Trustee Hernandez seconded, and the
motion carried 5-0. Trustees then cast their vote for Dennis Hill as Vice
President of the Board of Trustees as follows: Gamer, Hermmandez, Hill, Jay
and Revious all voted aye.

Trustee Hill nominated Tim Revious for Clerk of the Board of Trustees.
Dennis Hill There were no other nominations. Trustee Hernandez motioned that
Clerk nominations be closed, Trustee Jay seconded, and the motion carried 5-0.
Trustees then cast their vote for Tim Revious as Clerk of the Board by roll
call vote: Garner, Hernandez, Hill, Jay and Revious all voted aye.

President Gamer called for Trustees to volunteers to serve on the
Volunteers for following committees. Trustees volunteered to serve for 2011 as follows:

Committees
Finance Committee — Lupe Hernandez, James L. Jay III

Budget Committee — Lupe Hernandez, Tim Revious
Kings County School Boards Association — Jeff Gamer
HESD Educational Foundation — Dennis Hill

Board Meeting 2011

Calendar approved Trustee Revious motioned to adopt the Board Meeting Calendar as

submitted. Trustee Hill seconded, motion carried 5-0.

Lupe Hernandez  Superintendent Dr. Terry, on behalf of the Board, staff, and children of

honored Hanford Elementary School District, presented a gavel and plaque to
Trustee Hernandez, thanking her for her service as President of the Board
of Trustees 2008-2010.

At 6:45 p.m. President Gamer, on behalf of the Board, invited all present
to enjoy light refreshments during a brief adjournment.

At 7:00 p.m. President Garner called the meeting to order.

Public Comments None.

Board and Staff Trustee Hill thanked Dr. Terry for promptly providing to him information
Comments requested regarding time spent on testing. The data indicate students
spend approximately twelve hours per year in testing.
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December 15, 2010 - Page 3

Requests to Address None.

the Board
Dates to Remember

2011 Budget
Calendar

BP/AR 5141.21

BP 4030
AR 4031

AR 4112.23

AR 4112.42
4212.42
4312.42

BP/AR 4157
4257
4357

President Garner reviewed Dates to Remember, including: next regular
Board Meeting January 5, 2011.

INFORMATION ITEMS

Nancy White, Assistant Superintendent Fiscal Services presented the
Budget calendar for 2011 for information only.

Karen McConnell, Director Special Services, presented the following
revised Board Policy and Administrative Regulation for information only:
e BP/AR 5141.21 — Administering Medication and Monitoring Health
Conditions

Diane Williams, Assistant Superintendent Human Resources, presented
the following Board Policies and Administrative Regulations for information
only:
e BP 4030 — Nondiscrimination in Employment
o AR 4031 - Nondiscrimination in Employment: Complaint
Procedures

Diane Williams, Assistant Superintendent Human Resources, presented
the following Administrative Regulation for information only:
e AR 4112.23 — Special Education Staff

Diane Williams, Assistant Superintendent Human Resources, presented
the following revised Board Policies and Administrative Regulations for
information only:
e AR 4112.42, 4212.42, 4312.42 — Drug and Alicohol Testing for
Holders of Commercial Motor Vehicle (revised)

Diane Williams, Assistant Superintendent Human Resources, presented
the following revised Board Policy and Administrative Regulation for
information only:
e BP 4157, 4257, and 4357 — Employee Safety — Injury and Iilness
Prevention Program (revised)
e AR 4157, 4257, and 4357 — Employee Safety (revised)

CONSENT ITEMS

Trustee Hill made a motion to take consent items “a” through “d”
together. Trustee Revious seconded, motion carried 5-0. Trustee Hill then
made a motion to approve consent items “a” through “d”. Trustee
Hernandez seconded, motion carried 5-0. The items approved are:

a) Warrant listings dated November 29, and December 3, 2010.

b) Minutes of December 1, 2010 Regular Board Meeting.

¢) Inter-district transfers as recommended.

d) Donation of $821.61 from Washington PTC to Washington School.
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Title I Parent
Involvement Policy

AR 4161.1
4261.1
4361.1

Item "a” -
Employment

Item "b” —
Resignations
Item "c” —
Termination

Item "d” -
Leave of Absence

Item "e” —
Volunteers

Approve Certification
of Signatures

Report of Developer
Fees Collected and
Spent

Certification of First
Interim Report

President Garner acknowledged and thanked Washington PTC for its
continued support of Washington School.

BOARD POLICIES AND ADMINISTRATION

Trustee Hernandez made a motion to approve District Title I Parent
Involvement Policy. Seconded by Trustee Revious, motion carried 5-0.

Trustee Revious made a motion to adopt the following revised
Administration. Seconded by Trustee Hill, motion carried 5-0:

e AR4161.1 Certificated Personnel — Personal lliness/Injury Leave
(revised)

e AR 4261.1 Classified Personnel — Personal Iliness/Injury Leave
(revised)

e AR 4361.1 Management, Supervisory and Confidential Personnel —
Personal Iliness/Injury Leave (revised)

PERSONNEL

Trustee Hill made a motion to take Personnel items “a” through “e”
together. Trustee Hernandez seconded and motion carried 5-0. Then
Trustee Hill made a motion to approve Personnel items “a” through “e”.
Trustee Hernandez seconded, and the motion carried 5-0. The following
items were approved:

Classified: Ashley Lizotte, READY program tutor

Temporary Employees/Substitutes/Yard Supervisors: Inez Carreiro, Short-term
Yard Supervisor; Rogelio Espinoza, Short-term Custodian II; Amy Luna, Yard

Supervisor; Mayra Velazquez, Substitute Special Circumstance Aide, Special
Education Aide and Translator: Oral Interpreter; Maria Villafana, Short-term Yard
Supervisor; Frederick "Cougar” Williams, Jr., Boys Basketball coach

Fernanda Balan, Yard Supervisor; Aubrey Gonsalves, Special Education Aide;
Shauna Rawson, READY Program Tutor

David Gonzales, Coach

Corinna Bowman, Yard Supervisor, as listed; Roxanne Tomas, Food Service
Worker 11, as listed

As listed.

FINANCIAL

Trustee Hill made motion to approve Certification of Signatures for 2011.
Trustee Hernandez seconded, motion carried 5-0.

Trustee Hernandez made a motion to accept the report of Developer Fees
Collected and Spent. Trustee Revious seconded, motion carried 5-0.

Trustee Hill made a motion to approve Certification of First Interim Report
for 2010-2011.Trustee Revious seconded, motion carried 5-0.
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Board of Trustees Meeting Minutes
December 15, 2010 - Page 5

Certification of 2010- Trustee Hill made a motion to approve the certification of 2010-11
11 Application for K-3 oherations Application for the K-3 Class Size Reduction Program. Trustee

g',:’:,.aﬁ,:e Reduction jernandez seconded, motion carried 5-0.
Adjournment There being no further business, President Garner adjourned the meeting
at 7:25 p.m.
Respectfully submitted,
Paul J. Terry,
Secretary to the Board of Trustees
Approved:

Jeff Garner, President Tim Revious, Clerk
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HANFORD ELEMENTARY SCHOOL DISTRICT

AGENDA REQUEST FORM

TO: Dr. Paul Terry
FROM: Liz Simas
DATE: December 16, 2010
For: @ Board Meeting

D Superintendent’s Cabinet

Information

& Action
Date you wish to have your item considered: January 5, 2011
ITEM: Donation of $220.00 from Employees of the Kings County Health
Department

PURPOSE: Funds to provide food and clothing for needy families

FISCALIMPACT: None

RECOMMENDATIONS: Accept donation
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HANFORD ELEMENTARY SCHOOL DISTRICT

AGENDA REQUEST FORM
TO: Dr. Paul Terry
FROM: Liz Simas
DATE: December 16, 2010
For: & Board Meeting

D Superintendent’s Cabinet
[ ] Information
X] Action
Date you wish to have your item considered: January5, 2011

ITEM: Donation of $1,000 from the Kings County Office of Education,
Education for Homeless Children and Youth Program (EHCY)

PURPOSE: Cost Less Food Vouchers for needy families

FISCAL IMPACT: None

RECOMMENDATIONS: Accept donation
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'HANFORD ELEMENTARY SCHOOL DISTRICT

AGENDA REQUEST FORM

TO: Dr. Paul J. Terry
FROM: Charlotte Hines
DATE: December 16, 2010

FOR: [X| Board Meeting
[] Superintendent's Cabinet

FOR: [ Information
X! Action

Date you wish to have your item considered: January 5, 2011

ITEM: Donation of $61.79 from the Washington PTP Club.
PURPOSE: To be used to purchase two Smart Boards.

FISCAL IMPACT: Increase of $61.79 to the Washington School 2010-2011 General Fund
Budget 0100-0000-0-1110-1000-440000-028-0000.

RECOMMENDATIONS: Accept donation.

ADM-018
7/07



TO

FROM:
DATE:

FOR:

FOR:

HANFORD ELEMENTARY SCHOOL DISTRICT

AGENDA REQUEST FORM

: Dr. Paul J. Terry

X
[

L]
Y

Silvia Duvall _@%\

12/8/10

Board Meeting
Superintendent's Cabinet

Information
Action

Date you wish to have your item considered: 1/5/11

ITEM: Donation from Employee Contribution Campaign

PURPOSE: instructional supplies

FISCAL IMPACT: $91.67

RECOMMENDATIONS: accept donations

ADM-018
7/07

13/87
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HANFORD ELEMENTARY SCHOOL DISTRICT
AGENDA REQUEST FORM

TO: Paul Terry, Ed.D.
FROM: Doug Carlton
DATE:

For: Board Meeting

X
(] Superintendent’s Cabinet
L]

Information
X Action

For:

Date you wish to have your item considered: January 5, 2011
ITEM: Approve Consolidated Application for Funding Categorical Aid Programs (Part 1)

PURPOSE: The Consolidated Application is the document that is used to apply for, and report on
several federal and state categorical aid programs including:

Title | Low income Students

Title If Teacher Quality

Title Il English Learners

Economic Impact Low Income Students and English Learners
Aid

FISCALIMPACT:  Approximately $3.6 million in categorical funding is requested through the
Consolidated Application.

RECOMMENDATION: Approve the Consolidated Application for Funding Categorical Aid Programs
(Part 1)



TO:
FROM:
DATE:

FOR:

FOR:

HANFORD ELEMENTARY SCHOOL DISTRICT

AGENDA REQUEST FORM

Dr. Paul J. Terry
Karen McConnell M(/

December 16, 2010

X
[

L]
X

Board Meeting
Superintendent's Cabinet

Information
Action

Date you wish to have your item considered: January 5, 2011

ITEM: Receive recommendation to approve revision of AR 5141.21 ~ Admininstering

15/87

Medication and Monitoring Health Conditions / Receive recomendation to approve revision of

BP 5141.21 ~ Admininstering Medication and Monitoring Health Conditions.

PURPOSE: CSBA recommends that AR/BP 5141.21, be updated to include new laws regarding

the administration of medication and monitoring of health conditions.

FISCAL IMPACT: None

RECOMMENDATIONS: Approve

ADM-018
7/07



16/87

Hanford ESD
Board Policy

Administering Medication And Monitoring Health Conditions

BP 5141.21
Students

The Governing Board recognizes that some students may need to take medication prescribed by
a physician during the school day in order to be able to attend school and/or participate in the
educational program. The Superintendent or designee shall develop processes for the
administration of medication to these students. For any student with a disability, as defined
under the Individuals with Disabilities Education Act or Section 504 of the Rehabilitation Act of
1973. necessary medication shall be administered in accordance with the student's individualized
education program or Section 504 services plan.

(cf. 6159 - Individualized Education Program)
(cf. 6164.6 - Identification and Education Under Section 504)

If a parent/guardian chooses, he/she may admmister the medication to his/her child at school or
designate another individual who is not a school emplovee to do so on his/her behalf,

{cf. 1250 - Visitors/Qutsiders)
(cf. 6116 - Classroom Interruptions)

In addition. upon written request by the parent/guardian and with the approval of the student's
physician, a student with a medical condition that requires frequent treatment, monitoring, or
testing may be allowed to self-administer, self-monitor, and/or self-test. The student shall
observe universal precautions in the handling of blood and other bodily fluids.

(cf. 5141 - Health Care and Emergencies)

(cf. 5141.22 - Infectious Diseases)

(cf. 5141.23 - Asthma Management)

(cf. 5141.27 - Food Allergies/Special Dietary Needs)

Administration of Medication by School Personnel

Prescribed medication may be administered by the school nurse or other designated school
personnel only with the Superintendent or designee has received written statements from both
the student’s physician and parent/guardian. (Education Code 49423; 5 CCR 600)

School nurses and other designated school personnel shall administer medications in accordance
with law, Board policy, and administrative regulation and shall be afforded appropriate liability

protection.

(cf. 3530 - Risk Management/Insurance)
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(cf. 4119.42/4219.42/4319.42 - Exposure Control Plan for Bloodborme Pathogens)
(cf 4119.43/4219.43/4319.43 - Universal Precautions)

Only a school nurse or other school employee with an appropriate medical license may
administer an insulin injection to a student. In the event such licensed school personnel are
unavailable, the district may contract with a licensed nurse from a public or private agency to
administer insulin to the student.

(cf, 5141.24 - Specialized Health Care Services)

To the extent that the administration of a medication, such as epinephrine auto-injector or
glucagon, 1s authorized by law, the Superintendent or designee shall ensure that unlicensed
personne! designated to administer it to students receive appropriate training from qualified
medical personnel before any medication is administered. At a minimum, the training shall
cover how and when such medication should be administered, the recognition of symptoms and
treatment, emergency follow-up procedures, and the proper documentation and storage of
medication. Such trained, unlicensed designated school personnel shall be supervised by and
provided with emergency communication access to a school nurse, physician, or other

appropriate individual.

The Superintendent or designee shall maintain documentation of the training, ongoing
supervision, as well as annual written verification of competency of such other designated school

personnel.

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

Legal Reference:

EDUCATION CODE

48980 Notification at beginning of term

49407 Liability for treatment

49408 Emergency information

49414 Emergency epinephrine auto-injectors

49414.5 Providing school personnel with voluntary emergency training
49422-49427 Enmployment of medical personnel, especially:
49423  Administration of prescribed medication for student
49423.1 Inhaled asthma medication

49480 Continuing medication regimen; notice

BUSINESS AND PROFESSIONS CODE

2700-2837 Nursing, especially:

2726 Authority not conferred

2727 Exceptions in general

3501 Definitions

CODE OF REGULATIONS, TITLE 5

600-611 Administering medication to students
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UNITED STATES CODE, TITLE 20

1232g Family Educational Rights and Privacy Act of 1974

1400-1482 Individuals with Disabilities Education Act

UNITED STATES CODE, TITLE 29

794 Rehabilitation Act of 1973, Section 504

COURT DECISIONS

American Nurses Association v. O'Connell, (2010) 185 Cal.App.4th 393

Management Resources:

AMERICAN DIABETES ASSOCIATION PUBLICATIONS

Glucagon Training Standards for School Personnel: Providing Emergency Medical Assistance
to Pupils with Diabetes, May 2006

CALIFORNIA DEPARTMENT OF EDUCATION LEGAL ADVISORIES

Legal Advisory on Rights of Students with Diabetes in California's K-12 Public Schools, August
2007

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS

Training Standards for the Administration of Epinephrine Auto-Injectors, December 2004
NATIONAL DIABETES EDUCATION PROGRAM PUBLICATIONS

Helping the Student with Diabetes Succeed: A Guide for School Personnel, June 2003

WEB SITES

CSBA. http://www.csba.org

American Diabetes Association: http://www.diabetes.org

California Department of Education, Health Services and School Nursing:
http://www.cde.ca.gov/ls/he/hn

National Diabetes Education Program: http://www.ndep.nih.gov

U.S. Department of Health and Human Services, National Institutes of Health, Blood Institute,
asthma information: http://www.nhlbi.nih gov/health/public/lung/index.htm#asthma
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Policy HANFORD ELEMENTARY SCHOOL DISTRICT
Adopted: May 16, 2001 Hanford, California

Revised: May 26, 2005

Approved:



Hanford ESD

Administrative Regulation
Administering Medication And Monitoring Health Conditions

AR 5141.21
Students

Definitions

Other designated school personnel may include any individual emploved by the district who has
consented to administer the medication or otherwise assist the student and who may legally
administer the medication to the student or assist the student in the administration of the

medication. {5 CCR 601)

Medication may include not only a substance dispensed in the United States by prescription, but
also a substance that does not reqguire a prescription, such as over-the-counter remedies,
putritional supplements, and herbal remedies. (5 CCR 601)

Notifications to Parents/Guardians

At the beginming of each school vear, the Superintendent or designee shall notify
parents/cuardians of the options available to students who need to take prescribed medication
during the school day and the rights and responsibilities of parents/guardians regarding those

options. (Education Code 49480)

(cf. 5145.6 - Parental Notifications)

21/81

In addition, the Superintendent or designee shall inform the parents/guardians of any student on a

continuing medication regimen for a nonepisodic condition of the following requirements:
(Education Code 49480)

1. The parent/cuardian is required to inform the school nurse or other designated emplovee
of the medication being taken, the current dosage, and the name of the supervising physician.

2. With the parent/cuardian's consent, the school nurse or other designated employee may_
communicate with the student'’s physician regarding the medication and its effects and may
counsel school personnel regarding the possible effects of the medication on the student's

physical, intellectual, and social behavior, as well as possible behavioral signs and symptoms of
adverse side effects, omission, or overdose.

Parent/Guardian Responsibilities

In accordance with law. the district shall obtain written statements from the student's physician
and parent/guardian before a district employee administers, or assists in the administration of, a_
prescribed medication to any student and before a student is allowed to carry and self-administer
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prescription diabetes medication, auto-injectable epinephrine, or prescription inhaled asthma
medication during school hours. (Education Code 49414.5, 49423, 49423.1: 5 CCR 600)

(cf. 5141.23 - Asthma Management)
(cf. 5141.27 - Food Allergies/Special Dietary Needs)

The authorized health care provider's written statement shall include:

1. Clear identification of the student (Education Code 49423, 49423.1: 5 CCR 602)

2. The name of the medication (Education Code 49423, 49423.1: 5 CCR 602)

3. The method, amount, and time schedules by which the medication is to be taken
(Education Code 49423, 49423.1: 5 CCR 602)

4, If a parent/cuardian has requested that his/her child be allowed to self-administer
medication, confirmation that the student is able to self-administer the medication (Education
Code 49423.49423.1: 5 CCR 602)

5. For medication that is to be administered on an as-needed basis, the specific symptoms
that would necessitate administration of the medication, allowable frequency for administration,
and indications for referral for medical evaluation

6. Possible side effects of the medication

7. Name, address, telephone number, and signature of the student's authorized health care
provider

When district employees are to administer medication to a student, the parent/guardian's written
statement shall:

1. [dentify the student

2. Grant permission for an authorized district representative to communicate directly with
the student's physician, and the pharmacist as may be necessary, regarding the physician’s
written statement or any other questions that may arise with regard to the medication.

3. Contain an acknowledgment that the parent/guardian understands how district employees
will administer or otherwise assist the student in the administration of medication

4. Coniain an acknowledgment that the parent/guardian understands his/her responsibilities
to enable district employees to administer or otherwise assist the student in the administration of
medication including, but not limited to, the parent/guardian's responsibility to provide a written
statement from physician, to ensure that the medication is delivered to the school in a proper
container by an individual legally authorized to be in possession of the medication, and to
provide all necessary supplies and equipment
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5. Contain an acknowledgiment that the parent/gnardian may terminate consent for such
administration at any time

In addition to the requirements in items #1-5 above, if a parent/guardian has requested that

his/her child be allowed to carry and self-administer prescription auto-injectable epinephrine or

prescription inhaled asthma medication, the parent/guardian's written statement shall:
(Education Code 49423, 49423.1)

1. Consent to the self-administration

2 Release the district and school personnel from civil liability if the student suffers an

adverse reaction as a result of self-administering the medication

In addition to the requirements in items #1-5 above, if a parent/guardian wishes to designate an
individual who is not an emplovee of the district to administer medication to his/her child, the
parent/guardian's written statement shall clearly identify the individual and shall state:

1. The individual's willingness to accept the designation
2. That the individual is permitted to be on the school site
3. Anvy limitations on the individual's authority

The parent/euardian shall annually provide the Superintendent or designee a new written

statement from himself/herself and the student's physician. In addition, the parent/guardian shall

provide a new physician's statement if the medication, dosage, frequency of administration, or
reason for adnunistration changes. (Education Code 49423, 49423.1; 5 CCR 600)

Parents/guardians shall provide medications in properly labeled, original containers along with
the physician’s instructions. For prescribed medication, the container also shall bear the name
and telephone number of the pharmacy, the student's 1dentification, and the name and phone
number of the physician. Medications that are not in their original container shall not be
accepted or administered. Medications shall be delivered to the school by parents/guardians,
unless the Superintendent or designee authorizes another method of delivery.

The parent/guardian of a student on a continuing medication regimen for a nonepisodic condition

shall inform the school nurse or other designated certificated employee of the medication being

taken, the current dosage, and the name of the supervising physician. (Education Code 49480)

District Employee/District Responsibilities

The school nurse or other designated school personnel shall:

1. Administer or assist in administering medications in accordance with the authorized with
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the physician’s statement.

2 Accept delivery of medications from parents/guardians and count and record them upon

receipt.

3. Maintain a list of students needing medication during the school day, including those
authorized to self~administer medications. The type of medication and the times and dosage to
be administered shall be noted on the list.

4, Maintain a medication log which may:

a. Specify the student's name, medication, dose, method of administration, time of administration
during the regular school day, date(s) on which the student is required to take the medication,
and the physician’s name and contact information

b. Contain space for daily recording of the date. time, and amount of medication administered,
and the siegnature of the individual administering the medication

5. Maintain a medication record which mayv include the physician’s written statement, the
parent/cuardian's written statement, the medication log, and any other written documentation
related to the administration of medication to the student.

6. Ensure that student confidentiality is appropriately maintained.

{cf. 5125 - Student Records)

7. Coordinate the administration of medication during field trips and after-school activities.

(cf. 5148.2 - Before/After School Programs)
(cf. 6145.2 - Athletic Competition)
(cf. 6153 - School-Sponsored Trips)

8. Report any refusal by the student to take his/her medication to his/her parent/guardian
and site administrator.

9. Keep all medication to be administered by the district in a locked drawer or cabinet.

10. As needed, commmunicate with the phsycian and pharmacist regarding the medication and
its effects.

11. Counsel school personnel regarding the possible effects of the medication on the student's
physical, intellectual, and social behavior, as well as possible behavioral siens and symptoms of
adverse side effects, omission, or overdose.

12. Ensure that unused, discontinued, or outdated medication is returned to the student's
parent/guardian at the end of the school vear or, if the medication cannot be returned. dispose of
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it in accordance with state laws and local ordinances.

13. Provide immediate medical assistance, if needed, and report to the site administrator and
parent/guardian instances when the medication is not administered properly, including
administration of the wrong medication or failure to administer the medication in accordance
with authorized health care provider's written statement.

Upon receiving such notification, the site administrator may notify the student's health

care provider and shall document the error in the medication log.
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Regulation = HANFORD ELEMENTARY SCHOOL DISTRICT
Approved:  May 16, 2001 Hanford, California

Revised: May 26, 2005

Approved:
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HANFORD ELEMENTARY SCHOOL DISTRICT
Human Resources Department

AGENDA REQUEST FORM

TO: Dr. Paul Terry

FROM: Diane W‘i‘llicums“jD

DATE: December 21, 2010

FOR: (X) Board Meeting
( ) Superintendent's Cabinet
[ ) Information
(X') Action

DATE YOU WISH TO HAVE YOUR ITEM CONSIDERED: January 5, 2011

ITEM: Consider adoption of the following revised Board Policy and
Administrative Regulation.

PURPOSE:

The following Board Policy and Administrative Regulation replace the current
policy and regulation to reflect changes that are necessary to align with current
practices and procedures as well as recommendations by CSBA due to State
and federal law mandates and Education Code changes.

PURPOSE:

¢ BP 4030 - Nondiscrimination in Employment (revised)

¢ AR 4031 - Nondiscrimination in Employment: Complaint Procedures
(revised)

FISCAL IMPACT: None.

RECOMMENDATION: Adopt.
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THIS BP REPLACES CURRENT BP

All Personnel | | BP 4030(a)
NONDISCRIMINATION IN EMPLOYMENT

The Governing Board prohibits discrimination against and/or harassment of district employees
and job applicants at any district site or activity on the basis of actual or perceived race, religion,
color, national origin, ancestry, age, marital status, pregnancy, physical or mental disability,
medical condition, genetic information, veteran status, gender, sex, or sexual orientation.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf 4032 - Reasonable Accommodation)

(cf 4119.11/4219.11/4319.11 - Sexual Harassment)

(cf 4119.41/4219.41/4319.4] - Employees with Infectious Disease)
(cf 4154/4254/4354 - Health and Welfare Benefits)

(cf 5145.7 - Sexual Harassment)

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

The Board also prohibits retaliation against any district employee or job applicant who
complains, testifies, assists, or in any way participates in the district's complaint procedures

instituted pursuant to this policy.

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

(cf. 4117.4 - Dismissal)
(cf- 4118 - Suspension/Disciplinary Action)
(cf- 4218 - Dismissal/Suspension/Disciplinary Action)

The Board designates the following position as Coordinator for Nondiscrimination in
Employment:

Assistant Superintendent of Human Resources
Human Resources Department

Hanford Elementary School District

714 N. White Street

Hanford, CA 93232

(559) 585-3609

Any employee or job applicant who believes that he/she has been or is being discriminated
against or harassed in violation of district policy or regulation should immediately contact his/her
supervisor, the Coordinator for Nondiscrimination in Employment, or the Superintendent who
shall advise the employee or applicant about the district's procedures for filing, investigating, and

resolving any such complaints.
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BP 4030(b)

NONDISCRIMINATION IN EMPLOYMENT (continued)

Complaints regarding employment discrimination or harassment shall immediately be
investigated in accordance with AR 4031 - Complaints Concerning Discrimination in
Employment.

(cf. 4031 - Complaints Concerning Discrimination in Employment)

Any supervisory or management employee who observes or has knowledge of an incident of
prohibited discrimination or harassment shall report the incident to his/her supervisor, the
Coordinator for Nondiscrimination in Employment, or Superintendent as soon as practical after
the incident. All other employees are encouraged to report such incidents to their supervisor
immediately.

Training and Notifications

The Superintendent or designee shall provide training to employees about how to recognize
harassment and discrimination, how to respond appropriately, and components of the district's
policies and regulations regarding discrimination.

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

The Superintendent or designee shall regularly publicize, within the district and in the
community, the district's nondiscrimination policy and the availability of complaint procedures.
Such publication shall be included in each announcement, bulletin, or application form that is
used in employee recruitment. (34 CFR 100.6, 106.9)

The district's policy shall be posted in all schools and offices including staff lounges and student
government meeting rooms. (5 CCR 4960)

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
CIVIL CODE
51.7 Freedom from violence or intimidation
GOVERNMENT CODE
11135 Unlawful discrimination
12900-12996 Fair Employment and Housing Act
PENAL CODE
422.56 Definitions, hate crimes
CODE_OF REGULATIONS, TITLE 2
7287.6 Terms, conditions and privileges of employment
CODE OF REGULATIONS, TITLE 5
- 4900-4965 Nondiscrimination in elementary and secondary education
UNITED STATES CODE, TITLE 20
1681-1688 Title IX of the Education Amendments of 1972
UMTED STATES CODE, TITLE 29
621-634 Age Discrimination in Employment Act

Legal Reference continued (see next page)



BP 4030(c33/87

NONDISCRIMINATION IN EMPLOYMENT (continued)

Legal Reference (continued)

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title V1, Civil Rights Act of 1964, as amended
2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended
20001200011 Genetic Information Nondiscrimination Act of 2008
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964
12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 28

35.101-35.190 Americans with Disabilities Act
CODE QF 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
COURT DECISIONS

Shephard v. Loyola Marymount, (2002) 102 CalApp.4th 837

Management Resources:

E

UAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS

Questions and Answers: Religious Discrimination in the Workplace, 2008

Enforcement Guidance:

Reasonable Accommodation _and Undue Hardship under the Americans with

Disabilities Act, October 2002

Enforcement Guidance: Vicarious Employer Liability for Unlawful Harassment by Supervisors, June 1999

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS

Notice of Non-Discrimination, January 1999
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: http://www.eeoc.gov

Policy

adopted:
Revised:
Revised:
Revised:
Revised:

December 16, 1992
November 7, 2001
February 9, 2005
September 6, 2006

, 2011

HANFORD ELEMENTARY SCHOOL DISTRICT
Hanford, California
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- Delete -

All Personnel - BP 4030(a)

NONDISCRIMINATION IN EMPLOYMENT

It is the policy of the Board of Trustees to accord all employees

d job applicants equal

opportunity and equal consideration in all personnel actions, incliding but not limited to

recruitment, selection, appointment, training, transfer, promotj
absence, discipline, and termination. To that end: '

1.

(cf. 4032 - Reasonable Accommodation)
(cf 4119.11/4219.11/4319.11 - Sexual Harassment)

2.

n, approval of leaves of

The Board prohibits unlawful discrimination agai and/or harassment of district

employees and job applicants on the basis of actudl or perceived race, color, national
origin, ancestry, religion, age, marital status, pregnancy, physical or mental disability,
medical condition, veteran status, gender, sex, or sexual orientation, at any district
site and/or activity.

The Board also prohibits retaliatioph against any district employee or job applicant
who complains, testifies or in/any way participates in the district's complaint
procedures instituted pursuant t6 this policy and administrative regulations.

(cf. 4031 - Complaints Concerning Discriphination in Emplaymént)

Unlawful discrimination or harassment of an individual includes:

1.

2.

Slurs, epithets, threaé or verbal abuse

Derogatory or degrading comments, descriptions, drawings, pictures or gestures
Unwelco74<es, stories, teasing or taunting

Any othér verbal, written, visual or physical conduct against the individual which:
a. Adversely affects his/her employment opportunities, or

b. Has the purpose or effect of unreasonably interfering with his/her work
performance or creating an intimidating, hostile or offensive work

environment

y district employee who engages or participates in unlawful discrimination or harassment,
or who aids, abets, incites, compels, or coerces another to discriminate, is in violation of this
policy and is subject to disciplinary action up to and including dismissal.

Any district employee who permits unlawful discrimination or harassment may be subject to

/ disciplinary action up to and including dismissal. A district employee shall be deemed to
have permitted unlawful discrimination or harassment if he/she observed or has knowledge
of an incident of discrimination and/or harassment and fails to report it, whether or not the

vicim complains.
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— Delete -

P 4030(b)

NONDISCRIMINATION IN EMPLOYMENT (continued)

/

(cf- 4117.4 - Dismissal - Certificated Personnel) Y,

(cf. 4118 - Suspension/Disciplinary Action) /’

(cf 4218 - Dismissal/Disciplinary Action - Classified Personnel)

(cf- 4318 - Disciplinary Action - Management, Supervisory, and Corzﬁdentza] Employees)
/

Complaints: Any employee or job applicant who feels jd’iat he/she has been or is being
unlawfully discriminated against or harassed should ,ifiamediately contact the district's
Nondiscrimination Coordinator or the Superintendent” ‘in order to obtain procedures for
reporting a complaint. Such complaints shall be filed in accordance with AR 4031 -

Complaint Procedures - Discrimination in Employment

(cf 4031 - Complaints Procedures - Discrimination in En_zploymem)
7

Reporting Requirement:  Any supcrvisgr’j who receives a discrimination/harassment
complaint shall immediately notify the Nondiscrimination Coordinator or the Superintendent,
who shall ensure that the complaint is appropnately investigated in accordance with district

policy and regulations.
Complaint Coordinator: The Bo’éll’d designates the following management position as
Coordinator for Nondiscdmjnat%pﬁ in Employment:

Assistant Supenntendént, Human Resources
Human Resources Department

Hanford Elementa.ry School District

714 N. White Street

Hanford, CA 93232-1067

(559) 585-3609

Other Remedi_eg

1. An_‘,,e'i!nployee may, in addition to filing a discrimination complaint with the district,
filé a complaint with either the Equal Employment Opportunity Commission (EEOC)
or the California Department of F air Employment and Housing (DFEH).

Employees wishing to file a complaint with the EEOC and/or the DFEH should

/ contact their regional offices in Fresno for more information. The time limits for

/ filing such complaints are as follows:

a. To file a valid complaint with the DFEH, the employee must file his/her
complaint within one year of the alleged discriminatory act(s), unless an
exception exists pursuant to Government Code 12960.
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- Delete —

4030(c)

NONDISCRIMINATION IN EMPLOYMENT (continued)

b. To file a valid complaint directly with the EEOC, fhe employee must file
his/her complaint within 180 days of the alleged discfiminatory act(s). To file
a valid complaint with EEOC after filing a cgmplaint with DFEH, the
employee must file the complaint within /300 days of the alleged
discriminatory act(s) or within 30 days after the termination of proceedings by
DFEH, whichever is earlier, after filing with DFEH.

Notification

1. The Superintendent or designee shall regularly publicize; within the district and in the
community, the district's non—discﬁminat;on policy and the availability of complaint
procedures. Such publication shall be jacluded in each announcement, bulletin, or
application form that is used in employ€e recruitment.

2. All employees shall be provided y a copy of this policy.

3. The district's policy and administrative procedure shall be posted in all schools and
offices including staff lounges and student government rooms.

Legal Reference: (see next page) /
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- Delete -

4030(d)

NONDISCRIMINATION IN EMPLOYMENT (continued)

Legal Reference:

CIVIL CODE

51.7 Freedom from violence or intimidation
GOVERNMENT CODE

11135 Unlawful discrimination

12900-12996 Fair Employment and Housing Act
PENAL CODE

422.56 Definitions, hate crimes

CODE OF REGULATIONS, TITLE 2

7287.6 Terms, conditions and privileges of employment
CODE OF REGULATIONS, TITLE 5
4900-4965 Nondiscrimination in elementary and segbndary education programs receiving state
financial assistance

UNITED STATES CODE, TITLE 20 .
1681-1688 Discrimination based on sex or bljadness, Title IX
UNITED STATES CODE, TITLE 29
794 Section 504 of the Rehabilitation Act 6f 1973
UNITED STATES CODE, TITLE 42
2000d-2000d-7 Title VI, Civil Rights Act of 1964

2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended

2000h-2-2000h-6 Title IX, 19 72/Educaﬁon Act Amendments

12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGUIATIONS, TITLE 28

35.101-35.190 Americans With Disabilities Act

CODE OF FEDERAL ULATIONS, TITLE 34

100.6 Compliance infofmation

104.8 Notice

106.8 Designationyof responsible employee and adoption of grievance procedures
106.9 Dissemianon of policy

COURT DECISTONS

Carter v, Cﬁornz‘a Department of Veterans Affairs (2003) 2003 Cal LEXIS 5694

Shephard ¥, Loyola Marymount (2002) 102 CalApp.4™ 837
Management Resources:

EOUﬁ EMPLOYMENT OPPORTUNITY COMMISSION
Enforcement Guidance: Vicarious Employer Liability for Unlawful Harassment by Supervisors, June

nforcement Guidance: Reasonable Accommodation and Undue Hardship under the Americans with
Disabilities Act, March, 1999

US. DEPARTMENT QF EDUCATION, OFFICE OF CIVIL RIGHTS
Notice of Non-Discrimination, January, 1999

WEB SITES

EEOC: http:/fwww.eeoc.gov

OCR: http:/fwww.ed gov/offices/fOCR

DFEH: http://www.dfeh.ca.gov

Policy - HANFORD ELEMENTARY SCHOOL DISTRICT
adopted: December 16, 1992 Hanford, California
revised: November 7, 2001

revised: February 9, 2005
revised: September 6, 2006
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THIS AR REPLACES CURRENT AR

All Personnel AR 4031(a)

DISCRIMINATION IN EMPLOYMENT: COMPLAINT PROCEDURES

Complaint Procedure

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

1.

Notice and Receipt of Complaint: Any employee or job applicant (the "complainant")
who believes he/she has been subjected to prohibited discrimination or harassment shall
promptly inform his/her supervisor, the district's Coordinator for Nondiscrimination in
Employment, or the Superintendent.

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, any other pertinent information which may assist in
investigating and resolving the complaint and the complainant’s signature or that of his/her
representative.

If requested or needed, the Coordinator shall assign a staff member who is not involved in
the matter to assist the complainant with preparing the formal complaint.

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

(cf. 4032 - Reasonable Accommodation)

(cf 4119.11/4219.11/4319 11 - Sexual Harassment)

2.

Investigation Process: The Coordinator shall initiate an impartial investigation of an
allegation of discrimination or harassment within five work days of receiving a written
complaint outlining the behavior.

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)

AR 4031(b)
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If 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 or student 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.

3. Written Report on Findings and Corrective Action: No more than 30 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

occCur.

The report shall be presented to the complainant, the person accused, and the

Superintendent or designee.

4.  Appeal to the Superintendent: The Complainant or the person accused may appeal any
findings to the Superintendent within 10 working days from receipt of the Coordinator’s
findings. The Superintendent shall review all records related to the complaint and the

Coordinator’s response.

e If the Superintendent is satisfied with the investigation and response of the
Coordinator, he/she shall respond to the complaint and his/her representative, if any, in

writing within 10 working days from receipt of the appeal.

o If the Superintendent finds it necessary to further investigate, he/she may designate up
to 10 additional working days for completion of the investigation and his/her response
to the complainant. The Superintendent shall inform the complainant of the amount of
additional time required. If the Superintendent interviews the complainant, he/she
shall also interview the person(s) who are alleged to have committed the
discriminatory act(s) and any witnesses either side named. The Superintendent’s

responses to the complainant and his/her representative, if any, shall be in writing.
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AR 4031(c)

DISCRIMINATION IN EMPLOYMENT: COMPLAINT PROCEDURES (continued)

5.

Appeal to the Governing Board: The complainant or the person accused may appeal any
findings to the Board within 10 working 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 working 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 also
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 (Government Code 12960)

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

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)

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

GOVERNMENT CODE

12920-12921 Nondiscrimination

12940-12948 Discrimination prohibited; unlawful practices, generally
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

2000d-2000d-7 Title VI, Civil Rights Act of 1964, as amended
2001e-2001e-17 Title VII, Civil Rights Act of 1964, as amended
2000£-2000ff-11 Genetic Information Nondiscrimination Act of 2008
2001h-2-2001h-6 Title IX of the Civil Rights Act of 1964
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

106.8 Designation of responsible employee for Title IX
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AR 4031(d)

DISCRIMINATION IN EMPLOYMENT: COMPLAINT PROCEDURES

Management Resources:
EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS
Enforcement Guidance: Reasonable Accommodation and Undue Hardship under the Americans with
Disabilities Act, October 2002
Enforcement Guidance: Vicarious Employer Liability for Unlawful Harassment by Supervisors, June 1999
WEB SITES
California Department of Fair Employment and Housing: htip.//www dfeh.ca.gov
U.S. Equal Employment Opportunity Commission: hitp://www.eeoc.gov
(12/91 6/99) 3/10

Regulation HANFORD ELEMENTARY SCHOOL DISTRICT
approved: November 7, 2001 Hanford, California
revised: ,2011
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— Delete -

All Personnel 4031(a)

DISCRIMINATION IN EMPLOYMENT: COMPLAINT PROCEDURE

The following procedures shall be used when a district employee or/4ob applicant has a
complaint alleging that a specific person, action, policy, procedure or/practice discriminates
against him/her on any basis specified in the district's nondisérimination and sexual
harassment policies.

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

(cf 4032 - Reasonable Accommodation)

(cf 4119.11/4219.11/4319.11 - Sexual Harassment)

General Provisions

1. The complaint should be initiated promptly after a complainant knew, or should have
known, of the alleged discrimination. /All discrimination complaints shall be initiated
with the Board-appointed Non-discrimnination Coordinator (see Board Policy 4030).

2. All parties involved in allegdtions of discrimination shall be notified when a
complaint is filed, when a ¢émplaint meeting or hearing is scheduled, and when a
decision or ruling is made/ The parties also shall be notified of their right to appeal
the decision to the next lg¥el.

3. When a complaint ¥ brought against the individual responsible for processing the
complaint at any lg¥el, the complainant may address the complaint directly to the next
appropriate level.

4. Meetings rglated to a complaint shall be held at times the district determines
'Lappropn?tf to the circumstances and least disruptive to student instruction and
essentiaf services. '

5. Fop’ the protection of all the parties involved, the complaint and all related

oceedings shall be kept confidential insofar as possible and appropriate. All
documents, communications and records dealing with the investigation of a complaint
shall be placed in a confidential complaint file, separate from the personnel files of
the individuals involved, and maintained in the district’s Human Resources
Department. :

(cf- 1340 - Access to District Records)
(cf- 3580 - District Records)
(cf. 4119.23/4219.23/4319.23 - Confidential/Privileged Information)

6. Formal complaints, beginning with Level I, may not be filed anonymously. The
complainant’s name and his/her allegations must be revealed to the person(s) he/she
alleges committed the discriminatory act(s).
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AR A4031(b)
DISCRIMINATION IN EMPLOYMENT: COMPLAINT PROCEDURES (continued)

7. Time limits specified in these procedures shall be adhered to by/all parties insofar as
possible. Either party must notify the other if a timeline needs/fo be extended and the
reason therefore. If the district fails to respond within g’specified or reasonably
adjusted time limit, a complainant may proceed to the ngkt level. If a complainant
fails to take the complaint to the next step within the prescribed or reasonably
adjusted time period, the complaint shall be considepéd settled at the preceding step
and the complainant shall be so informed.

8. The complainant may be represented by an offi€er of his/her employee association, if
any, or any person of his/her choice, at any le¥el of the complaint procedure.

Level I — Informal Complaint

The complainant shall first meet informally with the Board-appointed Nondiscrimination
Coordinator. The Coordinator shall attempt to ascertain the spécific acts or omissions
alleged by the complainant and the copfext in which they occurred, determine whether they,
if found to be true, constitute discrimgnation, and advised the complainant accordingly. If the
complainant's concerns cannot be pésolved through informal discussion with the Coordinator,
or if the alleged action is appear/fo warrant an investigation, the Coordinator shall advise the
complainant to file a formal Written complaint. In that case, the Coordinator shall prepare
written notes of the allegatjdns and circumstances described by the complainant; record the
date of the informal discug§ion, and establish a confidential file for the complaint.

Level IT — Formal Cgmplaint

A formal writtenomplaint must be submitted to the Coordinator within 10 working days of
the complainant’s informal discussion with the Coordinator.

1. e complainant's name, address and telephone number

The name and work location of the district staff member(s) who committed the
alleged discriminatory act(s)

A description of the allegéd discriminatory act(s) or omission(s)

A specific description of the time, place, nature, participants in and witnesses to the
alleged discriminatory act(s)

Other pertinent information which may assist in investigating and resolving the
complaint

6. The complainant's signature or that of his/her representative
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—Delete —
4031(c)

DISCRIMINATION IN EMPLOYMENT: COMPLAINT PROCED S (continued)

The Coordinator shall assign a staff member who is not involved ig/the matter to assist the
complainant with preparing the formal complaint, if such help is neéded.

The coordinator shall conduct a thorough investigation, inéluding discussion with the
complainant, person(s) involved, witnesses, other persons who may have knowledge about
the matter of the complaint, review of his/her notes of the L £vel I informal complaint, and all
other relevant documents.

The Coordinator shall prepare written records of all déscussions, evaluate the statements and

. circumnstances, and issue his/her findings and conglusions about the complaint in writing

within 10 working days from receipt of the formal£omplaint. If a response from third parties
is necessary, the Coordinator may designatg’ up to 10 additional working days for
investigation and response. The Coordinator ghall inform the complainant of the amount of
additional time required for completion @f the investigation and his/her report. The
Coordinator’s response to the complainart and his/her representative, if any, shall be in
writing and shall include his/her findingy/and conclusions.

. If the Coordinator’s conclugion is that no discrimination took place, he/she shall
advise the complainant of Ws/her right to appeal the decision to the Superintendent.

. If the Coordinator’s figdings and conclusion are that the district’s non-discrimination
policy has been violgfed, he/she shall refer his/her report and the complaint file to the
Superintendent foy consideration of disciplinary proceedings against the person(s)
responsible for the actions.

Level ITI - Appeal

résponse.

. the Superintendent is satisfied with the investigation and response of the
Coordinator, he/she shall respond to the complaint and his/her representatlve if any,
In writing within 10 working days form receipt of the appeal.

If the Superintendent finds it necessary to further investigate, he/she may designate
up to 10 additional working days for completion of the investigation and his/her
response to the complainant. The Superintendent shall inform the complainant of the
amount of additional time required. If the Superintendent interviews the complainant,
he/she shall also interview the person(s) who are alleged to have committed the
discriminatory act(s) and any witnesses either side named. The Superintendent’s
responses to the complainant and his/her representative, if any, shall be in writing.
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{031(d)
DISCRIMINATION IN EMPLOYMENT: COMPLAINT PROCED (continued)

Level IV — Board Review

If the matter is not resolved at Level III, the complainant mayfile a written appeal to the
Board within 10 working days after receiving the Level III resgonse. The Superintendent or
designee shall provide the Board with all information prgéented or prepared at previous

levels.

The review of the complaint by the Board of Trustees/hall be scheduled for the next regular
Board meeting for which the matter can be placed/on the agenda. In accordance with the
provisions of the Brown Act, the complaint review shall be in closed session and shall be
limited to review of the complaint, testimOnies/zld records. The Board’s decision shall be
communicated to the complainant and his/her fepresentative, if any, in writing. -

(cf 1312.1 - Complaints Concerning District Employees)
(cf- 9321 — Closed Session Purposes and Agendés)

Other Remedies

The complainants may appeal fhie Board's action to the California Department of Education.

The complainant may alsg avail him/herself of other remedies, as indicated in BP 4030 -
Nondiscrimination in Epiployment.

Legal Reference: (fee next page)
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DISCRIMINATION IN EMPLOYMENT: COMPLAINT PROCED

Legal Reference:

— Delate —

4031(e)

(continued)

EDUCATION CODE

200-262.4 Prohibition of discrimination
GOVERNMENT CODE

12920-1292] Nondiscrimination
12940-12948 Discrimination prohibited; unlawful practices, gengrally
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
2000d-2000d-7 Title VI, Civil Rights Act of 1964
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as fimended
2000h-2-2000h-6 Title [X, 1972 Education Act Ameydments
12101-12213 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 2
35.101-35.190 Americans with Disabilities Ac,

Management Resources:

EQUAL EMPLOYMENT OPPORTUNITY/COMMISSION
Enforcement Guidance: Reasonable Aptommodation and Undue Hardship under the Americans with

Disabilities Act, March, 1999
QFFICE OF CIVIL RIGHTS AND NATIONAL ASSOCIATION OF ATTORNEYS GENERAL
Protecting Students from Harassmgnt and Hate Crime, January, 1999

WEB SITES
EEOC: http://www.eeoc.gov

Regulation HANFORD ELEMENTARY SCHOOL DISTRICT
approved: November 7, 2001 Hanford, California
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HANFORD ELEMENTARY SCHOOL DISTRICT
Human Resources Department

AGENDA REQUEST FORM

TO: Dr. Paul Terry

FROM: Diane Williams O

DATE: December 21, 2010

FOR: (X) Board Meeting
( ) Superintendent’'s Cabinet
( ) Information
(X') Action

DATE YOU WISH TO HAVE YOUR ITEM CONSIDERED: January 5, 2011

ITEM: Consider adoption of the following revised Administrative Regulation.

PURPOSE:
The following Administrative Regulation reflects changes (see underliined and

strikeouts) that are necessary to align with current practices and procedures as
well as recommendations by CSBA due to State and federal iaw changes.

¢ AR 4112.23 - Special Education Staff (revised)

FISCAL IMPACT: None.

RECOMMENDATION: Adopt.
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Certificated Personnel AR 4112.23(a)

SPECIAL EDUCATION STAFF

Any Teachers assigned to serve students with disabilities shall possess the an appropriate
credential that-autherizes or other authorization that specifically authorizes him/her them to teach
students with the that primary disability ef—the—students within the program placement
recommended in the student’s individualized education program (IEP). (5 CCR 80046.5,
80048.7)

(cf. 4112.2 - Certification)

(cf. 4113 - Assignment)

(cf. 6159 — Individualized Education Program)

(cf. 6164.4 — Identification of Individuals for Special Education)

Special education teachers who teach core academic subjects shall possess the qualifications
required by the No Child Left Behind Act. (20 USC 1401, 6319, 7801; 34 CFR 200.55-200.57;
300.18; 5 CCR 6100-6126)

(cf4112.24 — Teacher Qualifications Under the No Child Left Behind Act))

e
A
3
D A D 1 3 A

participates: The Superintendent or designee may request the Commission on Teacher
Credentialing (CTC) to issue a special education limited assignment teaching permit to authorize
a qualified special education teacher, with his/her written consent, to serve outside the specialty
area of his/her credential. In so doing, the district shall submit a Declaration of Need for Fully
Qualified Educators that satisfies the requirements of 5 CCR 80026. If the teacher has not yet
obtained permanent status, the Superintendent or designee shall assign one or more experienced
educators in the special education subject areas(s) of the permit, who have at least three years of
full-time teaching experience in each of the subject area(s) of the permit, to provide guidance and
assistance to the permit holder. (5 CCR 80027.1)

The district may employ a person with an appropriate district internship credential to provide
classroom instruction to students with disabilities, provided he/she has met the subject matter
requirement specified in Education Code 44325 and receives guidance, supervision, and
professional development through an established district internship program. (Education Code
44325, 44326, 44830.3)
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AR 4112.23(b)
SPECIAL EDUCATION STAFF (continued)

Resource Specialists

The GevemingBeard District shall employ certificated resource specialists to provide services
for students with disabilities which shall include, but not be limited to: (Education Code 56362)

1. Providing instruction and services for students whose needs have been identified in an
individualized education program (IEP) and who are assigned to regular classroom
teachers for a majority of the school day

A student shall not be enrolled in a resource specialist program for a majority of a school
. day without approval by the student’s IEP team

2. Providing information and assistance to students with disabilities and their
parents/guardians
3. Providing consultation, resource information and material regarding students with

disabilities to their parents/guardians and ether general education staff members

4. Coordinatiening ef special education services with the regular school programs for each
student with disabilities enrolled in the resource specialist program

5. Monitoring ef student progress on a regular basis, participation in the review and revision
of IEPs as appropriate, and referral referring ef students who do not demonstrate
sufficient progress to the IEP team

Resource specialists shall not simultaneously be assigned to serve as resource specialists and to
teach regular classes. (Education Code 56362)

The district’s resource spemahst program shall be d&feeteéby under the d1rect10n of a resource
specialist who is-a he Rt -

w&h—a—spee—xa:l—elass—&ufehef&&&eﬂ possesses the cmahﬁca’aons spec1ﬁed in Educatlon Code 563 62
and 5 CCR 80070.8. (Education Code 56362)

Teachers of Students with Autism

A teacher whose preliminary Level I education specialist credential or other previously issued

credential authorizes him/her to provide instruction to students with mild and moderate
disabilities may be assigned to provide instruction to students with autism, provided that the
teacher consents to the assignment and satisfies either of the following criteria prior to the

assignment: (Education Code 44265.1)

1. The teacher has provided full-time instruction for at least one year prior to September 1,
2007, in a special education program that serves students with autism in accordance with
their IEP and received a favorable evaluation or recommendation from the district or
school to teach students with autism.
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AR 4112.23(c)
SPECIAL EDUCATION STAFF

2. The teacher has completed a minimum of three semester units of coursework in the

subject of autism offered by a regionally accredited institution of higher education.

The Superintendent or designee shall report teachers assigned under the criteria specified in
items #1 and 2 above to the county office of education as part of the annual assignment
monitoring pursuant to Education Code 44258.9. (Education Code 44265.1)

Verification of experience or coursework for any teacher of autistic students shall be maintained
on file in the district or school office. (Education Code 44265.1. 44265.2)

Caseloads

The Superintendent or designee shall ensure that caseloads for special education teachers are

within the maximum caseloads established by law, collective bargaining agreement, and/or the

comprehensive plan of the Special Education Local Plan Area (SELPA) in which the district
participates.

(cf. 0430 — Comprehensive Local Plan for Special Education)

{cf 1312.3 — uniform Complaint Procedures)
(cf. 4141/4241 — Collective Bargaining Agreement)

No resource specialist shall have a caseload which exceeds 28 students. As necessary and with
the agreement of the resource specialist, the Board may request a waiver from the State Board of
Education to increase the caseload to no more than 32 students, provided that an individual
resource specialist does not have a caseload exceeding 28 students for more than two school
years and has the assistance of an instructional aide at least five hours daily during the period of
the waiver. (Education Code 56362; 56362.1; 5 CCR 3100)

(cf 1431 - Waivers)

Legal Reference:
EDUCATION CODE
44250-44279 Credentials, especially:
44256 Credential types, specialist instruction
44258.9 Assignment monitoring
44265-44265.99 Special education credential
44325-44328 District Interns
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AR 4112.23(d)

SPECIAL EDUCATION STAFF

Legal Reference: (continued)

(4268 C1 L and rehabilitati . otial
56000-56865 Special education credential, especially:
56195.8 Adoption of policies

56361 Program options

56362-56362.5 Resource specialist program

563621 Caseload

36363.3 Averge caseload limits: language, speech, and hearing specialists

563625 Resource-specialistcertificate-of competenee

CODE OF REGULATIONS, TITLE 5
3051.1 Language, speech and hearing development and remediation; appropriate credential
3100 Waivers of maximum caseload for resource specialists
6100-6126 Teacher qualifications, No Child Left Behind Act
80026 Declaration of need for fully qualified educators

80027.1 Special education limited assignment teaching permit
80046-80046.1 Adapted physical education specialist

80046.5 Credential holders authorized to serve students with disabilities
80048-86048-6-80048.7 Credential requirements and authorizations
80070.1-80070.8 Resource specialist certificate of competence
UNITED STATES CODE, TITLE 20

1400-1482 Individuals with Disabilities Education Act, especially:
1401 Definition of highly qualified special education teacher

6319 Highly qualified teachers

7801 Definitions, highly qualified teacher

CODE OF FEDERAL REGULATIONS, TITLE 34

200.55-200.57 Highly qualified teachers

300.8 Definition of autism

300.18 Highly qualified special education teachers

300.156 Special Education Personnel requirements

Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
Handbook on Developing and Implementing Early Childhood Special Education Programs and Services,
2001
COMMISSION ON TEACHER CREDENTIALING CODED CORRESPONDENCE
09-16 Approval of Additions to Title 5 Regulations Pertaining to Added Authorizations in Special
Education, July 23, 2009
09-15 Approval of Amendments to Title 5 Regulations Pertaining to General and Special Education

Limited Assienment Teaching Permits, July 23, 2009
08-13 Alternative Route to Provide Special Education Services to Students with Autism Ages Three and 4,

October 9, 2008
08-10 Alternative Route to Provide Special Education Services to Students with Autism, July 7, 2008
COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS

4 E( R A ‘.,'A_' .,,.AH O F 4TI A 22 4 ‘A-

. ALY
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AR 4112.23(e)

SPECIAL EDUCATION STAFF

() O 2, EFAL]

Standards of Quality and Effectiveness for Education Specialist Credential Programs (including
University Internship Options) and Clinical Rehabilitative Services Programs, 1996

WEB SITES

California Association of Resource Specialists and Special Education Teachers: http://www.carsplus.org
California Department of Education, Special Education: http://www.cde.ca.gov/sp/se

California Speech-Language-Hearing Association: http://fwww.csha.org

Commission on Teacher Credentialing: http://www.ctc.ca.gov

Regulation HANFORD ELEMENTARY SCHOOL DISTRICT
adopted: September 6, 2006 Hanford, California
revised:  October 7, 2009

revised: , 2011




53/81

HANFORD ELEMENTARY SCHOOL DISTRICT
Human Resources Department

AGENDA REQUEST FORM

TO: Dr. Paul Terry

FROM:  Diane Wiliams®

DATE: December 21, 2010

FOR: (X) Board Meeting
( } Superintendent’'s Cabinet
( ) Information
(X ) Action

DATE YOU WISH TO HAVE YOUR ITEM CONSIDERED: January 5, 2011
ITEM: Consider adoption of the following revised Administrative Regulation.

PURPOSE: The following Administrative Regulation reflects changes (see
underlined and strikeouts) that are necessary to align with current practices and
procedures as well as recommendations by CSBA due to State and federal law

changes.

o AR 4112.42, 4212.42, and 4312.42 Drug and Alcohol Testing for Holders of
Commercial Motor Vehicle (revised)

FISCAL IMPACT: None.

RECOMMENDATION: Adopt.
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All Personnel AR 4112.42 (a)

4212.42
4312.42

DRUG AND ALCOHOL TESTING FOR HOLDERS OF COMMERCIAL
MOTOR VEHICLE

This regulation is adopted to implement the drug and alcohol testing requirements of the
Omnibus Transportation Employer Testing Act of 1991 (Title 49 CFR) and the California
Regulations placing drivers out of service (Title 13 CCR 1213.1) as fully adopted by the
Hanford Elementary School District pursuant to Board Policy 4112.42/4212.42/4312.42.

A.

Employees Subject To Drug And Alcohol Testing

The district's drug and alcohol testing program applies to all employees (covered
employees) who are required to possess a commercial drivers’ license (Class A or B)
or who as part of their duties for the district perform safety-sensitive functions while
operating a commercial motor vehicle, including any vehicle designed to transport 16
or more passengers. This includes all regular bus drivers, substitute, on-call or
occasional drivers, and drivers who return to work after a long-term of absence or
after layoff if the employee was removed from the random testing program during the
period of absence or layoff. Candidates and current employees of the district seeking
safety-sensitive positions involving the driving of a school bus or other commercial
vehicle are subject to the controlled substance testing as a condition of employment
or promotion/reassignment.

Safety-sensitive functions include all on-duty functions performed from the time a
covered employee begins work or is required to be ready to work until he/she is
relieved from work and all responsibility for performing work. It includes driving;
waiting to be dispatched; inspecting and servicing equipment; supervising,
performing or assisting in loading and unloading; repairing or obtaining and waiting
for help with a disabled vehicle; performing driver requirements related to accidents;
and performing any other work for the district or paid work for any other entity. (49
CFR 382.3061+107) It also includes any time spent on compliance with drug or alcohol
testing requirements, including travel time to/from testing sites.

types of drug and alcohol testing

B.

Pre-Employment Testing

1. A pre-employment drug test shall be required of an applicant only after a
conditional offer of employment. Tests shall be conducted before the first
time a covered employee performs any safety-sensitive function for the
district.

(cf. 4212 - Conditions of Employment)



55/817

All Personnel AR 4112.42 (b)
4212.42

4312.42

DRUG AND AL COHOL TESTING FOR HOLDERS OF COMMERCIAL
MOTOR VEHICLE

2. Exceptions may be made for candidates who have participated in the drug
testing program of another agency subject to federal drug testing laws within
the previous 30 days and while participating in this program were tested for
controlled substances and/or alcohol within the past six months, prior to the
date of application for a position at the district, the previous employer verified
that there is no record of a violation of the controlled substance rule within the
previous six months and provided that the District has been able to make all
verifications required by law.

3. A candidate who accepts a conditional offer of employment shall be required
to sign a consent form for pre-employment drug testing and a form
authorizing previous employers to release drug testing information to the
district. Applicants for substitute bus driver positions shall also, as a
condition for employment, sign a form authorizing the district to release drug
testing information and results to other school districts at which the deiver
candidate has applied for bus driving positions.

4, A candidate for whom previous drug testing information is not obtained shall
be tested prior to employment in accordance with this section.

5. A candidate who fails to report for controlled substance testing as scheduled,
who refuses to submit to the controlled substance test, refuses to consent to
release of previous employers’ testing records, whose previous employers’
records contain adverse information related to controlled substance use or
controlled substance testing, or whose pre-employment test results indicate a
verified positive result for a controlled substance shall not be employed; the
conditional offer of employment shall be withdrawn.

Refuse to submit means that the candidate fails to provide adequate urine for
controlled substance testing without a valid medical explanation or engages in
conduct that clearly obstructs the testing schedule or process.

6. All costs associated with pre-employment testing for controlled substances
shall be borme by the candidate.
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All Personnel AR 4112.42 (c)

4212.42
4312.42

DRUG AND ALCOHOL TESTING FOR HOLDERS OF COMMERCIAL
MOTOR VEHICLE

7. District employees who are candidates for promotion or reassignment to a
safety-sensitive position, and employees returning from layoff if they were
removed from the random testing pool during the layoff period, shall not be
eligible for employment in such positions if they refuse to consent to, or to
undergo, the required testing, or if their tests for controlled substances indicate
a verified positive result.

8. District employees returning from extended leave periods if they were
removed from the random testing pool during the leave of absence period,
shall not be eligible for re-employment in the safety-sensitive position if they
refuse to consent to, or to undergo, the required testing, or if their tests for
controlled substances indicate a verified positive result and shall be subject to
the disciplinary consequences of prohibited conduct.

Post Employment Testing

All covered employees performing safety sensitive functions for the district are
subject to the following testing requirements for alcohol and controlled substances:
unannounced random testing, post accident testing, reasonable suspicion testing, and
return to duty testing as directed.

1. Random Tests (Post Employment Testing)

a. Alcohol and drug tests shall be conducted on a random basis at
unannounced times throughout the year. All employees in covered
positions are subject to unannounced drug and alcohol testing based on
random selection.  Covered employees shall be selected by a
scientifically valid random process, and each covered employee shall
have an equal chance of being tested each time selections are made.
Tests for alcohol shall be conducted just before, during, or just after the
performance of safety-sensitive functions.

b. The number of random alcohol and drug tests shall be at least equal to
those required by federal regulations. The number of random drug tests
shall be at least 50% of the average number of covered employees. The
number of random alcohol tests shall be at least 25% of the average
number of covered employees.

c. Covered employees who are notified of selection for random testing shall
cease to perform safety-sensitive functions and shall immediately proceed
to the testing site.
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All Personnel AR 4112.42 (d)
4212.42

4312.42

DRUG AND ALCOHOL TESTING FOR HOLDERS OF COMMERCIAL
MOTOR VEHICLE

d. Covered employees not at work due to leave or vacation shall be informed
that they remain subject to random testing. Employees drawn for such testing
during their absence from work shall be notified and tested as soon as

practicable after they return to duty.

€. Covered employees who do not proceed with random testing as directed may
be deemed to have refused testing. Failure to submit to a test will result in
disciplinary action up to and including termination.

D. Post-Accident Tests

1. Alcohol and controlled substance tests shall be conducted as soon after an
accident as possible on any covered employee in a covered position:

a. who was performing safety-sensitive functions with respect to the
vehicle, if the accident involves/involved loss of human life. (49 CFR
382.303)

b. who receives a citation under state or local law for a moving traffic

violation arising from the accident, (49 CFR 382.303 if the accident
involves either an injury requiring medical attention away from the
scene of the accident or damage to any motor vehicle or property.

2, Covered employees shall make themselves readily available for immediate
testing, absent the need for immediate medical attention, or shall be deemed to

have refused testing. (49 CFR 382.303)

3. No such covered employee shall use alcohol for eight (8) hours after the
accident, or until after he/she undergoes a post-accident alcohol test,
whichever occurs first. (49 CFR 382.209)

4, If an alcohol test is not administered within two (2) hours of the accident or if
a drug test is not administered within 32 hours, the district shall prepare and
maintain records explaining why the test was not conducted. Tests shall not
be given if not administered within eight (8) hours after the accident for
alcohol or within 32 hours for drugs. (49 CFR 382.303)
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All Personnel

AR 4112.42 (e)
4212.42
4312.42

DRUG AND ALCOHOL TESTING FOR HOLDERS OF COMMERCIAL
MOTOR VEHICLE

5.

The results of breath or blood tests, for detecting the use of alcohol, or urine
tests, for detecting the use of controlled substances, that have been conducted
by authorized federal, state or local officials will fulfill post-accident testing
requirements provided they conform to applicable legal requirements and the
results of the tests are obtained by the District (49 CFR 382.303)

If a covered employee who is subject to post accident testing is conscious,
able to provide specimen in the opinion of the medical professional, and
refuses to be tested, the employee may be disciplined up to and including
termination.

If a covered employee is unconscious or otherwise unable to evidence consent
to the procedure, the district will wait until the treating physician determines
the covered employee is able to understand a request to provide a sample and
consents to provide one.

E. Reasonable Suspicion Tests

l.

An alcohol or drug test shall be conducted if a supervisor or other district
official trained in accordance with law has reasonable suspicion that the
covered employee has engaged in conduct prohibited by the district's drug and
alcohol policy. This reasonable suspicion must be based on specific,
contemporaneous, objective observations concerning the covered employee’s
appearance, behavior, speech or body odors. The observations may include
indications of chronic or withdrawal effects of controlled substances. (49 CFR
382.307)

Alcohol tests based on reasonable suspicion are permitted only if the required
observations are made during, just before or just after the period of the work
day when the covered employee must comply with alcohol prohibitions. If
an alcohol test is not administered within two (2) hours of determination of
reasonable suspicion, the district shall prepare and maintain a record
explaining why the test was not administered. Attempts to conduct alcohol
tests shall terminate after eight (8) hours; the reason shall be documented. (49
CFR 382.307)

A supervisor or other trained district official who makes observations leading
to a reasonable suspicion for a controlled substance test shall make and sign a
written record of his/her observations within 24 hours of the observed
behavior or before the results of the drug test are released, whichever is
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All Personnel AR 4112.42 ()
4212.42

4312.42

DRUG AND ALCOHOL TESTING FOR HOLDERS OF COMMERCIAL
- MOTOR VEHICLE

earlier. If the controlled substance test is not administered within 32 hours
following the reasonable suspicion, attempts to administer the test shall cease
and the reason shall be documented. (49 CFR 382.307)

4. Any covered employee who is notified of a reasonable suspicion shall
immediately cease to perform safety-sensitive functions and shall proceed to
the testing site. Covered employees who do not proceed with the testing as
directed may be deemed to have refused testing and will be subject to
disciplinary action up to and including dismissal.

5. The Superintendent or designee shall ensure that an employee under
reasonable suspicion is transported to the designated collection or testing site.

F. Prohibited Conduct/Positive Tests

Alcohol Use Controlled Substance (Drug) Use:

1. No covered employee shall report to work or remain at work while having an
alcohol concentration of 0.01 or greater. If the district has actual knowledge
that a covered employee has an alcohol concentration of 0.01 or greater, such
covered employee will not be permitted to perform or continue to perform any
safety-sensitive functions.

2. No covered employee shall report for duty or remain on duty while under the
influence or impaired by alcohol as shown by behavioral, speech, and
performance indicators of alcohol misuse. The district shall not knowingly
permit a covered employee under the influence of or impaired by alcohol to
perform his/her job duties until the covered employee has been tested for
alcohol and such test shows an alcohol concentration of less than 0.01 or at
least 24 hours have elapsed from the time the district reached a determination
that the covered employee was under the influence or impaired by alcohol.

3. No covered employee shall possess alcohol while on duty. If the district has
actual knowledge that a covered employee is in possession of alcohol while on
duty, the district will not permit the covered employee to perform or continue
to perform his/her job duties. This includes the possession of medicines
containing alcohol (prescription or over the counter), unless the packaging
seal is unbroken.
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All Personnel AR 4112.42 (g)
4212.42

4312.42

DRUG AND ALCOHOL TESTING FOR HOLDERS OF COMMERCIAL
MOTOR VEHICLE

4. No covered employee shall perform safety-sensitive functions within four (4)
hours after using alcohol. If the district has actual knowledge that a covered
employee has consumed alcohol within four (4) hours prior to performing any
safety-sensitive function, the district will not permit the covered employee to
perform his/her job duties.

5. A covered employee who is tested and found to have an alcohol concentration
of .01 or greater but less than .04 may not perform or continue to perform
safety-sensitive functions until the start of the covered employee’s next
regularly scheduled duty period, but not less than 24 hours after the test was
administered, and only after a follow-up test results in an alcohol
concentration of less than .01.

6. Any covered employee whose alcohol test indicates an alcohol concentration
of .04 or greater and any covered employee who tests positive for a controlled
substance, shall be immediately suspended from duty and shall be subject to
disciplinary action up to, and including, dismissal.

7. No covered employee who has been required to take a post-accident alcohol
test, as set forth above, shall use alcohol for eight (8) hours following the
accident or until he/she has completed the required alcohol test, whichever
occurs first.

8. Covered employees shall immediately inform their supervisor if at any time
they are using a therapeutic drug that contains alcohol or controlled
substances. No covered employee shall report for duty or remain on duty
when the covered employee uses any controlled substance, except when the
use of such controlled substance is pursuant to the instructions of a physician
who has advised the district, in writing, that the substance does not adversely
affect the covered employee’s ability to operate a commercial vehicle or
safety-sensitive functions. If the district has actual knowledge that a covered
employee has used a controlled substance, the district will not permit such
covered employee to perform his/her job duties.

9. No covered employee who tests positive for a controlled substance(s) as
defined in DOT Final Rule 49 CFR 40 (as amended) shall perform his/her job

duties.
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All Personnel AR 4112.42 (h)
421242

4312.42

DRUG AND ALCOHOL TESTING FOR HOLDERS OF COMMERCIAL
MOTOR VEHICLE

10.  No covered employee shall refuse to submit to any test required by law, policy
or this regulation. Refusal to submit to an alcohol or controlled substance test
is when a driver fails to provide adequate breath for testing without a valid
medical explanation after he or she has received notice of the requirement of
breath testing, fails to provide adequate urine for controlled substances testing
without a valid medical explanation after he or she has received notice of the
requirement for urine testing, or engages in conduct that clearly obstructs the
testing schedule or process or fails to report for the test as directed. Failure to
submit to a test will result in disciplinary action up to and including
termination.

11.  Failure to disclose to the district the use of a drug containing alcohol or a
controlled substance for therapeutic purposes may result in disciplinary action
up to, and including, termination.

12.  Any covered employee who violates any portion of this regulation shall be
subject to discipline, up to and including dismissal. Disciplinary action for a
violation of this regulation shall be implemented in accordance with Board
Policy and Administrative Regulation 4118/4218/4318 and the applicable
Collective Bargaining Agreement.

13.  Covered employees identified as needing help in resolving a drug or alcohol
problem shall be evaluated by a substance abuse professional to determine
that he/she has properly followed the prescribed rehabilitation program and
shall be subject to unannounced follow-up tests after returning to duty.
Failure to submit to test will result in disciplinary action up to and including
termination.

G. Return To Duty Testing/Follow-Up Testing

1. An alcohol and/or controlled substance test shall be administered to a covered
employee who has been found to be in violation of this policy and regulation
prior to permitting the covered employee to return to work.

2. All return to duty and follow-up drug testing administered to an employee

who has been found in violation of this policy and regulation will require
observed collections under DOT Final Rule (49CFR40; effective 10/1/10)

23. A covered employee whose conduct involved violations of the controlled
substance provisions of this policy and regulation shall not be permitted to
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DRUG AND ALCOHOL TESTING FOR HOLDERS OF COMMERCIAL
MOTOR VEHICLE

return to duty until he/she submits to a controlled substance test and that such
test results in a negative result for controlled substances.

A covered employee, who violates the provision of this policy and regulation
and is allowed to return to work and is subsequently identified by a substance
abuse professional as needing assistance in resolving problems associated
with alcohol misuse and/or use of controlled substances shall be subject to
unannounced alcohol and/or controlled substance testing. Such testing shall
be conducted only when the covered employee is on duty, just before
beginning of the covered employee’s work shift, or just after the completion
of the covered employee’s work shift.

If a covered employee is returned to safety-sensitive duties, follow-up testing
shall consist of at least six tests in the first 12 months following the driver’s
return to duty. A substance abuse professional may terminate the follow-up
testing at any time after the first six tests if he/she determines that testing is no
longer needed. Testing shall not occur beyond 60 months from the date of the
covered employee’s return to duty.

H. Testing Services Procedures

The Superintendent or designee shall contract with appropriate, certified
organizations for the collection of testing samples and testing services, and shall
ensure that testing procedures and facilities used for alcohol or controlled substance
testing conform to federal and state standards and regulations.

I POSITIVE RESULTS

L.

A positive test for alcohol must be a confirmation test by an evidential breath
testing device capable of printout and sequential numbering and must show an
alcohol concentration of 0.01 grams of alcohol per 210 liters of breath or
greater. Such a test is positive even if that concentration is caused by
prescribed medication.

A positive test for controlled substances must be a confirmation by gas
chromatography/mass spectrometry techniques and must show at least one of
the following minimum test levels:

a. 15 ng/ml (nanograms per millileter) marijuana metabolite;

b. 156 100 ng/ml of cocaine metabolite;
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c. 366 2000 ng/ml of either morphine or codeine;

d. 25 ng/ml of phencyclidine;-of

e. 500 250 ng/ml of amphetamine or methamphetamine; and, the medical
review officer must conclude there is no legitimate explanation, such

as prescribed medication, for a result.

f. 10 ng/ml of acetylmorphine; or

g 250 ng/ml of MDMA, MDA, MDEA

3. No positive test for controlled substances shall be reported to the employer
until after:

a. The medical review officer has contacted the covered employee
directly on a confidential basis, and given the covered employee an
opportunity to discuss the test results and the covered employee’s
medical history, including medication, in confidence.

b. The medical review officer has given the covered employee, within 72
hours of the covered employee’s notification that the test was positive,
an opportunity to request that the split sample be tested by a different
forensic laboratory, certified by the Department of Health and Human
Services at the covered employee’s expense and

c. The remainder of the split sample has been tested and found to be
positive, or no timely request for such a test is made by the covered
employee.

d. If the medical review officer concludes that there is a legitimate

explanation for the positive test, such as prescription or over-the-
counter medication or a negative result in the test of the remainder of
the split sample, the medical review officer must report the test to the
employer as a negative test.

e. The medical review officer shall be a licensed physician (medical
doctor or doctor of osteopathy who is Medical Review Officer (MRO)
certified) responsible for receiving laboratory results generated by an
employer’s drug testing program who has knowledge of substance
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abuse disorders and has appropriate medical training to interpret and
evaluate an individual’s confirmed positive test result together with

his/her medical history and any other relevant biomedical information.
The MRO’s specific responsibilities are outlined in the U.S.
Department of Health and Human resources (DHHS).

Maintenance of Records

The District shall maintain all records as required pursuant to 49 CFR, part 382.401.

1.

The Transportation supervisor shall be responsible for maintaining employee
drug and alcohol test results and records under strict confidentiality and in
accordance with law. Except as required by law, the district shall not release
information relating to alcohol and controlled substance testing performed in
accordance with this policy and regulation or any records required by law.

A covered employee is entitled, upon written request to the district, to obtain
copies of any records pertaining to the covered employee’s use of alcohol or
controlled substances, including any records pertaining to his/her alcohol or
controlled substance test.

Records shall be made available to a subsequent employer or other identified
persons only as expressly authorized in writing by the covered employee.

(cf 4119.23/4219.23/4319.23 - Confidential/Privileged Information)

K.

NOTIFICATIONS

The Transportation supervisor shall ensure that each covered employee receives
educational materials that explain the requirements of the Code of Federal
Regulations, (CFR) Title 49, Part 382, together with a copy of the district's policy and
regulations for meeting these requirements. Representatives of employee
organizations shall be notified of the availability of this information. The information
shall identify all of the following:

1.

The person or persons designated by the district to answer covered
employees’ questions about the materials

The categories of covered employees who are subject to the Code of Federal
Regulations, Title 49, Part 382 and this policy and regulation
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3. Sufficient information about the safety-sensitive functions performed by
covered employees that make clear what period of the work day the covered
employee is required to comply with Part 382

4. Specific information concerning covered employee conduct that is prohibited
by Part 382

5. The circumstances under which a covered employee will be tested for drugs
and/or alcohol under Part 382

6. The procedures that will be used to test for the presence of drugs and alcohol,

protect the covered employee and the integrity of the testing processes,
safeguard the validity of test results and ensure that test results are attributed

to the correct covered employee

7. The requirement that a covered employee submit to drug and alcohol tests
administered in accordance with Part 382

8. An explanation of what constitutes a refusal to submit to a drug or alcohol test
and the attendant consequences

9. The consequences for covered employees found to have violated the drug and
alcohol prohibitions of Part 382, including the requirement that the employee
be removed immediately from safety-sensitive functions and the procedures
for referral, evaluation and treatment

10.  The consequences for covered employees found to have an alcohol
concentration of .01 or greater but less than .04

11.  The effects of drugs and alcohol on an individual's health, work and personal
life; signs and symptoms of a drug or alcohol problem (the employee’s or a
coworker's); and available methods of intervening when a drug or alcohol
problem is suspected, including confrontation, referral to a substance abuse
rehabilitation program and/or referral to management

12.  Other legal requirements, district policies and disciplinary consequences
related to the use of alcohol and drugs.
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Each covered employee shall sign a statement certifying that he/she has received a
copy of the above materials.

(cf 4020 - Drug and Alcohol-Free Workplace)

13, Before any covered employee operates a commercial motor vehicle, the
Transportation Supervisor shall provide him/her with post-accident
procedures that will make it possible to comply with post-accident testing
requirements.

14.  Before drug and alcohol tests are performed pursuant to 49 CFR 382, the
Transportation Supervisor shall inform the covered employees that the tests
are required by these regulations.

The district shall notify covered candidates of the results of a pre-employment drug
test if the covered candidate requests such results within 60 calendar days of being
notified of the disposition of his/her employment application (49 CFR 382.411)

The district shall notify a covered employee of the results of random, reasonable
suspicion and post-accident drug tests if the test results are positive. The district shall
also tell the covered employee which controlled substance(s) were verified as
positive. Every covered employee who tests positive for alcohol and/or controlled
substances shall be advised of the resources available to that covered employee in
evaluating and resolving problems associated with the abuse of alcohol or controlled
substances. (49 CFR 382.411)

L. Training

The Department of Facilities and Operations shall ensure professional training of
appropriate supervisory and management staff authorized to make reasonable
suspicion determinations in detecting symptoms of alcohol and controlled substance
use. The training shall be in accordance with federal regulations and must include at
least 60 minutes each on alcohol and drug misuse including physical, behavioral,
speech, and performance indicators.

Regulation HANFORD ELEMENTARY SCHOOL DISTRICT
approved: March 11, 1998 Hanford, California
revised: November 7, 2001

revised:  January 20, 2010

revised: _.2011
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HANFORD ELEMENTARY SCHOOL DISTRICT
Human Resources Department

AGENDA REQUEST FORM

TO: Dr. Paul Terry

FROM: Diane Wiliams®w

DATE: December 21, 2010

FOR: (X} Board Meeting
( ) Superintendent's Cabinet
( ) Information
(X') Action

DATE YOU WISH TO HAVE YOUR ITEM CONSIDERED: January 5, 2011
ITEM: Consider adoption of the following revised Administrative Regulation.

PURPOSE: The following Board Policy and Administrative Regulation reflect
changes (see underlined and strikeouts) that are necessary to align with current
practices and procedures as well as recommendations by CSBA due to State

and federal law changes.

e BP 4157, 4257, and 4357 — Employee Safety — Injury and lliness Prevention
Program (revised)

o AR 4157, 4257, 4357 — Employee Safety (revised)

FISCAL IMPACT: None.

RECOMMENDATION: Adopt.
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EMPLOYEE SAFETY - INJURY AND ILLNESS PREVENTION PROGRAM 4357

The Governing Board of the Hanford Elementary School District is committed to establishing
and maintaining a safe and healthful work place for all employees. The District’s initial
establishment of an Injury and Illness Prevention Program was done on June 19, 1991. The
prevention of accidents and exposure to a hazardous environment will be accomplished by the
following Injury and Illness Prevention Program requirements:

The District Superintendent shall be designated to assume responsibility for ensuring that
safety and health regulations contained in the Injury and Illness Prevention Program will
be adhered to by all employees.

The School District will establish a system for identifying and evaluating hazards within
each District School site.

The District will establish procedures for correcting unsafe and unhealthy conditions and
work practices within the school district work sites. A time frame for completion must be

included.

The District will develop and maintain a health and safety training program. All
employees will be provided with instruction and training in safe and healthy work
practices and will be provided specific instruction and training regarding job assignments
and school site safety.

The District will develop a system communication with employees regarding health and
safety matters including provisions for encouraging employees to notify his or her
supervisor of a work place hazard without fear of reprisal.

The District will develop procedures that will ensure that all employees comply with safe
and healthy practices. Procedures must include provisions for disciplinary action.

A. COMPLIANCE

Section 3203 of the General Industry Safety Orders mandates that every employer shall
establish, implement and maintain an effective injury prevention program. The program is to
be in writing and shall include the items listed on pages a through f.

All employees of Hanford Elementary School District are directed to comply with the
provisions of AR 4157, 4257, 4357 Employee Safety - Injury and Illness Prevention
Program, the Hanford Elementary School District Injury and Illness Prevention Program. All
employees are also encouraged to immediately report any unsafe or unhealthy conditions to
their supervisor.
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Failure to comply with the provisions of the Injury and Illness Prevention Program may
result in disciplinary action up to and including dismissal.

B. MANAGEMENT COMMITMENT AND ASSIGNMENT OF RESPONSIBLITIES

The Superintendent is responsible for the prevention of injury and illness within the work
place, and demonstrates support for the injury prevention program through active
participation.

The Superintendent is familiar with the injury and illness prevention program and ensures its
effective implementation and gives maximum support to all programs and committees whose
function is to promote safety and health. The Superintendent reviews serious accidents to
ensure that proper reports are completed and appropriate action is taken to prevent repetition.

The Superintendent has appointed the Director of Facilities and Operations as the District’s
Injury and Illness Prevention Program Coordinator for the purpose of implementing and
managing the program. The Injury and Illness Prevention Program Coordinator also serves

as the District Safety Officer.

Managers and Supervisors are responsible for implementing and maintaining the District’s
Injury and Illness Prevention Program within their work areas and for answering worker
questions about the District’s program.

All employees, including managers and supervisors are responsible for complying with safe
and healthful work practices. Our system of ensuring that all employees comply with these

practices includes:

1. Making available to all employees the provisions of our IIP Program.

2. Evaluating the safety performance of our employees.

3. Providing training to employees as needed and especially where safety performance has
been found to be deficient.

4. Disciplining employees for failure to comply with safe and healthful work practices.

C. ACCIDENT/EXPOSURE INVESTIGATIONS

Employees who sustain a work-related injury or illness must report the injury or illness
immediately to their supervisor. (If the employee needs immediate emergency treatment,
they are to be taken to the nearest emergency services facility or emergency personnel

(911)
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is to be secured) The Supervisor must complete the “Site Incident Reporting Checklist,” the
“Report of Employee Incident/Injury” form and the “Log for Dispensing Worker’s
Compensation Claim Form (DWC-1)” as necessary, for all injuries no matter how minor.

Procedures for investigation of workplace accidents and hazardous substance exposures
include:

1.

2.

3.

4.

5.

Interviewing injured workers and witnesses.

Examining the workplace for factors associated with the accident/exposure.
Determining the cause of the accident/exposure.

Taking corrective action to prevent the accident/exposure from reoccurring.

Recording the findings and actions taken.

D. HAZARD ASSESSMENT -Identifying and correcting unsafe or unhealthy conditions

Inspections to identify and evaluate workplace hazards shall be performed by a competent
observer in all areas of our workplace.

Specific responsibilities of the Injury and Illness Prevention Program Coordinator in the
evaluation of workplace hazards include but are not limited to:

1.

2.

Conducting inspections when we initially establish our IIPP.

Assisting Principals and Department Heads in the identification and evaluation of work
place hazards when new substances, processes, procedures or equipment are introduced
to the work place.

Establishing District inspection teams and scheduling periodic inspections for safety and
health hazards by the teams and follow-up inspections by the District Safety Officer.

Inspecting facilities when new, or previously unidentified hazards are recognized.

Maintaining records of inspections made to identify unsafe conditions and work
practices.

Investigating accidents and near accidents and, when necessary, submitting suggestions
« for the prevention of future incidents.
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7. Prescribing and/or verifying abatement action taken in order to eliminate hazardous and
unhealthy conditions in the work place.

8. The District Safety Officer will insure that unsafe or unhealthy conditions or work
practices are corrected in an expeditious manner with the most hazardous exposures

given correction priority.

Specific responsibilities of the Principals, Department Heads and Supervisors in the
evaluation of workplace hazards include but are not limited to:

1. Insuring that employees are protected from exposure to unhealthy conditions until the
conditions are corrected.

2. Ensuring staff follow safe work place practices.

3. Evaluating employee safety suggestions, observing the areas of concern and following up
with correction as deemed appropriate.

4. Rapidly communicating unsafe or hazardous conditions to the District Safety Officer or
other District personnel responsible for abatement responsibilities.

5. Supporting periodic site inspections for health and safety hazards through active
participation.

6. Conducting regular periodic meetings with their staff to discuss unsafe or unhealthy
conditions and sending a written report of the meeting to the District Safety Officer.

E. HAZARD CORRECTION

Unsafe or unhealthy work conditions, practices or procedures shall be corrected in a timely
manner based on the severity of the hazards. Hazards shall be corrected according to the

following procedures:
1. As soon as possible following observation or discovery; and

2. When an imminent hazard exists which cannot be immediately abated without
endangering employee(s) and/or property, we will remove all exposed employees from
the area except those necessary to correct the existing condition. Employees who are
required to correct the hazardous condition shall be provided with the necessary

protection.
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F. HEALTH AND SAFETY TRAINING

All employees, including managers and supervisors, shall have training and instruction on
general and job-specific safety and health practices. A health and safety training program to
instruct employees in general health and safe work practices and to provide specific
instruction with respect to hazards specific to each employee’s job will include but not be
limited to the following elements:

1.

Training shall be provided for all employees when the training program or IIPP is first
established.

Training shall be provided to all new employees and to all employees given a new job
assignment.

Employees shall be trained when new substances, processes, procedures or equipment are
introduced into the work place and whenever we receive notification of a new or

previously unrecognized hazard.
Employees shall be instructed in general safe work practices.

Employees shall receive training and specific instructions with respect to hazards unique
to the employee’s job assignments.

Training shall be provided to Supervisors will to familiarize them their—staff with the
safety and health hazards to which employees under their immediate direction and control
may be exposed.

Documentation of employee health and safety training will be maintained within the
department.

Employee health and safety training and instruction shall be conducted by individual
heads of departments and operations under the general supervision of the Superintendent
or designee.

G. COMMUNICATION

All managers and supervisors are responsible for communicating with all employees about
occupational safety and health in a form readily understood by all employees. Our
communication system encourages all employees to inform their managers and supervisors
about workplace hazards without fear of reprisal.

Our methods of communicating may include but not be limited to:
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New Employee Orientation, both general and site/position specific
Periodic Safety meetings

Training programs

Posted or distributed notifications

Written communication
All employees are encouraged to report unsafe or unhealthy conditions to their

supervisor. Employees may anonymously inform management about workplace hazards
by following the instructions on form ADM-207- Employee Report of Unsafe Condition

or Practice

SN W~

H. HEARING PROTECTION

Whenever employee noise exposure equals or exceeds standards specified in law. the
Superintendent or designee shall implement a hearing conservation program in accordance

with state and federal regulations, including when required, monitoring of sound levels,

audiometric testing of affected employees, the provision of hearing protectors, and employee
training. (8CCR 5095-5100; 29 CFR 1910.95)

I. EYE SAFETY DEVICES

Eve safety devices shall be worn by employees whenever they are engaged in observing an
activity involving hazards or hazardous substances likely to cause injury to the eyes.
{Education Code 32030-32034)

J. FIRST AID AND MEDICAL SERVICES

The Superintendent or designee shall make adequate first aid materials available for
employees at every worksite. Such materials shall be kept in a sanitary and usable condition.
The Superintendent or designee shall frequently inspect all first aid materials and replenish

them as necessary,

To avoid unnecessary delay in medical treatment in the event of an employee’s serious injury

or illness. the Superintendent or designee shall use a communication system for contacting
physician or emergency medical service, such as access to 911 or equivalent telephone

system. The communication system or the employees using the system shall have the ability

to direct emergency services to the location of the injured or ill emplovee.
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H. RECORDKEEPING
The District has taken the following steps to implement and maintain its ITPP:

1. Records of hazard assessment inspections

2. Documentation of safety and health training for each employee

3. Occupational Injuries and Ilinesses Log and Summary, (Forms 300 and 300A); prepare

- and post in accordance with CAL/OSHA requirements (February 1 through April 30 of
each year). Three years of CalOSHA Log 300 will be kept in a confidential location at
each site.

Inspection records and training documentation will be maintained according to the following
schedule:

For one year, except for training records of employees who have worked less than one year.
The District’s recordkeeping policy is as follows:

Records of hazard assessment inspections will be kept by the Director of Facilities and
Operations. Documentation of safety and health training for employees will be kept at work
locations. Occupational Injuries and Illnesses Log and Summary and records of same will be
maintained by the Human Resources Department.

Regulation HANFORD ELEMENTARY SCHOOL DISTRICT
adopted: December 2, 2009 Hanford, California
Revised: . 2011
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4257(a)
EMPLOYEE SAFETY 4357(a)
A. The Board of Trustees is committed to maximizing employee safety and believes that

safety is every employee's responsibility.

L. The Superintendent or designee shall ensure that working conditions and
equipment are maintained in compliance with standards prescribed by federal,
state and local laws and regulations. No employee shall be required or
permitted to be in any place of employment which is unsafe or unhealthful.

(Labor Code 6402)

2. All employees are to use safe work practices and to report any unsafe
conditions immediately to the Superintendent or designee. To the extent
possible, all employees should correct any unsafe conditions as they occur. If

an employee is unable to correct an unsafe condition s/he shall immediately

report the problem to the Superintendent or designee.

3. The Superintendent or designee shall promote safety and correct any unsafe
work practice through education, training, and enforcement.

The Superintendent or designee shall establish and implement a written injury and
illness prevention program in accordance with law, which shall cover all district
employees and other workers whom the district controls or directs and directly
supervises on the job and shall include:

1. The name and a position of the designated Safety Officer who has the
authority and responsibility for implementing the program,;

2. A system for ensuring that employees comply with safe work practices,
including training and instruction programs, amd provisions designed to
encourage the reporting of hazards at the work place and disciplinary actions;

3. A system for communicating to employees in a readily understandable manner
on matters related to occupational health and safety. including provisions

designed to_encourage employees to report hazards at the worksite without

fear of reprisal, the proper and safe use of new substances, processes,
procedures, or equipment which may present a hazard. The communication

system may include, but not be limited to: Meetings, trainings, posting,

written comrmunications, a system of anonymous notification by emplovees
about hazards.

4, Provision of protective safety devices and equipment to employees exposed to
work-related hazards.
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8.11.

Procedures for identifying and evaluating workplace hazards, including
periodic inspections to identify unsafe conditions and work practices. Such
inspections shall be made: whenever new substances, processes, procedures or
equipment that represents a new occupational safety or health hazard is
introduced in the workplace; whenever the district is made aware of a new or
previously unrecognized hazard.

Methods and/or procedures for correcting unsafe or unhealthy conditions,
work practices, and work procedures in a timely manner, based on the severity
of the hazard, when the hazard is observed or discovered.

A procedures for investigating causes for occupational injury or illness; and

Provisions and procedures of training and instruction to employees.

A provision on hearing protection and eye safety devices.

A system of management of first aid and medical services communication in
the event of a medical emergency: and

Record-keeping and reporting procedures

(cf- 3514 - Environmental Safety)

(cf 3514.1 - Hazardous Substances)

(cf. 4119.42/4219.42/4319.42 - Control of Exposure to Bloodborne Pathogens)
(cf 4119.43/4219.43/4319.43 - Universal Precautions)

C. The district’s Injury and Illness Prevention Program shall be available at all work
sites for public or employee inspection.

D. No employee shall be retaliated against for reporting or testifying about employee
safety concerns. (Labor Code 6310)

Legal Reference: (see next page)
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Legal Reference:

EDUCATION CODE

32000-32066 Safety: public and private institutions

LABOR CODE

6305 Occupational safety and health standards, special order
6310 Retaliation for filing complaint prohibited

6401.7 Injury prevention programs

6400-6413.5 Responsibilities and duties of employers and employees
CODE OF REGULATIONS, TITLE 8

3203 Injury and illness prevention program

5095-5100 Control of noise exposure

CODE OF FEDERAL REGULATIONS, TITLE 29

1910.95 Noise standards

Management Resources:

Policy

CAL/OSHA PUBLICATIONS
Guide to Developing Your Workplace Injury and lllness Prevention Program, revised April 1998

DHHS PUBLICATIONS

Preventing QOccupational Hearing Loss - A Practical Guide, June 1996, Department of Health and
Human Services (National Institute for Occupational Safety and Health)

WEB SITES

OSHA: http://www.osha.gov

Cal/OSHA: http.//'www.dir.ca.gov/occupational_safety.html

Centers for Disease Control and Prevention: http://www.cdc.gov

National Institute for Occupational Safety and Health: http://www.cdc.gov/niosh

National Hearing Conservation Association. http://www.hearingconservation.org

HANFORD ELEMENTARY SCHOOL DISTRICT

adopted: November 7, 2001 Hanford, California
Revised: .2011
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HANFORD ELEMENTARY SCHOOL DISTRICT
Human Resources Department

AGENDA REQUEST FORM

TO: Dr. Paul Terry

FROM: Diane Williams D")
DATE: December 21, 2010
RE: (X)) Board Meeting

( ] Superintendent's Cabinet

( )} Information

(X} Action
DATE YOU WISH TO HAVE YOUR ITEM CONSIDERED: January 5, 2010
ITEM: Consider approval of personnel fransactions and related matters.

PURPOSE:
Q. Employment
Classified
e Dave Fox, Jr., Bus Driver — 4.5 hrs., Transportation, DSF, effective
12/17/10
e Angelica Gomez, READY Program Tutor — 4.5 hrs., Richmond, effective

12/7/10
o Carin Lake, Special Education Aide — 5.0 hrs., Hamilton, effective 1/3/11

Temporary Employees/Substitutes/Yard Supervisors

e Kimberly Alexander-Key, Substitute Yard Supervisor, effective 12/13/10

e Revina Bias, Substitute Yard Supervisor, effective 12/13/10

¢ Maftt Borba, Short-term READY Program Tutor — 4.5 hrs., Hamilton,
effective 1/3/11 1o 1/28/11

o Tiffany Carpentieri, Substitute READY Program Tutor, effective 12/17/10

o Samantha Cortez, Substitute Yard Supervisor, effective 1/3/11

¢ Javantae Farmah, Short-term READY Program Tutor — 4.5 hrs., Simas,
effective 1/3/11 to 2/28/11

¢ Leiann Heinrich, Substitute Clerk Typist Il, effective 12/14/10

e Patricia Lambert, Short-term READY Program Tutor — 4.5 hrs., Hamilton,
effective 1/3/11 to 1/28/11
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Temporary Employees/Substitutes/Yard Supervisors {continued)

Erendira Maciel, Substitute Bilingual Aide, Clerk Trainee, READY
Program Tutor and Translator: Oral Interpreter, effective 12/15/10
Melanie Peichoto, Short-term READY Program Tutor - 4.5 hrs.,
Washington, effective 1/3/11 to 2/15/11

Anissa Rosales, Substitute Yard Supervisor, effective 12/15/10
Brenda Rosas, Substitute Yard Supervisor, effective 12/7/10

Shaka Sudds, Short-term Yard Supervisor — 2.0 hrs., Simas, effective
1/3/11 to 3/31/11

Tamara Taylor, Substitute Yard Supervisor, effective 12/15/10
Rachelle Vasquez, Substitute READY Program Tutor, effective 1/3/11
Ernestine Velez, Substitute Yard Supervisor, effective 12/13/10
Graciela Zevada, Substitute Yard Supervisor — effective 12/7/10

Resignations

Katie Ferreira, Teacher on Leave of Absence, effective 12/15/10

Promotion/Transfer

Denise Westlund, from READY Program Tutor — 4.5 hrs., Hamilton to
Special Circumstance Aide - 5.75 hrs., Simas, effective 1/3/11

More Hours

Desiree Balbina, Lead READY Program Tutor, from 4.5 hrs. to 5.0 hrs.,
Monroe, effective 1/3/11

Melissa Elick, Lead READY Program Tutor, from 4.5 hrs. to 5.0 hrs.,
Washington, effective 1/3/11

Frank “Roman" Gonzales, Lead READY Program Tutor, from 4.5 hrs. 1o
5.0 hrs., Richmond, effective 1/3/11

Megan Kurtz, Lead READY Program Tutor, from 4.5 hrs. to 5.0 hrs., Simas,
effective 1/3/11

Piedad "Mercy” Murillo, Lead READY Program Tutor, from 4.5 hrs. to 5.0
hrs., Hamilton, effective 1/3/11

Damien Navarro, Yard Supervisor, from 2.0 hrs. to 2.25 hrs., Simas,
effective 11/2/10

Jason Roberson, Lead READY Program Tutor, from 4.5 hrs. to 5.0 hrs.,
Lincoln, effective 1/3/11

Loretta Roberson, Lead READY Program Tutor, from 4.5 hrs. to 5.0 hrs.,
Roosevelt, effective 1/3/11

Heather Wilkerson, Lead READY Program Tutor, from 4.5 hrs. to 5.0 hrs.,
King, effective 1/3/11

Decrease in Hours

Victoria Alcala, Yard Supervisor, from 3.25 hrs. to 3.0 hrs., Simas,
effective 11/2/10
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f. Leave of Absence
e Kevin Galusha, READY Program Tutor — 4.5 hrs., Simas, effective 1/4/11

to 3/1/11, military

g. Consider approval of Student Teaching Agreement with Fresno Pacific
University
Authorize agreement between Hanford Elementary School District and
Fresno Pacific University for the purpose of providing experience through
student teaching to Fresno Pacific University students at HESD schools.

RECOMMENDATION: Approve.



1717 § Mglt Ave.

Fresna, CA 93702-4709

tel/339-453-2000
fresno.edu

AGREEMENT BETWEEN

" eehoatot education . FRESNO PACIFIC

UNIVERSITY

and
Hanford Elementary School District

THIS AGREEMENT entered into this date by and between Fresno Pacific University, hereinafter called the
University, and the Hanford Elementary School District hereinafter called the District:

It is mutually agreed between the parties hereto, as follows:

"Student Teaching" as used herein and elsewhere in this Agreement, means active participation in the duties
and functions of classroom teaching under the direct supervision and instruction of employees of the District
holding valid credentials issued by the Commission on Teacher Credentialing (CTC) authorizing them to serve as
classroom teachers in the schools in which the student teaching is provided.

The District shall provide experience through student teaching in schools and classes of the District. Such
experiences shall be provided in classes of the District, and are under the direct supervision and instruction of
such employees of the District, as the District and the University through their duly authorized representatives

may agree upon.

The District may refuse to accept for student teaching any student of the University assigned to the District,
and upon the request of the District, the University shall terminate the assignment of any student in the

District.

The District agrees to provide the University student teachers with adequate time in the classroom to complete
student teaching assignments as defined by the credential seminar syllabus.

Students are volunteers of the District and entitled to Worker’s Compensation coverage. The University will
provide Worker’s Compensation coverage to students for injury or disease arising out of their use of the
District’s facility while participating in the University’s program.

During the entire term of this Agreement, the University shall secure and maintain comprehensive general
liability insurance coverage, at its own cost and expense, in an amount not less than $1,000,000 combined
single limit per occurrence, including premises, contractual, products, completed operations, personal injury,
and broad form property damage coverage on an occurrence basis, insuring the University and shall name the
District as an Additional Insured, as their interest may appear, regarding liability arising out of this Agreement.
The policies of insurance shall be obtained from companies acceptable to District. The policies shall contain an
endorsement providing that written notice shall be given to District at least 30 calendar days prior to
termination, cancellation, or reduction of coverage of the policies.
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At the request of the District the University shall deliver all required certificates of insurance to District. The
certificates shall make reference to all provisions and endorsements referred to in this section and shall be

signed on behalf of the insurer by its authorized representative.

Insurance provided under University's policy shall be primary and any insurance maintained by District shall
apply, only if required by law, in excess of and not contributory with insurance required under the terms of this

Agreement.

The University will issue tuition waiver form to the supervising teachers as noted below. This waiver form will
entitle the supervising teacher to take graduate coursework at the University or the Center for Professional
Development within two (2) years from the semester of issue. Instructions for use of the waiver are noted on
the form. |
» Supervising teachers of full-time final student teachers will receive a waiver for three (3) units of
graduate or professional development coursework.
e Supervising teachers of part-time initial student teachers will receive a waiver for one (1) unit of
graduate or professional development coursework.

V.

This assignment of a student of the University to student teaching in the District shall be deemed to be
effective for the purposes of this Agreement as of the date the student presents to the proper authorities of
the University the CTC-issued Certificate of Clearance and verification of a negative TB test and to the Dlstrlct
the assignment sheet issued by the University.

V.

Each party shall hold harmless, indemnify and, if requested, defend the other party, its officers, agents,
employees and Board members, from and against any and all demands, claims, causes of action, liability,
judgments and expenses, including attorney's fees and costs, arising out of or related to that party's
performance of or failure to perform its respective responsibilities, duties and obligations under this
agreement. For purposes of this paragraph, the actions of the student teacher, while acting within the
legitimate scope of their authority, shall be deemed to be the actions of the University.

Vi

All candidates for a multiple or single subject credential are required to complete a rigorous assessment of their
teaching performance. Fresno Pacific University has chosen to use the California Teacher Performance
Assessment (Cal TPA.) This assessment is designed to measure the candidate’s knowledge, skills, and ability
relative to the adopted California Standards for the Teaching Profession, as these are exemplified in the
Teaching Performance Expectations (TPEs.) This assessment process requires that the credential candidate be
video recorded while teaching in the classroom. The video recording will become part of the candidate’s
official credential file at Fresno Pacific University. The student will obtain parental permission forms that will



Page 3 of 3 83/87

cover this use of taping in the classroom so that the candidate will be able to demonstrate teaching
competence. The following forms can be found in the attached Appendices.
e Appendix A — Letter to County and District Superintendents and Charter School Administrators from
Jack O’Connell, State Superintendent of Public Instruction, and Dale Janssen, Executive Director of CTC.
e Appendix B — Sample Parent Letter from Superintendent/Principal Regarding Teaching Performance

Assessment.
e Appendix C— Sample Parent Letter from Teacher Candidate Regarding Teaching Performance

Assessment {In English & Spanish.)
e Appendix D — Sample Teaching Performance Assessment Permission Farm (In English and Spanish.)

Vil

Discrimination Clause

The contractor agrees to abide by the requirements of the following as applicable: Title V1 of the Civil Rights Act
of 1964 and Title VIl of the Civil Rights Act of 1964, as amended by the Equal Employment Opportunity Act of
1972, Federal Executive Order 11246 as amended, the Rehabilitation Act of 1973, as amended, the Vietnam Era
Veteran's Readjustment Assistance Act of 1974, Title IX of the Education Amendments of 1872, the Age
Discrimination Act of 1975, the Fair Housing Act of 1968 as amended, and contractor agrees to abide by the
requirements of the Americans with Disabilities Act of 1990.

Contractor agrees not to discriminate in its employment practices, and will render services under this contract
without regard to age, race, color, religion, sex, sexual orientation, national origin, veteran status, political

affiliation, or disabilities.

Any act of discrimination committed by Contractor, or failure to comply with these statutory obligations when
applicable shall be grounds for termination of this contract.

Vi

Notwithstanding anything herein contained to the contrary, this Agreement may be terminated and the
provisions of this Agreement may be altered, changed or amended by the mutual consent of the parties hereto,

Fresno Pacific University

i)} %MW BY:

Linda Hoff v Superintendent
Director, Teacher Education

I/ %’I‘/ /d% BY:

Diane Catlin Clerk/Secretary (strike one) of
Vice President, Finance and Business Affairs the Board of Trustees




APPENDIX A

CALIFORNIA'DEPARTMENT OF EDUCATION COMMISSION ON TEACHER CREDENTIALING

JACK O'CONNELL, State Superintendent of Public Instruction DALE A. JANSSEN, Executive Director
1430 N Street, Suite 5602 1900 Capitol Avenue
Sacramento, CA 85814-5901 Sacramento, CA 95814-4213
(916) 315-0800 e (916) 445-7254

August 15, 2007

Dear County and District Superintendents and Charter School Administrators:

The Commission on Teacher Credentialing (CTC) and the California Department of
Education (CDE) would like to inform you of a new credentialing requirement pursuant
to Senate Bill 2042 (Chapter 548, Statutes of 1998) and SB 1209 (Chapter 517,
Statutes of 2006) concerning the performance assessment of multiple and single
subject credential candidates.

This assessment of teaching performance is designed to measure the candidate’s
knowledge, skills, and ability relative to the adopted California Standards for the
Teaching Profession, as these are exemplified in the Teaching Performance
Expectations (TPEs). All teacher candidates will be required to pass this assessment as
of July 1, 2008. However, many teacher preparation programs are already implementing
this requirement in the 2007-08 school year.

This assessment process requires that the credential candidate be video recorded (via
analog or digital recording) while teaching in the classroom. The video recording will
become part of the candidate’s official credential file at the approved teacher
preparation program and will be retained for five years. The CTC and the CDE request
your assistance in facilitating the parental permission forms that would cover this use of
taping in the classroom so that candidates will be able to demonstrate teaching
competence through this essential performance assessment. Enclosed are sample
letters for you or your school principals to send to parents of students in classrooms
with credential candidates and for the credential candidate to send to parents. A sample
permission form is also enclosed to attach to the credential candidate cover letter.

The performance assessment allows the candidate to demonstrate his/her skills relative
to the following TPEs:

Making Subject Matter Comprehensible to Students
TPE 1 — Specific Pedagogical Skills for Subject Matter Instruction

Assessing Student Learning
TPE 2 — Monitoring Student Learning During Instruction
TPE 3 - Interpretation and Use of Assessments
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Engaging and Supporting Students in Learning
TPE 4 — Making Content Accessible
TPE 5 — Student Engagement
TPE 6 — Developmentally Appropriate Teaching Practices
TPE 7 — Teaching English Learners

Planning Instruction and Designing Learning Experiences for Students
TPE 8 — Learning about Students
TPE 9 — Instructional Planning

Creating and Ma'intaining Effective Environments for Student Learning
TPE 10 - Instructional Time
TPE 11 — Social Environment

Developing as a Professional Educator
TPE 12 — Professional, Legal, and Ethical Obligations
TPE 13 — Professional Growth

We appreciate your assistance with helping credential candidates in your district
complete the performance assessment requirement. You can find additional information
about this program on the CTC Teaching Performance Assessment Web site at
http.//www.ctc.ca.gov/educator-prep/TPA.html.

If you have any questions regarding this subject, please contact your local teacher
preparation program representative, or Suzanne Sullivan, Consultant, Commission on
Teacher Credentialing, at (916) 324-8001 or by e-mail at ssullivan@ctc.ca.gov.

K O’CONNELL DALEA J SEN

te Superintendent of Public Instruction Executive Bifector
California Department of Education Commission on Teacher Credentialing

Sincerely,

JO/DJ:pj
Enclosures

cc: Select Interested Parties
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APPENDIX B

SAMPLE PARENT LETTER FROM SUPERINTENDENT/PRINCIPAL REGARDING
TEACHING PERFORMANCE ASSESSMENT

Dear Parent/Guardian:

The Commission on Teacher Credentialing (CTC) and the California Department of
Education (CDE) would like to inform you of a new credentialing requirement pursuant
to Senate Bill 2042 (Chapter 548, Statutes of 1998) and SB 1209 (Chapter 517,

Statutes of 2006) concerning the performance assessment of multiple and single

subject credential candidates.

This assessment of teaching performance is designed to measure the candidate’s
knowledge, skills, and ability relative to the adopted California Standards for the
Teaching Profession, as these are exemplified in the Teaching Performance
Expectations (TPEs).

This assessment process requires that the credential candidate be video recorded (via
analog or digital recording) while teaching in the classroom. The video recording will
become part of the candidate's official credential file at the approved teacher
preparation program and will be retained for five years. The CTC and the CDE request
your permission to record a lesson in your student's classroom so that candidates will
be able to demonstrate teaching competence through this essential performance
assessment. In addition, the credential candidate must submit copies of student work
from the lesson that is recorded. If you decide not to allow your student to be recorded,
he or she will be moved out of the visual range of the camera for the lesson. However,
the student's voice might be heard on the tape.

We appreciate your assistance with helping credential candidates in our district
complete the performance assessment requirement. You can find additional information
about this assessment on the CTC Teaching Performance Assessment Web site at
http://www.ctc.ca.gov/educator-prep/TPA.html. Please return the permission form to
your student's classroom teacher.

Sincerely,

Superintendent/Principal Date
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APPENDIX C

STUDENT PERMISSION FORM

(To be completed by the parents/legal guardians of minor students involved in this project, or by students who are
more than 18 years of age who are involved in this project.)

Dear Parent/Guardian:

I am a participant this school year in an assessment for teacher candidates. One of the primary purposes
of this assessment is to improve student learning and encourage excellence in teaching.

This assessment requires:

« samples of student work as evidence of the quality of my teaching practice. These student work
samples may include some of your child’s work.

* a 20 minute video of a lesson taught in your child’s class be submitted to my teacher preparation

program,

(name of teacher preparation program).

Although the video would show both the teacher and various students, the primary focus is on the
teacher’s instruction, not on the students in the class. In the course of taping, your child may

appear on the video.

No student’s name will appear on any materials that are submitted. All materials will be kept
confidential. Please complete and return the attached Teaching Performance Assessment Permission
Form to document your permission for these activities.

Sincerely,

(Teacher Candidate's Signature)






