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COMPTON UNIFIED SCHOOL DISTRICT EMPLOYEE HANDBOOK

This handbook has been compiled to help you find answers or sources
for answers to routine questions about your employment with the CUSD

www.compton.k12.ca.us



Superintendenis Message

On behalf of theCompton Unified School Distri@overning Board welcome youThegoalof our
school districis to provide all students with an experience that prepares them for college and career
readiness

The Compton Unified School District currently serves approximaledp@students. We are proud of
the success of our schools.

Our Districthas achieved tremendous success, inclusive of two National Blue Ribbon Sstsial
California Distinguished ScheandTitle | Achieving Schools that have been recognizedlésing the
achevement gap.

Our high schools were recently recognized for one of the highest increases in graduation rates in the
state last year and are well on their way to accomplishing a similar increase this year.

All middle schools within our District offer Peof Lead the Way to provide project based learning
opportunities to students in science, technology, engineering and math (STHROMptics programs are
an integral component of our high school and middle school programs.

We are one of a few school distisin Los Angeles County offering an Early College Program for high
school students. Our early college program is an opportunity for students to concurrently complete
their high school diplomayith the possibility of completing their Associate Arts Regupon

graduation from high schodWe are pleased to offer this unique opportunity to our students.

Thereare hostsof opportunitiesfor involvementat your school site and on District Committees. There
is a direct correlatioetween employeenvolvement and student achievement. We Idokward to

your participation orvarious committeesnvolving the followingPTA, School Site Couf&@5CG)ELAC
and District level committees such as the District Advisory Comn(iB&€)and the District Eglish
Learner Advisory Committd®ELAC)

We are committed tgroviding a quality education to all students with a focus on preparing them for
their future.

| encourage you ttbecome actively involved in the mission of the school distVge lookforward to
your involvement aa partner in the education of our students

On behalf of the Governing Board and all employees within the Compton Unified School District, we w|
you a productive and meaningful experierineCUSD

Darin Brawley,
Superinterdent
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MISSION STATEMENT

We will ensure that every student has an equitable, high quality elementary and secondary
education in a safeenvironment.

CORE BELIEFS

We believe all students will learn at higher levels.

We believe schoolshave an enormous impact on U U U E 1lived) U z

We believe that all students shall be educated in a safeand orderly environment.

We believe all students will reach their learning potential and that the achievement gap
can be eliminated.

1 We believe the Compton Unified School District will become a high performing
educational institution.
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OUR LCAP GOALS:

Goal #1 (Priority 2, 4 & 7)
All students will meet or exceed state academic standards that will prepare
them to compete in the global society.

Goal #2 (Priority 1, 2 & 7)

All staff and community partners will collaborate to ensure all necessary
materials, equipment and supports are provided to students within a safe and
well -maintained learning environment.

Goal #3 (Priority 7 & 8)
Students will have full access to avariety of courses and enroll in a scope of
study that will prepare them to be college and career ready.

Goal #4 (Priority 3, 5 & 6)
All staff will promot e student engagement by building positive environments
inclusive of parent and community participation.

Goal #5 (Priority 2, 4, & 7)
English Learners will acquire the academic and linguistic skills needed to attain
grade level proficiency and college/career readiness.




EMPLOYEE HANDBOOK OVERVIEW

The Compton Unified School District ( CUSD) Employee Handbook will provide general guidelines
about Compton Unified School District polic ies and procedures for employer-employee relations. It is
a general guide to assist you in becoming familiar with  some of the privileges and obligations of your
employment. This handbook also fulfills the district obligation to inform you annually of sever al
policies, procedures, and responsibilities.

Whether you have just joined our staff or have been at Compton USD for a while, we are confident that
you will find our district a dynamic and rewarding place to work, and we look forward to a productive
and successful association.

None of the policies or guidelines in the handbook is intended to give rise to contractual rights or
obligations, or to be construed as a guarantee of employment for any specific period, or any specific
type of work. Please use it in conjunction with Ed Code, Board policies, Collective Bargaining
Agreements of Compton Education Association (CEA), the California School Employees Association
(CSEA), Service Employees International Union Local 99 (SEIU),American Federation of Teachers
(AFT) Police Officers Union, TeamstersLocal 911 and with additional information provided by your
supervisor.

Should any of the information presented in this handbook conflict with State or Federal Law, Board
Policies of the Compton Unified School district, or with the respective Negotiated Agreements, the
Laws, Policies, or Agreement will be deemed more correct. Additionally, these guidelines will be a
working document and will be subject to modification, amendment or revocation by Compton USD at
any time, without advance notice. For that reason, if you have any questions concerning eligibility for a
particular benefit or the applicability of a policy or practice to you, you should address your specific
guestions to the Human Resource department.

Each employee of the Compton USD will have access to this handbook; it will be posted on our website.

All employees are expected to abide by it. The highest standards of personal and professional ethics
EQOEWEI T EYPOUWEUI wl Bx1 EUIl Erurtbdrmofe,G06mptodt Un#ied SchdolCDistich a 1 |
expects each employee to display good judgment, diplomacy and courtesy in their professional
relationships with members of CUSD's Board of Trustees, community members, parents, staff, students

and the public.

Thank you in advance for your service and dedication to students of Compton Unified School

district as we begin the New Year in our journey towards preparing students to be college and

career ready. Whether your contribution is in the classroom, in transpo rting or feeding students so they
are ready to learn, in ensuring clean and safe learning environments, or in managing district resources;
fiscal or human, your efforts are critical to achieving our shared goal. Therefore, while our job
descriptions may vary, our focus is the same: Student Success.

With your continued support an d dedication, we will go from s & O O E wU GQnu &leviat& it gl that we
do for every student, every day, in every classroom throughout the Compton Unified School district.
This handbook and the information in it are for Compton USD employees only .
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DIRECTORY OF HUMAN RESOURCES

All service providers are under the direction and supervision ddthi§imberly TresvantExecutive
Director, Human Resources Employee DevelopmentWhen using this directory, we ask thauy
contact the indicated persbefore contactingr. Tresvant

NAME

EXT.

TITLE

RESPONSIBILITIES

Dr.Kimberly Tresvant

55075

ExecutiveDirector

Negotiations, Collective Bargaining, Interpretation &
Clarification of Rules, Policies and Procedures,
Communications with Management, Certificated And
Classified Employees, Communications with
Board/SuperintendentApproval of Leaves of Absence,
Grievance, Due process and Discipline, Handbook, Rep
Employee Recognition Prograjisnployee
records/retirement, HR HandbookR systemsSubstitute
handbookProjected Staffing Needs, Career Advancemer|
Leadeship and Supervision Workshgfamployee
recruitment and Retention, Reference Checks,
Management/Staff Irservice, Investigations, Complaints,
Chief Compliant Officer, Monitor Evaluations, Distributiol
of Contracts, Salary Schedule Preparation, Transfer and
Reassignment, Assistance/Counsel fdrssandard
Performance, TrainingsHAservice/Workshop for Staff, NT
Orientation/Sub orientation, NofReemployment Process,
Drafting/Updating Job Descriptions, Monitoring of
Employee Absences, Assistant Principal training (month

Michelle Fitzgerald

55254

Teacher on Special
Assignment

COVIEL9 Contact Tracing, Case Investigation, and Analy
COVIBL9 Data Management; Quarantine, Isolation, Leay
and Emotional/Mental Wellness Support; Daily Health
Screening Review; COVID District Webpage
Management; COVHD9 Health Education; Liaison Duties
with the Los Angeles County Department of Public Healf]
Vaccination Verification and Weekly Testing Data Overs
CUSD Safety Protocol Edits and Revisions; School Site
COVIEL9 Safety Visitations.

William Arguello

55046

HR Coordinator

Recruitment/Screening/Selection/Employment, Transfer
requests & assignments, Certificated Staffing, Reference
Checks: Pre/Post Interview, Projected Staffing Needs,
Acceptance of Resignation/Exit Interviews, L-diegm
Sibstitute Staffing, Sending Reasonable Assurance
Letters, Personnel File: Maintenance/Viewing/
Derogatory Material, NoiReemployment Process,

Erika Lampkin

55193

HR Generalist

Employee/Employer Relations, Uniform Complaint

Procedure, Skelly hearings, Cdiapce, all hearings, all
certificated and classified personnel matters, Disciplinary
Process, Grievances, Complaints, and Investigations,

2




preparation of all discipline documents, Leaves of
Absences, Subpoenas, Maintenance of Sick Leave Rec(
OSHA Comigince, Employee Assistance Counseling,
Accommodations meetings, Disability assistance,
Processing of Volunteers, maintaining employee T.B.
results, Verifications of Employment, Orientation of New
Personnel, Issuing District ID Cards, Fingerprinting
Reference Checks

Amparo Briseno

55075

Sr. Personnel Technicia

Certificated Employee Services, Reasonable Assurance
Letters, Administrative responsibilities Maintaining dept.
appointments, Board Agenda Preparation, Budget,
Requisitions, conferences, refund€)6s for all certificated
employment and Verifications of Employment.

Carmen Ochoa

55048

Personnel Technician

All Certificated Applicant Inquiries and Tracking, Vacanc
Announcements, Advertising/Posting Vacancies,
Reference Checks: Pre/Post Intervi®aper
Screening/Testing of Applicants/Oral Interview
Individual Type/Panel Type/Phone, Annual Calendar
updated and board approval. Human Resources
Handbook, Ready reference Library, Website Homepagg
maintenance/Social media monitorin@rientation of
NewPersonnel

Aldo Alvarez

55032

Personnel Technician

Certificated Classified Data inpuFingerprinting, Issuing
District ID Cards, Employee personnel file updates and
other duties as assigned.

Brenda Master

55035

Human Resources
Technician

Certificated Classified Data inpuFingerprinting, Issuing
District ID Cards, Employee personnel file updates and
other duties as assigned.

Mario Moore

55038

Human Resources
Technician

Certificated,Classified Data inpuEingerprinting, Issuing
District ID Cards, Employee personnel file updates and
other duties as assigned.

Sharlene Tipeni

55049

Credential Supervisor

Monitoring Credentials, Monitoring Assignments/mis
assignments, Record of Units for Salary Schedule
Advancement, Payroll Notification shnual/Updated
Salary Schedule Changes, CBEDS Accounting/Payroll
Notification/Interaction, Credentialing Services, Substitut]
finder system management, Sub Recruitment and
Screening, Sub Orientation & Handbook, Sub finder Sys
Verifications of Employnrg, Maintenance of Sick Leave
Records, Sub Request/Assignment, Fingerprinting,
Monitoring of Employee Absences, Rmaployment
Physicals

Valencia Moshy

55035

Credential Technician

Credentialing Supportnitial Saary Schedule placement
Certificated Emmlyment contracts, Verifications of
Employment Establishing Personnel FilewNEmployee
Procedures/Documents, fingerprinting, Issuing District 10
Cards

Fitu Mui ARkui

55041

Clerk Typist Il

HR ReceptionisReceives and direct all m&il proper HR
persanel




EMPLOYEE HANDBOOK RECEIPT

Name:

Title/Position: School/Department:

| agree to read the handbook and abide by the Standards, Policies, and Procedures defined or refer
in this document. This Compton Unified School District Employee Handbook will be accessible onling|
www.compton.k12.ca.usy Human Resources undie Administration link. Apdf copy will be sent to
your district email box. However, employees may request a personal copy.

Board Policies and Administrative procedures can be accessed online, where they lcapalged. The
list of policies can also be found in the appendix of this handbook.

ENCE
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The information in this handbook is subject to change. | understand that changes in District policies ay

supersede, modify, or render obsolete the information sumedain this book. As the District provides
updated policy information, | accept responsibility for reading and abiding by the changes.

| understand thahis handbook intends no modifications to contractual relationships or alterations of &
will employment relationships

I agree to comply with the Districtés polici
harassment, intimidation, bullying of employees and students and reporting known or suspected stu
neglect and abuse. If requedtto do so, | will cooperate with any District investigation of a possible
violation of District policies or procedures by providing complete and truthful information in an oral an
or written statement. | understand that failure to do so may subjeitt discipline or termination from
employment.

| understand that | have an obligation to inform HR, my supervisor or department head of any change
my personal information such as phone number, address, etc. | also accept responsibility for conta
my supervisor or the Human Resources Department if | have questions or concerns or need fu
explanation.

| hereby acknowledge receipt of a copy or electronic version of the CUSD handbook.

Signature Date

Please electronically signor sign a paper copy ofthe form, date it as part of the Safe Schools
training, and return it to your supervisor to be forwarded to the Human Resources Department.

COMPTON UNIFIED SCHOOL DISTRICT

Human Resources Department
501 South Santa Fe Ave.

Compton, CA 90221

TELEPHONE: (310) 6394321 Ext. 55075
FAX: (310) 7645892
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http://www.compton.k12.ca.us/

STAFF EMERGENCY INFORMATION SHEET

L] Certificated [ Classified Work Location (Dept./Div.)
Position:
Full Name:

Last First Middle
Home Address (No Post Office Box):

Street City Zip Code

Home telephone number: () - Cell: () -
Work telephone number: () - Extension:

Email address (required):

Spouse/Significant Other Information to contact in case of emergency:

Name:
Address:
Street City Zip Code
Home telephone number: () - Cell: () -
Work telephone number: () - Extension:
Doctor: Telephone number: () -
Hospital: Telephone number: () -
Health Plan: Telephone number: ( )__ -
A My information has not changed from last school year.
Print Name Signature Date

Please complete the Emergencylnformation Staff Sheet which is turned in to HR and a copy will be

maintained at your site.




STATEMENT OF NONDISCRIMINATION

The Compton Unified School District is committed to providing a safe working and learning environment that is
from discrimination, harassment, intimidation and bullginghe basis of race; actual or perceived, color, nationa
origin, ethnic group @&estry, religious creed, age, marital status, pregnancy, physical or mental disability, m¢
condtion, veteran status, gendactual or perceived sexual orientation, sexual identity, gender expression, se
association with a person or a group with or more of these actual or perceived characteasary district site
and/or activity.This nondiscrimination policy coveaB district employment and opportuniti@simissions, access
to, and treatment of all individuals in the District's progrand activities, including adult vocationagducation.

The Compton Unified School District will take steps to assure that the lack of English will not be a barrier to adm
and participation in district programs or activitkksopy of thedisr i ct 6 s nondi scr i mi naé

free

dical
or

SSior
toi

information prohibiting all forms of discrimination, harassment, inappropriate behavior and/or hate crimes is avajlable

at all school sites and offices and on our website.

For concerns regarding discrimination, harassment, intimidation or bullying in schools, which cannot be remedied a

the school sites level, you should immediately cddta&timberly TresvantExecutiveDirector at 316046721,

501 Santa Fe Ave. ComptdDA 90221 Email addresktresvant@compton.k12.ca.is. Kimberly Tresvants
responsible for coordinating the district's efforts to comply with state and federal civil rights laws, including Ti
of the Educati on Amendspaa drisntatoh, orlgénde? ide(itisy {(Titlel %2 GGROSEIO1B);
race, color, or national origin (Title VI); or mental or physical dis&g\djon 504 of the Rehabilitation Act of 1973,
Title 1l of the Americans with Disabilities Act, and the Age Discriloma\ct of 1975, and to answer inquiries
regarding the district's nondiscrimination policies.

It is the intent of the Btrict to ensure that students who are handicapped within the definBectioh 504re
identified, evaluated, and, if qualified, provided with appropriate accommodations and the provision of a
appropriate public education (FAPE) to students and qualified adults with disabilities who may not be covered

le IX
2 X )

free
by thi

Individuals with Disaliiies Education Improvement Act (IDEA). Due process rights of handicapped students and

their parents under Section 504 will be enforced and a grievance procedure has been adopted that incorf
appropriate due process standards that provide oppoffturiiyompt and equitable resolution of complaints alleging
any action prohibited by Section 504.

For Uniform Complaint Proceduresomplaints regarding unlawful discrimination, including discriminatory
harassment, intimidation, or bullying, based on actual race, color, ancestry, national origin, nationality, ethnicity
group identification, age, religion, marital or paretafillss physical or mental disability, sex, sexual orientation

orate

ethn

gender, gender identity, gender expression, or any other legally protected status; the perception of one or njore «

such characteristics; or association with a person or group with one of tmese actual or perceived characteristics,
you should immediately contddt. Kimberly TresvantExecutiveDirector at 3186046721, 501 Santa Fe Ave.
Compton CA 90221 Email address: ktres@nbmpton.k12.ca.usEducation Code 234.1; 5 CCR 4621)

The district also prohibits retaliation against any district employee or job applicant who complains, testifies or
way participates in the district's complaint procedures instituted pursuant to this@oloyncerns regarding
discrimination, haraseent, intimidation or bullying in employment, you should immediately c@rmta&imberly
Tresvant Executive Director at 318046721, 501 Santa Fe Ave. Compfo€A 90221 Email address:
ktresvan®compton.k12.ca.us.

Any studentvho feels that he/she has been subjected to discrimination, harassment, intimidation, or bullying s
immediately contact the coordinatorHoman Resources, their principal, or any other staff membeddition,

any student who observes any sushth@e nt shoul d report the incident
whether or not the victim files a complaiAny school employee/ho observes an incident of discrimination,
harassment, intimidation, or bullying or to whom such an imtd&leeported shall report the incident to the district
coordinator or principal, whether or not the victim files a complaint.
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AMERICANS WITH DISABILITIES ACT
Compton Unified School District will comply with the Americans with Disabilities Act of 1990 (A DA)
which makes it unlawful to discriminate in employment against a qualified individual with a disability.
The ADA also outlaws discrimination against individuals with disabilities in State and local government
services, public accommodations, transportation and telecommunications. The ADA protects individuals
with disabilities who can perform the essential functions of a job with or without reasonable
accommodation. The ADA requires employers to make reasonable accommodation to the known
physical or mental limitations of qualified applicants or employees with disabilities.

Title 1 of the ADA protects "qualified individuals with a disability who can perform the essential
functions of a job with or without reasonable accommodation." There are many decisions to be made on
a caseby-case basis to determine such things as:

a. lIs this a qualified individual?

b. Is this a disability?

c. What are the essential functions of the position?

d. What reasonable accommodation?

Such decisions nmust be madeby a combination of personnelincluding Human Resources personnel, Risk
Management, Worker's Comp, immediate supervisor, the Union (if applicable), and the individual.

The Division of Human Resources will serve as the organizational point of ADA cases using the
following procedures:
1. If you are handling a situation that appears to require a decision dictated by the ADA, notify
the Division of Human Resourcesand Employee Development in writing and include:
a. Name and title of individual.
b. Description of the apparent problem.
c. Current status of the individual.
2. Make recommendations regarding any individuals you believe should be included in a
meeting to analyze and discuss the case.
3. A panel of staff members will outline the steps required by the case and the person(s)
responsible for each step.
4. Additional meetings with the individual and/or union representatives will be established as
part of the overall plan.

LIGHT DUTY, LIMITED DUTY AND MODIFIED DUTY
The Compton Unified School District provides all disabled applicants and empl oyees with Reasonable
Accommodation as defined by the Fair Employment and Housing Act (Government Code § 12940).
Reasonable Accommodation is the modification or adjustment to a job, the work environment, or the
way thin gs are usually done that enablesa qualified person with a disability or injury to enjoy equal
employment opportunities.




General Information Regarding Return from Leaves

1

Regardless of the length of the leave, all employees who have been off from work due to a
POUOI UUz w E OO x I (iddudridl Briuy)are [tEr¥portuto Human Resources prior to
returning to work. No employee will be allowed to return to work unless first cleared by Human
Resources to do so.

All employees desiring to return from a personal medical leave with functional limitations / work
restrictions must first report to Human Resources and provide a Certificate to Return to Work, or
%UUUT T Uw3 Ul EVOI OU0wi OUOE wnOUOWPUWEYEDOEEOI wbOuw
Employee requests for return to work with functional limitations / work restrictions can take up
to 5 working days for processing. Employees can ensure a timely return to work by providing
Human Resource Services with a Certificate to Return to Work or Further Treatment form prior
to the desired return to work date.

During the period of time it may take to identify temporary modified or alternate work
assignments, employees will remain off from work utilizing personal leave available and
appropriate leaves.

Work restrictions will be discussed with the injured/ill employee and with the site/department
supervisor to ascertain if modified work (work in current classification) can be provided. If not,
alternate work (performing miscellaneous work outside of current classification) will be explored.

If m odified or alternate work is not available employee will remain off work, utilizing all available
leaves, including Family Medical Leave (FMLA).

If employee is unable to return to work before all paid leaves are expired, the employee will be
contacted to discuss extended unpaid leave options and the need for long term reasonable
accommodation in alternate work.

An employee who remains off work due to functional limitations / work restrictions that cannot

be reasonably accommodated is required to continue to provide medical certification for all days
missed from work to their site and Human Resources/Payroll.

If a supervisor is concerned that an employee may be too injured or ill to perform all of the
functions of the job without impacting performance expecta tions or their safety, the employee
will be sent to meet with Human Resources to discuss any need for reasonable accommodation.
This can occur even if an employee has not requested accommodation or submitted a medical
note stating functional limitations / work restrictions. (cf. 4113.4, 4032)
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permanent, Human Resources will engage with the employee in a more formal interactive

reasonable accommodation process to determine what reasonable accommodations may be
available to support the 1 O x O O apedmanent/long-term work restrictions. Reasonable
accommodation in modified work, leave extensions or reassignment options will all be explored

in accordance with the state and federal laws and District policies and regulations. (cf. 4032,
4113.4,42 U.S.C. 8 12101, et seq., Gov. Code § 12940)

Employees should refer to their respective contracts for additional information regarding situations
where Human Resources may request additional medical information prior to returning an employee
back to their workplace.
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PROFESSIONAL STANDARDS

The Board of Trustees expects district employees to maintain the highest ethical standards, exhibit
professional behavior, follow district policies and regulations, abide by state and federal laws, and
exercise good judgment when interacting with students and other members of the school community.

Employee conduct should enhance the integrity of the district, advance the goals of the district's
educational programs, and contribute to a positive school climate.

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

Each employee should make a commitment to acquire the knowledge and skills necessary to fulfill
his/her responsibilities and should focus on his/her contribution to the learning and achievement of
district students.

Inappropriate employee conduct includes, but is not limited to:

1. Engaging in any conduct that endangers students, staff, or others, including, but not limited to,
physical violence, threats of violence, or possesson of a firearm or other weapon

2. Engaging in harassing or discriminatory behavior towards students, parents/guardians, staff, or
community members, or failing or refusing to intervene when an act of discrimination,
harassment, intimidation, or bullying against a student is observed

3. Physically abusing, sexually abusing, neglecting, or otherwise willfully harming or injuring a
child

4. Engaging in inappropriate socialization or fraternization with a student or soliciting,
encouraging, or maintaining an inappropriate written, verbal, or physical relationship with a
student

5. Possessing or viewing any pornography on school grounds, or possessing or viewing child
pornography or other imagery portraying children in  a sexualized manner at any time

6. Using profane, obscene, or abusive language against students, parents/guardians, staff, or
community mem bers

7. Willfully disrupting district or school operations by loud or unr  easonable noise or other action

8. Using tobacco, alcohol, or an illegal or unauthorized substance, or possessing or distributing any
controlled substance, while in the workplace or at a sdool-sponsored activity

9. Dishonesty with students, parents/guardians, staff, or members of the public, including, but not
limited to, falsification of information in employment records or other school records

10. Divulging confidential information about student s, district employees, or district operations to
persons not authorized to receive the information

11. Using district equipment or other district resources for the employee's own commercial purposes
or for political activities

12. Using district equipment or commu nications devices for personal purposes while on duty, except
in an emergency, during scheduled work breaks, or for personal necessity
(cf. 4040- Employee Use of Technology)
Employees shall be notified that computer files and all electronic communications, including, but
not limited to, email and voice mail, are not private. To ensure proper use, the Superintendent
or designee may monitor employee usage of district technological resources at any time without
the employee's consent.




13. Causing damage to or engaging in theft of property belonging to students, staff, or the district
14. (cf. 4119.22/4219.22/4319.2Dress and Grooming ) Wearing inappropriate attire .

An employee who observes or has evidence of another employee's inappropriate conduct shall
immediately report such conduct to the principal or Superintendent or designee. An employee who has
knowledge of or suspectschild abuse or neglect shall file a report pursuant to the district's child abuse
reporting procedures as detailed in AR 51414 - Child Abuse Prevention and Reporting.

Any reports of employee misconduct shall be promptly investigated . Any employee who is found to
have engaged in inappropriate conduct in violation of law or Board policy shall be subject to disciplinary
action and, in the case of a certificated employee, may be subject to a report to the Commission on Teacher
Credentialing. The Superintendent or designee shall notify local law enforcement as appropriate.

An employee who has knowledge of but fails to report inappropriate employee conduct may also be
subject to discipline.

The district prohibits retaliation against anyone who files a complaint against an employee or reports an

employee's inappropriate conduct. Any employee who retaliates against any such complainant,
reporter, or other participant in the district's complaint process shall be subject to discipline. (Source BP
4219.2)

CODE OF ETHICS

(All Personnel)

The Board of Trustees expects district employees to maintain the highest ethical standards,to follow
district policies and regulations, and to abide by state and national laws. Employee conduct should
enhance the integrity of the district and the goals of the educational program.

The Board encourages district employees to accept as guiding principles the codes of ethics published by
professional associations to which they may belong. (Source: BP 4119.21 4219.21, 4319)12

Classified Personnel E 4219.21

School employees who are in daily contact with many phases of educational work should be persons
whose conduct is beyond reproach and who sincerely believe in the advancement of education and the
betterment of working conditions; therefore, the California School Employees' Association proposes this

Code of Ethics as a standard for its members.

AS A SCHOOL EMPLOYEE | WILL:

1. Be proud of my vocation in order that | may use my best endeavors to elevate the standards of
my position so that | may merit a reputation for high quality of service -- to the end that others
may emulate my example.

Be a personof integrity, clean speech, desirable personal habits, and physical fithess.

Be just in my criticism and be generous in my prai se; to improve and not destroy.

At all times be courteous in my relations with students , parents, teachers and others.

Be a resaurceful person who readily adapts himself to different kinds of work and changed
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conditions and finds better ways to do things.

6. Conduct myself in a spirit of friendly helpfulness to my fellow employees to the end that | will
consider no personal succesdegitimate or ethical which is secured by taki ng unfair advantage of.

7. Associate myself with employees of other districts for the purpose of discussing school problems
and cooperating in the improveme nt of public school conditions.

8. Always uphold my obligati ons as a citizen to my nation, my state, my school district and my
community, and give them unswerving loyalty.

9. Always bear in mind that the purpose of CSEA is to promote the efficiency and raise the standards
of all school employees and that | shall be equally obligated to assist all my fellow workers.

- Source: California School Employees' Association

CODE OF ETHICS

(California TeachersAssociation)

Preamble

The educator, believing in the worth and dignity of each human being, recognizes the supreme
importance of the pursuit of truth, devotion to excellence, and the nurture of democratic principles.
Essential to these goals is the protection of freedom to learn and to teach and the guarantee of equal
educational opportunity for all. The educator accep ts the responsibility to adhere to the highest ethical
standards.

The educator recognizes the magnitude of the responsibility inherent in the teaching process. The desire
for the respect and confidence of one's colleagues, of students, of parents, and othe members of the
community provides the incentive to attain and maintain the highest possible degree of ethical conduct.
The Code of Ethics of the Education Profession indicates the aspiration of all educators and provides
standards by which to judge conduct.

The remedies specified by the NEA and/or its affiliates for the violation of any provision of this Code
shall be exclusive and no such provision shall be enforceable in any form other than one specifically
designed by the NEA or its affiliates.

Principle | : Commitment to the Student

The educator strives to help each student realize his or her potential as a worthy and effective member
of society. The educator therefore works to stimulate the spirit of inquiry, the acquisition of knowledge
and understanding, and the thoughtful formulation of worthy goals.

In fulfillment of the obligation to the student, the educator -
1 Shall not reasonably restrain the student from independent action in the pursuit of learning.
1 Shall not unreasonably deny the student access to varying points of view.
1 Shall not deliberately suppress or distort subject matter relevant to the student's progress.
1 Shall make reasonable effort to protect the student from conditions harmful to learning or to
health and safety.
f Shall not intentionally expose the student to embarrassment or disparagement.

11




1 Shall not on the basis of race, color, creed, sex, national origin, marital status, political or religion
beliefs, family, social, or cultural background, or sexual orientation, unfairly -
a. Exclude any student from participation in any program
b. Deny benefits to any student
c. Grant any advantage to any student.

f Shall not use professional relationships with students for private advantage.

1 Shall not disclose information about students obtained in the course of professional service unless
disclosure serves a compelling professional purpose or is required by law.

Principle 1l : Commitment to the Profession
The education profession is vested by the public with a trust and responsibility requiring the highest
ideals of professional service.

In the belief that the quality of the services of the education profession directly influences the nation and
its citizens, the educator shall exert every effort to raise professional standards, to promote a cimate that
encourages the exercise of professional judgement, to achieve conditions that attract persons worthy of
the trust to careers in education, and to assist in preventing the practice of the profession by unqualified
persons.

In fulfillment of the obligation of the profession, the educator -

T Shall not in any application for a professional position deliberately make a false statement or fail
to disclose a material fact related to competency and qualifications.

1 Shall not misrepresent his/her professional qualifications.

f Shall not assist any entry into the profession of a person known to be unqualified in respect to
character, education, or other relevant attribute.

¢ Shall not knowingly make a false statement concerning the qualifications of a candidate for a
professional position.

1 Shall not assist a norreducator in the unauthorized practice of teaching.

1 Shall not disclose information about colleagues obtained in the course of professional service
unless disclosure serves a compelling professional purpose or is required by law.

¢ Shall not knowingly make false or malicious statements about a colleague.

{1 Shall not accept any gratuity, gift, or favor that might impair or appear to influence professional
decisions or action.

- Adopted by the NEA

CODE OF ETHICS FOR EDUCATORS
(developed by the Association of America Educators (AAE)

This Code of Ethics for Educators was developed by the distinguished AAE Advisory Board and by the
Executive Committee of AAE. It contains four basic principles relating to the rights of students and
educators.

OVERVIEW
The professional educator strives to create a learning environment that nurtures to fulfillment the
potential of all students. The professional educator acts with conscientious effort to exemplify the highest
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ethical standards. The professional educator responsibly accepts that every child has a right to an
uninterrupted education free from strikes or any other work stoppage tactics.

PRINCIPLE I: Ethical Conduct toward Students

The professional educator acceps personal responsibility for teaching students character qualities that
will help them evaluate the consequences of and accept the responsibility for their actions and choices.
We strongly affirm parents as the primary moral educators of their children. N evertheless, we believe all
educators are obligated to help foster civic virtues such as integrity, diligence, responsibility,
cooperation, loyalty, fidelity, and respect -for the law, for human life, for others, and for self.

The professional educator, in accepting his or her position of public trust, measures success not only by
the progress of each student toward realization of his or her personal potential, but also as a citizen of
the greater community of the republic.
1. The professional educator deals @nsiderately and justly with each student, and seeks to resolve
problems, including discipline, according to law and school policy.
2. The professional educator does not intentionally expose the student to disparagement.
3. The professional educator does not rewveal confidential information concerning students, unless
required by law.
4. The professional educator makes a constructive effort to protect the student from conditions
detrimental to learning, health, or safety.
5. The professional educator endeavors to presen facts without distortion, bias, or personal
prejudice.

PRINCIPLE II: Ethical Conduct toward Practices and Performance

The professional educator assumes responsibility and accountability for his or her performance and

continually strives to demonstrate c ompetence. The professional educator endeavors to maintain the

dignity of the profession by respecting and obeying the law, and by demonstrating personal integrity.
1. The professional educator applies for, accepts, or assigns a position or a responsibility o the basis
of professional qualifications, and adheres to the terms of a contract or appointment.
2. The professional educator maintains sound mental health, physical stamina, and social prudence
necessary to perform the duties of any professional assignment

The professional educator continues professional growth.

4. The professional educator complies with written local school policies and applicable laws and
regulations that are not in conflict with this code of ethics.

5. The professional educator does not intentionally misrepresent official policies of the school or
educational organizations, and clearly distinguishes those views from his or her own personal
opinions.

6. The professional educator honestly accounts for all funds committed to his or her charge.

7. The professional educator does not use institutional or professional privileges for personal or
partisan advantage.

w

PRINCIPLE IlI: Ethical Conduct Toward Professional Colleagues
The professional educator, in exemplifying ethical relations with colleagues, accords just and equitable
treatment to all members of the profession.

1. The professional educator does not reveal confidential information concerning colleagues unless
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required by law.

2. The professional educator does not willfully make false statements about a colleague or the school
system.

3. The professional educator does not interfere with a colleague's freedom of choice, and works to
eliminate coercion that forces educators to support actions and ideologies that violate individual
professional integrity.

PRINCIPLE IV: Ethical Conduct toward Parents and Community
The professional educator pledges to protect public sovereignty over public education and private
control of private education. The professional educator recognizes that quality education is the com mon
goal of the public, boards of education, and educators, and that a cooperative effort is essential among
these groups to attain that goal.
1. The professional educator makes concerted efforts to communicate to parents all information that
should be revealed in the interest of the student.
2. The professional educator endeavors to understand and respect the values and traditions of the
diverse cultures represented in the community and in his or her classroom.
3. The professional educator manifests a positive and active role in school/community relations.

CALIFORNIA PROFESSIONAL STANDARDS
FOR EDUCATIONAL LEADERS

Inherent in these standards is a strong commitment to cultural diversity and the use of technology as a
powerful tool. A school administrator is an educational leader who promotes the success of all students
by:

Standard 1: Facilitating the development, articulation, implementation, and stewardship of a vision of
learning that is shared and supported by the school community

1. Facilitate the development of a shared vision for the achievement of all students based upon data
from multiple measures of student learning and relevant qualitative indicators.

2. Communicate the shared vision so the entire school community understands and acts on the
school's mission to become a standardsbased education system.

3. Use the influence of diversity to improve teaching and learning.

4. ldentify and address any barriers to accomplishing the vision.

5. Shape school programs, plans, and activities to ensure that they are integrated, articulated
through the grades, and consistent with the vision.

6. Leverage and marshal sufficient resources, including technology, to implement and attain the
vision for all students and all subgroups of students.

Standard 2: Advocating, nurturing, and sus taining a school culture and instructional program conducive
to student learning and staff professional growth .
1. Shape a culture in which high expectations are the norm for each student as evident in rigorous

academicwork.
2. Promote equity, fairness, and regpect among all members of the school community.
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3. Facilitate the use of a variety of appropriate content-based learning materials and learning
strategies that recognize students as active learners, value reflection and inquiry, emphasize the
guality versus the amount of student application and performance, and utilize approp riate and
effective technology.

4. Guide and support the long -term professional development of all staff consistent with the
ongoing effort to improve the learning of all students rel ative to the content standards.

5. Provide opportunities for all members of the school community to develop and use skills in
collaboration, distributed leaders hip, and shared responsibility.

6. Create an accountability system grounded in standards-based teaching and karning.

7. Utilize multiple assessments to evaluate student learning in an ongoing process focused on
improving the academic performance of each student.

Standard 3: Ensuring management of the organization, operations, and resources for a safe, efficient and
effective learning environment
1. Sustain a safe, efficient, clean, wellmaintained, and productive school environment that nurtures
student learning and supports the professional growth o f teachers and support staff.
2. Utilize effective and nurturing practi ces in establishing student behavior management systems.
3. Establish school structures and processeghat support student learning.
4. Utilize effective systems management, organizational development, and problem -solving and
decision-making techniques.
5. Align fi scal, human, and material resources to support the learning of all subgroups of students.
Monitor and evaluate the program and staff.
7. Manage legal and contractual agreements and records in ways that foster aprofessional work
environment and secure privacy and confidentiality for all students and staff.

o

Standard 4: Collaborating with families and community members, responding to diverse community
interests and needs, and mobilizing community resources

1. Recognize and respect the goals and aspirations ofdiver se family and community groups.

Treat diverse community stakeholder gr oups with fairness and respect.

3. Incorporate information about family and community expectations into school decision-making
and activities.

4. Strengthen the school through the establishment of community, business, institu tional, and civic
partnerships.

5. Communicate information about the school on a regular and predictable basis through a variety
of media.

6. Support the equitable success of all students and all subgroups of studentsby mobilizing and
leveraging community support services.

n

Standard 5: Modeling a personal code of ethics and developing professional leadership capacity.
1. Model personal and professional ethics, integrity, justice, and fairness, and expect the same
behaviors from others.
2. Protect the rights and confidentiality of students and staff.
Use the influence of office to enhance the educational program, not personal gain.
4. Make and communicate decisions based upon relevant data and research about effective teaching
and learning, leadership, management practices, and equity.

w
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5. Demonstrate knowledge of the standards-based curriculum and the ability to integrate and
articulate programs throughout the grades.

6. Demonstrate skills in decision-making, problem solving, change m anagement, planning, conflict
management, and evaluation.

7. Reflect on personal leadership practices and recognize their impact and influence on the
performance of others.

8. Engage in professonal and personal development.

9. Encourage and inspire others to higher levels of performan ce, commitment, and motivation.

10. Sustain personal mativation, commitment, energy, and health by balancing professional and
personal responsibilities.

Standard 6: Understanding, responding to, and influencing the larger political, social, economic, legal,
and cultural context .
1. Work with The Board of Trustees and district and local leaders to influence policies that benefit
students and support the improvement of teaching and learning.
2. Influence and support public policies that ensur e the equitable distribution of resources and
support for all subgroups of students.
3. Ensure that the school operates consistently within the parameters of federal, state, and local
laws, policies, regulations, and statutory requirements.
4. Generate support for the school by two-way communications with key decision -makers in the
school community.
5. Collect and report accurate records of school performance.
View oneself as a leader of a team and als as a member of a larger team.
7. Open the school to the public and welcome and facilitate constructive conversations about how
to improve student learning and achievement.

o

- Source: California Professional Standards for Educational Leaders by California School Leadership Acaderpy at
WestEd and the Association@élifornia School Administrators. Reprinted with permission. Intended for use with
the descriptions of practice in Moving Standards into Everyday Work, available from WestEd.
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MANDATED SUSPECTED CHILD ABUSE REPORTING

As the holder of a credential, certificate, or permit, which authorizes you to work with, observe, or have
knowledge of children as part of your official duties, you are required to report every instance of child
abuse which becomes known to you or which you reasonably suspect to have occurred to a child with
whom you have professional contact. You must report your observations to a Child Protective Agency
immediately, or as soon as practicably possible, by telephone and send a written report to the Child
Protective Agency within 36 hours aft er you become aware of the abuse of the child. Your duty to report
is individual, and no supervisor or administrator may impede or inhibit your duty to report, although
you may also report to your supervisor or administrator. Your failure to report instanc es of child abuse
known or reasonably suspected to you is a misdemeanor, punishable by up to six months in jail or by a
fine of one thousand dollars ($1000) or both. Reference: California Penal Code Section 11166.5.

CHILD ABUSE -WHAT IS IT?

Any act of omission or commission that endangers or impairs a child's physical or emotional health
and development, including:

1 Physical abuse ¢ non-accidental act resulting in injury; cutting twisting limbs , shaking, hitting,
beating, burning, biting, or any other extreme physical mistreatment. (Report Police/Sheriff or
child Abuse hotline)

1 Sexual abuse - incest, any forced sexual activity, exposure to sexual stimulation not appropriate
Ol wOT 1T weTl POEZUWETT OwUI RUEOQwI RxOOPUEUPOOWOI wE w

1 Neglectt negligent failure of a parent or caretaker to provide adequate food, clothing, shelter,
medical care, or supervision where no physical injury has occurred; pattern of failure to provide
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800-540-4000)
1 Emotional abuse - constantly blaming or demeaning; excessive yelling or shaming; frequently
interacts with child in hostile manner. (Report to DCFS 1-800-540-4000)
NOTE: Itis not up to the reporter to investi gate or decide if the child's complaint is valid or not.
All CUSD employees are mandated reporters, and must:
1 Report suspected child abuse immediately
9 Prior to calling, make sure to have all information needed to complete the written Suspected
Child Abuse Report, (SCAR)http://ag.ca.gov/childabuse/pdf/ss 8572.pdf

What Is My Responsibility?
If you are a teacher, administrative officer, supervisor of child welfare and attendance, or certified pupil
personnel employee, or alicensed nurse, you are a mandated reporter and it is your responsibility to:
1 Identify incidents of suspected child abuse.
1 Comply with laws requiring reporting of suspected child abuse to the proper authorities.

How Do | Report?
Call the Los Angeles County Department of Social Services, ProtectiveServicesDivision, immediately at
1-800-540-4000 and provide the following information:

T Your name.

1 Name of the child.

17
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http://ag.ca.gov/childabuse/pdf/ss

Present location of the child.

Nature and extent of injury.

Any other information that led the reporter to suspect child abuse.

Other information as requested. Within 36 hours, complete the Suspected Child Abuse (4-part
NCR) as completely as possible. Retain the yellow (last) copy for your personal record. Mail the
remaining copiesto: Department of Social ServicesAttention: Child Protective Services

=A =4 =4 =4

What' Exx1 OUw( | w( wEOGOzUw1l xOUOy
You may be found guilty of a misdemeanor and may be held liable for civil damages

Can | Ask Someone to Report for Me? NO

When two or more personswho arerequired to report are aware of an instance of suspected child abuse,
it may be agreed that one will make the report. However, if any person who knows or should know that
the person designatedto report failed to do so, that person then has a duty to make the report.

What If t he Suspected Child Abuse Is Unfounded?
You are not liable either in civil damages or for criminal prosecution for reporting asrequired by law.

Annual Training on Mandated Reporting  for ALL School Employees
Assembly Bill 1432-Mandated reporters ¢ requires school districts, county offices of education, charter
schools, state special school, and diagnostic centers to provide annual training to allreturning employees
PPDUT DPOwt whi I OUwWOIi wi EET wUET OOOwal EVWEOCEwWPDH.UT DOwWUT I
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EMPLOYEE NOTIFICATIONS

Human Resources is required by Federal law, Statelaw, Education Code, and Board Policy to provide
you with the following notifications which may affect the terms and conditions of your employment:
When required by law, Board policy, or administrative regulation, district employees may be asked to
sign an acknowledgment indicating receipt of the notification. Such acknowledgments shall be retained
in each employee's personnel file.

EDUCATION CODE

231.5 Sexual harassment policy

17612 Notification of pesticide use

22455.5 STRS information to potential members

22461 Postretirement compensation limitation

35031 Nonreelection of superintendent, assistant superintendent, or manager of classified services
35171 Notice of regulations pertaining to certificated employee evaluations

37616 Notice of public hearing on year-round schedule

44031 Personnel file contents, inspection

4466344664 Evaluation of certificated employees

44842 Reemployment noticescertificated employees

44896 Transfer of administrator or supervisor to teaching position

44916 Written statement of employment status

44929.21 Reelection or nonreelection of probationary employee after second year
44934 Notice of disciplinary action for cause

44938 Notice of unprofessional conduct and opportunity to correct

44940.544941 Notification of suspension and intent to dismiss

44948.344948.5 Dismissal of probationary employees

44949 Cause, notice and right to hearing

44951 Continuation in position unless notified, administrative or supervisory personnel
44954 Nonreelection of temporary employees

44955 Reduction in number of employees

45113 Notification of charges, classified employees

45117 Notice of layoff, classified employees

45169 Employee salary data, classified employees

45192 Industrial and accident leave

45195 Additional leave

46162 Notice of public hearing on block schedule

49013 Complaints regarding student fees

49079 Notification to teacher; student who has engaged inacts re: grounds suspension or expulsion

GOVERNMENT CODE

1126 Incompatible activities of employees

31063109 Oath or affirmation of allegiance

8355 Certification of drug-free workplace, including notification
12950 Sexual harassment

54957 Complaintsagainst employees; right to open session
54963 Unauthorized disclosure of confidential information

HEALTH AND SAFETY CODE
1797.196 Automated external defibrillators; notification of use and locations
104420 Tobaccdree schools
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120875 Information on AIDS, AIDS-related conditions, and hepatitis B
120880 Notification to employees re AIDS, AlDS-related conditions, and hepatitis B

LABOR CODE

2800.2 Notification of availability of continuation health coverage
35503553 Noatifications re: workers' compensation benefits

5401 Workers' compensation; claim form and notice of potential eligibility

PENAL CODE
11165.7 Child Abuse and Neglect Reporting Act; notification requirement
11166.5 Employment; statement of knowledge of duty to report child abuse or neglect

UNEMPLOYMENT INSURANCE CODE
2613 Disability insurance; notice of rights and benefits

CODE OF REGULATIONS, TITLE 2
7288.0 Sexual harassment training, provision of district policy

CODE OF REGULATIONS, TITLE 5
4622 Uniform complaint procedures
80303 Reports of change in employment status, alleged misconduct

CODE OF REGULATIONS, TITLE 8
3204 Employees exposed to bloodborne pathogens, access to exposure and medical records
5193 California bloodborne pathogens standard

CODE OF REGULATIONS, TITLE 13
2480 Vehicle idling, limitations

UNITED STATES CODE, TITLE 38
4344 Uniformed Services Employment and Reemployment Rights Act, notice requirement

UNITED STATES CODE, TITLE 41
81018106 Drug-Free Workplace Act

CODE OF FEDERAL REGULATIONS, TITLE 29
825.300 Family and Medical Leave Act; notice requirement

CODE OF FEDERAL REGULATIONS, TITLE 34
104.8 Nondiscrimination
106.9 Dissemination of policy, nondiscrimination on basis of sex

CODE OF FEDERAL REGULATIONS, TITLE 40
763.84 Asbestos inspectionstesponse actions and postresponse actions
763.93 Asbestos management plans

CODE OF FEDERAL REGULATIONS, TITLE 49
382.601 Controlled substance and alcohol use and testing notifications
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EMPLOYMENT POLICIES AND PRACTICES

DEFINITION OF TERMS

Employer . The Compton Unified School District is the employer of all full -time, part-time
and temporary employees. An employee is hired, provided compensation and applicable
benefits, and has his or her work directed and evaluated by Compton Unified School District.
Full -Time Employee : A Full Time Employee regularly works at least 35 hours per week.
Part-Time Employee : A Part Time Employee regularly works less than 35 hours per week
but no less than 17 1/2 hours per week.

Exempt Employee. An Exempt Employee is an employee who is paid on a salary basis and
meets the qualifications for exemption from the overtime requirements of the Fair Labor
2U0EQEEUEUW EUwm? %+2 2 KB

Non -Exempt Employee: A Non-Exempt Employee is an employee who is paid an hourly
rate and doesnot meet the qualifications for exemption from the overtime requirements of
UT 1 wEPUw+ EEOUW?2 UE OE E UExempt BMplayep®, soralcuratefrécard/wad U uf
hours worked must be maintained. Compton Unified School District will compensate non -
exempt employees in accordance with applicable federal and state law and regulations.
Temporary Employee : An individual employed, either on a full -time or part -time basis, for
a specific period of time less than six months. Temporary employees are entitled only to those
benefits required by statute.

All employees are classified as Exempt or Non-Exempt in accordance with federal and state law and
regulations. Each employee is notified at the time of hire of his or her specific compensation category
and exempt or non-exempt status.

EMPLOYMENT DOCUMENTS

The following are legal compliance forms for conditions required for employment:

= =4 8 8 -5 -8 -9 -9 -2 -9

Offer of Employment Contract or Assignment (bargaining unit members & management)
Department of Justice fingerprint clearance. (AR 4112.5)

No Sex Offense Violation (Ed Code 44010) or Controlled Substance Violation (Ed Code 44011).
TB Clearance (to be kept on file). (Ed Code 49406)

Certificate of a Medical Examination ¢ certificated employees (Ed Code 44839)

Back screen exam (specifiectlassified positions).

Notice for the Oath of Affirmation. (AR 4112.3)

Notice of compliance for Equal Employment Opportunities/ADA requirements.
Acknowledgement of legally mandated employment documents received including:

Sexual Harassment Policy, Injury and lllness Prevention Program, Mandated Child Abuse
Reporting, Nondiscrimination in Employment Policy, Hazardous Material Communication
Program, TobaccoFree Schools Policy
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EMPLOYMENT OF PERSONNEL

All new hires for Compton Unified School District should be advised that their employment is contingent
upon Board approval. Both classified and certificated new hires may not begin work before the Board
approval meeting. New hires in management positions must be approved by the Board prior to service
being rendered. When the job offer is made, the new hire should be advised that the offer is contingent
upon Board approval. Promotions from within the District require the approval of the Board of Trustees

DISTRICT INFORMATION
Additional District information OE a wEIl wYDPI Pl EwOOwWUT | w# DUUUPEUZ Uw6 I |
9 District Fact Sheet is designed to provide a general overview of the District
District Directory provides the listing of site locations, maps, and their contact information
After -hours District emergencies: Night Hot line 310-6394321 X 55151
Weekend District emergencies: 3106394321 X 55151
Suspected fraud reporting: 3106394321 X 55151
6 OUOI UUz w" OO0x1 OUEUDNOIATOUE wll x OUUDOT o w

1
1
1
1
For specific site information, please contact your supervisor.

EQUAL EMPLOYMENT OPPORTUNITY

Compton Unified School District shall follow the spirit and intent of all federal, state and local
employment law and is committed to equal employment opportunity. To that end, the Board of Trustees
and Superintendent of Compton Unif ied School District will not discriminate against any employee or
applicant in a manner that violates the law. Compton Unified School District is committed to providing
equal opportunity for all employees and applicants without regard to race, color, relig ion, national
origin, sex, age, marital status, sexual orientation, disability, political affiliation, personal appearance,
family responsibilities, matriculation or any other characteristic protected under federal, state or local
law.

Each personiseval EUl EwOOwUT | wEEUPU WOl wxI UUOOEOWUOPOOWED
policy regarding equal employment opportunity applies to all aspects of employment, including
recruitment, hiring, job assignments, promotions, working conditions, scheduling , benefits, wage and
salary administration, disciplinary action, termination, and social, educational and recreational
programs. The Superintendent shall act as the responsible agent in the full implementation of the Equal
Employment Opportunity policy.

Compton Unified School District will not tolerate any form of unlawful discrimination. All employees
are expected to cooperate fully in implementing this policy. In particular, any employee who believes
that any other employee of Compton Unified School Dist rict may have violated the Equal Employment
Opportunity Policy should report the possible violation to the Superintendent.

If Compton Unified School District determines that a violation of this policy has occurred, it will take
appropriate disciplinary ac tion against the offending party, which can include counseling, warnings,
suspensions, and recommendation to the Board of trustees for termination. Employees who report, in
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good faith, violations of this policy and employees who cooperate with investigatio ns into alleged
violations of this policy will not be subject to retaliation. Upon completion of the investigation, Compton
Unified School District will inform the employee who made the complaint of the results of the
investigation.

Compton Unified School District is also committed to complying fully with applicable disability
discrimination laws, and ensuring that equal opportunity in employment exists at Compton Unified
School District for qualified persons with disabilities. All employment practices and activities are
conducted on a non-discriminatory basis. Reasonable accommodations will be available to all qualified
disabled employees, upon request, so long as the potential accommodation does not create an undue
hardship on Compton Unified School Distr ict. Employees who believe that they may require an
accommodation should discuss these needs with the Superintendent. If you have any questions
regarding this policy, pl ease contact the Superintendent @ Ext. 55125.

HOURS OF WORK, ATTENDANCE AND PUNCTUALITY

A. Hours of Work
The normal work week for Compton Unified School District shall consist of five (5), seven (7)
hour days for Teachers and other instructional support staff  with 30 minutes of uninterrupted
lunch . Work hours for district staff are from 8:00 a.m. - 5:00 p.m., Monday through Friday, including
one hour (unpaid) for lunch. Employees may request the opportunity to vary their work schedules
(within employer -defined limits) to better accommodate personal responsibilities. Subject to

"O0xUOOw4 0PI Pl Ew2ET OOOw#DPDUUUPEUwWPOUOWEUUDT 001 O

supervisor shall determine the hours of employment that best suits the needs of the work to be done
by the individual employee.

B. Attendance and Punctuality
Attendance is a key factor in your job performance. The CUSD expects all employees to maintain
a 98% or more attendance rate at work. Punctuality and regular attendance are expected of all
employees. Excessive absences (whether excused or unexcused), tardiness or leaving early is
unacceptable. If you are absent for any reason or plan to arrive late or leave early, you must notify
your supervisor and the office manager as far in advance as possible and no later than one hour
before the start of your scheduled work day. In the event of an emergency, you must notify your
supervisor as soon aspossible by every means necessary.

For all absences extending longer than one dayyou must telephone your immediate supervisor prior
to the start of each scheduled workday. When reporting an absence, you should indicate the nature

of the problem causing your absence and your expected return-to-b OUOQWEEUI d w wxT aub

may be required as proof of the need for any illness-related absence regardless of the length of the
absence.

Except as provided in other policies, an employee who is absent from work for five consecutive days
without E O E U O U z bloifdafidn ko hi©dd her supervisor or the Superintendent will be considered
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to the last mailing address on file with Compton Unified School District.

Excessive absences, tardinessor leaving early will be grounds for discipline up to and including

Compton Unified School District may counsel employees prior to termination for excessive absences,
tardiness or leaving early.

SUB FINDER SYSTEM - SMART FIND EXPRESS ¢ Certificated Employees

Human Resources currently use the ESchool Solutions Smart Find Express SubFinder System which

places Substitute Teachers in uncovered classrooms. Human Resources provide you with information on

how to access the Smart Find Express upon employment. Fulitime Teachers as well as Substitute
Teachers can access Smart Find Express via ome or by using the telephone automated system. Human

Resources is the designated Smart Find Express Operator.

In order for ALL employees to be active in Smart Find Express, each employee must call the automated
number 310898 6107 to activate their account. The automated voice will prompt the employee to change
his/her Pin number, record their name, etc.

Employee Profile:

All employees should update their profile in Smart Find Express whenever a change occurs to their
personal contact information such as email, address change, or phone numbers. The Secretary at the
2ET OOO0w2pHUl wEOUOWI EVWEEET UUWUOWET EOT T wEOwWI Ox00al i

Smart Find Express Automated System:

All employees will be required to set a pin number thati s at least 4 digits long. You can use the automated
system to review current assignments, review available jobs, cancel a job, and review personal
information. Remember, Smart Find Express only works from touch -tone telephones!

Smart Find Express Online | nfo:
All employees will use their Access ID number and Pin number to log into Smart Find Express Online.
To visit Smart Find Express please go tocomptonusd.eschoolsolutions.com

How Does Smart Find Express work online?

The Smart Find Expresmline system works in conjunction with the automated system. All data becomes

instantly available, when either system is updated. Smart Find Expressnline system can be used on any
device with Internet access. Simply enter the web address forSmart Find Express your Internet Browser,

comptonusd.eschoolsolutions.com , tap Enter on the keyboard, and the Sub systemLog In screen will

appeatr.

Administrator Guide
The administrator guide will not be distributed to employees in hard copy. The PDF file is in color and
provides a sharper graphical representation of the Smart Find ExpresS$ub finder and is much easier to
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file:///C:/Users/fwaters/AppData/Local/Microsoft/Windows/INetCache/IE/N57D0VXG/comptonusd.eschoolsolutions.com
https://burbank.subfinderonline.com/

view and understand. The administrator guide is u ser-friendly and easy to follow with the direction from
your computer screen.

If you need further assistance, please contact the Substitute Desk Technician, at 3:8639-4321,ext. 55049
or by email stipeni@compton.k12.ca.us

Absence Reporting Procedures
SmartFindExpress - Compton Unified School District ¢ Classified Personnel

Cafeteria Workers

Attendance Clerks

Secretaries

Health Assistants

Campus Security Assistants

Clerk Typists

Locker Room Attendants

Instructional Assistant Academic Readiness Severe
Instructional Assistant Health Care/CAN Severe
Instructional Assistant Special Education

Cooks

= =4 =4 4 4 -8 -4 -8 a8 f

The SmartFindExpresssubstitute online system is available to you 24 hours a day, 7 days a week.You
may interact with the system in two ways:

1. Phonet (310) 8986107
2. Internet ¢ https://comptonusd.eschoolsolutions.com

Classified Employees who will be absent are required to report their absence(s) within at least one hour
of their scheduled reporting time or earlier, via the SmartFindExpress (SFE)online substitute system or
by calling the SFEsubstitute phone line. The reason for the absence and its expected duration will be
required when r eporting an absence. It is further expected that ill or injured employees will inform

their supervisor and the Human Resources (HR) department if there is a change in the anticipated
length of absence. If an employee returns to work (without prior notifica tion to his/her supervisor,
secretary, or the HR department), sooner than the end date of his/her leave of absence, please keep in
mind that a substitute has already been assigned for the day, and the district will only compensate one
person. As a result, you (the employee) may be asked to return home for the day, and your return -to-
work date may be adjusted in the system, allowing you to return -to-work the following day. In

addition to reporting your absences via SFE you are still required to file an electronic leave of absence
(E-LOA) YD E wUT |1 unkaDel,d)&dr than theusixth (6th) consecutive workday of absence, for
payroll purposes. Employees who fail to report their absences via SFEwill be considered to be on an
unauthorized absence(s). Shailld an employee be absent for an unauthorized leave of six (6)

EOOUI EUUDPY] whpOUODPOT wEEaAaUOwWPUwWOEa wETl wi UOUOEU Wi OUwE

In cases of a threeday consecutive absence, theSFEsub system will begin to search for a substitute for
all classifications, with the exception of Cafeteria Workers, Cooks, Campus Security Assistants, and
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Plant Workers. The SFEsub system will begin to search for a substitute immediately for these
classifications.

For your convenience, orientation vide os are available when you login to SmartFindExpress.
Help Desk: (310) 6394321, extensions55185 or 55049

OVERTIME

Overtime pay, which is applicable only to Non -Exempt Employees, is for any time worked in excess of
40 hours in aworkweek . Only the Superintendent or his designee, upon the request of an employee's
supervisor, may authorize overtime. Overtime rate is one and one-half time (1 1/2) the employee's
straight time rate, except in special instances No overtime and/or Extra Duty work shall be worked

without the approval of the Superintendent or his designee with a fully approved e106.

ADDITIONAL DUTY DAYS & INCREASED WORK DAY -CERTIFICATED

Certificated Employees -Additional Duty Days
1. When an employee will work additional duty days, a n €106 must be submitted with a start date,
ending date and number days of work requested. €106 must be submitted by school secretary or
other department secretaries requesting the extra assignment.
2. HR will ask Payroll to calculate the Pay based on the extra-duty or overtime rates of pay.

Increased Work Day (6th Period)
Pay for a teacher who has been asked to teach a sixth period is based upon the daily rateof pay and
equals onesixth of the daily rate. The daily rate is calculated to include the career increment. An el06
should be used to request sixth period teaching assignments.

1. The el06must be submitted when an employee has anincreased workday (6th perio d)

2. The HR alerts Payroll that there is an increased workday.

3. Payroll receives the time from the school site on the Hourly Timesheet.

DRESS AND GROOMING

The Board of Trustees believes that appropriate dress and grooming by district employees contribute to
a productive learning environment and model positive behavior. During school hours and at school
activities, employees shall maintain professional standards of dress and grooming that demonstrate their
high regard for education, present an image consistent with their job responsibilities and assignment,
and not endanger the health or safety of employees or students. All employees shall be held to the same
standards unless their assignment provides for modified dress as approved by their superviso r. (Source:
BP 4219.2%

8§ Teachers and all other employees are prohibited from wearing attire that students are also

prohibited from wearing.
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8§ With the exception of pupil free days, teachers are not to wear shorts or skirt/dresses of very short
length (modest length allowed). Culottes of appropriate length are acceptable. We are role
models for students, parents and the community. We set the standard.

8§ Appropriat e attire for males includes but not limited to; collared shirt, casual or dress slacks,
khakis, suits, ties, sweaters, sport coats, polo shirts and shoes with socks.

8§ Employees are allowed to wear athletic type shoes, but they must be in good condition without
tears or stains. Dress sandalswith proper foot coverings may also be worn by both male and
female employees.Flip flops are not allowed (safety).

§ Caps and hats are not allowed on campus except on "Hat Day."

8 If denim/Jeans are worn, they are not to be faded, torn, frayed or tattered whether in fashion or
not.

§ All shirts must be properly tuc ked in and belts worn in a business-like manner.

8§ Saggy/Baggy/Transparent/Excessively low-cut clothes are also absolutely prohibited on district
premises.

8§ Employees performing duty at ball games and/or other extracurricular activities shall dress in a
manner befitting their profession or befitting the occasion (which may require work -type clothes,
as approved by the principal).

§ Uniforms are provided for certain staff members to distinguish them from others. All such staff
members are expected to wear their uniforms as required by district policy.

8 Prohibited attire includes but limited to : clothes with manufacturer logos, suggestive or

offensive language; sweatshirts and sweatpants; caps, or bandanas worn during the school day;

leggings as bottoms, body piercings except ears; overalls; and any clothing that is too low-cut,
tight or not wit h an ample strap.

The display of tattoos is prohibited; tattoos must remain covered when possible.

The display of body piercing is prohibited with the exception of ear piercing for females.

w W

NOTE: The direct Supervisor is responsible for enforcing the dress code The Administration will be
Ul wi POEOWNUETT whT T UI T UWEWUUET | wOl CAehse guitles E O
yourself according to the above stated guidelines so as not be embarrassed.

IDENTIFICATION BADGES
%OUwl YI Ua O0d1 z BimplifiEthel ideraificefidh Bfupéigdns who do not belong on campus, the
District provides identification badges for all staff, volunteers, and visitors. Please wear your badge at
all times you are on a District property. If a permanent employee should mis place the badge, a new one
may be obtained by contacting Human Resources Services for a replacement. Volunteers and visitors
who come to your classroom or onto the work site must stop by the main office to sign in and obtain a
YD UDUOUZz UwE E Bdmitoddauso .\l dmployaek alexamear the District badge daily.

CREDENTIALS

All credentials must be registered with Los Angeles County Office of Education.

Certificated personnel must have a valid credential and shall not be assigned outside the scopeof their
credential or fields of study except as allowed by law.
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Human Resources Department sends a letter of notification regarding an expiring credential to every
certificated employee thirty days prior to the expiration date, allowing ample time to  renew.

Recommended for a Preliminary Document

. OEl wOi 1 w$EVEEUOUWEOOxOI Ul UwUT | wxUuOT UEOCOwWPUOwDUwU|l |

Preliminary document. California has a two -tiered credential system, and the Preliminary document is
the first tier document. Preliminary documents have rene wal requirements that need to be completed
PPUT DOwUT 1 diMe Qdarv@iditpperotiuorder for the document to be renewed. Once the
Educator completes the renewal requirements; a Clear document can be issued. California prepared
educators will be required to complete an induction program in order to clear their documents.

Complete a Commission Approved Induction Program

TIPS, an acronym for "Teacher Induction Program and Support", is a statefunded program co -sponsored
by the California Depart ment of Education (CDE) and the Commission on Teacher Credentialing (CTC).

The program engages preliminary credentialed teachers in a job-embedded formative assessment system
of support and professional growth to fulfill the requirements for the California  Clear Multiple Subjects,

Single Subject, and Education Specialist credentials.

Recommended for a Clear document

Once the Educator completes the Induction program at the Los Angeles County Office or an approved
institution of higher learning, it is the x UOT UEQw Ux OOUOUZzZ Uw NOEw UOuw UI
document. If the teachers complete the Induction program in the district, the credentialing staff in
Human Resources will recommend for the Clear document.

Clear documents can be renewed in5-year increments, with only the submission application and a fee

CREDENTIAL EXPIRATION NOTIFICATION

The Director of Certificated Personnel will generate a list of credentials and expiration dates each July.

Human Resources Department sends a letter of notification regarding an expiring credential to every

certificated employee ninety days prior to the expiration date, allowing ample time to renew.

Renewals

Educators will log into their educator page and com plete an online renewal application. This involves

answering professional fithess questions and paying a fee. Once payment is complete, the renewal is

electronically sent to the Commission, and automatically granted. It will take approximately 5 -7 business

days for newly granted renewals to be displayed online.

Note:Some applicants choose to submit their renewals via paper application. In this case they are subject
to the 50 business day paper applications processing timeline at the Commission on Teacher
Credentialing.

People on emergency permits with and without CBEST waivers are maintained in the Human R esources
Tracking System (HRTS).
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EVALUATIONS
CERTIFICATED EVALUATION TIME LINE
20202021SCHOOL YEAR

By Evaluator shall notify unit membefrwho his/her evaluator is for the sch

10/15/2021 | year. Evaluator shall conduct 1 or more staff meetings to review stan
techniques for assessment, and the evaluation calendar of the year.

Prior to Each unit member and his/her evaluaballmeet in an initial evaluation

10/30/2021 | conference to review the CSTPT$e date of the evaluation conference
will begin the period of observation. However, unit members shall be
accountable for their performance from the first day of school.

Prior to To be completed:

10/30/2021 T A preformal observation conference must be held (usually a we
*2/11/2022 prior to formal evaluation) to discuss strengths, areas of mutual
agree foci and formal lesson to be observed.

91 Firstand secondormal Evaluatiof Probationaryinternsand
Temporary Contract Teachers due (It is acceptable to formally
observe tenured teachers during this window).

1 Complete evaluation for Tenured Teachers.

1 A postobservation conference must be held within 5 days to re\
and dscuss formal observation. Improvement Plans for all iéein
certificated stafinplemented and review processnpleted

1 An evaluation conference must be held with these unit member
prior to completing and submitting the evaluation.

3/8/2022 60 days prior to the close of school year: Written copy will be present
unit member evaluated.

No later A conference will be held between the unit member and his/her evalu

than discuss the evaluation.

3/8/2022

Observation and feedback of all certification employee is ongoing throughout the school year.

*Recommendation to District for NON -REELECTION
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CLASSIFIED
All employees are to be evaluated by their immediate supervisors in accordance with the following
schedule: Probationary employees - at the end of the second (29), fourth (4t) and sixth (6") month of
service. Permanent employeest at least once a year.

Each appointment to a permanent position will include a probationa ry period of 6 months within the job
classification. The probationary period is considered an extension of the selection process. During this
time, the department will continue to assess thel O x O O ability zoPerform the job.

A written performance appraisal will be mad e to the employee three times during the probationary
period, once before completion of the first half of the probationary period , one in the middle and again
before the end of the probationary period. If a performance report is not prepared and submitted two
weeks to the end of the 6 months, a probationary employee with poor evaluation will automatically
acquires permanent status unless formally rejected for cause.

Permanent employees - at least once each year, during April, and at any time more than sixty (60)
workdays later if the unit member leaves the control of that supervisor.

If an employee is absent during the evaluation period, he/she shall be evaluated within fifteen (15)
workdays of his/her return to duty.

BY WHO M

Each immediate supervisor under whom the employee has served sixty (60) workdays or more during
any rating period shall provide a performance evaluation, even though the employee may have left
his/her control. Each employee shall be informed in writing of the name of his/her immediate supervisor
and of the next level supervisor within thirty (30) workdays. Each n ew employee shall be so informed
upon reporting to his/her assignment.

EMPLOYEE TRANSFERS
CERTIFICATED TRANSFERS
VOLUNTARY TRANSFER REQUESTS

Pursuant to Article 8, Section 8.2.10of the Agreement between the Compton Unified School District
(CUSD) and the Compton Education Association, "unit members may request a transfer by submitting
an application for transfer to the Office of Certificated &ansl by April 15th of the school year."

If a certificated employee would like to request a Voluntary Transfer , you may submit an
Interschool Voluntary Transfer Request Form to the Office of Human Resources. Please submit a
completed form to Human Resources, betweenMarch 15th and April 15 of each year.

Transfer requests will not be considered after April 15 or by the last working day before April 15 th if
it falls on a weekend . At the same time, if you are planning not to return to CUSD for the upcoming
school year, please inform this office immediately by submitting a Resignation Form with you r
tentative date. This information is necessary to enable us to determine a tentative list of vacancies for
the upcoming School Year.
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Certificated Transfer Form

COMPTON UNIFIED SCHOOL DISTRICT
Human Resources — Certificated Personnel

501 South Santa Fe Avenue

Compton, CA 90221

TELEPHONE: (310) 639-4321 Ext. 55075
Fax: (310) 764-5892

INTERSCHOOL VOLUNTARY TRANSFER REQUEST FORM

Please fill each section COMPLETELY and return to Andrea D. Credille, Senior Director - Human Resources,

Form OCP 101

no later than the last day for transfer requests as set forth in the CUSD/CEA Agreement.

Section I (Please print or type)
Name: Date:
Cuwrrent Position: Home or cell telephone #:
Cuwrrent SchoolLocation:
Section II (Please print or type)
Preferred Position
Subject(s) or Grade

Section III (Please print or type)
Preferred Location:
First Choice:

School
Second Choice:

School
Third Choice:

School

Section IV (Please print or type)
Reason for change:

Section \V

SIGNATURE:

DATE:
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Classified Transfer Form

COMPTON UNIFIED SCHOOL DISTRICT
Office af Personnel Conunission — Classified Personnel

TRANSFER EEQUEST — Permanent Classified Employee

Employee:

Date:

Address:

Telephone Number(s):

Work:

Home:

Present Classification:

Locadon (5chool or District Office):

Flease check cne or more preferred locations. Yow name will only be certified to those locations that vou have checked.

Adminiztration Offices Admindztration (Hfices Adminiztrative Offices
60474 5. Tamaring Avs 723 5. Alameda Averms 217 West Alondra 1623 East 115° Strest
Adminiztratve Offices Any Aiddle School Any Elementary School
14431 Soath Stemford Aveme
Any High School’ Adult Education Other
Reason for regquest:

Note to the Employes:

Emploves’s Signatare

- '} - - :"- - . . . .
(RETURN PORM TO PERSONNEL COMMISSIO ‘:'E-I‘:E (Fluile 40.200.4 of the Bules and Regulations; Article XI - C.5.E_4. Contract)

604 S0UTH TAMARIND AVENUE, BUILDING

Dhstribution- White - Persomnel Compmission

C ATy — Ermploves

Thite Your name will be placed on the TRANSFEFR. employment list and cerfified to
the Appointing Awrhorsty i the Order of Precederce, when there is a vacancy.

Pink — Hwman Resources Director — Classified Personnel

Date

Feered 10 141

Page 1 of 2
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Classified Transfer Formo qpE OOUDPOU I E A

Fleaze Print Your Name Clearly and Legibly

TRANSFER REQUEST WORK HISTORY SHEET
{Te be attached with original Trangfer Request for Updated Employmeni Hisiory)

Transfer Request- Work History

Begn with your most mecent job.  List all jebs, and any penods of unemyployment n the past ten years. [nclode amy miliary service. Alse, list any jobs you hald more
than tem years age which relate to the duties or qualifications of the job for which you are 2pplymg. Be swre to include the oumber of hown per wesk that you worked
You may alvo Hst any voluntesr experience, which mlates to the job for which you are applying. Vou may attach additcma] pages if necessary. Resumes may be
attached, tut are not a substituie for completely Alling out the appbicatom.

From: M. Yr. Your Tiile: Name of Schoal/ Adminisirative Office:
Ta: Mo, Yr. Your Duties: Address:
Salary Per Monih City/State/Zip Code:
Honrs Per Weelk Sopervisor's Name & Title:
From: Mo, Yr. Your Title: Name of School'Administrative Office:
Ta: Mo Yr. Your Duties: Address:
Salary Per Month City/State/Zip Code:
Honrs Per Weelk Sopervisor's Name & Title:
From: M. Yr. Your Tiile: Name of Schoal/ Adminisirative Office:
Ta: Mo, Yr. Your Duties: Address:
Salary Per Month City/State/Zip Code:
Hiomrs Per Week Sopervisor’s Name & Title:

Pagze X of 2
-
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CONFIDENTIAL INFORMATION - DISCLOSURE

When phone calls are received from the public in HRED requesting information about employees
pursuant to the Public Records Act, HR only provid es the following information only:

1. Employee'sJobClassification

2. Employee's Placement on the Salary Schedule

California Public Records Act, Government Code Section 6250 et seq . governs disclosure requirements
of information prepared or used by Compton Unified School District. Section 6254 (c) provides for an

exemption to disclosure of "personnel, medical, or similar files, the disclosure of which would constitute

an unwarranted invasion of personal privacy."

Civil Code Section 1798.3 (a) states: "The term personal information means any information that is
maintained by an agency that identifies or describes anindividual, including, but not limited to, his or
her name, social security number, physical description, home address, home telephone number,
education, financial matters and medical or employment history."

If a member of the public is concerned about the onthe-job activities of an employee, Compton Unified
School District has a complaint process that is addressed inBoard Policy. It is not in the best interest of
the District, neither its employees nor the public to accede to demands, which constitute an unwarranted
invasion of privacy.

Government Code 6254.3 states: The home addressesand home telephone numbers of state employees
and employees of a school district or county office of education shall not be deemed to be public
records and shall not be open to public inspection, except that disclosure of that information may be
made as follows:

1. To an agent, or a family member of the individual to whom the information pertains.

2. To an officer or employee of another state agency, schooldistrict, or county office of education
when necessary for the performance of its official duties.

3. To an employee organization pursuant to regulation and decision of the Public Employment
Relations Board, except that the home addresses and home telephone numbers of employees
performing law enforcement -related functions shall not be disclosed.

4. To an agent or anployee of a health benefit plan providing health services or administering
claims for health services to state,school districts and county offices of education employees and
their enrolled dependents, for the purpose of providing the health services or administering
claims for employees and their enrolled dependents.

Upon written request of any employee, a state agency, school district, or county office of education shall
not disclose the employee's home address or home telephone number pursuant to paragraph (3) of
subdivision (a) and an agency shall remove the employee's home address and home telephone number
from any mailing list maintained by the agency, except if the list is used exclusively by the agency to
contact the employee.
1. Employees must agree in writing to publish home addresses and telephone numbers in the
District Directory.
2. Even though the employee has agreed to publish this information, it should not be given out over
the phone to members of the public who might inquire.
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Compton Unified School District shall provide a competitive package of benefits to all eligible full -time
and part-time employees. The following outline of available benefits is provided with the understanding
that benefit plans may change from time to time, and the plan brochures (known as Summary Plan
Descriptions) or contracts are to be considered the final word on the terms and conditions of the
employee benefits provided by Compton Unified School District. For eligibility requirements, refer to
the Plan document for each benefit program. Continuation of any ben efits after termination of
employment will be solely at the employee's expense and only if permitted by policies and statutes. The
Superintendent will determine levels of deductibility and co -payments for all insurance related benefits
annually.

ADDRESS/NAME CHANGES

(UwPUwUI T wi OxO00al 1l zUwUI UxOOUPEPOPUawUOwWOOUDI awl| I

changes. Address changes can be made by the employee by filling out theforms for name/address change
at the District office.
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COMPTON UNIFIED SCHOOL DISTRICT

Human Resources Department

CHAMNGE OF ADDRESS/ NAME FORM

To change your name or address in our database, please submit this form, completed and signed
to the Human Resources Department.

| am a [check one) [_] Certificated Employee [ ] Classified Employee ]| Other:

| am requesting a change of [ | Address [ |Name  [] Phone # only

MNew Phone # MName;

CHANGE OF NAME (Classified Employees only)
You must present original valid driver’s license and social security card to confirm your change
of name. (print or type )

MNEW NAME (Last Name, First Name and Middle Name): Last four digits of your 55#:

MName as it currently appears in CUSD Records: Date of Birth (MM /DD/YYYY)

Reason for requesting change (e.g. marriage, divorce, etc.);

CHANGE OF ADDRESS(print or type]

MNAME [Last Marme, First Narme and Middle Name): | Last four digits of your 558: | Date of Birth:

PREVIOUS ADDRESS
MNO. AND STREET, APT., SUITE:
CITY, STATE AND ZIP CODE:

MEW ADDRESS
MNO. ANMD STREET, APT., SUITE:
CITY, STATE AND £IP CODE:

Current Pasition: Work Location:

District email: Phone Number:

I hereby request that all records in the Compton Unified School District System bearing my former
name/address be changed to show my new information. | certify that the following information is true
and correct under penalty of perjurny.

Signature: Date:

OCP Form 161 {Rev. 01/2015)
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AUTOMATIC PAYROLL DEPOSIT

The District established a direct deposit pay system to improve its payroll delivery service and increase
efficiency. This structure helps the District pay its employees faster and more accurately. Directdeposit
forms may be found online, or you may contact the Payroll Department for more information about the
automatic payroll deposit service.

Employees are responsible for notifying the Payroll Department, in writing, at least 10 business days

before a regular scheduled x EAEEaAa wOl wEOAWET EOT T UwbOwUT I wihdhgedO A1 |

constitutes the closing of a currently designated account, an alternate account must be specified. If funds
cannot bedeposited in an account and are returned by the bank for any reason, a replacement check will

not be issued until the funds are EUT EPUI EWEEEOQwWUOwWUT T w#PUUUDEA.H00 w K

replacement fee may be applied. The replacement checkwill be issued after the funds have been
returned, and the employee will pick up their check in the Payroll Department and should bring a valid
replacement direct deposit form.
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DIRECT DEPOSIT AUTHORIZATION

NEW OR CHANGE CANCEL
RAME SOCIAL SECURITY RO,
DISTRICT WORK TELEFHONE
NAME OF BANE/CREDIT UNION SAVINGS & LOAN BEANCES LOCATION

ADDEESS OF BANK/CEEDIT UNION/SAVINGS & LOAN

TELEFHONE AT BEANCH

ACCOUNT NO.

CHECEING

SAVINGS

I hereby anthorize the above named Dismict and the Lios Anseles County Offices of Education (LACOE), and'or their agents, to
initiate electronic deposits and, as negessary, debif comections to previous depesits, to the above accoumt.

I understand:

»  Direct Deposit stamos is not actvated unfil 10 business days following a 30 2 mansaction for NEW OF. CHANGE

anthorization

* T omest sobmif a new authorization form if T change my account (name. instshition, branch, fype accoumt, edc )
*  Direct Depasit stafus will be temporarily suspended of wages are pamished.
»  Direct Deposit statos may b= sospended or rescinded by the Ddstmict or LACOE. and payment made by the county

warrant, if necessary to mest payrall deadline or undsr ather extreme conditions.

I agree to hold hammiess and indsmnity to the Dismict and LACOE, and their efficers, employess and agents Som any claim or
demand of whatever natare, including those based upon neglizence of the Districts and LACOE and their officers, employees and
aganis for faiture or delay in making deposits and'or comections te deposis as herein anthorized

This authorization replaces any previously made by me and &5 fo remain in effect unit changes or cancelled by submizsion of a

new Diect Deposit Autherization fiomm.

Sigmature
Drate:
Attached below iz a veided check
ATTACH VOIDED CHECK
Area Below for District Use Cmly
(Buefer to DD Refersnce (roide)
FINANCIAL INSTITUTION BOUTING NO.
I I I I I I I I I I
EMPLOYEE DEPOSIT ACCOUNT MO,
-+ ¢ ¢t 1 & 1+ & f{ T+ [ [ ]
INPUT BY: DATE:
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BENEFITS INFORMATION FOR SEPARATION
Described below isimportant information regarding employee compensation and benefits. We hope this
information is helpful to you. The Compton Unified School District Staff is available to assist you in any
way we can. Please contact the Payroll and Benefits Office at (310 6394321, ext.55014 with your
guestions.

Paycheck: A final paycheckwill be prepared by the District's payroll staff this check will include any pay
due to the employee. For classified employees, thiswill include pay for any accumulated vacation and/or
compensatory time. Once the check is prepared, it will be released to the person designated by the
employee as the beneficiary for paycheck, or warrant, release. The BenefitsOffice can let you know the
name of the designated beneficiary. If no designation is on file, the final pay warrant will become part
of the employee'sestate.

Life Insurance: The District will help you file a claim with the District paid life insurance carrier, such as
Prudential, if the employee was participating. As soon as you obtain an official death certificate, make
an appointment w ith Miya Jones, in the District's bendfits office. She will assist with the paperwork to
file a claim.

Benefits: Health benefits for the employee's dependents, including medical, dental and vision insurance,
continue on District -paid basis through the end of the month in which the employee passed away. After
the end of the month, dependents are eligible, at their own expense, to continue the benefits for up to 36
months. You will receive a separate letter providing details about continuation of benefits. P lease contact
Lucrecia Figueroa in the benefits office for assistance.

Retirement: If the employee was part of one of the State of California retirement systems, you will need
to contact the retirement system directly to arrange for payment of any accumulated retirement funds to
the designated beneficiaries.

State TeachersRetirement System (STRS): This applies to most teachers and certificated administrators.
The phone number of the local office is (510) 8870152.

Public Employees Retirement Syst em (PERS): This applies to most classified employees working half
time or more. The phone number of the local office is (415) 3969700.

All classified employees contribute to the Social Security system. You will need to contact the Social
Security Office directly. The phone number is (800) 7721213.

Other Deductions: The employee may have other payroll deductions such as a tax shelter annuity, life
insurance, salary protection plan, cancer insurance, disability program, etc. For each of these programs
you will need to contact the agency directly.
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COBRA ¢+ CONTINUATION OF GROUP HEALTH COVERAGE

In accordance with the Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA) medical
coverage may be continued by certain covered persons beyond the datecoverage would otherwise
terminate. This is referred to as "continuation coverage." This notice is intended to inform you, in a
summary fashion, of your rights and obligations under the continuation coverage provisions of the Jaw.
We encourage you, your spouse, and your dependents (if applicable) to take time to read this notice
carefully.

CUSD Employees who are covered by a medical, dental or vision program have the right to elect
continuation of coverage if they lose coverage because of reduction of hours or termination of
employment (for other than gross misconduct). You may elect to continue under selected plans for 18
months.

Spouses of CUSD Employees who are covered by a medical, dental or vision plan have the right to
choose continuation of coverage for themselves for any of the following reasons: Death of spouse
(continued for a 36 month period); termination of spouse's employment (for reasons other than gross
misconduct); reduction in spouse's hours of employment (continued for 18 month period); di vorce or
legal separation from spouse (continued for 36 month period); or spouse becomes entitled to Medicare
(continued for 36 month period).

Dependent Children of CUSD Employees who are covered by a medical, dental or vision plan, have
the right to continuation coverage if coverage is lost for any of the following reasons: Death of parent
(continued for a 36 month period); termination of parent's employment (for reasons other than gross
misconduct); reduction in employment with CUSD (continued for 18 mon th period); parents' divorce or
legal separation (continued for 36 month period); parent becomes entitled to Medicare (continued for 36
month period); or dependent ceases to be in "dependent child" status under CUSD's program (continued
for 36 month period ).

It is the responsibility of the employee and/or family member to inform the CUSD of a divorce, legal
separation, or dependent child losing dependent status within 60 days of the vent date. Please callMiya
Jonesat (310) 6394321 ext. 55014Upon natification from the employee, spouse, or dependent, CUSD
will notify you that you have the right to elect continuation of coverage enrolled in at the time that the
loss of coverage occurred. You will then have at least 60 days from the date you wauld lose coverage due
to a qualifying event described above to inform CUSD that you want the continuation coverage. You will
then have a 45-day premium payment period; however, payment will have to be paid to the date that
coverage first becomes effective.lf you do not choose continuation, your insurance coverage will end.

If the event entitles you to 18 months of coverage and one or more of the following occurs during this
18-month period, your coverage may be extended to 36 months: death, divorce, legal separation, or
Medicare entitlement. The 18-month period may be extended to 29 months if an individual is determined
to be disabled (for Social Security purposes) and CUSD is notified of that determination within 60 days.
The affected individual must also notify CUSD within 30 days of any final determination that the
individual is no longer disabled. In no event will coverage go beyond 3 years from the date of the event
that originally made a qualified beneficiary eligible to elect coverage.
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DEATH OFAN EMPLOYEE { PROCEDURE

I. PURPOSE

The death of an employee is a serious loss to our District family and although is not a pleasant thought,
we all must face the inevitability of death. Very few of us have taken the time to prepare adequate
information to a ssist our families through this difficult period. Many district personnel are not aware

of what must be done after the death of an employee. Therefore, if an active employee or an employee
on a leave of absence dies, the death should be reported immediatly to the Human Resources
Department.

II. REPORTING PROCESS
A. Department/Site Responsibility
1. Review this guideline and complete the Death of an Employee Checklist Form.

%OO0O0O0Pwa OUUWET xEUUOI OUYUET OOOwUPUI ZUWET EPOwWQI

2
3. Designate a staff member who will act as the liaison between your department/site and HR.
4. Provide as many details as are known at the time to HR.

B. Human Resources Responsibility

1. The HR staff will gather as many details from the department/site liaisonort T 1 wi Ox OO al
relative and will inform the Assistant Superintendent of HR or designee.

2. If the incident occurs during work hours, the HR staff will contact the next of kin as soon as
possible.

3. The HR staff will provide to the Payroll and Benefits office the most current Warrant
Recipient Designation form executed by the employee, or other legal documentation
permitting wage distribution to a beneficiary.

4. Proof of death.

5. The HR department with notify the Payroll and Benefits office immediately after receiving
this information.

C. Payroll and Benefits Office
1. Will process all claims for District -provided or sponsored insurance and benefits for the
beneficiaries of the deceased employee.
2. Ensures that documents and warrant are submitted to the Los Angeles County Office of
Education Legal Claims for verification before release.
3. 11 01 EUIl wi POEOwxEaOl OUwUOwWUT T wi 6xO00al 1 zUwET Ol
(See Checklipt
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COMPTON UNIFIED SCHOOL DISTRICT
Human Resources Department

501 S. Santa Fe Ave. Compton, CA 90221
Tel: 3106394321, ext. 55041

Fax: 3107645892

DEATH OF AN EMPLOYEE
CHECK LIST FOR SUPERVISORS

This checklist is designed to assist site and department administrators when the death of a cu
CUSD employee occurs. Please contact the Human Resources Department with any question
regarding this checklist.

Department Head:

L]

Contact the Human Resources Department or Designee and share as many detailg
know:

Empl oyee:

Title:

Date of Death:

Emergency Contact persc

Emergency Contact Phone

Indicate reason for termination on your payroll sheet.

Complete inventory and paalp any personal belongings andateea list.

Send any personal belongings to HR for pigkby the family.

Ensure all phone voiceassages are cleared and greeting updated (if applicable).

Inform the Pupil ServiceBepartment Crisis Intervention Teafrservices and/or
resources are needed for the schoaeapartment.

O OO0 0O

Notify Counseling Services Department of the situation so they are available to me
students whanight need assistance.

Name of Reporting Supervisor Location

Signature Date

45




DISABILITY BENEFITS, STRS (Retroactive Right to Receive Benefits)

#PDUEEPODPUawWEI Ol i PUUwWxEAEEOI wi UOOw2 U Euwsbaly ot Effedtie U U 7

earlier than the application date. However, a member's benefit effective date can be changed
retroactively TO A DATE PRIOR TO THE DATE OF APPLICATION ifitis determined that there is
sufficient medical documentation to support an earlier date, e.g. when the treating physician has made
an error in the projected recovery date and the member delays filing an application thinking he/she will
return to work prior to meeting the eligibility waiting period.  Of course, any effective date mustbe later
than the last day of compensation including salary, sick leave, or sub-differential.

IF AN EMPLOYEE DISAGREES with the effective date, it can be challenged as noted below and made
retroactive to a date prior to the date the employee filed the application if the onset date of disability

preceded the date the application was filed. The onset date cannot be sooner than the last day of
compensation.

THE DECISION CAN BE CHALLENGED  pursuant to Education Code Section 22308 which allows for
correction of a decision that was the result of surprise, inadvertence, mistake, or excusable neglect. This
can be done by contacting STR writing and requesting a review of the onset date that was allowed.

The employee must provide the facts and medical documentation substantiating the claimed onset date
showing an error or omission occurred. The evidence will be reviewed by the staff member handling the
case.The staff member may grant relief. If the staff member does not grant the relief requested, the case
will be moved to the Department Head or into Executive Review for further co nsideration.

If benefits are still not allowed retroactive to the date of disability, an appeal may be made for a formal
hearing. However, the procedure noted above avoids the onus of a formal administrative appeal process
in cases where a member's onsetlate is prior to the filing for disability benefits was delayed because of
the assumption that the medical condition would improve and allow the member to return to work.

HEALTH/LIFE INSURANCE

Compton Unified School District currently provides individual health and dental insurance benefits for
eligible full -time and part-time employees except those who are insured through their spouse, retired
military, or other plans, beginning after the first full month of employment. Eligible employees may e lect
to participate in available health plan(s) offered by Compton Unified School District. Compton Unified
School District presently pays the individual insurance premium for all eligible employees. Compton
Unified School District may require employees to pay a portion of insurance premium in the future.
Information about Compton Unified School District's health plan(s) will be provided to the employee at
the time of employment.
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HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF
1996¢ (HIPAA)

If y ou are declining enrollment in a benefit plan for yourself or your dependents (including your spouse)
because of other health insurance coverage, you may in the future be able to enroll yourself or your
dependents in this plan, provided that you request en roliment within 30 days after your other coverage
ends. In addition, if you have a new dependent as a result of marriage, birth, adoption, or placement for
adoption, you may be able to enroll yourself, your spouse or your dependents, provided that you requ est
enrollment within 30 days after the marriage, birth, adoption, or placement for adoption.

GUIDELINES FOR CHANGE OF STATUS

Any premiums deducted on apre-UER WEEUPUwl UOQwUT T wi OxO00alil zUwxEQET

duration of the plan year, which begins January 1 and ends December. New enroliments and changes
may only be requested during the annual enrollment period in October unless a family status change or
other qualified event, as identified by IRC Section 125, occurs such as*:

Changeinl Ox00al il zUwOI 1 EOWOEUPUEOQWUUEUUUwWpDbBI
"TEOT T wPbOwUT I wOUOET UwOi wi 6xO00al i zUwEI xI OE
Change in employment status of employee, spouse, or dependent affecting eligibility;
Dependent satisfies or ceaes to satisfy eligibility requirements;

HIPAA special enrollment rights;

Judgments, decrees, or orders;

Medicare or Medicaid entitlement;

Family Medical Leave Act;

COBRA qualifying events;

Cancellation due to reduction in hours of service;

Cancellation due to enrollment in a Qualified Health Plan;

"TEOT ] wPhOwWEOYI UET T wUOET UWEOOUT T Uwi OxO00al Uz Uwx
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or
91 Loss of group health coverage sponsored by a governmental or educational institution.

6 OwOE UL
I
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* Please note this is an outé& only and does not indicate special facts and circumstances for various events gnd

benefits.

A change of status must be related to the reason for the change. The employee must request a change of
election within 31 calendar days of the date of the qualifying event. For changes related to Medical and
Medicare eligibility, the notification period is 60 days. Changes requested after this time frame will not

be permitted until the next annual enrollment period.

Verifiable documentation of the qualifying event must be provided by the employee to the CUSD
Benefits Office in order for a request to be processed. For the loss or gain of employment by a spouse or
dependent, verification must be furnished in the form of a letter on company letterhead from the ot her
employer and must include the following information:

3 The effective date of employment or the date employment terminated;
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3 The effective date of insurance coverage or the date coverage terminated/will terminate; and
3 A signature from an official of the c ompany or the benefits counselor.

Premiums deducted on a post-tax basis may be canceled at any time.

Approved change of election requests for enrollment are effective the first day of the month on or
following the date all required documents are submitte d to the CUSD Benefits Office (exceptions may
apply based on the qualifying event). Approved change of election requests for cancelation of coverage
are effective the last day of the month in which all required documents are submitted to the CUSD
Benefits Office.

Employees must contact the Benefits Office for assistance with a change of status.

PAYCHECKS

All permanent classified 8 hour employees are paid on the 10th and 25th of each month.

All permanent classified who work less than 8 hour employees are paid on the 10" of each month.
All non-permanent classified employees are paid on the 10th of each month.

All certificate d personnel are paid on the 1st of each month.

If a pay date falls on a weekend or holiday, the employee will be paid on the previous work day. An
information, and the amount of leave accumulated. Every effort will be made to ensure that the

1 OxO00al il zUwxEaOwOI E Ydn Onudadh Epaydhddhk B WIwubEOd WWIOEWS w ( Ow b
responsibility to review their payroll statement each pay day for accuracy, including but not limited to
compensation, leave, federal withholding status, and deductions. Paychecks or direct deposit vouchers

will not be released to any person other than the District employee named on the check without the

1 O0x00al il zUwbUPUUI OWEUUT OUPAEUDPOOS

Employees who leave CUSD will be paid their final check in accordance with the District pay schedule,
unless doing so will result in overpayment. The final pay statement will be mailed to the address listed
on the employment separation form, which should be completed in advance to allow time for processing.

PAYROLL AND PAY STUB INFORMATION

Pay Warrants are distributed to your prime job location

Direct Deposit is encouraged and can be submitted to payroll.

Time Sheets: Must be submitted with authorized signatures to Payroll for warrants to be issued.
PERS Deduction: Classified employees ca get more information at ( http://www.calpers.ca.gov )
STRS Deduction: Certificated employees can get more information at (ttp://www.calstrs.com )
State and Federal Taxes ara@leducted based on your W-4 form.

Credit Union deductions are available. Payroll has these forms.

Vacation days: Can only be used in accordance with the Classified Contract.

=A =4 =4 =4 -4 4 - 9
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http://www.calpers.ca.gov/
http://www.calstrs.com/
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wW-4 Employee’s Withholding Certificate owe s 1545 074

oo » Complete Form W-4 5o that your employer can withhold the correct federal income tax from your pay.
e e 2021

Ospartrmurt o the Treasary » Give Form W-4 to your employer.
Finrrud Rarmerue Serace P Your withholding is subject to review by the IRS.
M'l’ (a) First name and micdie intial Last name ®) Social security number
Enter
Address » Does name match the
- e.d?r,n:,:‘a.omyouqn
Information - == R o
o 2 B w-ﬁ'mazi o Qo w
WSS 0V,
fc) || Single or Married filing separately
(7] Married filing jointly cr Qualitying widowfer)
DMGMMwww«mmmymmmnoosadmw.mhmmnwW)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the estimator at www.ks.gov/W4App, and privacy.

Step 2: Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
or Spouse Do only one of the following.
Works (a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding: or

(c) M there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option
Is accurate for jobs with similar pay; otherwise, more tax than necessarymaybewithheld . . . . . » |]

TIP: To be accurate, submit a 2021 Form W-4 for all other jobs. If you (or your spouse) have self-employment
income, including as an independent contractor, use the estimator.

Complete Steps 3-4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will
be most accurate If you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

Step 3: If your total income will be $200,000 or less ($400,000 or less if marmied filing jointly):
Claim
Muitiply the number of children under age 17 by $2,000» $
Dependents ply qualifying age 17 by
Multiply the number of other dependentsby$500 . . . . » §
Add the amounts above and enterthetotalhere . . . . . 5 Gusie s mes 1SN ES
Step 4 ﬂmmMMMlmmmmmmmmmew
(optional): this year that won't have withholding, enter the amount of other income here. Thsmay
Ot Include Interest, dividends, and retrement income . . . 4(a) |S
Adjustments
(b) Deductions. If you expect to claim deductions other than the standard deduction
mdwumored-.myoumtoldhg mmoeaaamwmmmmpegesm
enter the result here =
(c) Extra withholding. Enter any additional tax you want withheld each pay period . 4(qls
Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, comrect, and complete.
Sign
e ) 7 )
Employee's signature (This form is not vakd unless you sign it) Date
Employers | Employer's name and address First date of Employer identification
w employment number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No. 102200 Form W-4 2021)
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Formn W= (2021

Faga 2

General Instructions

Future Developments

For the latest information about developments related to
Form W-4, such as legislation enacted after it was published,
go to www_irs. gow/Formid.

Purpose of Form

Complete Form W-d4 so that your employer can withhold the
comect federal income tax from your pay. If too litte is
withheld, you will generally owe tax when you file your tax
return and may owe a penalty. If too much is withheld, you
will generally be dwe a refund. Complete a new Form W-4
when changes to your pereonal or financial situation would
changs the entries on the form. For more information on
withholding and when you must fumish a new Fom W-d,
sea Pub. 505, Tax Withholding and Estimated Tax.
Exemption from withholding. ¥ou may claim exemption
from withhalding for 2021 if you mest both of the following
conditions: you had no federal incomse tax liability in 2020
and you expact to have no faderal income tax liability in
2021. You had no federal income tax liability in 2020 if (1)
your total tax on line 24 on your 2020 Form 1040 or 1040-5R
is zero [or less than the sum of lines 27, 28, 29, and 30), or
{2) you were niot required to file a return because your
income was below the filing threshold for youwr comect filing
status. If you claim exemption, you will have no income tax
withheld from youwr paycheck and may owe taxes and
penalties whan you file your 2021 tax retum. To claim
examiption from withholding, certify that you meet both of
the conditions abowe by writing “Exampt” on Form W-4 in
the space below Step 4{c). Then, complete Steps 1ia), 1(b)
and 5. Do not complete any other steps. You will need to
submit a new Form W-4 by February 15, 2022,

Your privacy. If you prefer to limit information provided in
Steps 2 through 4, use the online estimator, which will also
iNCrease BCCUFSCY.

As an altemnative to the estimator: if you have concarns
with Step 2{c), you may chooss Step 2(b); if you hawe
concems with Step 4(a), you may enter an additional amount
you want withheld per pay period in Step 4(c). If this is the
anly job in your household, you may instead check the box
in Step 2{c), which will increase your withholding and
significanthy reduce your paycheck (often by thousands of
dodlars ower the year).

Whien to use the estimator. Consider using the estimator gt
wwwirs. gov/WiaApp if you:
1. Expect to work only part of the year;

2. Hawe dividend or capital gain income, or are subjact to
edditional taxes, such as Additional Medicare Tax;
3. Hawe self-employment income (see below); or

4. Prefer the most accurate withholding for multiple job
situations.

Salf-employment. Generally, you will owe both income and
seff-employment taxes on any self-employment income you
receive separate from the wages you receive as an
employes. If you want to pay these taxes through
withholding from youwr wages, use the estimator at

wwwirs. gow/WidApp to figure the amount to have withheld.
MNonresident alien. i you're a nonresidant alien, sea Notice
1382, Supplemental Form W-4 Instructions for Nonresident
Aliens, before completing this form.

Specific Instructions

Step 1(c). Check your anticipated filing status. This will
determing the standard deduction and tax rates used to
compute your withholding.

Step 2. Use this step if you (1) have more than one job at the
same time, or (2) are marmied filing jointly and you and youwr
spouse both work,

Option (8) most accurately calculates the additional tax
you need to have withhield, while option (b) doss so with a
little less sccuracy.

If you jand your spouse) have a tofal of only two jobs, you
may instead check the box in option (e). The box must also
be checked on the Form W-4 for the other job. H the box iz
checked, the standard deduction and tax bracksets will be
cutt in half for each job to calculate withholding. This option
iz rowghly accurate for jobs with similar pay; otherwizse, more
tax than necessary may be withheld, and this extra amaount
will be larger the greater the difference in pay is between the
two jobs.

Muitiple jobs. Complste Steps 3 through 4{b] on only

one Form W-d. Withholding wil be most sccurate if

you do this on the Form W-d for the highast paying job.
Step 3. This step provides instnuctions for determining the
amount of the child tax credit and the credit for other
dependents that you may be able to claim when you file your
tax retum. To qualify for the child tax credit, the child must
be under age 17 as of Decamber 31, must be your
dependent who generally lives with you for more than half
the year, and must hawe the required social security number.
fou may be abls to claim a credit for other dependents for
whaom a child tax credit can't be claimed, such as an older
child or a qualifying relative. For additional eligibility
requirements for these credits, ses Pub. 972, Child Tax
Credit and Credit for Other Dependents. ¥ou can also
include other tax credits in this step, such as education tax
credits and the foreign tax credit. To do 50, add an estimate
of the amount for the year to your credits for dependents
and enter the total amouwnt in Step 3. Incheding these credits
will increase your paycheck and reduce the amount of amy
refund you may receive whean you file your tax retum.
Step 4 (optional).

Step 4{a). Enter in this step the total of youwr other
estimated income for the year, if any. You shouldn't inclede
income from any jobs or self-employment. H you complste
Step 4(g), you likely won't have to maks estimated tax
payments for that incomea. K you prefer to pay estimated tax

rather than hawing tax on other income withheld from your
paycheck, see Form 1040-ES, Estimated Tax for Individieals.

Stap 4(b). Enter in this step the amount from the Deductions
Workshest, line 5, if you expect to claim deductions other than
the basic standard deduction on your 2021 tex retum and
wiant to reduce your withholding to account for these
deductions. This includes both itemized deductions and other
deductions such as for student koan interest and IRAS.

Step 4(c). Enter in this step any additional tas you want
withheld from your pay each pay period, including any
amounts from the Multiple Jobs Warksheet, line 4. Entering an
amount here will reduce your paycheck and will sither increase
your refund or reduce any amount of tax that you owe.
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Step 2(b) —Muiltiple Jobs Worksheet (Keep for your records.)

if you choose the option in Step 2(b) on Form W-4, complete this worksheet (which calculates the total extra tax for all jobs) on only ONE
Form W-4. Withholding wi be most accurate if you complete the worksheet and enter the result on the Form W-4 for the highest paying job.

Note: If more than one job has annual wages of more than $120,000 or there are more than three jobs, see Pub. 505 for additional
tables; or, you can use the online withhoiding estimator at www.irs.gov/Wd4App.

1

Two jobs. If you have two jobs or you're married filing jointly and you and your spouse each have one
job, find the amount from the appropriate table on page 4. Using the “Higher Paying Job" row and the
“Lower Paying Job" column, find the value at the intersaction of the two household salaries and enter
that value on ine 1. Then, skipto fine3 . . . . . RPN

Three jobs. If you and/or your spouse have three jobs at the same time, complete ines 2a, 2b, and
2c below. Otherwise, skip to line 3.

a Find the amount from the appropriate table on page 4 using the annual wages from the highest
paying job in the “Higher Paying Job" row and the annual wages for your next highest paying jeb
in the “Lower Paying Job" column. Find the value at the intersection of the two housahold salarles
andenterthat valueonline2a . . . . . . -

b Add the annual wages of the two highest paying jobs from line 2a together and usa the total as the
wages In the “Higher Paying Job® row and use the annual wages for your third job In the “Lower
Paying Job" cot:mtolhdhemunlfmmheappmpdatemﬂeonpagedandemarmlsamoum
LT R e D e b P N

¢ Add the amounts from lines 2a and 2b and enter the resultonline2c . . . . . . . . . .

Enter the number of pay periods per year for the highest paying job. Formnple,lflhat}obpays
weelkly, enter 52; If it pays every other week, enter 26; If it pays monthly, enter 12, etc. . .

Divide the annual amount on line 1 or line 2¢ by the number of pay penods on kne 3. Enter this
amoumheneandlnswl(dofFonnw-lformehlmeetpaylngjob(songmanyomeraddnmu
amountyouwantwithheld) . . . . . _ _ _ A - X - el St atmi st ake

B
»

Step 4(b)—Deductions Worksheet (Keep for your records.)

Enter an estimate of your 2021 itemized deductions (from Schedule A (Form 1040)). Such deductions
may include qualifying home mortgage interest, charitable contributions, stateandlocdtaxes(upm
$10,000), and medical expenses in excess of 7.5% of yourincome . . . . e

« $25,100 if you're mamied filing jointly or qualifying widow{er)
Enter: « $18,800 if you're head of household O o o P T
* $12,550 if you're single or married filing separately

If ine 1 is greater than line 2, subtract line 2 from line 1 and enter the result here. Itnneznsg'eata
than line 1, enter “-0-* . . _ . _ - - - - - - - -

Enter an estimate of your student loan Interest, deductible IRA contributions, and certain other
adjustments (from Part Il of Schedule 1 (Form 1040)). See Pub. 505 for more information Z

Add lines 3 and 4. Enter the result here and in Step db)of FormW-4 . . . . . . . _ . _ .

4 3

5 $

Privacy Act and Paperwork Reduction Act Notice. We ask for the information
on this form 10 carry ot the Intemal Revenue lws of the United States. Intemal
mmmmmsmmwmmmww
provide this infoemation; your emgioyer uses it to o
ax withhoiding. Failure 10 provicke a proparly completed fomm will resut in your
Deing treated as a singla Parson with no other entries on tha fom; providing
Fauddant informaton may subjict you to peralties. Routine uses of this
information include giving it to ™ of Justica for civil and criminal
Wsgation; 0 cities, sta%es, the District of Columbia, and U.S. cc wwalths and
possesasions for use in adminisxning ther tax laws: and to the Departmant of
Health and Human Services for use in the National Directory of New Hins. We
may also disclose this information %0 other Countrias Lnder 2 tax treaty, %0 Secenal
and state agencies %0 enforce fedaral nontax oriminal laws, of 10 Seckeral aw
enforcement and intaligence aQencies 10 combat tarrorism.

You are not required to provide the information requested on a form that is
aubject to the Paparwark Reduction Act uniess the form displays a vakd OMS
control number. Books o reconds relating 10 a fomm or its instructions must be
retained as mammmwmmmmmmu

any Int Ray aw. G y. tax reburns and retum indormation ane
Mumwmmsim
The age tme and axp Mwmmmmwmm

mmmlmmm&rw"qn so0a the
Instructions for your INCOMe tax retum.

It you have suggestions for making this form simplar, we woudd be happy %0 hear
from you. Sae the instructions 10 your INCOMa tax redum.
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Married Filing Jointly or Qualifying Widow er)
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | 0. 510,000 - [$20,000 - | $30,000 - |$40.000 - |$50,000 - | 850,000 - | 870,000 - | 880,000 - | 380,000 - [$100.000 -[$110.000 -
Wape & Salary | o000 | o000 | 20000 | 3ogeo | fooo0 | So0o00 | 8ogon | 7ooen | eoood | 90800 | 09893 | 120,000
£0- 0998 30 %190 250 890 | s1oep | o0 | fio00 | $ioe0 | sioeo | ®i100 | £1870 | 81.ETD
£10,000 - 10,849 jop | dd90 | qpBo0 | 2opo0 | 220 | 2zen | 22eo | 2220 | 2300 | as00 | 4070 | 4070
£20,000 - 20,999 g50 | 1pon| 27s0| 2950 | 3oep | aoeo | aoso | 3eo | sgwo | sie0 | sSoa0 | so9
£30,000 - 38,9499 pan | zpon | 2os0 | asqso| szeo | azeo | smeo | 40 | smeo | emeo | 7as0 | 7o
£40,000 - 408as) 1000 | 2220 | a3pep | azen | a4i0| 3490 | 4400 | s54o00 | G490 | 7400 | &m0 | 8260
$50,000 - 50099 o000 | 2o00| apeo | a3zep | 3400 | 4400 | 5400 | G400 ]| 7400 | s400 | sme0 | 9260
£60,000 - gagas] 1000 | 22e0 | speo | saen | 4490 | S5490 | Eadon | vas0 | a4s0 | o490 | w020 | 10,260
£70,000 - Togas| ip000 | 2220 | 3480 | 4380 | 5400 | G400 | 7400 | E4o0 | 9490 | 0490 | 11,280 | 11,2680
$80,000 - 90099 o000 | ais50| soip | s | 7aso | easo | o3s0 | 10340 | 11340 | 92340 | 3280 | 13480
$100,000 - 149838 1870 | 4070 | ssan | vaa0 | eze0 | oo | wose0 | 11720 | 12eeo | 1420 | 1s50o0 | 15290
$150,000 - 230808 2040 | 4440 | Es500 | vooo | o230 | i0490 | 11,890 | 12,830 | 14000 | 15230 | 16,190 | 16,400
$240,000 -250,0098] 2040 | 4440 | c500 | 7eob | o230 | 0430 | ii630 | 12,890 | i4030 | 95270 | i7.0¢80 | is0s0
$260,000 - 27088 2040 | 4440 | Es00 | vooo | 20 | to4sn | 11890 | 12670 | 14870 | weEvD | 18640 | 19640
$280,000 - 200008 2040 | 4440 | Es500 | vooo | o230 | iod470 | 12470 | 14470 | 16470 | 18470 | 20240 | 21,240
$300,000 - 310898 2090 | 4440 | Es500 | voso | o070 | izowo | 14070 | 16070 | iso70 | 2oo7o | 24890 | 22840
$320,000 - 384800 2700 | ssen | e7en | ioseo | 1310 | g0 | 1710 | 19110 | 21100 | 23400 | 25560 | 26,860
$365,000 - 524 808] 2070 | 6470 | osa0 | 12430 | 14560 | iE8e0 | 10,180 | 24460 | 23,760 | 2eo80 | 28,430 | 29,430
$525000 andover | 3440 | &pe0 | 10200 | 2000 | is55%0 | ie0m0 | 20530 | 23000 | assa0 | sscop | aoso0 | 34,800
Single or Married Filing Separately
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable | g0. 210,000 - |$20,000 - |$30,000 - |$40,000 - |$50,000 - | $50,000 - | 70,000 - |%80,000 - | 20,000 - |$100.000 -[$110.000 -
Wage & Salary | o020 | j0800 | 20800 | 3000 | 40800 | Soodo | Gogod | Fooon | 8oood | 9o8od | 408998 | 120,000
£0- ogas| 3440 3040 | $i0en | =000 | Fi.410 | $i670 | SiE70 | ®iEv0 | fi670 | s2oo00 | 2040 | E2040
£10,000 - 10,009 gap | 1540 | 1e20| 2pe0 | soep | 3470 | s470| s470 | aeso | ass0 | asdn | as4aD
£20,000 - 208a3] 1000 | 1ge0 | 2ioo| sqon | 4100 | 4ass0| 4sso| 4ven | 4meo| sie0| sa20 | 500
£30,000 - 3838 1000 | 2pep | sqop | 4400 ) sq00 | S650| sTen | sEPo | &40 | &&0 | ea0 | &aR0
£40,000 - S98as| 1870 | 3470 | 4550 | ss550 | eeo0 | 740 | 7vsem | vren | voso| sd40 | &is0 | 850
$60000- 79999 1870 | 3470 | 4go0| spon| 7o | 7rs0| voso| m140 ]| m340| ssa | gm0 | @0
£H0,000 - 2agas] 2000 | aBin | Gsoo0 | E2on | V490 | &40 | Eden | &s5e0 | om0 | 10800 | 11000 | 11,590
$100,000 - 124000 2040 | 3pep | si20| G320 | 7E20| e360 | o360 | 0380 | 11360 | 92380 | i3410 | 14500
$125000-140993] 2ps0 | 3840 | s120| Eswo | eoo | to380 | 11,380 | 12,450 | 13750 | 1s.os0 | 16080 | 17,260
$150,000 - 174848 2200 | 4830 | Esin | esio | o910 | iz600 | 13000 | 15200 | 16600 | i7.E00 | 18910 | 20,010
$175,000 - 1808as| 2720 | s5320 | 7ao0 | oFo0 | 12000 | 13850 | 15150 | 16450 | 17750 | 14050 | 20,150 | 21,250
$200,000 -249099] 2070 | seso | 8280 | 10580 | 12880 | 14820 | 15900 | 17,220 | 18500 | 1900 | 20830 | 22090
4250,000 - asa 88| 2070 | S@sp | Eoe0 | o560 | 12860 | i4EeD | 15520 | i7.2e0 | i8ER0 | 1oEeD | 20000 | 22000
$400,000 - 4408098 2070 | sSEs0 | =260 | i0560 | 12860 | i4Ee0 | 15220 | i72e0 | i8E20 | im0 | 21,200 | 22520
$450,000 andover | 3140 | 6250 | 8e30 | 11330 | 13E%0 | 15700 | 17200 | 18,790 | 20200 | 21700 | 23000 | 24400
Head of Household
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annusl Taxable | 0. 510,000 - [$20,000 - 30,000 - |$40.000 - |$50,000 - | $80.000 - |$70.000 - | £80,000 - | $80.000 - [$100.000 -[$110.000 -
Wage & Salary | o989 | 10909 | 20000 | 3ooo | 20009 | Sooos | eogon | 7o | soocd | 999 | 108990 | 120,000
£0- 0898 50 ZE2D 3030 | si0en | si000 | fio000 | Si420 | siEvo | %1670 | 1010 | 2080 | E2040
£10,000 - 19,999 g0 | 1900 | 2130 | 2200 | 2200 | 20| aeeo | aovo | 410 | 430 | s4s0 | s440
£20,000 - 20848 gap | 2i1ap | 2ae0 | 2450 | emso | amso | 4ms0 | s5540 | ssep | 5740 | s5ev0 | sETD
£30,000 - 3o98aa] q000 | 2220 | 2450 | 2oen | apos0 | 4040 | smep | EEw | &m0 | 7omo | 7aeo | 7160
£40,000 - 599a93] 1000 | 2470 | 37o0| 4700 | seo0| Fooo| eoop | emso| 9050 | 92s0| a@e0 | 9380
£60,000 - Togas| 1870 | 4070 | s3i0 | eson | veo0 | o000 | do200 | io8s0 | 11050 | 41250 | 11500 | 12300
£80,000 - 2ogas]| q880 | 4280 | ST | voo0 | &200 | o400 | doE00 | 14,250 | 11590 | 12800 | iaERD | 14,300
$100,000 -124099] 2040 | 4420 | sep| 7180 | e3e0 | o580 | 11,240 | 12690 | 13690 | 14800 | 15870 | 18770
$125,000 - 1408498 2p40 | 4440 | sE7p | vos0 | o240 | 11240 | 13240 | 14690 | 15800 | 17100 | 18420 | 19500
$150,000 - 174808 2p40 | 4820 | 7is0| o240 | 41240 | i3200 | 15500 | 17340 | 18840 | 19880 | 24470 | 22270
$175.000 -199098] 2720 | sgec | 8150 | 10420 | 12720 | 150%0 | 17,340 | 19,000 | 20390 | 21800 | 22820 | 24000
$300,000 - 2408498 2070 | 6470 | o000 | 11490 | 15690 | 5900 | 18200 | 20040 | 21340 | 22Esep | 2aEe0 | 24580
$250,000 - 3408098 2070 | 6470 | op00 | 11390 | 13600 | 5900 | 18200 | 20040 | 21340 | 22Es0 | 23Ee0 | 24,080
$350,000 - 240998 2570 | 6470 | oo00 | 11320 | 13690 | 15900 | 18200 | 20040 | 21340 | 22Es0 | 23000 | 25200
3450000 andover | 3140 | 6840 | o570 | 12460 | 14680 | 17980 | 19880 | o610 | 23410 | 24810 | 26050 | 27,350
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OVERTIME

Overtime pay, which is applicable only to Non -Exempt Employees, is for any time worked in excess of
40 hours in a work week. Only the Superintendent or his designee , upon the request of an employee's
supervisor, may authorize overtime. Overtime rate is one and one -half time (11/2) the employee's straight
tim e rate, except in instances

OUTSIDE EMPLOYMENT

Individuals employed by Compton Unified School District may hold outside jobs as long as they meet
the performance standards of their job with Compton Unified School District.

REIMBURSEMENT OF EXPENSES

Reimbursement is authorized for reasonable and necessary expenses incurred in carying out job
responsibilities, mileage or transportation, parkin g fees, internet service and meal costs when required
to attend a luncheon or banquet or out of town confere nces are all illustrative of reasonable and
necessary expenses.

Employees serving in an official capacity for Compton Unified School District at conferences and
meetings are reimbursed for actual and necessary expenses incurred, such as travel expensemeal costs,
lodging, tips and registration fees. When attending meetings that have been approved by the
Superintendent, employees are reimbursed for travel expenses, course fees, and costs of meals and
lodging at the current rates. Employees may also request a travel advance to cover anticipated expenses
for approved travel. Employees also may be granted leave to attend a conference or professional meeting
related to their professional development, and/or Compton Unified School District's current and
anticipated work. Expenses for these purposes can be paid by Compton Unified School District, if funds
are available, and the employee obtains prior written approval of such expenses.

Employees are responsible for transportation costs between the office and horre during normal work
hours. Transportation costs are paid by Compton Unified School District for work outside normal work
hours if the employee is on official business for Compton Unified School District. Employees authorized
to use their personal cars for Compton Unified School District business are reimbursed at the U.S.
Internal Revenue Service approved rate.

Forms are provided to request reimbursement for actual expenses and advance payment for travel.
Receipts must be provided for all expenditures made in order to claim reimbursement.

SOCIAL SECURITY/MEDICARE/MEDICAID

Compton Unified School District participates in the provisions of the Social Security, Medicare and

School District contributes at the applicable wage base as established by federal law.
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TAX DEFERRED ANNUITY PLAN
Compton Unified School District offers a tax deferred annuity plan through payroll deduction at the
employee's expense and wthich is subject to federal, state and local provisions. Compton Unified School
District reserves the right to modify or terminate any employee benefits, at any time.

WORKERS' COMPENSATION AND UNEMPLOYMENT INSURANCE

Employees are covered for benefits underthe Workers' Compensation Law. Absences for which worker
compensation benefits are provided are not charged against the eligible employee's sick leave. To assure
proper protection for employees and Compton Unified School District, any accident that occurs on the
job must be reported, even if there are no injuries apparent at the time. Forms for this purpose are
available from Compton Unified School District. Compton Unified School District also participates in the
District of Columbia unemployment program.

The Risk Management Department is responsible for establishing training and regulatory compliance
programs to provide a safe environment for our students and staff in order to minimize employee injuries
on the job as well as handle administration of 6 OU Ol UUz w" O0Ox1 OUEUDPOOWEOEwWODI
If you have any questions you should contact the Risk Management and Safety Department at (310)
6394321, Extension 55007

FACTS YOU SHOULD KNOW

WHO'S COVERED

Almost every employee in California is p rotected by workers' compensation, but there are a few
exceptions. People in business for themselves and unpaid volunteers may not be covered; Maritime
workers and federal employees are covered by similar laws.

WHAT'S COVERED?

Any injury or illness is covered if it's due to your job. It can be caused by one event like a fall,or
repeated exposures, such as repetitive motion over time. Everything from first aid type injuries to

serious accidents is covered. Workers' Compensation even covers injuriesincluding physical or
psychiatric injuries resulting from worker place crime.

BENEFITS
The California workers' compensation law guarantees you three (3) kinds of benefits:
All reasonable and necessary medical care for your injury orillness

Tax-free paymentsto help replacelostwageswhile you aretemporary disabled.
If your injury or illness causes permanent disability that prevents you from returning to work
after sixty {60) days after your temporary disability ends and CUSD doesn't offer

Appropriate modified or alternative you may be eligible for a supplemental job displacement
benefit. This is a non-transferable voucher for education related retraining and/or skill
enhancement at state approved schools. Voucher amounts range from $4,000@ to $10,000.00
depending on the level of disability.
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WORKERS' COMPENSATION FRAUD IS A FELONY

Anyone who makes or causes to be made any knowingly false or fraudulent material statement for
the purpose of obtaining or denying workers' compensation benefits or payments is guilty of a
felony and may be fined and imprisoned.

WHAT SHOULD YOU DO IF YOU'RE INJURED ON THE JOB

Compton Unified School District will make sure you receive medical treatment if you are injured at
work. To provide you with the med ical services you must follow the guideline outline below:

The Industrial Clinics are :

hw

Concentra Medical Clinic Immediate Medical Center
2499 Z. Wilmington Avenue 7300 Alondra Blvd. Suite #100
Compton, CA 90220 Paramount, CA 90723

LIFE THREATENING INJURY
Call 911 and report Accident Immediately.
Follow ? -on-Life TT Ul E U1 O b Géparijn® pratedare.

NON -LIFE TREATENING INJURY
Immediately report the injury to your supervisor and ask for an Employee Accident Report
Form (F309).
Complete the Employee Accident Report Form (IA Form) giving complete details of your
injury or exposures.
It's very important that you and your supervisor sign and date the IA Form.
Bring the completed IA Form (F -309) to the Department of Risk Management.
A member of the Risk Management staff will give you an Employee Claim Form (DWCI) to
complete. Two copies of the DWC | will be returned to you, for you to keep for your records.
You may pre-designate your primary care physician to provide medical care by having
him/her complete the pre-designated form prior to having a work related injury. The forms
are available in Risk Management.
Give your Referral form to the receptionist at the Industrial Clinic.
After completion of your medical examination the receptionist will gi ve you a Status Report.
You must bring the Status Report to Department of Risk Management Immediately.
If you are taken off of work by the District's or your Pre -designated doctor for more than five
(5) days you must complete a Leave of Absence form and aReturn to Work. You can obtain
both forms in Human Resources.
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EMPLOYEE ACCIDENT REPORT
FORM F-30%

RESERVED FOR FILING STAMF

INSTRUCTIONS: Report all injuries within 24 hours, as benefits cannot be issued without this report. The Employer's Report of Docupational Injury or lliness will be
completed from this information. This form maust be signed by the Principal/Department Head and immediately forward to the Office of Risk Management
and Safety Services

PART A. EMPLOYEE INFORMATION

Employee Name: ISex: Male[ ] Female[ ] |
Job Tifle: |
Work Extension: |Home Phone Number: |
Home Address:

Last Four Digits of Social Security Number: ICurrent Work Status: [JPermanent Employee

Current Work Start Time: []substitute Employee

PART B. EMPLOYEE DEPARTMENT INFORMATION

Site Location/locafions: Depardment Secretary:

Supervisor Nome Tille: Suwpervisor Contact Number /Extension:

lAre you Curmently enrolled in the Risk Management Modified Duly Program?:

PART C. INCIDENT/INJURY INFORMATION

Date of Accident: Specific Locafion of Accident:
witness Name witness Contact Number/Exiension

1.
2.
3

1.
2.
3.
DESCRIPFTION OF INCIDENT/INJURY:

= CAUSE OF INJURY:

» PRIMARY BODY PART(S) INJURED PLEASE BE SPECIFIC (LOWER BACK, LEFT/RIGHT HAND ETC.)

Mature of Incident/Injury (Strain/Bum /Confusion efc.) Specific Activity Performing When Injury Occumed:

Any Equipment Used At The Time of Injury: was Medical Trealment Given at site YES() HNO [
Were You Admitted fo the Emergency Room YES(} WO ()

#  Prior To Completing This Form, Have You Seen A Physician Regarding This Injury: yes' no D

* [f Yes, Mease Stafe The Name And Address Of The Physician:

NOTICE: A VIOLATION OF THE CALIFORNIA INSURANCE CODE 1871.4
Employees Submitfing A False Workers Compensafion Claim Can Result In Receiving Severe Penalty Charges Ranging From
A Misdemeanor, Felony, A Fine Of Up To $150,000.00 And Greater And Up To Five [5) Years In County Jail.

! HAVE READ THE ABOVE INFORMATION AND IT I5 CORRECT TO THE BEST OF MY KNOWILEDGE

SIGNATURE OF INJURED PERSON TELEFHONE DATE

SIGNATURE OF SUPERVISOR TELEFHOME DATE
ATTENTION DEFARTMENT HEADS: BY SIGNING THIS DOCUMENT YOU ARE SOLELY ACKNOWLEDGING THAT THE EMPLOYEE HAS REPORTED AN IFJURY

EMAIL FORM CLEAR FORM PRINT FORM

WHITE: Risk Management CANARY: Supervisaor PINK: Employes Copy

RDY GIZ e
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Stete of Cadifornia
Degrirement of ladustinal Relations
DIVISION OF WORKERS COMPENSATION

WORKERS" COMPENSATION CLAIM FORM (DW( 1)

Employee: Coenplete the "Employee’ section and give the foem %o your
employer. Keep a copy and mark it "Employee’s Temporary Receipt™
unhi! you receive the dated copy from yoar employer. You may call the
Division of Workers” Compensation sed hear recoeded information o
(909) 736-7401. An explamation of workens' compessation benefits s

Esmdo de Califormia
Deportamente dr Relociones Indusirigles
DIVISION DE COMPENSACION AL TRABAJADOX

PETITION DEL EMPLEADO PARA DE COMPENSACION DEL
TRABAJADOR (DWC 1)

Empleado: Complete ln seccidn "Empleade”™ y entregue lo forma a sy
empleador. Quédese com In copia designada "Recibo Temporal del Empleado”
hasta gue Ud. reciba lo copia firmada y fechada de sw empleador. U/d. puede
llewmar a o Division de Compensaciin al Trabajador al (800) 736.7401 para
air informacidn grebada. En la hojo cubieria de exia forma extd la explicacion

Jinchuded as the cover sheet of this form de los beneficior de compensucidn al trabajodor.
You should ulso have received a pamphlet from your employer at time
of hire describing workers' compessation bencfits and the peocedures
10 obtam them.

Ud. también deberia haber recibido de sw empleador ol tlempo de ser empleado
w folleto describiendo los bemeficios de compensacidn al rabajador levionado
y lor procedimientos para obtenerios

s vho makes or canses 10 he made any knowingly False Foda g PerYomiL que ¥ ositn hagn o cause que se produsen

Fraududent materal statensent or naate representation lor

ciabeer doclarackin o representacdn material Falsa o feandulenta con ol

purpose ol oldaining or denvin " compensation

de nbtener o negar benelficlos o pagos (s pensacion a trabajadores

wnelits or pavments is goilty of a Felon

esionados es culpable de ua crimen mav felonms

Emples " o
ploy Ihis

and see note above Empleado--complete esta seccion y note la notacidn arriba.

I.  Name. Nombre, _ Today's Date. Fecha de Hoy

2. Home Address, Direccidn Residencial, = —
3. City. Ciudad, State. Entado, _ —_ Zip. Ciodigo Postal.

4. Dutc of Injury. Fecha de la lesidn (accidente). Time of Injury. Hora en que ocurrid. am . pm
5. Address and description of where injury happened. DireccidnTugar ddmde ocurrid el accidente,

6. Describe injury and part of body uffected. Deicriba la lesidn y parte del cuerpo afectada.

-d

Social Security Number. Nimero de Seguro Social del Empleads.
8. Signuture of employce. Firma del emplendo,

Employer—complete this section and see mote bebow, Empleador--complete esta seccion y note la notacidn abajo,

9. Name of employer. Nombre del empleador,
100 Address, Direceidn

1. Date employer first knew of injury. Fecha en que ef empleador supo por primera vez de la lesidn o accidente

2. Daac claim form was provided to employee. Feche en gue se le entrego al empleado la peticide.

13. Date employer received claim form. Fecha en gue o empleador devalvid la peticidn al empleador

14. Name and address of msurunce carmier or adjusting agency. Nombve v direccide de la compafiia de seguros a agencia administradove de sepuros

15. Insurance Policy namber. ET mdmero de lo pdliza del seguro

=2

Signature of employer representative. Firma del representanse del empleador

17. Tithe. Tirwlo. 18. Telepbone. Teléfono,

Employer: You are requirad w dale thas form and provide copies to
your imsurer or clams admamistrator and to e employes, dependent of

representative who fiked the chaim within one working day of receipt
of the form from the employes

Empleador: Se requiere que Ud. feche esia forma y que prowéa copias a su
comparia de seguros, administrador de reclamos, o dependiente/representante
de reclamos y ol empleado que hayan presentado exta peticidn dentro del plazo
de un dia hdbil desde el momento de haber sido recibida la forma del empleado.

SIGNING THIS FORM IS NOT AN ADMISSION OF LIABILITY | EL FIRMAR ESTA FORMA NO SIGNIFICA ADMISION DE RESPONSARILIDAD

J Baghper 0apa'Cogv de' Erpdendhe Q Employer coppiCapta def Bapdvsdor Q cuime Advislarae Adman vasshw o Rochamen a Temporary Receipt\Wer ibo ol Baplead

Keern & Asocates 082010

EMPLOYER'S COPY
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PRE-DESIGNATION OF PERSONAL PHYSICIAN FORM

Form032014

Compton Unified School District
workers' com pensation: Pre-Designation of Personal Physician

If you have health msurance and you are injured on the job you have the night to be treated immediately b r personal physician (M.D_ D.O) or
medical group. if you nofify your employer, in writing. prior to the injury Per Labor Code 4600 to qualify as the your predesignated. personal
physician, the physician must agree, in writing, to treat you for a work related injury, must have previously directed your medical care and
must retain your medical history and records.  Your predesignated physician must be a family practitioner, general practitioner, board certified or
board &ligible internist, obstetrician-gynecologist or pediatrician. Your “personal physician® may be a medical group if itis a single corporation or
partnership composed of licensed doctors or medicine or osteopathy, which operates an integrated multi-specialty medical group providing
comprehensive medical services predominantly for non-occupational ilinesses and njuries

This is an optional form that can be used to notify your employer of your personal physician. You may choose to use another form, as long as you
notify your employer, in_writing. prior to being injured on the job and provide written verification that your personal physician meets the above
requirements and agrees to be predesignated. Otherwise, you will be treated by one of your employers' designated workers' compensation medical
providers.

Q1 acknowledge receipt of this form and elect not to predesignate my personal physician at this ime. | understand that | will receive
medical freatment from my employers’ medical provider. | understand that, at any time in the future, | can change my mind and
provide written notification of my personal physician. | understand that the written notification must be on file prior to an industrial

injury.
Q

Employee Signature: Date:
QIf I am injured on the job, | wish to be treated by my personal physician*:
Name of Physician or Medical Group Phone Number
Address
*This physician is my personal primary care physician who has previously directed my medical care and retains my medical history and
records.
PLEASE PRINT YOUR NAME AND ADDRESS
Employee Signature: Date:

A Personal Physician must be willing to be predesignated and treat you for a workers’ compensation injury. The remainder
of this form is to be completed by your physician and returned to your Employer.

PERSONAL PHYSICIAN ACKNOWLEDGEMENT

Per Labor Code 4600 to qualify you must meet the criteria outlined above. You are not reguired to sign this form, however, if you or your designated
employee, does not sign, other documentation of the physicians’ agreement to be predesignated will be required pursuant to Title 8, California Code of
Regulations, section 9780.1(a)(3).

PERSONAL PHYSICIAN OR MEDICAL GROUP NAME

Q [ agree to treat the above named employee in the event of an industrial accident or injury. | meet the criteria outlined above. | agree to
adhere to the Administrative Director’s Rules and Regulations, Section 9785, regarding the duties of the employee-designated physician.

(Physician or Designated Employee of the Physician or Medical Group) Date

Please return completed form to:

| [Compton Unified School District 501 South Santa Fe Avenue CA 90221 (310) 537-3076]
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| EAVES and
ABSENCES




All leavesandextensions of other LOAs must berequestedonline. Requestfor Leaveof Absenceshould
be submitted and approved BEFORE the leave is actually taken . All sections must be completed.
3T 1T w?1floGFUEWT 2 wOUUUWE OU O w Help wilh BeSppovited E foréad wHp Géed
assistance in completing this online in the HR office . Please call Human Resources at
extension 55075.

All Requests for Leaves of Absence are directed to the Department of Human Resources. The
Executive Director of HR - approves or deniesthe request. If approved, the Request for Leave of
Absence is disseminated to the employee, the employee's supervisor, fiscal services/payroll, risk
management and the appropriate Intermediate Personnel Clerk for HRS input.

If denied, notice is sent through the LOA system electronically just as approvals are sent

ABSENCE FOR EXAMINATION
Every employee in the classified service shall be permitted to be absent from his/her duties during work
hours in order to take any examination for promotion in the District without deduction of pay or other
penalty, provided that he/she gives atwo (2) day notice to his/her immediate supervisor .

ADOPTION LEAVE
Please refer to theFAMILY CARE and MEDICAL LEAVE

BEREAVEMENT LEAVE
Employees shall be entitled to bereavement leave with pay of five (5) days in the event of a death in the
1 OxO00al | z Uwb O Gdpdiugehife) partnerFchil® @ parent) and three (3) days for grandparent,
sister or brother, father-in-law, mother-in-law, or grandchildren. If an employee wishes to take time off
due to the death of an immediate family member, the employee should notify their immediate supervisor
immediately. Approval of bereavement leave will occur in the absence of unusual operating

requirements. An employee may use, with the Superintendent's approval, available paid leave for
additional time off as necessary and in acoordance with operating needs.

CIVIC RESPONSIBILITY
Compton Unified School District believes in the civic responsibility of its employees and encourages this
by allowing employees time off to serve jury duty when required and to serve as nonpartisan Election
Day poll workers when appropriate and approved.

1. Election Day: Poll Workers. Compton Unified School District will pay employees the
difference between his or her salary and any amount paid by the government or any other
source, unless prohibited by law for serving as an Election Day worker at the polls on official
election days (not to exceed two elections in one given calendar year). While performing their
official nonpartisan duties at the polls, Election Day workers may not engage in political
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activity or campaign for or against any candidate or ballot measure. Compton Unified School
District requires that employees provide proof of service for their time at the polls.
Employees interested in using this benefit, must have written approval from th e
Superintendent 30 days before the election. The Superintendent will assure that the
1 OxO00al i zUwWEEUI OEl wbPOOwWOOUwWUIT UPOUUOawbOUI U
Jury Duty: For time served on jury duty, Compton Unified School District will pay
employees the difference between his or her salary and any amount paid by the government,
unless prohibited by law, up to a maximum of ten days. If an employee is required to serve
more than ten days of jury duty, Compton Unified School District will providet he employee
with unpaid leave. Employees must provide Compton Unified School District a copy of proof
of service received by court in which they serve.
Night Jury Duty : When an employee is required to serve on jury duty, which commences
after 5:00 p.m., the District shall grant the following options:
a. All day shift members shall be required to work four (4) hours and shall be compensated
for a full eight (8) hours shift.
b. All p.m. shift employees (3:00 p.m. to 11:00 p.m.) shall be compensated for the full eight
(8) hours shift for duty after their starting time.
c. All early morning employees(11:00 p.m. to 7:00 a.m.) shall be required to report to work
by 3:00 a.m. and work the remainder of their shift.
Witness Leave: Leave of absence to serve as a witness in a court case shall be grantecha
employee when he/she has been served a subpoena to appear as a withess, not as a litigant
in the case. The length of the leave granted shall be for the number of days in attendance in
court as certified by the clerk or the authorized officer of the court. The employee shall
receive full pay during the leave period, provided the witness fees for such leave are assigned
to and the subpoena or court certification is filed with the District. Request for leave of
absence to serve as a witness should be made by presenting the official court summons to
the department head.

FAMILY AND MEDICAL LEAVE (EML __A)

The Family and Medical Leave Act of 1993 provide up to 12 weeks of unpaid, job- protected leave to
eligible employees for certain family and medical reasons. Employees are eligible if they have worked
for Compton Unified School District for atleastone year, and for 1,250 hours over the previous12months
(exceptfull -time teachers) FMLA entitles you to paid benefits and rights back to your position.

Reasons for Taking Leave

Unpaid leave may be granted for any of the following:

u
i

"Child"

To carefor the employee's child after birth, or placement for adoption or foster care;

To care for the employee'sspouse, son or daughter, or parent, who hasa serioushealth condition;
or

For a serious health condition that makes the employee unable to perform his or her job,
except for leave taken for disability due to pregnancy, childbirth or related medical conditions.

means a biological, adopted or foster child, a stepchild, a legal ward, or a child of a person

standing in loco parentis as long as the child is under 18 years of age, or anadult dependent child.
"Parent" means a biological, foster or adoptive parent, a stepparent, a legal guardian, or another person
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who stood in loco parentis to the employee when the employee was a child. A "serious health condition”

must meet the criteria set forth in federal and/or state law, but generally involves incapacity of more than
three days, inpatient care, chronic or long-term conditions requiring supervised medical treatment
and/or multiple treatments for other serious health problems, or incapacity due to pregnancy or for
prenatal care.

Terms of Leave
FMLA leave shall not exceed 12 workweeks during any 12-month period. The 12-month period shall
begin with the date that any employee's first FMLA leave begins. FMLA leave shall run concurrently
with the state Family Care and Medical Leave Act except for leave taken for pregnancy disability,
childbirth or related medical conditions which extends beyond six weeks. If your pregnancy disability
extends up to four months, you are entitled to 12 weeks of California Family Rights Act (CFRA) leave
without benefits after your disability ends. Leave for the birth or placement of a child must be initiated
within one year of the birth or placement of the child. Such leave shall not be taken intermittently or on
a reduced leave schedule. If both parents of a child work for the District, FMLA leave for the birth or
placement of the child shall be limited to a total of 12 weeks.

During FMLA leave, the employee must use all accrued vacation leave, other accrued timeoff, and any
other paid or unpaid time off negotiated with the district. Accrued sick leave shall be used when the
purpose of leave is one for which sick leave can be taken pursuant to bargaining unit agreements and/or
Board policy. The employee will be required to provide advance leave notice and medical certification.
Leave may be denied if requirements are not met.

U The employee ordinarily must provide 30-day advance notice when the leave is foreseeable

U If leaveis for planned medical treatment or supervision, the employee shall make a reasonable

effort to schedule leave to avoid disruption of District operations.

Request for FMLA leave must be accompanied by a certification from the health care provider of the
person requiring care to include:
U The date on which the serious health condition began.
U The probable duration of the condition
U If FMLA leave is due to an employee's serous health condition, the health care provider's
certification that due to the serious health condition, the employee is unable to perform the
functions of his or her job.
U FMLA leave for the care of a child, spouse or parentshall also include:
1. Estimate amount of time the health care provider believes the employee needs to care for the
child, parent or spouse.
2. Statement that the serious health condition warrants the participation of a family member to
provide care during a period of the treatment or supervision of the child, parent or spouse.

If additional leave is needed when time estimated expires, the employee must provide re- certification
to include the above items.
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Intermittent/Reduced Work Schedule Leave
FMLA leave may be taken intermittently or on a reduced work schedule when medically necessary and
in such a case, the employee may be required:
U To take the leave for periods of a particular duration, not to exceedthe duration of the planned
medical treatment.
U To transfer temporarily to a different job with equivalent pay and benefits that can better
accommodate recurring periods of leave.
U If the person is in an instructional capacity and request leave for more than 20% of the total
number of working days during the period of medical treatment, the District may require  the
employee to choose one of the two optionsabove.

Intermittent/Reduced Work Schedule Leave
Paid Benefits
During FMLA leave , the employee shall continue to be entitled to participate in the # DU U UD H
medical, dental and vision plans with the same District contribution that was in effect prior to the
leave.

Unpaid Benefits
During FMLA leave, the employee shall be entitled to participate in life, disability and accident

insurance plans, pension and retirement plans, supplemental unemployment benefit plans, and/or
any other welfare benefit plan at the employee's expense

Recovery of Benefits
The District shall recover health premiums paid if the employee fails to return from FMLA after the leave

period has expired, provided this is for a reason other than the continuation, recurrence or onset of a
serious health condition that entitle the employee to family care and medical leave, or other
circumstancesbeyond the employee's control.

Maintenance of Status

The employee shall retain his or her employee status with the District during the leave period. The
leave shall not constitute a break in service for purposes of longevity or seniority. For purposes of layoff,
recall, promotion, job assignment, and seniority -related benefits such as vacation, the employee
returning from family careleave shall return with no lessseniority than he or shehad when leave was
started.

Reinstatement
The District will reinstate the employeein the same or comparable position when FMLA leaveends. The
District may refuse to reinstate the employee returning from leave to the same or comparable position if
the following apply:
0 The employee is a salaried "key employee"” who is among the highest paid 10 percent of the
District's employees.
0 The refusal is necessary to prevent substantial and grievous economic injury to District
operations.
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0 The District informs the employee of its intent to refuse reinstatement at the time when it
determines that the refusal is necessary, and the employee fails to return to service within two
Weeks after being informed.

Employment in the same or comparable position is defined as employment in a position with the same
or similar duties and pay which can be performe d at the same or similar geographical location. A
determination related to restoration in an equivalent position shall be made on the basis of Board policies
and bargaining unit agreements.

An employee who takes leave has no greater right to reinstatement then if he or she had been
continuously employed. If the District reduces its work force during the leave period and the employee
is laid off for legitimate reasonsatthat time, he or sheis not entitled to reinstatement.

The District shall not refuse to hire and shall not discharge, fine, suspend, expel or discriminate against
any employee because he or she exercisesthe right to family care leave or because he or she give
information or testimony related to his or her or another person's family care leave in aninquiry related
to family leave rights.

GENERAL PROVISIONS

Not later than the sixth (6th) consecutive workday of absence , an employee shall be required to
complete the District Leave of Absence Request Form, for payroll purposes. The District may
request verification of the reason for an absence, if it has reasonable cause to believe the purpose of
the leave may have been violated.

Employees using any category of leave without pay shall not be entitled to compensation, accrual
of leave, District contributions to fringe benefit premiums, annual increments, or the accrual of

seniority for layoff or reductions in force, or other such purp oses, nor shall probationary employees
earn credit toward gaining permanency while using such leave. A n employee on approved leave
without pay may continue his/her enroliment in health and welfare plans by paying the full amount

of the premiums in a period ic manner as required by the District.

If the District believes that an employee cannot safely or adequately perform the duties of his/her
position or if a n employee is using any leave based on anillness or an injury, the District may require
that the employee be examined by a District-selected physician at District expense.

An employee who is absent for one-half (1/2) day or less shall have the time, in onehour increments
deducted from the employeez UWEEEUOQUOEUI EwOl EYI OWEOEOwWDIi-halOi i
(1/2) day, a full day shall be deducted from the employeez UWEEEUOQUOEUI EwOIl EYI 6

INDUSTRIAL ACCIDENT AND INDUSTRIAL ILLNESS LEAVE
Please refer to SECTION 3 ECONOMIC BENEFITS, INSURANCE AND COMPENSATION under
6.1*%$12zw" .,/ $-2 3(.-wEOEwW4-9%$,/+.8,%$-3w(-241 -"%
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HOLIDAYS

Full-time employees (employees who regularly work at least 35 hours per week) receive one (1) paid day
off for each full day of holiday ( Legal Holidays per Education Code Section 37220 and Local Holidays pe
Education Code 3722@me. Employees will be entitled to payment for authorized holidays, provided that
they were in a paid status during any portion of the working day immediately pre ceding or succeeding
the holidays. Holiday benefits for Part -Time employees will be pro-rated in accordance with the hours
regularly worked by the employee. Employees wishing to take religious holidays may substitute a
religious holiday for one of those li sted above, with advance approval from their supervisor and the
Superintendent. Temporary employees are ineligible for holiday leave benefits. In those years when
Independence Day, Christmas Eve and Christmas Day, and New Year's Day fall on Saturday or Surday,
the Superintendent will designate the work day that will replace the weekend holiday. This includes all
other days approved by the Board of Trustees.

MILITARY LEAVE
Employees who are inducted into or enlist in the Armed Forces of the United States or are called to duty
as a member of a reserve unit may take an unpaid leave in accordance with applicable law. The employee
must provide advance notice of his or her need for a military leave and Compton Unified School District

=

will request a copy of theeOx O0al 1 ZzUwOUETI UUOwPT PET wPpDOOWET woOl xUud(

District.

The time an employee spends on military leave will be counted as continuous service for the purpose of
determining eligibility and accrual for various benefit plans and policies.

For military leaves extending 30 days or less, Compton Unified School District will continue to pay the
portion of the premium on health insurance, if any, that it was paying before military leave began. In
order to continue such health insurance, the employee must continue to pay his or her portion of
premiums during this period. For mi litary leaves extending beyond 30 days, the employee will have the
OxUPOOWUOWEOOUPOUT wi PUwOUwWT 1 UwbOUUUEOGET WEOYIT UET I

Upon return from military leave, employees will be reinstated as required by law and benefits will be
reinstated with no waiting periods."

PERSONAL LEAVE

Compton Unified School District provides three (3) days of personal leave per calendar year to all Full -
Time and Part-Time employees who have completed six months of employment. Personal leave benefits
are prorated accordingly for part -time employees. Temporary employees are not eligible for paid
personal leave benefits. Personal leave is accrued at the beginning of each year and cannot be carried into
the next year. Personal leave may not be taken in the first six (§ months of employment. All personal
leave is subject to prior approval by the supervisor and Superintendent and must be requested in hourly
increments. No personal leave benefits are paid upon separation from employment with Compton
Unified School Distric t for any reason.
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Extended Personal Leave

Employees who have been employed by Compton Unified School District for at least one year may apply

for personal leaves of absence for up to eight weeks. Personal leaves are unpaid and are discretionary
with the m anagement of Compton Unified School District. When considering a request for a personal

Ol EYI Ow" OO0xUOOw40DPi Pl EW2ET OOOw#DUUUPEUWPDOOWEOBOD
I OxO00al il zUwOI O1T Ul wOi wUI UYPEIT OwUT inglatiteddatizé) thé pugpdseuot 1 U
the leave, the needs of the department in which the employee works, the effect of the leave on other

1 OxO00al 1l UOWEOGEwW" 60O0x0UO0w4 0PI Pl EwW2ET OOOw#PUUUDPEUZ UL

Personal leaves generally are unpaid. However, aceued vacation or personal time may be used to

EOOUDPOUI weOwi 6xO00al il ZUWUEOEUVawEUUDOT wOi T wOl EYI & w5|E

the leave of absence. Medical and life insurance benefits will continue on the same basis as if the
employee were actively working.

Compton Unified School District cannot guarantee reinstatement upon return from a personal leave.
Compton Unified School District will, however, make a reasonable effort to place the employee in an
available position forwhich T T wOU wUT | wbUwW@UEODPI Pl Edw( | WUUET wWEwx O
employment will terminate. Even in that event, the employee may later apply for reemployment.

Employees who fail to report to work after an approved leave of absence are deemed to have voluntarily

resigned. When an approved leave has been exhausted, the employee may request additional leave. The
Superintendent must approve all unpaid leave.

PREGNANCY DISABILITY LEAVE

Family Medical Leave Act - California Family Rights Act

PREGNANCY DISABILITY -6 WEEKS

6 Weeks Pregnancy Disability with Benefits Pregnancy Disability Ended
6 Weeks FMLA Leave with Benefits 6 Weeks FMLA Leave = Total of 12 Weeks with Benefits
6 Weeks CFRA Leave with Benefits 6 Weeks CFRA Leave = Total of 12Veeks with No Benefits

Must use accrued Sick Leave & Vacation Leave:Sub Differential Pay After Sick/Vacation Leave Exhausted

Pregnancy disability is normally 6 weeks.

FMLA leave starts when pregnancy disability starts and runs concurrently for 12 total weeks.
CFRA leave starts when pregnancy disability starts and runs concurrently for 12 total weeks.
Board Policy requires that the employee use all accrued sick leave and vacation leave
concurrently with FMLA / CFRA.

5. Employee will receive sub differential pay after sick leave and vacation leaves have been
exhausted during the duration of the pregnancy disability.

PwbdPR
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PREGNANCY DISABILITY -UP TO 4 MONTHS

4 Months Pregnancy Disability with Benefits Pregnancy Disability Ended -No Benefits

12 Weeks FMLA Leavewith Benefits. CFRA Does Not Apply. | CFRA Leave 12 Weeks No Benefits

Must Use Accrued Sick Leave& Vacation Leave: Sub Differential Pay After Sick Leave/Vacation LeaveExhausted

Pregnancy disability can be granted up to four months.

FMLA leave starts when pregnancy disability starts and runs concurrently for 12 total weeks.
CFRA leave starts when pregnancy disability starts and runs concurrently for 12 total weeks.
Board Policy requires that the employee use all accrued sick leave and vacation leave
concurrently with FMLA / CFRA.

5. Employee will receive sub differential pay after sick leave and vacation leaves have been
exhausted during the duration of the pregnancy di sability.

rpPwbdPR

BENEFITS
1. FMLA and CFRA entitle the employee to benefits for 12 weeks during a normal pregnancy
disability period of 6 weeks.
2. CFRA entitles the employee to 12 additional weeks of leave without benefits of pregnancy
disability extend ed for up to 4 months. The CFRA leave begins when pregnancy disability ends.

A pregnant employee who has not received leave as provided under the "Parental leave" Article of the
bargaining unit agreement is entitled to utilize accrued sick leave days and/or sub-deduct days for
pregnancy/maternity disability subject to the following conditions:

A. Apply to Sick Leave: Sick leave shall apply only to those days of absenceduring which the
employee is actually unable to perform her assigned duties because ofdisability arising from
pregnancy, child birth, miscarriage, and/or recovery therefrom.

B. Verification: CUSD may require the employee to file a physician's verification, which clearly
states the employee was incapable of meeting her normalwork assignment.

C. Health Evaluation: Within seven (7) calendar days after the termination of the leave, the employee
shall submit a physician's written health evaluation including the reasons the employee was
disabled during the period of absence CUSD may require additional physician statements or re -
evaluation of the employee by her physician. (Any additional statement required shall be at
CUSD'sexpense.)

Family Medical Leave Act: You are entitled to 12 weeks of Family Medical Leave with benefits if you
qualify under guidelines set forth in the Family Medical Leave Act which will run concurrently with
pregnancy disability.

California Family Rights Act:  You are entitled to 12 weeks of leave under the California Family Rights
Act which will run concurrently with pregnancy disability and FMLA leave if the disability is for six
weeks. If your pregnancy disability extends up to four months, you are entitled to 12 weeks of CFRA
leave without benefits after your disability ends.

Your sick leave will apply to the days you are disabled by pregnancy. Your vacation leave will apply
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toward the remaining days of the FMLA or CFRA leave. When vacation leave is exhausted, you will be
in unpaid leave status for the remainder of the FMLA or CFRA leaves. To apply, complete a Request for
Unpaid Leave of Absence Form and sent it the Department of Human Resources and Employee
Development.

Please refer to the attached "Sick Leave for Maternity Disability" and physician's statement which shall
be required in all cases where employees requestthe use of paid sick leave for pregnancy disability,
FMLA leave, or CFRA leave.

RETRAINING LEAVE
In the event that the Board of Trustees contemplates the abolition of positions in the classified service
and creation of new positions because of automation, technological improvements, or for any other
reason, it may provide for retraining of displaced employees.

To be eligible for retraining leave, an employee must:
a. Have served at least three (3) years in the District;
b. Be serving in a position which the District contemplates abolishing, or show that the
retraining will clearly benefit the District; and,
c. Indicate a willingness to serve the District at least two (2) years after successful completion
of the retraining prog ram.

The Board of Trustees shall prescribe the retraining program and may provide the program internally or
designate the institution or place where the program is to be given.

The employee shall be considered a permanent employee for all purposes during the period of the
retraining program and shall receive his/her normal compensation and benefits. The Board of Trustees
may prescribe duties, if any, to be performed by the employee on behalf of the District during retraining
leave.

The Board of Trustees shall provide for reasonable expenses necessary for the prescribed retraining, but
may recover costs from the employee if he/she fails to complete the prescribed retraining program.

At its discretion, the Board of Trustees may establish retraining pro grams for other purposes and grant
leaves of absence for retraining in the same manner as for study leaves of absence, except that the three
(3) year service requirement shall prevail. Approval for such leave shall be discretionary with the Board

of Trustees.

SCHOOL BUSINESS

Staff may be given limited time off by the Superintendent with pay to participate in educational

opportunities related to the staff member's current or anticipated work with Compton Unified School

District. An employee serving as an official representative of Compton Unified School District at a
conference or meeting is considered on official business and not on leave.
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SICK LEAVE

Sick leave benefits are earned on a prorated basis of one day (7 hours) per month for fulitime employees
beginning at first day of employment. Part -time employees receive prorated sick leave benefits, (i.e., 3.5
hours per month if the Employee works 17.5 hours per week). Temporary employees are not eligible for
paid sick leave benefits. Use of sick leave issubject to approval by the supervisor and the Superintendent
and must be requested in hourly increments.

Unused sick leave can accumulate from year to year up to a maximum of 30 days (210 hours) for full-
time employees. This limitation on accrual of sick leave benefits is prorated accordingly for part -time
employees. No sick leave benefits are paid upon separation of employment from Compton Unified
School District for any reason. If an employee's illness or injury requires a consecutive absence of five (5)
days or more, physician documentation will be required. Compton Unified School District also may
recommend that the employee apply for state disability insurance (SDI). If the employee receives SDI
and the compensation does not equal the employee's sick éave accruals, Compton Unified School
District will make up the difference until all sick leave benefits are used.

Additional Sick Personal Leave

After exhaustion of all paid leave, the employee may be placed on additional unpaid leave upon request
and with the approval of the Board of Trustees. The additional leave may be for any period of time up to
a year, providing that the total leave time for any one (1) iliness both paid and unpaid will not exceed
two (2) years.

VACATION DAYS
During the first 90 days of employment full - and part-time employees will not earn Vacation benefits.
During the remaining nine months of first year employment, a full -time employee will earn two weeks
(10 days) of paid Vacation.

Full-time employees will continue to earn two weeks (10 days) of Vacation during the second year of
employment. In their third year of employment, full -time employees will earn three weeks (15 days) of
Vacation. During the fourth year and thereafter, full -time employees will earn four weeks (20 days) of
Vacation per year. Temporary employees are ineligible for Vacation benefits.

Vacation benefits are prorated accordingly for Part-Time employees. Use of Vacation is subject to
approval by the supervisor and Superintendent and must be requested in hourl y increments, using the
appropriate leave request form.

Employees are expected to use Vacation benefits in the fiscal year in which Vacation is earned. Employees
may carry over unused Vacation from one year to the next only with the approval of the Superi ntendent.
Employees may not accrue more than the maximum leave they are allowed. Once an employee reaches
his or her annual ceiling, the employee ceases to accrue any additional Vacation benefits. If an employee
later uses enough Vacation benefits to fall below the ceiling, the employee starts to accrue leave again
from that date forward until he or she reaches his or her Vacation ceiling. Accordingly, employees are
encouraged to use all Vacation benefits in the fiscal year in which they are earned in order to avoid
reaching the ceiling limit.
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CREATING AND SUBMITTING A LEAVE OF ABSENCE

Access the LOA Form through the District’s Intranet. Youw will be prompted to login.

LOA

Ir-Hiamse S
W 1.0

Enter the information below to Login.

Usarnama: | Jshimas e

Passweord; iu-ll-n--ul * | —

| Legin |

TIP:

Your login is the same as
ywour District user name
and password.

To begin the application click on the CREATE button.

REATE
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LOA

e A
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o 1001
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Enter Baginning Friday, March 17, 3005 13:35:55 PH
and end date of

period of
—
absence — Froree | O37EMS | *
requested. - r
Too || IS |l
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[ when | mnm(JMmﬂ: Comact i Submi

access the next
SCrEen.

Click on Reason 1o

71




LOA
Application
Stages

Mote 1:
While LOA is on stage 2 to
4, HR Reviewer, HR
Approver, Risk Mgmt and
Submitter can add notes,
status and upload
documents.

Mote 2:
Only on stage 4 that

submitter can click
RETURM to WORK

&

L 3

CREATE
tng

4

SUBMIT

process

APPROVAL

progess

F

APPROVED

process

Wil Extend?

*

YES

RETURMNELD
tng

.
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LOA Flow

After submit
Risk Managpement

Will be able to add status

If Reason is [k]
Status, Notes

Leawve

Submission

Reasons:

Can be selected multiple

times

Extension:
Imitial leave should be
approwed first. When

extension is applied, LOA
should go back to REVIEWER

HR Review
LOA weilll not miove unless I

Beviewsr click OK

Motify after submit

Submitter

Site Admin

HR Reviewer

Hotify Risk
Management if Reason
)

Motify HE Director
o O

w

HR Director Approwval
LO& will mot mowve unless HR
Director click QK

Motify

Submitter

Site Admin

Busdzet

Payroll

PCAHR [Class Cert)
Hotify Risk
Management if Reason
(¥

w

k

TETTEEFER

Motify

Submitter

Site Admin

Budget

Payroll

PCHR (Class"Cert)
IPCs

Motify Risk
Management if Reason
(ha)

Rizk Management
HR Reviewer

if Reason (M), Risk
Mgmt will be able to
add more status

HR Rewviewer wil be
able to zdd more
status, attachments
arnid notes
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CELL PHONE USAGE GUIDELINES

Employee cell phone use:

Private cell phone use (including texting and email messaging) should be restricted to employee break
and lunch time. The personal use of cellular phones and other electronic devices during the employee
work hours is considered inappropriate and should be for emergencies only. Employees are encouraged
to allow the voicemail function on their cellular phones to record personal messages during work time.
At no time, except in the event of an emergency, should cell phone use disrupt classroom instruction or
district office functions.

Laws for cell phone use wh ile driving:

Two laws (SB 1613 and SB 33) dealing with the use of wireless telephones while driving prohibit drivers
from using a wireless telephone while operating a motor vehicle unless the driver uses a hands-free
device. Drivers who violate the laws wi Il face a base fine for a first offense and additional increased fine
for each subsequent offense. The law does allow for a driver to use a wireless telephone to make
emergency calls to a law enforcement agency, a medical provider, the fire department, or other
emergency services.

District personnel driving district vehicles:

The law does provide an exception for those operating a commercial motor truck or truck tractor
(excluding pickups), touse atwo-PEa WUEED OwO x | UWIEDWE aul B wEake|ibidrists U |
must abide by the hands-free legislation.

TELEPHONE AND VOICEMAIL GUIDELINES
Office phones are for business use; they should not be used for lengthy personal conversations during
POUOwWI OUUUB w/ Ol EUT wOOUIT wkil EWud z 1wl YO UlduixuwE WDUDer Endiydl B
the third ring. However, this is not always possible, hence the need for correct use of voicemail.

Main Office Telephone Greeting:

1 As a general rule, telephones should be answered within three rings and not answered by an
automated phone system during normal business hours.

1 The voicemail greeting for all main numbers should be an "after hours" greeting. This greeting
should convey the following information:

1 Department/Office hours of operation;

1 Options for caller (e.g., leave a message, web site address, fax number, information about critical
services available after normal business hours); and

9 All calls should be returned within 24 hours or the next business day.

Sample Phone Message: Thank you forcontacting Compton Unified School District. You have reached the
voicemail box of [state your Office/Department/School]. Our normal business hours are Monday through Frig
@UUEUT wOT Tie,@0dabrEd.nuio 6:00pthg. Please leave your mameer and a brief message and
someone will return your call within 24 hours or the next business day. Again, thank you for calling. Have a gre
day.
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Personal Greeting :
Please use the following guidelines when recording your personal greeting, and reme mber to change
AaO0UUwWOI UUETT wbhT 1 OwadUzUl wi OPOT wOOWET wOUU WO wii 1 w(

When in the office :

Hello. 8 OUz Y1 wUI EEf DO ®O@mBPEAB wOOWUEO!I waOUUWEEOOwWEOwWUT |

get back to you as soon as possibilgour call is urgent, please contact (name) on extension (numBdé&nk
you.

You can elaborate as necessary, i.gf you have a Payrotjuery;please contact (name) on extension (number).
If you have an AccountBayable query, please contact (hame) on extension (number).

The more information you leave on your personal greeting, the more help you will be to your caller, and
the less aggravated they will be to get your voicemail.

When on vacation :
Hello. 8 O U ze¥ched (name){ 7 OOWET wOOWYEEEUDPOOwIi U OO wpkEny hb&edas,U |
please contact (name) on extension (number) for assistdihaek you.

Please also remember to put your email out -of-office message on before you go onvacation with a

Ol UUET 1T wUPOPOEUWUOWUT T WwEEOYI OwoOl UUBDOT wxi OxO1I woboO
will be returning to work, and who to contact in your absence. 31T PUwbPBDOOwi OUUUT wx1 O
PT 1 OQwaOUwWE 6Oz U uetmailrighdavayiuO Ow Ui 1 DU

Suggestedvacation out-of-office message( 7 OWEUUUI OUO0a wOOWYEEEUDOG@uUI U
matter requires attention before this date, please contact (nanadl, &ddress and / or extensiofjhank you.

Checkin g Voicemail
Make sure you check your voicemail several times a day, particularly when you are out of the office on
School business.

Extended Absence Greeting:
1 Every employee who will be out of the office for more than two business days should record an
extended absence greeting. This greeting should outline the expected date of return, an
alternative contact person, or forward all calls to an employee in the off ice.

Sample Phone Message: Thank you for contactingcompton Unified School DistrictYou've reached the
voicemail box of (state your name) in the (state your office/department/school). Currently, | am on leave and

DI

oo

o w

x O]

uu

will

return to the office on (state yoexpected date of return). If you wish to leave a message, please leave your ngme,

number and a brief message, and | will call you when | return. If you need immediate assistance, please call
the name of an alternate point of contact). Again, thamkfor calling. Have a great day.
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E-MAIL PROTOCOL FOR EFFECTIVE COMMUNICATION
E-mail has become an essential means to communicate and conduct business, the District has compiled
the following list of guidelines and expectations for all e -mail users. As a District employee, you are
provided with an e -mail account, you are expected to use it and respond to your business related e -

mails in a timely manner. Asyouuse eOEDOOwx Ol EUI wET wEPEUI wUOTl EQwUT 1

world. Do not respond to unknown e -mails and beware of hidden readers because you may never know
who will rea d the content of your e-mail because email is not private. To use e-mail effectively, please
observe the following recommendations:

Be Clear with Your Message
1 Use good judgment as to when to use an email, when to make a phone call or have aface-to-face
conversation.
Use a good descriptive subject title in the e-mail that is appropriate for your message.
Does the message require a formal attachment or is the email message alone appropriate?
Be clear. There is always the chance that someone W misinterpret your message.
The type of e-mail message you send is a reflection of your character.
Is this a personal email? If so, you should not use email on company time or equipment.

= =4 -4 —a -9

Practice E-mail Etiquette to Build Relationships

Start your e-mail with Hello, Hi, Dear, or a simple greeting.

End your e-mail with Thank You, Sincerely, Take it easy, a gentle good bye.

Do not e-mail or respond when angry or upset. It is best to cool off and re-read the e-mail.
Do not send an urgent e-mail and expect everyone to act on it immediately.

Do not forward e -mail without the permission of the author.

Keep editorial comments to yourself.

= =4 -8 8 -8 -2 9

Consider the Following w hen Sending E-mail to a Group
9 Is this message appropriate to the group?
9 Should every member of the group receive this e-mail?
9 Does this message apply to the members of this group?
9 Must you feel obligated to read and respond to a group message? No, however, if you need to
respond, only respond to key personnel not the entire group.
Do not forward e -mails to groups unless you have interacted and made a response.
Behave properly with list serves and groups.

= =

Manage your E -mail
9 Appropriate e -mail should be viewed and responded to within 24 hours.
9 As acourtesy, if you are not able to respond within 48 hours, set e-mail to auto -reply and re-direct
your customer to someone in the department or site who can assist them.
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E-mail should not be read during instructi onal time or when participating in a meeting.

Parents and students may send you an email. This message should be treated as if you received a
phone call. It requires a timely response and should not be substituted for a parent conference if
one is requesed.

Only reply to the sender, not to all.

CC only when you wish to inform others and when you do not expect them to respond.

Do not print every e -mail, this is wasteful. Organize your e -mails into folders.

Delete and purge e-mails and folders once a week, including the sent e mails folder.

Employ These Top E -mail Etiguette Tips

Controltheurge UOw? 1 OEOI 2 WEWEOOY I-lasedtuamA 06 w3 T DPUwD UwE wo(

Edit your e-mail before you hit send. Resist the urge to capitalize.

WEPEUI wli w2xEOOI Uz UwEYOUDUI w3 UDPEOU

9 Remain gender neutral.
1 Keep harassment and discrimination policies in mind.
Do not use email to let off steam.
1
1 Never reply to spam and do not e-mail the world.
1 Copy with care; Reply-to-all with care
i Be cautious when sending attachments.
1
L
9 Phony Subject Line
Y Numeric Address Formats
9 Celebrity Subject Headers
9 Dictionary Spam
{ Doubtful content
{ Fake unsubscribe links
9 Phony return address
i Forged headers
f Common Categories

Know and Observe E -mail Laws

T

1
1
1

$ O x O O a Imhilisttha Iproperty of the employer, including the use of personal e -mail accounts
such as Yahoo, Hotmail, and Google, etc... on company computers.

E-mail is like a postcard ¢ anyone can read it and isvulnerable while in transit.

E-mail can be subpoenaed; not only yours but anyone with whom you communicate.

E-mail has an indefinite shelf life ¢ there is no such thing as deleted email.

Review Employee Technology Use: Board Policy 4040

)l

Employees shall be responsible for the appropriate use of technology and shall use the district's
technological resources only for purposes related to their employment. Such use is a privilege
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which may be revoked at any time.

1 Employees should be aware that computer files and communications over electronic networks,
including e -mail and voice mail, are not private. These technologies shall not be used to transmit
confidential information about students, employees or district operations without authority.

1 OOwl O0xO00al 1l UwUT OUOE wT EYI urdchriblégy8sd folic DT O1 EwUT 1 w D

When on vacation:
Please remember to put your email out -of-office message on before you go on vacation with a message
similar to the one belowO wOT UUDOT wxi Ox Ol wOOOP wi OPwOOOT wadUz OOUWEI
be returning to work, and who to contact in your absence. 31T DPUwpPBDOOwl QUUUIT wx1 Ox Ol wE
PT 1T OwadUwE OOz UwuailtighHaweyiu0 OwUT 1 B U wli
Suggested email out -of-office message{ z OWEUUUI OUO0a wOOWYEEEUDPOO@wUI UUU
matter requires attention before this date, please contact (namad, &ddress and / or extension). Thank you.

Out -of -the-Office Auto -response for Email:
9 If an employee will be out of the office on scheduled leave, your email should reflect that schedule.
It is the employee's responsibility to have an out-of-the-office, auto-response email.
Sample Email Message:Thank you for your message. | will be out of my office from (state the date(s) you wi
be away from your office), but will respondytur message when | return on (state your expected return date)
If you need immediate assistance, please contact (state the name of an alternate point of contact) at (stat¢ you
EOUI UOEUI zUwl OEPOWEEEUI UUAWOUwWpUUEUT wadbUUwEOUI UQEU

Email Signature:

1 All email signatures should contain the following information:

Sample Email Signature:

$O0x00ail il zUw- EOT w
$O0x00al il zUw3DUOI w
$O0x00all zUwW3Il Ol x1T 601 w- UOET Uw
Department Name
Department Mailing Address
CUSD Website Addressww.compton.k12.ca.us

=A =4 =4 -4 -4 4

We hope these email guidelines are helpful as everyone in the District makes an effort to
communicate effectively and continue to build and improve our customer service
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CUSD CUSTOMER SERVICE STANDARDS FOR FACE TO FACE GUESTS

Purpose: To establish expectation for CUSD and ensure a welcoming environment for all guests of CUSD.

Visitors and Walk -ins:
1 Acknowledge each guest immediately.

9 (I waOUWEUT wpbPUT wEOOUT T Uwl UT UUOWOEOIT wi al wEOOUEE!

71 Greet each guest with a smile.

1 Use a positive and professional greeting.

1 Treat all guests with respect and dignity.

1 Always remain courteous during customer interactions.

9 +PUUI OWEEUI 1 U00awlOwUT 1T wi UT UOzUwbOBUPUAS

1 Advise all Non -English Speaking guests you will get them assistance in their language as soon as
possible.

1 Give guests specific directions when referring them to other locations for assistance.

71 Tell our guests you do not know the answer and refer them to someone who does.

1 Thank all guests for coming in and invite them back.

1 Maintain Confidentiality and Privacy at all times, which mean you will need to be mindful of the

level of your voice when answering their questions.

Proper salutation: Good Morning (or afternoon), How can | help y@roder closing: Ishtere anything else | can

assist you with?
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STELLAR SERVICE MATRIX

Friendly Helpful Respectful Professional
Staff Members: Staff Members: Staff Members: Staff Members:
Greet guests within 30 Are patient. Treat all customers fairly | Ensure workplace is

secondsof their arrival
with a smile and friendly
welcome.

Are eager to help
customers and give them
their full attention.

Answer phones within 3
rings with a smile in their
voices.

Communicate in a caring
manner.

Have friendly voicemail
greetings that include:
An invitation to leave a
message, the promise of
a quick response, and an
alternative number for
immediate help.

Always Strive hard to
exceed customer
expectations.

Are problem -solvers.

"EYIl wEOw? (Vuu

attitude .

Seek out answers for
customers, rather than
just passing them on to
someone else.

Respond to callsand
emails within one
Business day.

Walk guests to their
Destinations and
introduce them using
their name

Try to ensure people to
whom they transfer a call
are available

Address customer
complaints in a timely
and fair manner and
follow up to ensure
concerns have been
addressed.

and equally.

Treat customers with
courtesy and respect.

Actively listen to
customers and strive to
understand their
concerns and needs.

Acknowledge and
apologize when anyone
makes a mistake or a
customer is
inconvenienced.

Do not discuss
confidential information
in public places.

Do not engage in gossip
or make derogatory
remarks about others

neat, clean, attractive
and welcoming.

Present a professional
image that conveys
reliability, competence
dependability, and
respectfulness.

Present a professional
image that conveys
caring, commitment,
compassion and
confidence.

Are knowledgeable
about schools, programs
and community.

Check their email,
voicemail & m ailbox at
least once, preferably
twice, each day.

+1 EYI wEOwW? OU
Oi | PEIl » wYODPE
message if out for a day

or more.

Are flexible and open to
change.

Act with integrity.

-SourceAdapted from Burbank Unified School District
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GUIDELINES FOR COMPTON UNIFIED SCHOOL DISTRICT
VOLUNTEERS

Volunteers are welcomed in our schools. Volunteers play an important and valuable role in the
Compton Unified School District. Students, teachers, staff, families and the community benefit from
the work of individuals who freely share their talents and resources. We also know that volunteering is
a rewarding way to serve students at varying levels.

A volunteer is a person who provides assistance or help to the schools without pay. This could be on a
regular or semi-regular basis. We are thankful for the service we receive from all of our volunteers and
we consider them a part of the CUSD family. This information is directed to help schools get th e most
out of their volunteers.

Volunteers help in many different ways: classrooms, playgrounds, libraries, offices, field trips, team
sports and special projects.

Types of Volunteers

I.  Under Direct Supervision of a Certificated Employee : (May not wo rk unsupervised with
children.)

IIl.  General School Volunteer: Volunteering during school hours performing duties such as
breakfast/lunch assistants, and classroom aides/helpers, library, playground supervisors.

lll. Activities Volunteer: Volunteering after school hours working on the campus at events such as
booster, parent support clubs or after school clubs.

IV. Not Under Direct Supervision: Coaches of performing arts and athletics, one-on-one tutoring,
overnight trips, transporting students .

Volunteers in the classroom are to be used to work with individual students or small groups of
students under the direction of a certificated staff. A volunteer is not to provide instruction to a
classroom of students. Volunteers are different from vis itors. Volunteers provide some sort of
service to the operation of classroom, school building, or District

Because the safety of our students is of the utmost importance, we require background checks of all
non-employees involved in school programs.

All prospective volunteers must complete two forms ¢ Application for Volunteer Service ; which
includes evidence TB test and Request for a Criminal History Record Check conducted via LiveScan ¢
in person in the CUSD Human Resources office prior to working w ith students.

CREDIT UNIONS

All employees may become members of local credit unions.

Mid -Cities School Credit Union - (310) 6385146 Schools First Federal Credit Union
325 South Sama Fe Avenue, Compton, CA 90221 8004628328 / 7142584000
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DUE PROCESS PROTECTIONS AND COMPLAINTS
(NON -DISCRIMINATION)

The Compton Unified School District is committed to equal opportunity for all individuals in education.
District programs and activities shall be free from discrimination based on disability, gender, gender
identify, gender expression, genetic information, nationality, race or ethnicity, re ligion, sexual
orientation, or association with a person or group with one or more of these actual or perceived
characteristics. It is the policy of the District to provide to every person equal opportunity to receive an
education as required by federalanE ¥ OUWUUEUT wOEPS w" OOx OEPOUUWOE a wE
Complaint Procedures, in accordance with Board Policy 1312.3: Community Relations ¢+ Uniform
Complaint Procedures and Administrative Regulations 1312.3 (Uniform Complaint Procedures) and

# hl 8Kw p6 DOOPEOUW 40DP1 OUOwWw " OOxOEPOUwW / UOET EUUI UAGB
Procedures are available free of charge at the District Office or at the school office.

NON -DISCRIMINATION IN EMPLOYMENT POLICY

The Board of Education prohibits unlawful discrimination against and/or harassment of district
employees and job applicants on the basis of actual 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 retaliation
against any district employee or job applicant who complains, testifies or in any way participates in the
district's complaint pro cedures instituted pursuant to this policy. Any district employee who engages or
participates in unlawful discrimination, 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. (Source BP 4030)

COMPLAINT PROCEDURES

If any employee perceives comments, gestures or actions deemed to be offensive from any other
employee, including supervisors or members of management, the employee should notify the immediate
supervisor, or the Assistant Superintendent, Human Resources. Immediate supervisors will promptly
report any complaint to the Assistant Superintendent, Human Resources. No employee is required to file
any complaint with the alleged harasser.

The complainant may present such complaint orally or in writing. However, if the complaint is not
resolved informally, the complainant must present such complaint in writing to the  Human Resources
Department. The statement shall be a clear, concise statement of the complaint and the circumstances
involved. The District will prompt ly and thoroughly investigate any complaints of harassment, and will
take immediate action to resolve such complaints (BP 4144).

Except as specified below, the following procedure shall be used for any complaint by an employee
alleging misapplication of t he district's policies, regulations, rules, or procedures or for "whistleblower"
complaints by an employee or job applicant regarding an improper district activity including, but not
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limited to, an allegation of gross mismanagement, a significant waste of funds, an abuse of authority, or
a specific danger to public health or safety.

Complaints alleging unlawful discrimination on any basis specified in the district's nondiscrimination
policies, including complaints of sexual harassment, shall be resolved in accordance with the district's
procedure for complaints regarding discrimination in employment.

Complaints regarding unlawful discrimination in district programs or the district's failure to comply
with state or federal laws regarding educational program s shall be resolved in accordance with the
district's Uniform Complaint Procedures. Complaints regarding sufficiency of textbook materials,
teacher vacancy ormisassignment, an urgent or emergency facility condition, or the failure to provide
intensive instruction to students who did not pass the high school exit examination by the end of grade
12 shall be resolved in accordance with the district's Williams Uniform Complaint Procedures.
(Education Code 35186; 5 CCR 4621)

For complaints regarding working ¢ onditions or other subjects of negotiation, the employee shall use the
grievance procedure specified in the applicable collective bargaining agreement.

Any of the time limits specified in this procedure may be extended by written agreement between the
district and complainant.

Step 1: Informal Complaint Process
Prior to instituting a formal, written complaint, the employee shall first discuss the issue with
his/her supervisor or the principal of the school where the alleged act took place. Formal
complaint procedures shall not be initiated until the employee has first attempted to resolve the
complaint informally.

Step 2: Site Level Formal Complaint Process
If a complaint has not been satisfactorily resolved through the informal process in Step 1, the
complainant may file a written complaint with his/her immediate supervisor or principal within
60 days of the act or event which is the subject of the complaint. If an employee fails to file a
written complaint within 60 days, the complaint shall be considered settled on the basis of the
answer given at the preceding step.

In the written complaint, the employee shall specify the nature of the problem, including names,
dates, locations, witnesses, the remedy sought by the employee, and a description @ informal
efforts to resolve the issue.

Within 10 working days of receiving the complaint, the immediate supervisor or principal shall conduct
any necessary investigation and meet with the complainant in an effort to resolve the complaint. Within
five w orking days after the meeting, he/she shall prepare and send a written response to the complainant.

Step 3: District Level Appeal
If a complaint has not been satisfactorily resolved at Step 2, the complainant may file the written
complaint with the Superi ntendent or designee within five working days of receiving the written
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response from the immediate supervisor or the principal. The complainant shall include all
information presented to the immediate supervisor or principal at Step 2.

Within 10 working days of receiving the complaint, the Superintendent or designee shall conduct any
necessary investigation, including reviewing the investigation and written response by the immediate
supervisor or principal at Step 2, and shall meet with the complainant in an effort to resolve the
complaint. Within 10 working days after the meeting, he/she shall prepare and send a written response
to the complainant.

Step 4: Appeal to the Governing Board
If a complaint has not been satisfactorily resolved at Step 3, the omplainant may file a written
appeal to the Board within five working days of receiving the Superintendent or designee's
response. All information presented at Steps 1, 2, and 3 shall be included with the appeal, and
the Superintendent or designee shall submit to the Board a written report describing attempts to
resolve the complaint and the district's response.

The Board may uphold the findings by the Superintendent or designee without hearing the
complaint or the Board may hear the complaint at a regular or special Board meeting. The hearing

shall be held in closed session if the complaint relates to matters that may be addressed in closed

session in accordance with law.

The Board shall make its decision within 30 days of the hearing and shall send its decision to all
concerned parties. The Board's decision shall be final.
(Source: All Personnel AR 4244)

The Governing Board designates the following compliance officer to receive and investigate all
complaints and ensure District compliance with the law:

Executive Director
Human Resources Department
501 Santa Fe Ave.
Compton, CA 90248
3106394321X 55075

SOUWOEAWEOQOUEEUWUT T WUET OOO0OwWOi | PETl wOUWUTT w#rbDPUUUD

procedures.
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Uniform Cormplaint Procedures Forea

Compton Unified School District
Uniform Complaint Procedures Form

Last Mame First Marme

Student Name (if applicable) Grade Date of Birth _
Address Apl 4 _
City State__ Zip Code _
Home Phone Ceall Phone Work Phone

Email Address

Date of Alleged Viclation _~ School/Office of Alleged Violation

For allegations of noncompliance, please check the program or activily referrad 1o in your complaint, if
applicable:

O Adult Education O Consolidated Categorical Aid O Child Care & Development
O Child Mutritien O Regicnal Oecupational Centers and Programs

d Special Education QO Pupil Feas for Educational Activities O Foster/Homeless

a After School Education/Safetyld Agricultural Vocational Education O ESSA

O Tebacco-Use Education O Local Control Accountability Plan O Physical Education Minutes
O Bilingual Education O Every Student Succeads Act O Economic Impact Asd

O Migrant Education O School Safety Plans O State Preschool

O California Peer Aszistance and Review Programs for Teachars

O CarearTechnical Education, Career Technical and Technical Education, and Carear Technical
and Technical Training

O Cowurses withou! Educational Contant/Already Satisfied for Graduation/Postsecondary Education
O American Indian Edecation Centers & Early Childhood Education Program Assassmeants

For complaints of discriminalion, harassment, intimidation andior bullying (em ga=-1o-studeni
student-to-student, and third party to student), please check which of the aclual or parcaived proteciad

characteristics upon which the allsged conduct was basad:

d Sex O Sexual Orentation d Gender

O Gander Identity O Gender Expression ad  Ancesiry

O Ganelic Informaticn O Raca or Ethnicity ad Raligion

O Marital Status O National Origin ad Apa

a Color O Mental or Physical Disability d Pregnancy Status
a  Immigration States O Medical Information d Parental Status

O Aszsociation with a parson or group with one or more of the actual or percsived categories listed above

For complainis of bullying that are not based on the above listed protected characteristics, and
other complaints not listed on this form, please comntact your school principal or District Title
DEBullying Complaint




1. Please give the facts about your complaint. Provide details such as the names of those involved,
dates, whether witnesses were present, etc., that may be helpful to the complaint investigator.

2. Have you attempted to discuss your complaint with any Compton Unified School District
personnel? If so, with whom and what was the resuit?

3. Please provide copies of any written documents that may be relevant or supportive of your
complaint.

| have aftached supporting documents. Yes No

Signature Date

Mail, fax or email your complaint/documents to:

Dr. Kimberly Tresvant
Executive Director, Human Resources
District Title IX Coordinator
Compton Unified School District
501 S. Santa Fe Avenue
Compton, CA 90221
Fax: (310) 764-5892




COMPTON UNIFIED SCHOOL DISTRICT

Human Resources
501 South Santa Fe Ave.
Compton, CA 90220

GRIEVANCE PROCEDURES

To the Employee:

If you have a grievance, you should first discuss the prtobl
believe the problemhas been satisfactorily resolved, you may discuss i
directly with the written phase of the grievance procedure. Every effort should be made to find an acceptable solution by mea ns

of frank discussion at the lowest possible level of supervision. You should then file your grievance at any point of the oral or

written procedures. You will be allowed a reasonable amount of work time for use in preparing your case.

Please refer to the Rules and Regulationsof the Personnel Commission Section 80.100 Procedure for the Adjustment of
Grievance Personnel.

In following the written grievance procedures, these are the steps to take:

First Step: Submit your grievance in writing within five working days after your  oral discussion with your immediate supervisor
on C1/Pers. Form 117 three copies to your supervisor. Attach additional sheets if necessary. Keep a copy of the form for your
records.

Your supervisords supervisor s h afive workiaghddys after he receivdsyour grievanne. i n  w

If this decision is satisfactory to you, you may close the matter by nothing this conclusion on the C1/Pers. Form 117. Return it
to the first level supervisor who completed step one, who will send the cl osed file to the Classified Personnel Office for retention.

Second Step: If you do not receive an answer from the first level review within five working days after submission of written
grievance, nor are you satisfied with the answer, you may appeal in w riting to the second level of review, indicating filed within
five working days after you receive a written reply or within ten working days after the original submission date of your wri  tten
grievance if no reply is received.

The supervisor who receives the grievance at this second step should reply to you in writing within five working days of
receiving your appeal. Keep a copy of this correspondence within your copy of the grievance.

If this decision is acceptable to you, you may close this matter by doing nothing on the C1/pers. Form 117. Return it to the
second level supervisor, who will send the closed file to the classified personnel office for retention.

Third Step: If you do not receive an answer from the second level review within five working days after submission of your
written grievance, or you are not satisfied with the answer, you may appeal in writing to the Superintendent, indicating the
reason the decision not acceptable and what action needs to be taken to resolve your grievance. Thisppeal must be filed within
five working days after you receive a written reply or within ten working days after your submission of your written grievance
for the Admin level review. Submit C1/Pers. Form 117 and two copies.

If the solution to the problem of this review is acceptable for you, return the file to the Superintendent to close the file as outlined
above.

Final Board Appeal: If you receive no answer from the Superintendent within ten working days of the termination of the hearing

by the Employer/Employee Relations Committee, or if the answer is unacceptable to you, you appeal in writing to the Board of
Trustees, indicating the reason the decision is not acceptable and what action needs to be taken to resolve your grievance. This
appeal must be filed within five working days after you receive a written reply or within fifteen working days after your

submission of your writengr i evance for the Superint endrefrarmd 517 dne ene topyr (Ehe i e vy .

decision of the Board of Trustees shall be final.)
If you fail to appeal in writing from the decision of any level within five working days after receipt of the wr itten decision, the

grievance will be considered settled. If extra time is required in any above steps, it may be extended by mutual agreement of the
employee and the reviewer.
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The grievance will be sealed and placed in the personnel file of the classified employee after the Board of Trustee$
decision. This file will be destroyed one year after the decision of the Board of Trustees is rendered.

COMPTON UNIFIED SCHOOL DISTRICT

Human Resources
501 South Santa Fe Ave.

Compton, CA 90220 STEP 1

EMPLOYEE GRIEVANCE FORM
CLASSIFIED PERSONNEL

NAME DATE OF GRIEVANCE ACTION CLASSIFICATION

DEPARTMENT/SCHOOL

Description of Incident- (Include specific agreement article and sectidich is alleged to have been violated: (Attach additional sheets if necessary)

Action Requested to Resolve Grievance:

Informal Discussion with Supervisor: Signature Date Forwarded:

Date:
Representative (Ifany) (Name & Association):

STEP ONE To Immediate Supervisor Date Received:
Date:

Signature Title Date Forwarded:
Decision:

This DecisionA (IS) A (IS NOT) Acceptable to Empl oyeeds Signat ur| DateReceived:
me

Reason:(Attach additional sheets if necessary)

Action Requested to Resolve Grievance:

Date Forwarded:
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COMPTON UNIFIED SCHOOL DISTRICT

Human Resources
501 South Santa Fe Ave.
Compton, CA 90220

EMPLOYEE GRIEVANCE FORM

CLASSIFIED PERSONNEL

STEP 2

STEP TWO TO: PRINCIPAL/DEPARTMENT HEAD/CABINET LEVEL

ADMINISTRATOR

DATE RECEIVED

SIGNATURE

TITLE

DATE FORWARDED

DECISION:

This DecisionA (IS) A (IS NOT) Acceptable to
me

Empl oyerés Signatur

Date Received

Reason: (Attach Additional Sheets of Necessary)

Action Requested to Resolve Grievance:

SUPERI NTENDENT 6-&EmpRyerErhpbyat Relations Committee

Date Received:

Superintendentdés Si

gnatur e

Date Received

DECISION:

This DecisionA (IS) A (IS NOT) Acceptable to me

Empl oyerds Signatur

Date Received

Reason: (Attach additional sheets if necessary)

Action Requested to Resolve Grievance

Arbitration Level

Date Received

Findings and Recommendations of Arbitrator

Signature of Arbitrator

Date Forwarded:

Board of Trustees Resolution

Signature of Person
Findings

Re c g

Date Received:

Date of Board Meeting Resolution Issue
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COMPTON UNIFIED SCHOOL DISTRICT
EMPLOYEE GRIEVANCE FORM (Public Safety)

Date cause of grievance occurred or was first known:

Name Classification

Division/Department/School

Description of Incident (Include specific agreement article and section which is alleged to haveviated:
(Attach additional sheets if necessary)

Action Requested to Resolve Grievance:

Information Discussed with Supervisq Signature Date Forwarded:

Representation (if any) (name & association):

STEP ONi6 Immediate Supervisor DateReceived:

Signature Title Date Forwarded:
Decision:

This Decision (IS) (IS NOT) Acceptal] 9 Y LJt 2 dgBafueed | Date Received:
to me.

Reason: Attach additional sheets if necessary)

Action Requested to Resolve Grievance:

Date Forwarded:




GRIEVANCE REPORT FQRvtificated Employees)
COMPTON UNIFIED SCHOOL DISTRICT

Name of Grievant SITE ASSIGNMENT DATE FILED

STEP 1

A. Date cause of grievance occurred or was first known

B. Statement of grievance
1. Description of Incident:

2. Specific written policy rules or contract article andtien which are alleged to have been violated:

C. Relief
Sought

DATE SIGNATURE OF GRIEVANT

D. Disposition by the
principal

DATE PRINCIPAL SIGNATURE

E. Position of grievant and/or association

DATE SIGNATURE OF GRIEVANT

STEP 2

A. Date received by Administrate8econdary/Elementary or Assistant Superintendédticational Services or Assistant Superintendent
Vocational Career Education

B. Disposition by
Administrator(s)

DATE ' 5aLblL¢wiGHATURE{ { L

C. Position of grievant and or association

DATE SIGNATURE OF GRIEVANT
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GRIEVANCE REPORT FQEuvtificated Employees)
COMPTON UNIFIED SCHOM™TRICT

STEP 3
A. Date submitted to advisory review panel via Superintendent

B. Advisory Review Panel Members
1. Chosen by Grievant

2. Chosen by Superintendent or Designee

3. Chairman

C. Recommendation of the Review Panel

DATE SIGNATURE OF GRIEVANT

Step 4

A. Date submitted to the Board afrustees

B. Review by Board of Trustees for orajaments

C. Decision rendered by theddrd of Trustees
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COMPTON UNIFIED SCHOOL DISTRICT

EMPLOYEE GRIEVANCE FORM (Public Safety)

STEP TW@®: Principal/Department elad/Cabinet Level Administrator

Date Received:

Signature

Title

Date Forwarded:

Decision:

This Decision (IS) (IS NOT) Acceptable to n

9YLX 285SQa { A3yl (dzNB

Date Rceived:

Reason: (Attach additionalhsets if necessary)

Action Requested tResolve Grievance:

Date Forwarded:

{1 t9wLb¢ 9b59 hEnPIpyenEMplolyed Relations Committee

Date Received

{ dZLISNAY G Sy RSyGQa { A3

Yy I G dzNB

Date Forwarded:

This Decision (IS) (IS NOT) Acceptable to n

9YLX 288SQa aAadayl (dzNB

Date Received:

Reason: Attach additional sheets if necessary)

Action Requested to Resolve Grievance:

Date Forwarded:

ARBITRATION LEVEL

Date Received:

Findings and Recommendations of Arbitrator: (Attach additional Sheets if Necessary)

Signature ofArbitrator

Date Forwarded

Board of Trustee Resolution

{AIylridNE 27

t SNE2Y wS(

Date Received:

Date of Board Meeting to Resolution Issued
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POLICY AGAINST WORKPLACE HARASSMENT
Compton Unified School District is committed to providing a work environment for all employees that
is free from sexual harassment and other types of discriminatory harassment. Employees are expected to
conduct themselves in a professional manner and to show respect for their coworkers.

"O0O0xUOOw4 0PI Bl EW2ET OOOwWw#PDUUUPEUZUWEOOODUOI OUWET T
sexual harassment and other types of discriminatory harassment are, of course, unlawful. To reinforce

this commitment, Compton Unified School District has developed a policy against harassment and a
reporting procedure for employees who have been subjected to or witnessed harassment. This policy
applies to all work -related settings and activities, whether inside or outside the workplace, and includes
business trips and businessUl OEUI EwWUOEDEOQuwIi YI OUUBw" OOxUOOw40bi
telephones, copy machines, facsimile machines, computers, and computer applicatons such as email

and Internet access) may not be used to engage in coduct that violates this policy . Compton Unified
School # B U U WbliEyUagdihst harassment covers employees and other individuals who have a
relationship with Compton Unified School District which enables Compton Unified School District to

I RTUEPUI wUOOTI wEOOUUOOWOYI Uwl0T 1 wbOEDPYPEUEOZ UWEOOE[

(e.g. directors, officers, contractors, vendors, volunteers, etc.).

Prohibition of Sexual Har assment

Compton Unified School District 7z Uw x OOPEa wET EPOUOwWUI RUEOwT EUEUUO
requests for sexual favors or other physical or verbal conduct of a sexual nature, when: (1) submission

to such conduct is made an express or implicit condition of employment; (2) submission to or rejection

of such conduct is used as a basis for employment decisions affecting the individual who submits to or
rejects such conduct; or (3) such conduct has the purpose or effect of unreasonably interferingwith an

1 OxO00ail zUwbPOUOwxI Ui OUOEOET wOUWEUI EUPOT wEOQwWHOUDQ
environment.

While it is not possible to list all of the circumstances which would constitute sexual harassment, the
following are some examples: (1) unwelcome sexual advances-- whether they involve physical touching
or not; (2) requests for sexual favors in exchange for actual or promised job benefits such as favorable
reviews, salary increases, promotions, increased benefits, or continued employment; or (3) coerced sexual
acts.

Depending on the circumstances, the following conduct may also constitute sexual harassment: (1) use of

Ul BUEOQwI xPUT 1 OUOwWNOOI UOwPUPUUI OwOUWOUEOQwUI i1 Ul OE|l

sexually orBD1 OUT EWEOOOI OUwOOWEOWDOEDPYPEUEOZUWEOEAOQWEO(
deficiencies, or prowess; (3) displaying sexually suggestive objects, pictures, cartoons; (4) unwelcome
leering, whistling, deliberate brushing against the body in a sug gestive manner; (5) sexual gestures or

Ul BUEOCOGawUUTTT UUDYT WEOOOI OUUOwpt AwbO@UPUDPI UwbOUOU
activities.

While such behavior, depending on the circumstances, may not be severe or pervasive enough to ceate

a sexually hostile work environment, it can nonetheless make co-workers uncomfortable. Accordingly,
such behavior is inappropriate and may result in disciplinary action regardless of whether it is unlawful.
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It is also unlawful and expressly against COOx 0 OO w4 OPi Pl Ew2ET OOOw#PUUUDPEU
employee for filing a complaint of sexual harassment or for cooperating with an investigation of a
complaint of sexual harassment.

Prohibition of Other Types of Discriminatory Harassment

tDPUWEOUOWET EPOUUW" OOxUOO0wUODPI Pl Ew2ET OOOw#DUUUDPEU}

denigrates or shows hostility or aversion toward an individual because of his or her race, color, gender,
religion, sexual orientation, age, national origin, disability, or other protected category (or that of the

DOEDYPEUEOzUwUI OEUDYI UOwi UPI OEUOWOUWEUUOBEDEUI UAwW(T

hostile, humiliating, or offensive working environment; (2) has the purpose or effe ct of unreasonably

POUIT UIT UPOT wbpPUT WEOQWDPOEDYPEUEOzZUwbOUOwxI1 Ui OUOEOE|

employment opportunities.

Depending on the circumstances, the following conduct may constitute discriminatory harassment: (1)
epithets, slurs, negative stereotyping, jokes, or threatening, intimidating, or hostile acts that relate to race,
color, gender, religion, sexual orientation, age, national origin, or disability; and (2) written or graphic
material that denigrates or shows hostility toward an individual or group because of race, color, gender,
religion, sexual orientation, age, national origin, or disability and that is circulated in the workplace, or
xOEEI EWEOQabpT I Ul wuwbOw" 00xUO0w40bpi bl E u2@ul i6G®O0QGHE U U
POUOUXEE]Il wOUwWOOw" 6O0xUO0w40Pi Pl Ew2ET OOOw#PUUUDPEUZ
also constitute discriminatory harassment if it falls within the definition of discriminatory harassment

set forth above.

ltisalsoagE POUUw" OOxUOOw4 OPi Pl Ew2ET OOOw#PUUUPEUZUwWwx0OO
complaint of discriminatory harassment or for cooperating in an investigation of a complaint of
discriminatory harassment.

Reporting of Harassment:

If you believe that you have experienced or witnessed sexual harassment or other discriminatory
harassment by any employee of Compton Unified School District, you should report the incident

immediately to your supervisor or to the Superintendent. Possible harassm ent by others with whom
Compton Unified School District has a business relationship, including customers and vendors, should

also be reported as soon as possible so that appropriate action can be taken.

Compton Unified School District will promptly and th  oroughly investigate all reports of harassment as
discreetly and confidentially as practicable. The investigation would generally include a private
interview with the person making a report of harassment. It would also generally be necessary to discuss
allegations of harassment with the accused individual and others who may have information relevant to
UTT wbOYI UUDPT EUPDOOGwW" OOxUOOw40ODi Pl Ew2ET O00w#HUOUE
determine whether harassment occurred, and to determine what action to take if it is determined that
improper behavior occurred.

If Compton Unified School District determines that a violation of this policy has occurred, it will take
appropriate disciplinary action against the offending party, which can includ e counseling, warnings,
suspensions, and termination. Employees who report violations of this policy and employees who
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cooperate with investigations into alleged violations of this policy will not be subject to retaliation. Upon
completion of the investiga tion, Compton Unified School District will inform the employee who made
the complaint of the results of the investigation.

"OO0OxOPEOEI whpPUT wUOl PUwx OOPEA WPDUWEWEOOEPUDPOOWOI wi E
to raise any questions or concerrs about this policy or about possible discriminatory harassment with

the Superintendent. In the case where the allegation of harassment is against the Superintendent, please
notify the staff member designated as grievance officer.

NOTIFICATION OF
TOBACCO FREE SCHOOLS STAFF POLICY (BOARD POLICY 3513.3)

The Board of Trustees recognizes that the health hazards associated with tobacco products, including the
breathing of second-hand smoke, are inconsistent with its goal to provide a healthy environment for
students and staff. The board prohibits the use of tobacco products at any time in district -owned or
leased buildings, on district property, and in district vehicles. (Health and Safety Code 104220; Labor
Code 6404.5; 20 USC 6083)

This prohibition applies to all employees, students, and visitors at any instructional program, activity, or
athletic event held on or off district property. Any written joint use agreement governing community
use of district facilities or grounds shall include notice of the dis U U B E U 7 UreeUUEHR EHRYand
consequences for violations of the policy. Prohibited products include any product containing tobacco
or nicotine, including, but not limited to, cigarettes, cigars, miniature cigars, smokeless tobacco, snuff,
chew, clove cigarettes, betel, and nicotine delivery devices such as electronic cigarettes Exceptions may
be made for the use or possessions of prescription nicotine products. The use of any tobaccerelated
products and disposal of any tobacco-related waste are prohibited within 25 feet of any playground,
except on a public sidewalk located within 25 feet of the playground (Health and Safety Code 104495)

In addition, all employees are reminded that they are encouraged to serve as models for good health

x UEEUPE] UwUTl EVUwWEU] wedboupbUUI OVUwkPHUT w#DPUUUDPEUZzZUwWDO
are using tobacco products offsite but close to District premises or wearing distinctive District uniforms,

to be mindful of your conduct as it may b e visible to the public and students.

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:
When observed or discovered; and When an imminent hazard exists which cannot be immediately
abated without endangering employee(s) and/or property, we will remove all exposed workers from the
area except those necessary to correct the existing conditia. Workers who are required to correct the
hazardous condition shall be provided with the necessary protection.
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INFECTIOUS DISEASES

Information about HIV/AIDS and Hepatitis B

I. HIV/AIDS
A. What is HIV/AIDS?

AIDS (Acquired Immune Deficiency Syndrome) is the advanced stage of HIV (Human
Immunodeficiency Virus) infection. HIV attacks the body's immune system, leaving it vulnerable
to life-threatening opportunistic infections and cancers. The virus also may directly attack the
central nervous system and cause deterioration of the brain. Persons infected with HIV frequently
have no apparent symptoms. They may look healthy. There is ho knowoure forAIDS.

How Is HIV infection spread?
Everyone infected with HIV, even a person without apparent symptoms, can transmit the virus
to someone else. HIV infection can be transmitted by:

A Sexual activity involving direct contact with semen, blood or vaginal secretion of
someone who is infected,
Sharing unsterilized instruments for tattooing, ear piercing, shaving or acupuncture,
Sharing intravenous (IV) needles and/ or syringes with someone who is infected,
Direct contact with infected blood on broken skin,
Accidental needle sticks with needles containing infected blood,
Receiving blood transfusion or blood products from someone who is infected (a
screening test has been used since 1985 that has reducethis risk to 1 in 68,000in
California [AIDS Update, December 1988]), or Being born to or breastfed by an infected
mother.

> > > > >

C. The HIV/AIDS virus cannot be transmitted  or spread:

A Through air or water.
A By coughing or sneezing.
A On surfaces such as phones, doorknobs, officeequipment, tools, etc.
A By using drinking fountains, toilets, sinks, etc.
A Through kissing or biting . (There is no documentation of transmission through these
modes.)
Symptoms

A person could be infected with HIV and not even know because it might take years to damage the
immune system enough for symptoms to appear. They may not know for many years that they have
the infection. When symptoms do appear, they often seem like many common illnesses such as:

(0]

O O O O

Fever

Swollen Glands
Loss of Appetite
Night Sweats
Diarrhea

Only a physician or a blood test will identify the presence of HIV. As the HIV infected person becomes
unable to fight off infections and certain llinesses, theyare diagnosed with AIDS.
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Il. HEPATITIS B
A. What is Hepatitis B?

Hepatitis B is an infection of the liver caused by a virus present in blood and other body fluids of

infected persons. Less than 50 percent of persons who become infectedhow symptoms of illness.
The symptoms are like those of hepatitis A and include fatigue, mild fever, muscle or joint aches,
nausea, vomiting, loss of appetite, and abdominal pain. In some patients the urine turns dark and
the skin becomes yellow. The onsé of symptoms may appear from 6 weeks to 6 months after
becoming infected with the virus. Death is uncommon in hepatitis B, but 5 to 10 percent of those
infected become long-term virus carriers. Up to 25 percent of carriers may develop serious
chronic liver disease. There is a highly effective vaccine to prevent infection with hepatitis B.

How is Hepaititis B spread?
An infected person can transmit hepatitis B as long as the virus remains in the blood.
Transmission may occur as early as 4 weeks before anysymptoms occur. A small number of
people will carry the virus in their blood for years and are known as chronic carriers. Hepatitis
B is transmitted by:
1 Sharing intravenous (IV) needles and/or syringes with someone who is infected.
9 Sexual activity involv ing direct contact with semen, blood, or vaginal secretions of
someone who is infected.
9 Sexual activity involving direct contact with semen, blood or vaginal secretions of
someone who is infected,

9 Direct contact of infected blood with mucous membrane of ey e or mouth,
9 Direct contact with infected blood on broken skin (e.g., cuts),
9 Accidental needle sticks with needles containing infected blood,
1 Sharing toothbrushes contaminated with infected blood, or
1 Being born to an infected mother.
Symptoms - the symptoms of Hepatitis B can include one or more of the following:
Mild fever
Abdominal pain
Joint aches
Fatigue
Nausea
Vomiting
Loss of appetite
Muscle ache

O O 0O 0O 0O o o o oo

Urine turns dark
Skin becomes yellowish jaundice)

WHAT ARE UNIVERSAL PRECAUTIONS?

Universal Precautions are precautions used in all situations and not limited to use with individuals
known to be carrying a specific virus such as HIV or the virus causing Hepatitis B. In the school setting,
those precautions should include: hand washing, using gloves, careful trash disposal, and using
disinfectants and modification of cardiopulmonary resuscitation (CPR).
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Hand Washing : Hand washing facilities should include soap and warm running water. Automatic
dryers or paper towels can be used for drying. Classroom instruction about proper hand washing can be
integrated into health instruction at all grade levels.

Using Gloves: All staff members who may be required to administer first aid involving blood or to
handle body fluids that contain blood should have access to latex gloves in the areas where the gloves
might be required to be used. Gloves should be used only once and then disposed properly. Hands must
be thoroughly washed after gloves are removed.

Trash Disposal: Red plastic bags marked with the biohazardous waste symbol are recommended for
disposal of trash containing blood or anybody spills that may contain blood. These wastes should be
double-bagged. If needles, syringesor lancets are used in the school setting, they must be disposed of in
apuncture proof container. Place intact needles and syringes inthe designated container. Do not bend
or break needles Do not recap needles. DO NOT HANDLE ANY NEEDLES, SYRINGES OR
LANCETS!! If a student requires an injection, the school principal should be notified and arrangements
will be made through his/her office.

First Aid involving Blood and CPR: Individuals with responsibility for administering first aid in
schools, or on athletic fields, in the cafeteria,on the playgrounds or on school busesshould have current
CPR instruction and Certification. That instruction can be provided by certificated school nurses
employed by the school district or by local agencies such agshe American Red Crossand the American
Heart Association. Gloves should be standard components of first-aid supplies in the schools so that
they arereadily accessible for emergencies and regular care given in schoolhealth offices, cafeterias and
athletic training rooms. Devices that prevent backflow of fluids from the mouth of a victim being given
CPR also should bereadily accessibleto those persons most likely to be the rescuers in the school setting.
Such devices are availablethrough the district warehouse.

IVV. POLICIES AND LAWS

0 The laws state that the information regarding HIV/AIDS status requires written permission. The
information may only be shared with persons specifically named.

0 While adults grant their own written permissi on to share their HIV/AIDS status, parents or
guardians of children can grant written permission to share information on students under 18.

o Law prohibits sharing information about HIV/AIDS infected persons without consent , and that
person is subject to civl penalty and fine not to exceed $5,000.

o The policies for students with HIV/AIDS state that students must not be excluded or placed
specially or solely because of their HIV status.

o OnyaUUUE]I OUzUwxT aUPEPEOwWOE a wEIT Uihappboprlate wiu itoutHd E T ¢
student's vulnerability to infections present at school.

0 Inthe legalities of testing, it is a misdemeanor to disclose blood test results of HIV/AIDS positives
except by written authorization (CH & S Code Chapter 1.11 & 1.12 Sections 199.21199.30, 199.31
& 199.37).

o0 Pupilsin grades 7 - 12 must receive AIDS prevention instruction at least once in junior high school
or middle school and once in high school (California Education Code 51201.5).

o Districts are required to provide in -service training for those employees who provide AIDS
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prevention instruction (California Education Code 51229.8).

o Districts are required to provide annual training for all employees on issues related to blood
borne pathogens. (California Health & Safety Code, Part 1 o Division L Section 199.81).

o Districts are required to maintain an Exposure Control Plan to blood borne pathogens (Title 8,
California Code of Regulations, Section 5193).

ACCIDENT/EXPOSURE REPORTING AND INVESTIGATION
Procedures for reporting workplace accidents, blood borne pathogens, bodily fluids and hazardous
substance exposures include:
1 Report all accidents, injuries/illnesses and exposures to your supervisor, administrator and/or
Risk Management immediately after occurrence.
1 Secure and complete thenecessary paperwork including State and District forms with your
supervisor or administrator and submit to Human Resources Department

Procedures for investigating workplace accidents and hazardous substance exposures include:
A 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; and
Recording the findings and actions taken.

> > > > P

DRUG AND ALCOHOL -FREE WORKPLACE

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

employee shall not unlawfully manufacture, distribute, dispense, possess, or use any controlled
substance in the workplace. (Government Code 8355; 41 USC 8103)

Employees are prohibited from being under the influence of controlled substances or alcohol while on
duty. For purposes of this policy, on duty means while an employee is on duty during both instructional
and non-instructional time in the classroom or workplace, at extracurricular or co -curricular activities,
or while transporting students or otherwise sup ervising them. Under the influence means that the
employee's capabilities are adversely or negatively affected, impaired, or diminished to an extent that
impacts the employee's ability to safely and effectively perform his/her job. (Source: BP 4020)
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SEXUAL HARASSMENT

Compton Unified School District has a zero tolerance for any form of sexual harassment. The Board of
Education prohibits sexual harassment of district employees and job applicants. The Board also prohibits
retaliatory behavior or action against district employees or other persons, who complain, testify or
otherwise participate in the complaint process established pursuant to this policy and administrative
regulation. Prohibited sexual harassment includes, but is not limited to, unwelcome s exual advances,
unwanted requests for sexual favors, or other unwanted verbal, visual, or physical conduct of a sexual
nature made against another person of the same or opposite sex in the work or educational setting when:
(Education Code 212.5; 5 CCR 4916

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

1 Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments about
an individual's body; overly personal conversations or pressure for sexual activity; sexual jokes
or stories;

1 Unwelcome sexual slurs, epithets, threats, innuendoes, derogatory comments, sexually
degrading descriptions, or the spreading of sexual rumors

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

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

The Superintendent or designee shall take all actions necessary to ensure the prevention,
investigation, and correction of sexual harassment, including but not limited to:
1 Providing training to employees in accordance with law and administrative regulation
Publicizing and disseminating the district's sexual harassment policy to staff
Ensuring prompt, thorough, and fair investigation of complaints
Communicate clearexpectations
Encourage reporting
Even though an employee does not complain, the conduct can be unwelcome
Impose appropriate disciplinary action

= =4 =4 4 4

Timeline to Follow

1 Investigate, mediate and report to the complainant within 60 days.
Give the complainant an opportunity to present relevant information.
Prepare and forward a written report of the decision to the complainant.
Advise the complainant of the 15-day appeal rights timeline in the report.

= =4 =

If the loc al decision is appealed, CDE will review the appeal and may request the district to provide
the following information:

J The original complaint

Copy of local decision

Summary of local investigation

Action taken to resolve original complaint

cccc
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U Copy of UCP procedures
U Other relevant information

Training: must participate in training every two years.

Monthly log of Sexual Harassment cases or instances at each site is reported monthly toErika Lampkin
in Human Resources Dept.

1 Employee to Student Sexual Harassmentis not tolerated and may lead to disciplinary action.
9 Student to Student Sexual Harassment should be reported to the site administrator.

1 Contact your immediate supervisor or Human Resources if the harassment involves your
supervisor.

Be careful. You may never know who is offended by your comments or action. Nothing employees do at
POUOwWPUwWUI EOGawl YI Uw?xUDPYEUI » ubOEOQUEDOT o wEODYIT UUE
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Loz Angeles Caunty
Office of Education

lFamng EdiLcators = Sauppm'rlhg sfudents = :':P".'Iﬂg Lommurmnes
Division of Human Resources Services e ase

Employee Assistance SEwi:e for Education

10630 Downey Avenus, #100 = Downey, CA P0241-3463 » S62/922-65683

“Strength is the courage... to reach out!”

Personal or job stress getting you down? Interfering with your job performance?

THERE IS HELP AVAILABLE

Az an employee of your district, vou have access to the EASE program, a specialized
counseling senvice...

v paid for by your district

v =ndorsed by labor and management
v staffed by professional counselors

v voluntary and COMFDENTIAL

EASE provides face-to-foce counseling, phone consultaticns and community refemrals.
Immediate family members are included.

1-800-882-1341

EASE counselors specialze in:

» family froubles » job anxieties and stress
» emotional distress « grief, loss, fransticns
» dmug/alcohol problems

EASE is primmarily an assessment and brief counseling semnvice and is best defined as a
pre-treatment senvice. The emphasis 5 on early identiication of problems affecting work
performance, consultation with maonaogers, labor representatives, employess aond pro-
active intervention. EASE i not a substitute for a distnict’s health-care plan. |t is, howeswer,
a beneficial and effective extension of the provider plan.

Los Angelss County Cffice of Educosion
G300 Imiperial Highwiay, Downey, Callonmia po242-2690
Phone (562) 737-6683 PO (562) F27-H860
Wwe IOC e S0l /e0ne

Arturo Delgodo, Ed 0., supsrintendent
JI:GE'Flh Yoorra Jr., assishanit 5-'.|:EI1I'I1E'|'F:|-E'I'IT. Human Resciurcs Sanioss
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The emergency action plan is reviewed annually and outlines provisions for handling natural and man -
made crisis situations, including procedures for personal safety and security, ways to ensure smooth
administrative control of operations during a crisis, proc edures to establish a clear, effective
communications system, and guidelines for public safety agency involvement. All school staff should
be familiar with the contents of th eir plan so that they are prepared to respond appropriately in a crisis.

Every effort shall be made to maintain the fire alarm system, regular and emergency exits of all buildings,
and fire prevention measures. All staff and students shall receive instruction regarding emergency action

plans by site administration.

The Board of Trustees encourages all employees to become proficient in first aid and cardiopulmonary
resuscitation (CPR).

This plan conforms to the requirements for Standard Emergency Management System (SEMS) mandated

EawUOl T w&OYI UOOUz Uw. | | DEI neofporaigs the usé df IBdtantCinrbaYcesSdteh w E ¢

(ICS). The ICS provides the flexibility to rapidly activate and establish an organizational form around

the functions that need to be performed.
-Excerpt from CUSD Emergency Action Plan

DRILLS

9 Fire Drills will be conducted monthly or ten times per school year. Radio Communications
checks shall be performed at least3 times per year during fire drills.

1 Earthquake "Drop, Cover and Hold" drills will be held at least three times each school year.

9 Lockdown Drills will be held least four times each school year.

EMERGENCY BELLS AND ACTIONS
Staff should be familiar with the general guidelines contained in this plan so that they are prepared to
react in the event of an emergency. Regardless of the crisisituation, the school has four basic responses
which each staff member must be familiar with:

EVACUATE

DUCK, COVER & HOLD ON
LOCKDOWN

Continue normal operations

= =4 =4 =4

All schools must have an annually updated Comprehensive Safety Plan which will include the following
bells or announcementsthat will alert staff:

FIRE or EVACUATION
9 Students will proceed to pre -designated evacuation area posted in your classroom.
1 Teachers will take role when class reaches assembly area and report any missing or injured
students to the principal.
9 This signal should be given in the event of a fire, explosion, following an earthquake or structural
failure, or any other occurrence which might make the school buildings unsafe.
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DUCK, COVER, AND HOLD ON:
Teacher will give oral command O w? #4" * Ow" . 5810w - #w' . +#w. - 2 wOOwU
earthquake, explosion, structural failure, or surprise attack occurs.
9 Ifindoors, students and staff should seek cover under desks or sturdy tables and away from
windows or objects which may topple.
1 If outdoors, students and staff should move away from buildings, trees, or objects which may
topple.
1 When immediate emergency is over, and if safe to do so, teacher will instruct students to follow
the evacuation procedure.

LOCKDOWN:

Announcementover x UEODPEWEEEUI UUwUauUUl OOw? 33%$-3(. -lobegnl wl
LOCKDOWN procedures now. [PAUSE] ATTENTION: We have a LOCKDOWN situation | begin
+."*# . 6- wxUOEI EUUI UwOOPG»

9 Staff should independently initiate LOCKDOWN procedures if they become aware of a
disturbance or violent situation on campus without warning.

9 Teachers and other staff members are to immediately lock doors and have students lie on the
floor and away from windows, if possible.

1 While students are getting on floor, turn off lights, and c lose any shades and/or blinds if it
appears safe to do so.

1 When there is any evidence of a potential problem, classes outside will immediately return to
locker rooms/classrooms, etc.

9 Teachers and students are to remain in the classroom regardless of the béschedule until an
authorized staff member gives the ALL CLEAR signal.

1 This action will not normally be preceded with any warning.

1 If staff initiates a Lockdown in a classroom in response to an immediate threat and not in
reaction to an instruction from the administration, the teacher should attempt to notify the
administration via phone if possible to alert the campus of the emergency.

1 The principal or designee will notify the District Office and the local law enforcement agency
whenever a Lockdown is or dered.

ALL CLEAR:
AllClear OUWEOOOUDET Ol OUwOYI UwxUEOPEWEEEUI UUwUaUuUl 00w
ALL CLEAR. [PAUSE] ALL CLEAR. [PAUSE].

EVACUATION ROUTES

Evacuation routes must be posted in all classrooms, multi-purpose rooms, and the main exit of each
facility. These routes should be followed during each drill and/or emergency. The school must pre -
designate an alternate or off-campus location for all students/staff to assemble for roll call in the event
the primary evacuation area is unsafe. This location is not publicized for security purposes, but will be
communicated to staff if the need arises to EVACUATE the campus.
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COMMUNICATIONS

To keep lines of communication, open during an emergency, site telephones and cell phones will only
be used to report emergency conditions or to request emergency assistance. Tweway radios are
available at each site for emergency communication purposes.

In the event that telephone and/or electrical service are interrupted, other means must be relied upon to
relay information. Two -way radios, a bullhorn, e -mail, and/or runners will be utilized within the school
building and on school grounds.

The Principal will notify the District Office of the school's status and designate a staff member to
monitor all communications.

During after -hours emergencies which may affect the opening of school, the Principal will make every

effort to ensure staff and parents are updated via telephone, thi w# PUUUDPE Uz Uwl OO1 xET 1
hotline, the Parent Link Emergency Rapid Notification Service or through written communications

@Ol UUT Uz UwOUwOl 00U wi 601 A5 w

Types of emergencies or disasters forwhich action must be taken include:

1 FIRE OR EXPLOSION
0 Within buildings
o Fire near building
1 EARTHQUAKES OR STRUCTURAL FAILURE
o Evacuation
0 Search and Rescue teams (Inspect and assess damage)
0 Maintenance and plant workers (Inspect for damaged utilities, shut off gas, electric and
water if necessary)
0 First Aid Team (Tend to injuries)
0 Student Release Team (Release students to parent and authorized Adults)
T CAMPUS DISRUPTION OR INTRUDER
0 Lockdown Procedures
1 BOMB THREAT
1 HAZARDOUS MATERIALS INCIDENT
o Classroom incident
o Off-Campus Incident
i LOSS OF UTILITIES
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EMERGENCY TEAMS

During and after an emergency, the school's Emergency Teams are essential to ensure that everything
possible is being done to save lives, prevent injuries, and protect property. The command structure of the
Emergency Team follows the Standardized Emergency Management System (SEMS) format mandated by
U1 w&OYI UOOUzUw. i i PET wOi w$ Ol UT 1 OEaw21 UYDPEI UGB

TEAM MEMBERSHIP S
The School's Emergency Teams shall be comprised of personnel selected by the Principal or Assistant
Principal. Each team will consist of a team leader and individual team members. These persons shall
receive training and may be required to participate in a number of "emergency readiness" activities before
an actual disaster occurs, in order to be fully prepared to respond both during and after the emergency. It
is essential that each team member focus on their preassigned task and the chain of command no one
person can do everything.

INCIDENT COMMAND TEAM S
1 Function: Determine appropriate actions for students, i.e. EVACUATE school buildings,
EVACUATE school site, return to class, etc.

MENTAL HEALTH TEAM
1 Function: In response to notification of an emergency or disaster, sudden death, suicide, etc., the
principal or designee should immediately notify the superintendent and assemble the Mental
Health Team to help plan the response and prepare for the following day.

OPERATIONS TEAM
9 Function: The Operations Team Chief and will manage the direct response to the disaster.

SEARCH & RESCUE TEAM
1 Function (Always done in teams of no less than two people): If an EVACUATION occurs, pre -
designated Search & Rescue Teams above will physically check to ensure all classrooms/buildings
are vacated, unless it is unsafe to enter a building due to fire or heavy structural damage.

MEDICAL, FI RST AID & TRIAGE TEAM
9 Function: Report to Command Center to determine medical needs and plan.

SECURITY/DAMAGE ASSESSMENT TEAM
1 Function: Report to Command Center or respond via radio to determine scope of emergency.

STUDENT ACCOUNTABILITY/RELEASE TEAM
1 Function: Take Student Emergency Cards to Evacuation Area and account for all students and
staff.

MORGUE TEAM
This team would only be activated in region -wide disasters where public agency support might not be
readily available.
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9 If directed, set up morgue area
LOGISTICS TEAM S
The Logistics Chief and will check in with the Incident Commander at the Command Center to determine
what facilities, services, personnel, equipment, and materials will be needed in support of the Emergency
Teams. The Logistics Chief will support the Operations Chief and Student Accountability/Release Team
Leader by locating available staff and volunteers to assist with emergency operations.

SUPPLIES & EQUIPMENT PROCUREMENT TEAM
9 Function: Access emergency supplies & begin distribution to Emergency Teams.

COMMUNICATIONS TEAM
1 Function: Establishing, coordinating, and directing verbal and written communications within the
school site and with the District Office.

FOOD & WATER TEAM (IF WARRANTED)
9 Function: Team Leaderwill report to Logistics Chief to determine whether the emergency will
require the school to address food and water needs of staff, students, emergency workers, or the
community.

PLANNING & INTELLIGENCE TEAM
The Planning & Intelligence Team Chief who will report to the Incident Commander at the Command
Center and begin collecting information regarding the status of the school. The Planning & Intelligence
Team Chief is responsible for ensuring the Incident Commander and District Office is aware of the late st
information regarding injuries, missing students, damaged facilities and requests for assistance.

If the school EVACUATES, the Planning & Intelligence Team Chief will be responsible for taking the Crisis
Response Box (grab & go kit) from the office to the Command Center

ADVANCED PLANNING & SITUATIONAL ANALYSIS TEAM
1 Function: Team Leader will report to Planning & Intelligence Chief and Collect all information
pertinent to incident (internal and external)

RECORDS RECORDER AND INCIDENT LOGS TEAM
9 Function: Record all activity associated with the event

FINANCE AND ADMINISTRATION TEAM
The Finance & Administration Team Chief who will track and document all costs and staff time redirected
to emergency and manage recovery records as required based onaverity of the event. Chief will also work
with Logistics Chief to assist with the purchasing of additional supplies.
1 Function: Keeps accurate time records of event.

RECOVER RECORDS MANAGEMENT TEAM

1 Functions: Manages all records attributed to any emergency event of significance.
PURCHASING TEAM

9 Function: Purchase needed items/supplies as requested by Incident Command
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EMERGENCY LOCKDOWN PROCEDURES

SCHOOL SITES

CODE RED ¢t An incident(s) that is determined to be a threat to the safety of Students and _ Staff
In the event of any emergency that may require a lockdown, the school site administration and School
Police will work cooperatively and keep each other informed of the incident. The school principal,
administrative designee and/or School Police shalO wD ODUDEUIT wUT 1 ui this i© &ol poskiblet » w

the principal shall be notified as soon as practical.

circumstances:

T
1
1
1

Armed intruder(s)

Unrest in the community (Police activity adjacent to the s chool site)

Student Unrest

Any other situation that negatively impacts the safety and security of the campus

Primary Signal: One (1) bell (30 seconds in duration).
Secondary Alert: Notification by runners, telephone, radio intercom or P.A. system.

Instructions: INSIDE CLASSROOM / AUDITORIUM

1.

Teachers will place red or green classroom status sheet in door jamb so at least half of the paper
is protruding outward from the door. The laminated sheets are found inside the school issued
Red Crisis Folder. Staff shall secure their classrooms, all offices and other site buildings
immediately by closing and locking the classroom doors and windows. There will be no access
to, or departure from, the room until the alert is deactivated. (Students should be adv ised that
when they hear this announcement, they are to get inside the nearest classroom.)

Red Crisis folder contains:

© N OA~WDN

Red sheett will indicate to law enforcement that someone inside the room is injured or requires
assistance.

Green sheet will indicate to law enforcement that students are all accounted for and all is OK in
your class and there are no injuries.

Orange Vestt To be worn by staff members when evacuations do occur so law enforcement can
easily identify faculty from potential intruders or oth er outsiders.

Push desk/ tables against entrance(s).

Turn classroom lights off.

Gather at far end of room and remain quiet, away from windows.

Get students into protected position, sitting or crouching.

Take roll and account for all students.

Do not allow students to leave for any reason.

Wait for an all clear or further instructions from site administration.

Directions: OUTSIDE CLASSROOM / AUDITORIUM

1. Stay calm

2. All staff and students must be moved into the nearest classroom(s).

3. If classes are not in sesion, (before school, break, lunch, after school) teachers are to open
their doors and encourage students into classrooms. Staff and students locked out of
classrooms are to be swept into the designated area by the site administration and designees
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(i.e., cafeteria, library, or auditorium). Staff outside should avoid walking into any
dangerous situation. Errands, restrooms, outside activities will all be interrupted during a
2" OEl w1$#26

4. Once inside the designated area, follow Steps W w ? directions when inside a
classroom or auditorium.

Parents/ Visitors/ & Guests: All parents, visitors, and/or guests should be directed to the parent center

as soon as practical. All parents, visitors, or guests outside should avoid walking into any dangerous
situation. All errands, restrooms, volunteer activities will all be interrupte EWE UUD OT wE waTheD E |
Community Relations Specialist (CRS) will take roll and account for all individuals under her
supervision. Once inside the designated area, follow Steps Ul w R RE? WEDUTI EUD OO U Wb |
classroom or auditorium

ADMINISTRATION OFFICE S
As soon as practical contact Compton School Police Departmentt 911 via any CUSD phone. Update the
Compton School Police Communications Department with the most current information available. Turn
on district hand held radios . Only allow law enforcement access into the Main Office.

Code RED Modification: There are situations (police activity nearby) where a lock down is appropriate
but activity inside the building can continue as usual. Less restrictive lock down conditions may be used
based upon facts known to the administrator and/or school police personnel.

(OwUT T wl YT OUwWOI weOwl RUI OET Ew?" OETl wi1$#2 QOWUET OO0 wx(
restrooms, food, water, and reunification areas for students, staff, and parents as needed.

Primary Deactivation: 3 [@L[NEeIX==N 1 All clear/emergency is over.

+EPw$ O OUET O1 OUwUI O1 EUI woOl wUOT T w?2" O0El wls#2wbbOOuw
emergency runners, telephone, or radio. Students can be released athie end of that bell/ notification.

After Action: Some incidents will require the use of Crisis Management personnel.

These people should not be brought onto the campus until the incident is secure and the all clear
announcement has been given.

Code YELLOW: Shelter t in ¢ Place
Primary Signal: Notification by runners, telephone, radio intercom or p.a. system.

Directions: In the event of an area odor, gas leak, overbearing heat or rain, the site administrator or
designee may place the site on a? " OEl w8$++. 628 w20UEI OUUwPDPOOwWXI U
activities as usual. All outdoor activities will be conducted indoors until incident is deemed safe.  Staff
will make every effort to provide safe passage to restrooms, food, and water for stude nts and staff, as
needed. (During an area odor/gas leak incident windows should be closed and air conditioning shut -
off.)

1. Lock doors, but admit students assigned to your class.

2. Do not leave your class or allow students to leave without administrative per mission.
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No oo

Continue instruction .

Create a list of students not in the classroom

Call office in an emergency.

Do not make cell phone calls.t (Bomb Threat)

Compton School Police will provide continuous coverage of the incident.

Primary Deactivation: [®elEREIR==N ¢ All clear/emergency is over.

+EPw$ Of OUEIT Ol OUGodd YEBLLEWA wdd AL E wekDOEDPEEUI EwYDPEwWI Ol

or radio. Students can be released at the end of that bell/ notification.

Other Safety Reminders

1.

B

When sending students on an errand or to the restroom, send them by pairs. (Elementary &
Middle Schools)

Lock and secure your classroom door(s) when leaving for resources, recess, and at the end of the
day.

Avoid leaving the class alone, except for emergencies.

Any adultwhois OOUwPb1 EUDPOT WEWEEET T wOUwYPUPUOUZzZUwWUUDE
Review / Code YELLOW, and evacuation procedures with students.

Administrative Procedures - One of the three codes will occur during a lockdown situation, follow

instructions on:

i

i

i

(S0 [WRI=B] ¢ An extreme condition where there is a strong possibility of imminent danger.
Code YELLOW - A need for a perimeter lock down due to a situation whereby school police or

city police notify the school that there is some kind of d angerous situation off campus but close
enough to possibly create danger for students.

(OO [MEIXI==N ¢+ All clear/emergency is over.
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