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Concepts And Roles BP 4000
Personnel

The Governing Board recognizes that the success of district students and programs hinges on
effective personnel. The Board desires to establish safe and supportive working conditions that
will attract and retain staff members who are highly qualified and dedicated to the education and
welfare of students. The district's personnel policies and related regulations shall be designed to
ensure a supportive, positive climate and shall be consistent with collective bargaining
agreements and in conformance with state and federal law and regulations.

As the legal representative of the district in negotiations with employee representatives, the
Board shall set goals and guidelines for collective bargaining, select the bargaining team,
maintain communications during the bargaining process, and adopt the negotiated contract.
Terms and conditions of employment which have been negotiated and stated in employee
contracts shall have the force of policy. The Board shall hear employee complaints and appeals
when such hearings are in accordance with Board policy or negotiated agreements. The Board
shall also adopt wage and salary schedules and shall commit budget funds for staff development
so that staff members may continue developing their skills.

The Superintendent has primary responsibility for overseeing the district's personnel system. To
support this effort, the Board shall approve a framework for sound hiring practices. The
Superintendent shall nominate all personnel for employment, and the Board shall approve only
those persons so recommended. Individuals who approach Board members regarding
prospective employment shall be referred to the Superintendent or designee.

The Superintendent or designee shall assign and supervise the work of all employees and shall
evaluate their work in accordance with effective accountability systems approved by the Board.
The Superintendent or designee also shall recommend disciplinary action which the Board may
take against employees when warranted pursuant to Board policy, administrative regulations
and/or state or federal law.

The Board recognizes that every employee has a stake in the district's successful operation. The
Board encourages all district employees to express their ideas, concerns and proposals related to
the improvement of working conditions and the total educational program. The Superintendent
or designee shall establish procedures whereby he/she will receive and consider employee
suggestions and submit them, when appropriate, for consideration by the Board.

Legal Reference:

EDUCATION CODE

35020 Duties of employees fixed by governing board
35035 Powers and duties of superintendent

35160 Powers of governing board

GOVERNMENT CODE

3540-3549.3 Public education employer-employee relations

(1/85) 10/96 Approved Dec. 2013



Drug And Alcohol-Free Workplace BP 4020
Personnel

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

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 noninstructional time in the classroom or workplace, at extracurricular or
cocurricular activities, or while transporting students or otherwise supervising them. Under the
influence means that the employee's capabilities are adversely or negatively affected, impaired,
or diminished to an extent that impacts the employee's ability to safely and effectively perform
his/her job.

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

An employee shall abide by the terms of this policy and shall notify the district, within five days,
of his/her conviction for violation in the workplace of any criminal drug statute. (Government
Code 8355; 41 USC 8103)

The Superintendent or designee shall notify the appropriate federal granting or contracting
agency within 10 days after receiving notification, from an employee or otherwise, of any
conviction for a violation occurring in the workplace. (41 USC 8103)

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

Drug-Free Awareness Program

The Superintendent or designee shall establish a drug-free awareness program to inform
employees about: (Government Code 8355; 41 USC 8103)

1. The dangers of drug abuse in the workplace

2. The district's policy of maintaining a drug-free workplace



3. Auvailable drug counseling, rehabilitation, and employee assistance programs

4. The penalties that may be imposed on employees for drug abuse violations occurring in
the workplace

Legal Reference:

EDUCATION CODE

44011 Controlled substance offense

44425 Conviction of controlled substance offenses as grounds for revocation of credential
44836 Employment of certificated persons convicted of controlled substance offenses
44940 Compulsory leave of absence for certificated persons

44940.5 Procedures when employees are placed on compulsory leave of absence
45123 Employment after conviction of controlled substance offense

45304 Compulsory leave of absence for classified persons

GOVERNMENT CODE

8350-8357 Drug-free workplace

UNITED STATES CODE, TITLE 20

7111-7117 Safe and Drug Free Schools and Communities Act

UNITED STATES CODE, TITLE 21

812 Schedule of controlled substances

UNITED STATES CODE, TITLE 41

8101-8106 Drug-Free Workplace Act

CODE OF FEDERAL REGULATIONS, TITLE 21

1308.01-1308.49 Schedule of controlled substances

COURT DECISIONS

Cahoon v. Governing Board of Ventura USD, (2009) 171 Cal.App.4th 381

Ross v. RagingWire Telecommunications, Inc., (2008) 42 Cal.4th 920

Management Resources:

WEB SITES

California Department of Alcohol and Drug Programs: http://www.adp.ca.gov
California Department of Education: http://www.cde.ca.gov

U.S. Department of Labor: http://www.dol.gov

(7/02 7/10) 11/10 Approved Dec. 2013



Personnel BP 4021
Emergency First Aid

It is known that each year thousands of children playing on school grounds are stung by stinging insects
(honey bees, yellow jackets, and wasps). Some of these students react to stings with severe allergic
symptoms. Over one half of the children who have life-threatening reactions to insect stings have never
experienced a prior reaction. In some cases, without immediate first aid attention, students have lost
their lives.

These severe reactions occur within a few minutes of the sting. There often isn’t time to wait for
transportation to a hospital before acting to stop the reaction. Hives, wheezing or vomiting may begin
immediately. :

The school district is permitted, under Education Code Section 49423, to designate school personnel to
administer medication to a pupil provided:

1.0 the medication is prescribed by a physician*

2.0  awritten statement is obtained from a physician that details the method,
amount, and time when the medication is to be taken* and

3.0  awritten statement is obtained from the parent or guardian of the pupil which |
authorizes the school personnel to assist the pupil receiving the medication. **

In regard to the possible systemic reaction of a student attending the Twin Hills Union School District,
the Twin Hills Union School District Board of Trustees, authorize emergency treatment consisting of an
Epi-Pen containing a one time dose of .3 cc epinephrine, providing administering school personnel have
been adequately trained, at least on an annual basis, to give such treatment. Written authorization to
administer the Epi-Pen will be requested from the parent or guardian.**

* The physician prescribing the medication (the prescription is made to the districts through the
Sonoma County Office of Education) and furnishing the statement that details the method,
amount and time when the medication is to be taken is the Public Health Officer of the Sonoma
County Public Health Department. The prescription and statement is a “standing order” from the
County of Sonoma Public Health Officer.

*ok The parent or guardian gives the school permission to administer the Epi-Pen by signing that
portion of the Emergency Card on an annual basis. The Epi-Pen will not be administered to any
student for whom we do not have parents written permission.

Legal Reference
Ed. Code 49423

Board Approved: January 20, 1994




Nondiscrimination In Employment BP 4030
Personnel

The Governing Board desires to provide a positive work environment where employees and job
applicants are assured of equal access and opportunities and are free from harassment in
accordance with law. The Board prohibits district employees from discriminating against or
harassing any other district employee or job applicant on the basis of the person's actual or
perceived race, religious creed, color, national origin, ancestry, age, marital status, pregnancy,
physical or mental disability, medical condition, genetic information, veteran status, gender,
gender identity, gender expression, sex, or sexual orientation,

Prohibited discrimination consists of the taking of any adverse employment action against a
person, including termination or denial of promotion, job assignment, or training, or in
discriminating against the person in compensation, terms, conditions, or other privileges of
employment based on any of the prohibited categories of discrimination listed above.

The prohibition against discrimination based on the religious creed of an employee or job
applicant includes any discrimination based on the person's religious dress or grooming practices
or any conflict between the person's religious belief, observance, or practice and an employment
requirement. The prohibition against discrimination based on the sex of an employee or job
applicant shall include any discrimination based on the person's pregnancy, childbirth,
breastfeeding, or any related medical conditions. (Government Code 12926, 12940)

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

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

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

The Superintendent is designated as Coordinator for Nondiscrimination in Employment.

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



Complaints regarding employment discrimination or harassment shall immediately be
investigated.

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

Training and Notifications

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

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

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

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

CIVIL CODE

51.7 Freedom from violence or intimidation

GOVERNMENT CODE

11135 Unlawful discrimination

12900-12996 Fair Employment and Housing Act

PENAL CODE

422.56 Definitions, hate crimes

CODE OF REGULATIONS, TITLE 2

7287.6 Terms, conditions and privileges of employment

CODE OF REGULATIONS, TITLE 5

4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20

1681-1688 Title IX of the Education Amendments of 1972
UNITED STATES CODE, TITLE 29

621-634 Age Discrimination in Employment Act

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title VI, Civil Rights Act of 1964, as amended
2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended
2000£f-2000ff-11 Genetic Information Nondiscrimination Act of 2008



2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964
6101-6107 Age discrimination in federally assisted programs
12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 34

100.6 Compliance information

104.7 Designation of responsible employee for Section 504
104.8 Notice

106.8 Designation of responsible employee and adoption of grievance procedures
106.9 Dissemination of policy

110.1-110.39 Nondiscrimination on the basis of age

COURT DECISIONS

Thompson v. North American Stainless LP, (2011) 131 S.Ct. 863
Shephard v. Loyola Marymount, (2002) 102 Cal.App.4th 837

Management Resources:

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Notice of Non-Discrimination, August 2010

U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS

Questions and Answers: Religious Discrimination in the Workplace, 2008

Enforcement Guidance: Reasonable Accommodation and Undue Hardship under the Americans
with Disabilities Act, October 2002

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

WEB SITES

California Department of Fair Employment and Housing: http://www.dfeh.ca.gov

U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr
U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov

(3/10 3/12) 11/12 Approved December 2013



Employee Use of Technology BP 4040

The Governing Board recognizes that technological resources can enhance employee
performance by offering effective tools to assist in providing a quality instructional
program, facilitating communications with parents/guardians, students, and the
community, supporting district and school operations, and improving access to and
exchange of information. The Board expects all employees to learn to use the available
technological resources that will assist them in the performance of their job
responsibilities. As needed, employees shall receive professional development in the
appropriate use of these resources.

Employees shall be responsible for the appropriate use of technology and shall use the
district's technological resources primarily for purposes related to their employment.

Employees shall be notified that computer files and electronic communications, including
email and voice mail, are not private. Technological resources shall not be used to
transmit confidential information about students, employees, or district operations
without authority.

Online/Internet Services

The Superintendent or designee shall ensure that all district computers with Internet
access have a technology protection measure that prevents access to visual depictions that
are obscene or child pornography and that the operation of such measures is enforced.
The Superintendent or designee may disable the technology protection measure during
use by an adult to enable access for bona fide research or other lawful purpose. (20 USC
6777, 47 USC 254)

To ensure proper use, the Superintendent or designee may monitor employee usage of
technological resources, including the accessing of email and stored files. Monitoring
may occur at any time without advance notice or consent. When passwords are used, they
must be known to the Superintendent or designee so that he/she may have system access.

The Superintendent or designee shall establish administrative regulations and an
Acceptable Use Agreement which outline employee obligations and responsibilities
related to the use of district technology. He/she also may establish guidelines and limits
on the use of technological resources. Inappropriate use may result in a cancellation of
the employee's user privileges, disciplinary action, and/or legal action in accordance with
law, Board policy, and administrative regulation.

The Superintendent or designee shall provide copies of related policies, regulations, and
guidelines to all employees who use the district's technological resources. Employees
shall be required to acknowledge in writing that they have read and understood the
district's Acceptable Use Agreement.

Use of Cellular Phone or Mobile Communications Device



Employee Use of Technology BP 4040

An employee shall not use a cellular phone or other mobile communications device for
personal business while on duty, except in emergency situations and/or during work
breaks.

Any employee that uses a cell phone or mobile communications device in violation of
law, Board policy, or administrative regulation shall be subject to discipline and may be
referred to law enforcement officials as appropriate.

Legal Reference:

SCHOOL BOARD CODE

0440 - District Technology Plan

1113 - District and School Web Sites

3513.1 - Cellular Phone Reimbursement

3542 - School Bus Drivers

4032 - Reasonable Accommodation

4112.9/4212.9/4312.9 - Employee Notifications

4118 - Suspension/Disciplinary Action

4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information
4119.25/4219.25/4319.25 - Political Activities of Employees

4131 - Staff Development

4156.3/4256.3/4356.3 - Erﬁployee Property Reimbursement

4218 - Dismissal/Suspension/Disciplinary Action

4231 - Staff Development

4331 - Staff Development

5125 - Student Records

5125.1 - Release of Directory Information



Employee Use of Technology BP 4040

6163.4 - Student Use of Technology

EDUCATION CODE

51870-51874 Education technology

52270-52272 Education technology and professional development grants

52295.10-52295.55 Implementation of Ehhancing Education Through Technology grant
program

GOVERNMENT CODE

3543.1 Rights of employee organizations

PENAL CODE

502 Computer crimes, remedies

632 Eavesdropping on or recording confidential communications
VEHICLE CODE

23123 Wireless telephones in vehicles

23125 Wireless telephones in school buses

UNITED STATES CODE, TITLE 20

751-6777 Enhancing Education Through Technology Act, Title II, Part D, especially:

[@))

|

6777 Internet safety

UNITED STATES CODE, TITLE 47

254 Universal service discounts (E-rate)

CODE OF FEDERAL REGULATIONS, TITLE 47

54.520 Internet safety policy and technology protection measures, E-rate discounts
Management Resourées:

WEB SITES

CSBA: http://www.csba.org




Employee Use of Technology

American Library Association: http://www.ala.org

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

Federal Communications Commission: http://www.fcc.gov

U.S. Department of Education: http://www.ed.gov
Policy: TWIN HILLS SCHOOL DISTRICT

Adopted: February 9, 2012 California

BP 4040



Employee Use of Technology AR 4040

Online/Internet Services: User Obligations and Responsibilities

Employees are authorized to use district equipment to access the Internet or other online
services in accordance with Board policy, the district's Acceptable Use Agreement, and
the user obligations and responsibilities specified below.

1. The employee in whose name an online services account is issued is responsible for its
proper use at all times. Employees shall keep account information, home addresses, and
telephone numbers private. They shall use the system only under the account or user ID
number to which they have been assigned by the district.

2. Employees shall use the system safely, responsibly, and primarily for work-related
purposes.

3. Employees shall not access, post, submit, publish, or display harmful or inappropriate
matter that is threatening, obscene, disruptive, or sexually explicit, or that could be
construed as harassment or disparagement of others based on their race, ethnicity,
national origin, sex, gender, sexual orientation, age, disability, religion, or political
beliefs.

4. Employees shall not use the system to promote unethical practices or any activity
prohibited by law, Board policy, or administrative regulations.

5. Employees shall not use the system to engage in commercial or other for-profit
activities. '

6. Copyrighted material shall be posted online only in accordance with applicable
copyright laws.

7. Employees shall not attempt to interfere with other users' ability to send or receive
email, nor shall they attempt to read, delete, copy, modify, or forge other users' email.

8. Employees shall not develop any classroom or work-related web sites, blogs, forums,
or similar online communications representing the district or using district equipment or
resources without permission of the Superintendent or designee. Such sites shall be

subject to rules and guidelines established for district online publishing activities
including, but not limited to, copyright laws, privacy rights, and prohibitions against
obscene, libelous, and slanderous content. Because of the unfiltered nature of blogs, any
such site shall include a disclaimer that the district is not responsible for the content of
the messages. The district retains the right to delete material on any such online
communications.

9. Users shall report any security problem or misuse of the services to the Superintendent
or designee.



Employee Use of Technology AR 4040

10. Use of district technology for union activity shall be consistent with Education Code
regulations.

SCHOOL BOARD POLICY

1113- District and School Web Sites

4030 - Nondiscrimination in Employment

4031 - Complaints Concerning Discrimination in Employment
4119.11/4219.11/4319.11 - Sexual Harassment

6162.6 - Use of Copyrighted Materials
4119.25/4219.25/4319.25- Political Activities of Employees
Policy: TWIN HILLS SCHOOL DISTRICT

Adopted: February 9, 2012 California



Certificated Personnel BP 4100
Personnel

The Governing Board recognizes that teachers and other certificated personnel work closely with
students in carrying out the district's educational goals. The Superintendent or designee shall
ensure that the duties, responsibilities, and district's expectations for certificated positions are
clearly defined and made known to each member of the certificated staff.

Each certificated staff member shall be held accountable for duties assigned to him/her and shall
undergo regular performance evaluations in accordance with law and negotiated agreements.

The Board strongly encourages certificated staff to continually improve their skills and pursue
excellence within their profession.

Policies, rules and regulations related to certificated personnel shall be available to all concerned
and shall be administered in a fair and equitable manner.

Legal Reference:

EDUCATION CODE

90 Definition, certificated and certified
44006 Certificated person
GOVERNMENT CODE

3543.2 Scope of representation

(1/85) 10/96 Approved Dec. 2013



Recruitment And Selection BP 4111 4211,4311
Personnel

The Governing Board is committed to employing suitable, qualified individuals to carry out the
district's mission to provide high-quality education to its students and to ensure the efficient
running of district operations.

The Superintendent shall develop fair, open, and transparent recruitment and selection processes
and procedures which ensure that employees are selected based on demonstrated knowledge,
skills, and competence and not on any bias, personal preference, or unlawful discrimination.

When a vacancy occurs, the Superintendent or designee shall review the job description for the
position to ensure that it accurately describes the major functions and duties of the position.
He/she also shall disseminate job announcements to ensure a wide range of candidates.

The district's selection procedures shall include screening processes, interviews, observations,
and recommendations from previous employers as necessary to identify the best possible
candidate for a position. The Superintendent or designee may establish an interview committee,
as appropriate, to rank candidates and recommend finalists. All discussions and
recommendations shall be confidential in accordance with law.

During job interviews, applicants may be asked to describe or demonstrate how they will be able
to perform the duties of the job. No inquiry shall be made with regard to any category of
discrimination prohibited by state or federal law.

For each position, the Superintendent or designee shall present to the Board one candidate who
meets all qualifications established by law and the Board for the position. No person shall be
employed by the Board without the recommendation or endorsement of the Superintendent or
designee.

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

44066 Limitations on certification requirement

44259 Teaching credential; exception; designated subjects; minimum requirements
44735 Incentive grants for recruiting teachers for low-performing schools
44740-44741 Personnel management assistance teams

44750 Teacher recruitment resource center

44830-44831 Employment of certificated persons

44858 Age or marital status in certificated positions

44859 Prohibition against certain rules and regulations re residency
45103-45139 Employment (classified employees)

49406 Examination for tuberculosis



GOVERNMENT CODE

815.2 Liability of public entities and public employees
12900-12996 Fair Employment and Housing Act, including:
12940-12956 Discrimination prohibited; unlawful practices
UNITED STATES CODE, TITLE 8

1324a Unlawful employment of aliens

1324b Unfair immigration related practices

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title VI, Civil Rights Act of 1964
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2-2000h-6 Title IX, 1972 Education Act Amendments
12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 Americans with Disabilities Act

COURT DECISIONS

C.A. v William S. Hart Union High School District et al., (2012) 138 Cal.Rptr.3d 1

Management Resources:

WEB SITES

California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
Education Job Opportunities Information Network: http://www.edjoin.org

Teach USA: http://www.calteach.org

U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov

(7/03) 7/12 Approved Dec. 2013



Employee Notifications BP 4112.94212.9,4312.9
Personnel

The Governing Board believes that providing clear communications to staff is essential to
establishing a professional, positive work environment and enhancing their job performance. The
Superintendent or designee shall provide district employees all notifications required by law and
any other notifications he/she believes will promote staff knowledge of the district's policies,
programs, activities, and operations.

When required by law, Board policy, or administrative regulation, district employees shall be
asked to sign an acknowledgment indicating receipt of the notification. Such acknowledgments
shall be retained in each employee's personnel file.

Legal Reference:

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

44663-44664 Evaluation of certificated employees

44842 Reemployment notices, certificated 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
44940.5-44941 Notification of suspension and intent to dismiss
44948.3-44948.5 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 in acts re: grounds suspension or
expulsion

GOVERNMENT CODE

1126 Incompatible activities of employees

3100-3109 Oath or affirmation of allegiance

8355 Certification of drug-free workplace, including notification

12950 Sexual harassment

54957 Complaints against employees; right to open session

54963 Unauthorized disclosure of confidential information

HEALTH AND SAFETY CODE

104420 Tobacco-free schools

120875 Information on AIDS, AIDS-related conditions, and hepatitis B

120880 Notification to employees re AIDS, AIDS-related conditions, and hepatitis B
1797.796 Automated external defibrillators; notification of use and locations

LABOR CODE

2800.2 Notification of availability of continuation health coverage

3550-3553 Notifications 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

8101-8106 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 inspections, response actions and post-response actions

763.93 Asbestos management plans

CODE OF FEDERAL REGULATIONS, TITLE 49



382.601 Controlled substance and alcohol use and testing notifications

(6/94 2/95) 7/12 Approved Dec. 2013



Evaluation/Supervision BP 4115
Personnel

The Governing Board believes that regular and comprehensive evaluations can help instructional
staff improve their teaching skills and raise students' levels of achievement. Evaluations also
serve to hold staff accountable for their performance. The Superintendent or designee shall
evaluate the performance of certificated staff members in accordance with law, negotiated
employee contracts and Board-adopted evaluation standards.

Objective standards from the California Standards for the Teaching Profession shall be reviewed
and may be incorporated in district evaluation standards with the agreement of the exclusive
representative of the certificated staff.

Evaluation procedures may include observation of teacher performance in the classroom.

The Superintendent or designee shall ensure that evaluation ratings have uniform meaning
throughout the district.

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and to
identify areas needing improvement. When areas needing improvement are identified, the
Board expects employees to accept responsibility for improving their performance. The
Superintendent or designee shall assist employees in improving their performance and may
require participation in appropriate programs. Staff members are encouraged to take initiative to
request assistance as necessary to promote effective teaching.

Legal Reference:

EDUCATION CODE

33039 State guidelines for teacher evaluation procedures

35171 Availability of rules and regulations for evaluation of performance
44500-44508 Peer assistance and review program for teachers
44660-44665 Evaluation and assessment of performance of certificated employees (the Stull
Act)

GOVERNMENT CODE

3543.2 Scope of representation

UNITED STATES CODE, TITLE 20

6319 Highly qualified teachers

7801 Definition of highly qualified teacher

Management Resources:

CTC PUBLICATIONS

Standards for the Quality and Effectiveness for Beginning Teacher Support and Assessment
Programs, 1997

California Standards for the Teaching Profession, 1997

WEB SITES

CSBA: http://www.csba.org



California Department of Education: http://www.cde.ca.gov
California Commission on Teacher Credentialing: http://www.ctc.ca.gov
National Board for Professional Teaching Standards: http://www.nbpts.org

(7/99 7/00) 11/03 Approved Dec. 2013



Probationary/Permanent Status BP 4116
Personnel

Probationary Status

Probationary employees shall receive training, assistance and evaluations consistent with their
needs as new teachers. Such training and assistance may consist of inservice training and/or
meetings with the employee's evaluator to discuss areas of strength and areas requiring

+ improvement. Inservice training may be provided during school hours as part of a
comprehensive staff development program.

The performance of each probationary employee shall be evaluated and assessed at least once
every school year.

Permanent Status

Granting of permanent status shall be based on completion of the probationary period in
accordance with applicable law. Employees granted permanent status acquire specific rights
under the Education Code, including those relating to discipline and dismissal. (Education Code
44932-44988)

Legal Reference:

EDUCATION CODE

44466 Status of university interns

44850.1 No tenure in administrative or supervisory position

44885.5 Status of district interns

44908 Complete year for probationary employees

44911-44913 Service not computed in eligibility for permanent status
44915 Classification of probationary employees

44917-44921 Status of substitute or temporary employees

44929.20 Continuing contracts (not to exceed four years - ADA under 250)
44929.21 Districts of 250 ADA or more

44929.23 Districts with less than 250 ADA

44929.28 Employment by another district

44930-44988 Resignations, dismissals and leaves of absence, especially:
44948.2 Election to use provisions of Section 44948.3

44948.3 Dismissal of probationary employees

(2/91 10/95) 2/98 Approved Dec. 2013



Resignation BP 4117.24217.2,4317.2
Personnel

Any district employee who desires to resign his/her position shall submit, in writing, a letter of
resignation which indicates the date which the employee intends as his/her last day at work.

The Governing Board encourages employees to provide advance notice that is appropriate for the
position they hold.

The Board authorizes the Superintendent or designee to accept an employee's written resignation
and to set its effective date. Once the Superintendent or designee has accepted and set an
effective date for this resignation, the resignation may not thereafter be withdrawn by the
employee.

The effective date of the resignation shall be a date not later than the close of the school year
during which the resignation is received. However, an employee and the Board may agree that
a resignation will be accepted at a mutually agreed upon date not later than two years beyond the
close of the school year during which the resignation is received by the Board.  (Education
Code 44930, 45201)

Legal Reference:

EDUCATION CODE

35161 Board delegation of any powers or duties

44420 Failure to fulfill contract as ground for suspension of diplomas and certificates
44433 Unauthorized departure from service as unprofessional conduct

44930 Acceptance and date of resignation

45201 Power to accept resignation

CODE OF REGULATIONS, TITLE 5

80303 Reports of change in employment status

80304 Notice of sexual misconduct

COURT DECISIONS

American Federation of Teachers, Local #1050 v. Board of Education of Pasadena Unified
School District, (1980) 107 Cal.App.3d 8§29

(10/96 11/99) 7/01 Approved Dec. 2013



Personnel Reduction BP 4117.3
Personnel

The Governing Board may reduce the number of probationary and permanent certificated
employees when, in the opinion of the Board, one or more of the following conditions makes
such reduction necessary:

1. Average daily attendance (ADA) in all of the schools in the district during the first six
months of the school year has declined below the level for the same period in either of the
previous two school years. (Education Code 44955)

2. A particular kind of service is to be reduced or discontinued not later than the beginning
of the following school year. (Education Code 44955)

3. Attendance in the district will decline in the following year as a result of the termination
of an interdistrict tuition agreement. (Education Code 44955)

4. An amendment of state law requires modification of the curriculum. (Education Code
44955)
S. The state Budget Act reveals that the district's total revenue limit per ADA for the fiscal

year of that Budget Act has not increased by at least two percent. (Education Code 44955.5)
Seniority

Except as otherwise provided by law, a permanent employee who is certificated and competent
to render a service shall not be terminated or given a reduction in hours and wages while a
probationary employee, or other employee with less seniority, is retained to render the service.
(Education Code 44955)

Prior to determining the seniority of employees, the Superintendent or designee shall require
certificated employees to provide verification, in writing, of their employment date and
credentials, as well as any documentation supporting an employment or credential(s) different
from that shown in the district's records.

The Superintendent or designee shall prepare a master seniority list on the basis of district
records and evidence presented. (Education Code 44846)

When two or more employees first rendered paid service on the same date, the Board shall adopt
a resolution specifying the criteria based on the needs of the district and students for the order of
termination among those employees. Upon the request of any employee whose order of
termination is so determined, the Board shall furnish, in writing, no later than five days prior to
the commencement of the administrative hearing on the layoff, a statement of the specific criteria
used in determining the order of termination and the application of the criteria in ranking the
employee relative to the other employees in the group. (Education Code 44955)



The district may deviate from terminating certificated employees in order of seniority for either
of the following reasons: (Education Code 44955, 44956)

1. To fill a demonstrated specific need for personnel to teach a specific course or courses of
study, or to provide services authorized by a services credential with a specialization in either
student personnel services or health for a school nurse, when the certificated employee has the
necessary special training and experience which others with more seniority do not possess

2. To maintain or achieve compliance with constitutional requirements related to equal
protection of the law

Notice and Hearing Rights

When it becomes necessary, as the result of a reduction or discontinuation of services, to reduce
the number of permanent and/or probationary employees, the district shall give notice to the
affected employees stating the reasons for the action and the employees' right to a hearing, no
later than March 15. The district shall adhere to the notice, hearing, and layoff procedures in
Education Code 44949 and 44955.

When an employee has requested a hearing before an administrative law judge regarding the
reduction or discontinuation of services, the Board shall make a final decision regarding the
sufficiency of the cause and disposition of the layoff upon receipt of the administrative law
judge's proposed decision. None of the findings, recommendations, or determinations of the
administrative law judge shall be binding on the Board. (Education Code 44949)

The Board may conduct its own hearing, adopt the judge's proposed decision, refer the case back
to the judge for additional evidence, or reject or modify the proposed decision and make its own
determination based upon its review of the record.

Upon adoption of the Board's decision, the Superintendent or designee shall give final notice, in
the manner specified, to the affected employees before May 15. (Education Code 44955)

Special Procedure Based Upon Late Adoption of the State Budget

When the Board, during the time period between five days after enactment of the Budget Act and
August 15, determines that the total revenue limit per ADA has not increased by at least two
percent and that the district therefore needs to reduce the number of certificated staff pursuant to
Education Code 44955.5, the Board shall adopt a schedule of notice and hearings and the district
shall otherwise proceed pursuant to Education Code 44949 and 44955. (Education Code
44955.5)

Reappointment

If the number of employees is increased or the discontinued service reestablished, permanent
certificated employees under 65 years of age shall have the right to reappointment, in order of
seniority for 39 months, after being terminated. Probationary certificated employees under 65



years of age shall have the same right for 24 months after being terminated, subject to the prior
reappointment rights of permanent employees. (Education Code 44956, 44957)

Before reappointing any certificated employee to teach a subject which he/she has not previously
taught and for which he/she does not have a teaching credential or which is not within the
employee's major area of postsecondary study, the Board shall require the employee to pass a
subject matter competency test in the appropriate subject. (Education Code 44955, 44956)

Reappointed certificated employees shall not be subject to any requirements that were not
imposed on employees who continued in service. Their period of absence shall be treated as a
leave of absence and not considered a break in the continuity of their service. (Education Code
44956, 44957)

Legal Reference:

EDUCATION CODE

44830 Employment of certificated persons

44949 Dismissal of probationary employees

44955 Reduction in number of permanent employees

44955.5 Termination of certificated employees

44956-44959.5 Rights of employees

GOVERNMENT CODE

3543.2 Scope of representation

COURT DECISIONS

California Teachers Association v. Vallejo City Unified School District, (2007) 149 Cal.App.4th
135

Bakersfield Elementary Teachers Association v. Bakersfield City School District, (2006) 145
Cal.App.4th 1260 '

Cousins v. Weaverville Elementary School District, (1994) 24 Cal.App.4th 1846

Forker v. Board of Trustees, (1984) 160 Cal.App.3d 13

Moreland Teachers Assoc. v. Kurze, (1980) 109 Cal.App.3d 648

King v. Berkeley Unified School District, (1979) 89 Cal.App.3d 1016

Management Resources:
WEB SITES
CSBA: http://www.csba.org

(6/88 10/94) 7/07 Approved Dec. 2013



Staff Development BP 4131
Personnel

The Governing Board believes that, in order to maximize student learning and achievement,
certificated staff members must be continuously learning and improving their skills. The
Superintendent or designee shall develop a program of ongoing professional development which
includes opportunities for teachers to enhance their instructional and classroom management
skills and become informed about changes in pedagogy and subject matter.

The district's staff development program shall assist certificated staff in developing knowledge
and skills, including, but not limited to:

1. Mastery of discipline-based knowledge, including academic content in the core curriculum
and academic standards

2. Use of effective, subject-specific teaching methods, strategies, and skills
3. Use of technologies to enhance instruction
4. Sensitivity to and ability to meet the needs of diverse student populations, including, but

not limited to, students of various racial and ethnic groups, students with disabilities, English
language learners, economically disadvantaged students, gifted and talented students, and at-risk
students

5. Understanding of how academic and career technical instruction can be integrated and
implemented to increase student learning

6. Knowledge of strategies that enable parents/guardians to participate fully and effectively
in their children's education

7. Effective classroom management skills and strategies for establishing a climate that
promotes respect, fairness, and discipline, including conflict resolution and intolerance and

hatred prevention

8. Ability to relate to students, understand their various stages of growth and development,
and motivate them to learn

9. Ability to interpret and use data and assessment results to guide instruction
10. Knowledge of topics related to student health, safety, and welfare

11. Knowledge of topics related to employee health, safety, and security

The district's staff evaluation process may be used to recommend additional staff development



for individual employees.

The Superintendent or designee shall involve teachers, site and district administrators, and -
others, as appropriate, in the development of the district's staff development program. He/she
shall ensure that the district's staff development program is aligned with district priorities for
student achievement, school improvement objectives, and school plans.

The Board may budget funds for actual and reasonable expenses incurred by staff who
participate in staff development activities.

The Superintendent or designee shall provide a means for continual evaluation of the benefit of
staff development activities to both staff and students and shall regularly report to the Board
regarding the effectiveness of the staff development program. Based on the Superintendent's
report, the Board may revise the program as necessary to ensure that the staff development
program supports the district's priorities for student achievement.

Legal Reference:

EDUCATION CODE

41520-41522 Teacher Credentialing Block Grant, including beginning teacher support
41530-41533 Professional Development Block Grant

44032 Travel expense payment

44259.5 Standards for teacher preparation

44277 Professional growth programs for individual teachers

44279.1-44279.7 Beginning Teacher Support and Assessment Program
44325-44328 District interns

44450-44468 University internship program

44560-44562 Certificated Staff Mentoring Program

44570-44578 Inservice training, secondary education

44580-44591 Inservice training, elementary teachers

44630-44643 Professional Development and Program Improvement Act of 1968
44700-44705 Classroom teacher instructional improvement program

44735 Teaching as a Priority Block Grant; teacher recruitment and retention in high-priority
schools

45028 Salary schedule and exceptions

48980 Notification of parents/guardians: schedule of minimum days
52055.600-52055.662 High Priority Schools Grant Program

56240-56245 Staff development; service to persons with disabilities
99200-99206 Subject matter projects

99220-99227 California Professional Development Institutes

99230-99242 Mathematics and Reading Professional Development Program
REPEALED EDUCATION CODE FOR CATEGORICAL PROGRAMS
44579-44579.6 Instructional Time and Staff Development Reform Program
GOVERNMENT CODE

3543.2 Scope of representation of employee organization



CODE OF REGULATIONS, TITLE 5

11980-11985.6 Mathematics and Reading Professional Development Program
13025-13044 Professional development and program improvement

UNITED STATES CODE, TITLE 20

6319 Highly qualified teachers

6601-6702 Preparing, Training and Recruiting High Quality Teachers and Principals
PUBLIC EMPLOYMENT RELATIONS BOARD DECISIONS

United Faculty of Contra Costa Community College District v. Contra Costa Community
College District, (1990) PERB Order No. 804, 14 PERC P21, 085

Management Resources:

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS

State Board of Education Guidelines and Criteria for Approval of Training Providers, March
2008

COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS

California Standards for the Teaching Profession, 1997

WEB SITES

Beginning Teacher Support and Assessment: http://www.btsa.ca.gov

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

California Department of Education, Professional Development: http://www.cde.ca.gov/pd
California Subject Matter Projects: http://csmp.ucop.edu

(11/05 11/06) 11/08 Approved Dec. 2013



Nonschool Employment BP 4136/ 4236/ 4336

In order to help maintain public trust in the integrity of district operations, the Governing
Board expects all employees to give the responsibility of their positions precedence over
any other outside employment. A district employee may receive compensation for outside
activities as long as these activities are not inconsistent, incompatible, in conflict with, or
inimical to his/her district duties.

An outside activity shall be considered inconsistent, incompatible, or inimical to district
employment when such activity: (Government Code 1126)

1. Requires time periods that interfere with the proper, efficient discharge of the
employee's duties

2. Entails compensation from an outside source for activities which are part of the
employee's regular duties

3. Involves using the district's name, prestige, time, facilities, equipment, or supplies for
private gain

4. Involves service which will be wholly or in part subject to the approval or control of
another district employee or Board member

An employee wishing to accept outside employment that may be inconsistent,
incompatible, in conflict with, or inimical to the employee's duties shall file a written
request with his/her immediate supervisor describing the nature of the employment and
the time required. The supervisor shall evaluate each request based on the employee's
specific duties within the district and determine whether to grant authorization for such
employment.

The supervisor shall inform the employee whether the outside employment is prohibited.
The employee may appeal a supervisor's denial of authorization to the Superintendent or
designee. An employee who continues to pursue a prohibited activity may be subject to
disciplinary action.

Tutoring

A certificated employee shall not accept any compensation or other benefit for tutoring a
student enrolled in his/her class(es). An employee who wishes to tutor another district
student shall first request authorization from his/her supervisor in accordance with this
Board policy. If authorization is granted, the employee shall not use district facilities,
equipment, or supplies when providing the tutoring service.

Legal Reference:

SCHOOL BOARD CODE



Nonschool Employment

1321 - Solicitation of Funds from and by Students

3300 - Expenditures and Purchases

4040 - Employee Use of Technology

4112.9/4212.9/4312.9 - Employee Notifications

N

118 - Suspension/Disciplinary Action

4119.1/4219.1/4319.1 - Civil and Legal Rights

4119.21/4219.21/4319.21 - Professional Standards

BP 4136/ 4236/ 4336

4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information

4132/4232/4332 - Publication or Creation of Materials

4135/4235/4335 - Soliciting and Selling
4144/4244/4344 - Complaints

4218 - Dismissal/Suspension/Disciplinary Action

6161.1 - Selection and Evaluation of Instructional Materials

9270 - Conflict of Interest

EDUCATION CODE

35160 Authority of governing boards

35160.1 Broad authority of school districts
51520 Prohibited solicitation on school premises
GOVERNMENT CODE

1126 Incompatible activities of employees

1127 Incompatible activities; off duty work

1128 Incompatible activities, attorney

CODE OF REGULATIONS, TITLE 5



Nonschool Employment

80334 Unauthorized private gain or advantage
ATTORNEY GENERAL OPINIONS

70 Ops.Cal. Atty.Gen. 157 (1987)
Management Resources:

WEB SITES

CSBA; http://www.csba.org

Fair Political Practices Commission: http://www.fppc.ca.gov

Adopted March, 2013

BP 4136/ 4236/ 4336



Negotiations/Consultation : BP 4143
Personnel

The Governing Board recognizes its responsibility to represent the public's interests in the
collective bargaining process. In negotiating agreements on employee contracts, the Board shall
balance the needs of staff and the priorities of the district in order to provide students with a
high-quality instructional program based on a sound, realistic budget.

The Board shall negotiate in good faith with exclusive employee representatives on wages, hours
of employment, and other terms and conditions of employment identified in law as being within
the scope of representation. (Government Code 3543.2)

The Board believes that effective negotiations require the input of all levels of the
administration. The Board shall establish a bargaining team to assist in analyzing contract
provisions and conducting contract negotiations.

The Board and Superintendent shall provide its negotiator(s) with expected outcomes and clear
parameters for acceptable contract provisions which promote the realization of district goals and
priorities.

The Board with its bargaining team shall establish standards of conduct pertaining to the
negotiations process for individual Board members and members of the bargaining team. Certain
meetings related to negotiations shall be held in closed session in accordance with Government
Code 3549.1 when not required by state open meeting laws (the Brown Act) to be held in public.
Matters discussed in these meetings shall be kept in strict confidence.

The Board and its negotiator(s) shall not knowingly provide the employee organization with
inaccurate information regarding the financial resources of the district. (Government Code
3543.5)

The Board shall closely monitor the progress of negotiations and carefully consider how
proposed contract provisions would affect the district's short- and long-term fiscal,
programmatic, instructional, and personnel goals.

The Board and/or Superintendent shall keep the public informed about the progress of
negotiations and the ways in which negotiations may affect district goals.

Whenever the district has a qualified or negative certification on an interim fiscal report, it shall
allow the county office of education at least 10 working days to review and comment on any
proposed agreement with exclusive representatives of employees. The district shall provide the
County Superintendent of Schools with all information relevant to gain an understanding of the
financial impact of any final collective bargaining agreement. (Government Code 3540.2)

Once the final terms of the agreement have been ratified by the membership of the employee
organization, the contract shall be presented to the Board at a public meeting for acceptance.



Any agreement adopted by the Board may be for a term not to exceed three years. (Government
Code 3540.1)

In the event of an impasse in negotiations, the Board shall participate in good faith in state
mediation and factfinding procedures pursuant to Government Code 3548-3548.8.
(Government Code 3543.5)

Following adoption of the collective bargaining agreement, any subsequent amendments shall be
executed in writing by the Board and the employees' exclusive representative.

Consultation

The exclusive representative of certificated staff may consult with the Board on the definition of
educational objectives, the determination of the content of courses and curriculum, and the
selection of textbooks.

Legal Reference:
GOVERNMENT CODE
3540-3549.3 Educational Employment Relations Act

Management Resources:

CSBA PUBLICATIONS

Collective Bargaining DVD-ROM

Maximizing School Board Governance: Collective Bargaining
Before the Strike: Planning Ahead in Difficult Negotiations, 1996
WEB SITES

CSBA: http://www.csba.org

California Public Employee Relations: http://cper.berkeley.edu
Center for Collaborative Solutions: http://www.ccscenter.org
Public Employment Relations Board: http://www.perb.ca.gov
State Mediation and Conciliation Service (SMCS): http://www.dir.ca.gov/csmes/smcs.html

(10/95) 3/07 Approved Dec. 2013



Leaves BP 4161 4261,4361
Personnel

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

The Board recognizes the following justifiable reasons for employee absence:

1. Personal illness or injury

2. Industrial accident or illness

3. Family care and medical leave

4. Military service

5. Personal necessity and personal emergencies

6. Disability leave for certificated employees in accordance with Education Code 44986
7. Vacations for classified staff and certificated management staff, as applicable

8. Attendance at work-related meetings and staff development opportunities

9. Compulsory leave

Long-Term Leaves

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

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

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

Administrative and Supervisory Personnel

Certificated administrative and supervisory employees who are not subject to the district's
bargaining agreement for certificated employees shall generally be entitled to those leave



provisions provided in the bargaining agreement for other certificated employees unless
otherwise specified in individual contract, memorandums of understanding, Board policy,
administrative regulation, or law.

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

Legal Reference:

EDUCATION CODE

22850-22856 Pension benefits, STRS members on military leave
44018 Compensation for employees on active military duty
44036-44037 Leaves of absence for judicial and official appearances
44043.5 Catastrophic leave

44800 Effect of active military service on status of employees

44842 Failure to provide notice or to report to work

44940 Sex offenses and narcotic offenses; compulsory leave of absence
44962-44988 Leaves of absence (certificated)

45059 Employee ordered to active military/naval duty, computation of salary
45190-45210 Leaves of absence (classified)

FAMILY CODE

297-297.5 Registered domestic partner rights, protections and benefits
GOVERNMENT CODE

3543.1 Release time for representatives of employee organizations
3543.2 Scope of representation

12945.1-12945.2 California Family Rights Act

20990-21013 Pension benefits, PERS members on military leave
LABOR CODE

230-230.2 Leaves for victims of domestic violence, sexual assault or specified felonies
230.3 Leave for emergency personnel

230.4 Leave for volunteer firefighters

230.8 Leave to visit child's school

233 Illness of child, parent, spouse or domestic partner

MILITARY AND VETERANS CODE

395-395.9 Military leave

395.10 Leave when spouse on leave from military deployment
UNITED STATES CODE, TITLE 29

2601-2654 Family and Medical Leave Act of 1993

UNITED STATES CODE, TITLE 38

4301-4334 Uniformed Services Employment and Reemployment Rights Act of 1994

(12/88 10/98) 7/0 Approved Dec. 2013



Catastrophic Leave Program BP 4161.9 4261.9, 4361.9
Personnel

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

Donations made under the catastrophic leave program shall be strictly voluntary.

Legal Reference:
EDUCATION CODE
44043.5 Catastrophic leave

(3/92) 10/98 Approved Dec. 2013



Classified Personnel BP 4200
Personnel

The Governing Board shall fill each of its classified positions with qualified persons, consistent
with position requirements. The primary role of classified personnel is to provide services that
support and enhance the district's educational program.

Each classified staff member shall be held accountable for duties assigned to him/her and shall
undergo regular performance evaluations in accordance with collective bargaining agreements.

Classification of Employees

The Board shall classify all employees and positions not requiring certification qualifications as
the classified service, except for those employees and positions specifically exempt from
classified service. (Education Code 45103)

Individuals who possess certification qualifications shall not be prohibited from being employed
in a classified position. (Education Code 45104)

Before employing a short-term classified employee, the Board, at a regularly scheduled meeting,
shall specify the service required to be performed by the employee and shall certify the ending
date of the service. The Board may shorten or extend the ending date, but the date shall not be
extended beyond 75 percent of the school year, as defined. (Education Code 45103)

Each position shall have a designated title and regular minimum number of assigned hours per
day, days per week and months per year. A job description shall be established for each
position.

Assignment

Classified employees shall be assigned by their immediate supervisors with the approval of the
Superintendent or designee. They shall be required to perform those duties prescribed by the
Board for the position the employee holds, in accordance with applicable job descriptions and
collective bargaining agreements.

(cf. 4141/4241 - Collective Bargaining Agreement)

Legal Reference:

EDUCATION CODE

45100-45139 Employment of classified staff
45160-45169 Salaries and differential compensation
45190-45210 Resignation and leaves of absence
45220-45320 Merit system



49406 Examination for tuberculosis
51760-51769.5 Work experience education

Management Resources:
WEB SITES
California School Employees Association: http://www.csea.com

(1/85 10/96) 11/02 Approved Dec. 2013



Employment References BP 4212.61 4112.61,4312.61
Personnel

The Superintendent or designee shall process all requests for references, letters of
recommendation, or information about the reasons for separation regarding all district employees
other than himself/herself. All letters of recommendation to be issued on behalf of the district
for current or former employees must be approved by the Superintendent or designee.

At his/her discretion, the Superintendent or designee may refuse to give a recommendation.
Any recommendation he/she gives shall provide a careful, truthful and complete account of the
employee's job performance and qualifications.

Legal Reference:

LABOR CODE

1050-1054 Reemployment privileges

CIVIL CODE

47 Privileged communication

CODE OF CIVIL PROCEDURE

527.3 Labor disputes

CODE OF REGULATIONS, TITLE 5

80332 Professional candor and honesty in letters or memoranda of employment
recommendation

COURT DECISIONS

Randi W. v. Muroc Joint Unified School District et al., (1997) 14 Cal.4th 1066

(9/89 2/95) 10/96  Approved Dec. 2013



Evaluation/Supervision BP 4215
Personnel

The Governing Board recognizes that appropriate supervision and regular, comprehensive
evaluations can help employees to continually improve in the performance of their
responsibilities. Evaluations shall be made in accordance with procedures specified in
negotiated contracts and based on job-specific standards of performance.

The Board expects supervisors to gauge employees' on-the-job effectiveness and skills in a fair,
objective, and consistent manner. Evaluations shall address the competence and care with
which the employee executes his/her assigned responsibilities. As appropriate, evaluations also
may address the extent to which the employee works cooperatively with others and observes
school or district rules and regulations.

The Superintendent or designee shall ensure that evaluation ratings have uniform meaning
throughout the district.

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and to
identify areas needing improvement. When the evaluation indicates areas needing improvement,
the Board expects employees to accept responsibility and take initiative to improve their
performance. The Superintendent or designee shall assist employees in obtaining needed job
skills.

The evaluation shall be dated and signed by both the employee and the supervisor.

The Superintendent or designee shall ensure that classified employees have access to rules and
procedures related to performance evaluations.

Legal Reference:

EDUCATION CODE

45113 Rules and regulations for the classified service in districts not incorporating the merit
system

45261 Subjects of rules (merit system districts)

45262 Distribution of rules

GOVERNMENT CODE

3543.2 Scope of representation

Management Resources:

WEB SITES
CSBA: http://www.csba.org
California School Employees Association: http://www.csea.com

(1/85 10/96) 3/06 Approved Dec. 2013



Probationary/Permanent Status BP 4216
Personnel

Employees newly hired for regular positions in the classified service shall be considered
probationary employees until they have satisfactorily completed one year of probationary
service. Upon satisfactorily completing this period, they shall become permanent classified
employees of the district.

Probationary employees shall receive written performance evaluations by their supervisor during
the probationary period. These evaluations shall indicate whether the evaluator is satisfied or not
satisfied with the employee's ability, performance, and compatibility with the job.

The Superintendent or designee may dismiss an employee during the initial probationary period.

Permanent employees promoted to a higher classification shall be considered probationary in
their new position until they have satisfactorily completed one year of service in that position.

A permanent employee who accepts a promotion and fails to complete the probationary period
for that promotional position shall be employed in the classification from which he/she was
promoted. (Education Code 45113)

This policy shall be made available to classified employees and the public. (Education Code
45113)

Legal Reference:

EDUCATION CODE ,

45113 Rules and regulations for classified service in districts not incorporating the merit system
45240-45320 Merit system

Management Resources:

WEB SITES
California School Employees Association: http://www.csea.org

(1/85 6/96) 7/02  Approved Dec. 2013



Universal Precautions BP 4219.43 4119.43,4319.43
Personnel

In order to protect employees from contact with potentially infectious blood or other body fluids,
the Governing Board requires that universal precautions be observed throughout the district.

Universal precautions are appropriate for preventing the spread of all infectious diseases and
shall be used regardless of whether bloodborne pathogens are known to be present.

Employees shall immediately report any exposure incident or first aid incident in accordance
with the district's exposure control plan or other safety procedures.

Legal Reference:

HEALTH AND SAFETY CODE

117600-118360 Handling and disposal of regulated waste

120875 Providing information to school districts on AIDS, AIDS-related conditions and
Hepatitis B

120880 Information to employees of school district

CODE OF REGULATIONS, TITLE 8

5193 California bloodborne pathogens standard

CODE OF FEDERAL REGULATIONS, TITLE 29

1910.1030 OSHA bloodborne pathogens standards

Management Resources:

CDE PROGRAM ADVISORIES

1016.89 Guidelines for Informing School Employees about Preventing the Spread of Infectious
Diseases, including Hepatitis B and AIDS/HIV Infections and Policies for Dealing with
HIV-Infected Persons in School Settings

WEB SITES

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

(3/93) 7/99 Approved Dec. 2013



Teacher Aides/Paraprofessionals BP 4222
Personnel

The Governing Board recognizes that paraprofessionals support student learning by providing
valuable assistance to teachers and other certificated personnel and enabling greater
individualized instruction and supervision of students. Such employees may perform
instructional and/or administrative tasks in accordance with law, Board policy and administrative
regulation. '

The Superintendent or designee shall ensure that paraprofessionals possess the qualifications
required by law for their positions.

Paraprofessionals shall be under the immediate supervision and direction of certificated
personnel.

In determining the assignment of paraprofessionals, the Superintendent or designee shall
consider the greatest benefit to students based on such factors as class size, grade levels, student
needs, subject matter and teacher workload.

Each paraprofessional shall be provided with a clear definition of his/her roles and
responsibilities.

The Superintendent or designee shall ensure that all paraprofessionals receive ongoing support
and regular performance assessments. Teachers shall receive training in how to collaborate
effectively with an assistant and are expected to assign duties consistent with written job
descriptions for paraprofessionals.

The Board encourages qualified paraprofessionals to pursue opportunities that lead to attainment
of a teaching credential and enable them to increase their skills and experience in the classroom.

Legal Reference:

EDUCATION CODE

44390-44393 California School Paraprofessional Teacher Training Program
44833 Postsecondary students as nonteaching aides

44835 Duties of nonteaching work study aides

45330 Paraprofessionals

45340-45349 Instructional aides

45350-45354 Teacher assistants

45360-45367 Teacher aides

54480-54486 Special Teacher Employment Programs

CODE OF REGULATIONS, TITLE 5

12065-12070 Teacher aides for Special Teacher Employment Programs
UNITED STATES CODE, TITLE 20

6311 State plans



6314 Schoolwide programs

6315 Targeted assistance schools

6318 Parent involvement

6319 Qualifications for teachers and paraprofessionals
CODE OF FEDERAL REGULATIONS, TITLE 34
200.58-200.59 Qualifications and duties of paraprofessionals

Management Resources:

U.S. DEPARTMENT OF EDUCATION PUBLICATIONS

Roles for Education Paraprofessionals in Effective Schools, 1997

Title 1 Paraprofessionals, Non-Regulatory Guidance, March 1, 2004
WEB SITES

CTC Paraprofessional Teacher Training Program: http://www.ctc.ca.gov/para
CDE: http://www.cde.ca.gov

CSBA: http://www.csba.org

U.S. Department of Education: http://www.ed.gov

California School Employees Association: http://www.csea.com
National Resource Center for Paraprofessionals: http://www.nrcpara.org
National Clearinghouse for Paraeducator Resources:
http://www.usc.edu/dept/education/CMMR/Clearinghouse.html

(3/92 7/02) 11/03 Approved Dec. 2013



Temporary Athletic Team Coaches BP 4227 4127,4327
Personnel

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

The Superintendent or designee may employ a certificated or noncertificated employee, other
than a substitute employee, to supervise or instruct interscholastic athletic activities as a
temporary employee in a limited assignment capacity. (5 CCR 5590)

When hiring a person to fill a position as a temporary athletic team coach, the position shall first
be made available to qualified certificated teachers currently employed by the district.
(Education Code 44919)

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

- Noncertificated coaches have no authority to give grades to students. (5 CCR 5591)
Qualifications

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

Any noncertificated employee or volunteer who works with students in a district-sponsored
interscholastic athletic program shall, prior to beginning his/her duties, obtain a Department of
Justice and Federal Bureau of Investigation criminal background check through the district.
(Education Code 49024)

An individual who possesses a current Activity Supervisor Clearance Certificate from the
Commission on Teacher Credentialing, issued prior to July 9, 2010, shall have satisfied district
requirements for the criminal background check. (Education Code 49024)

Legal Reference:

EDUCATION CODE

35179-35179.7 Interscholastic athletics

44010 Sex offense

44011 Controlled substance offense

44332-44332.5 Temporary certificates

44424 Conviction of a crime

44808 Liability when students are not on school property



44919 Classification of temporary employees

45125.01 Interagency agreements for criminal record information
45347 Instructional aides subject to requirements for classified staff
45349 Use of volunteers to supervise or instruct students

49024 Activity Supervisor Clearance Certificate

49030-49034 Performance-enhancing substances

49406 Examination for tuberculosis

CODE OF REGULATIONS, TITLE 5

5531 Supervision of extracurricular activities

5590-5596 Duties of temporary athletic team coaches

COURT DECISIONS

CTA v. Rialto Unified School District, (1997) 14 Cal. 4th 627

San Jose Teachers Association, CTA, NEA v. Barozzi, (1991) 230 Cal.App.3d 1376

Management Resources:

CSBA PUBLICATIONS

Steroids and Students: What Boards Need to Know, Policy Brief, July 2005

A School Board Member's Guide to CIF and Interscholastic Sports, 1997
CALIFORNIA INTERSCHOLASTIC FEDERATION PUBLICATIONS

Pursuing Victory with Honor, 1999

California Interscholastic Federation Constitution and Bylaws

COMMISSION ON TEACHER CREDENTIALING CODED CORRESPONDENCE
10-11 Information on Assembly Bill 346 Concerning the Activity Supervisor Clearance
Certificate (ASCC), July 20, 2010

WEB SITES

CSBA: http://ww.csba.org

California Athletic Trainers' Association: http://www.ca-at.org

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

California Interscholastic Federation: http://www.cifstate.org

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

National Athletic Trainers' Association: http://www.nata.org

(11/05 3/10) 7/10 Approved Dec. 2013



Employee Safety P 4257 4157,4357
Personnel

The Governing Board is committed to maximizing employee safety and believes that workplace
safety is every employee's responsibility. Working conditions and equipment shall comply with
standards prescribed by federal, state, and local laws and regulations.

No employee shall be required or permitted to be in any place of employment which is unsafe or
unhealthful. (Labor Code 6402)

The Board expects all employees to use safe work practices and, to the extent possible, correct
any unsafe conditions which may occur. If an employee is unable to correct an unsafe condition,
he/she shall immediately report the problem to the Superintendent or designee.

The Superintendent or designee shall promote safety and correct any unsafe work practices
through education and enforcement.

The Superintendent or designee shall establish and implement a written injury and illness
prevention program in accordance with law. (Labor Code 6401.7)

The Superintendent or designee shall ensure the ready availability of first aid materials at district
workplaces and shall make effective provisions, in advance, for prompt medical treatment in the
event of an employee's serious injury or illness. (8 CCR 3400)

No employee shall be discharged or discriminated against for making complaints, instituting
proceedings, or testifying with regard to employee safety or health or for participating in any
occupational health and safety committee established pursuant to Labor Code 6401.7. (Labor
Code 6310)

Legal Reference:

EDUCATION CODE

32030-32034 Eye safety

32225-32226 Communications devices in classrooms

32280-32289 School safety plans

44984 Required rules for industrial accident and illness leave of absence
GOVERNMENT CODE

3543.2 Scope of bargaining

LABOR CODE

3300 Definitions

6305 Occupational safety and health standards; special order

6310 Retaliation for filing complaint prohibited

6400-6413.5 Responsibilities and duties of employers and employees, especially:
6401.7 Injury and illness prevention program



CODE OF REGULATIONS, TITLE 8

3203 Injury and illness prevention program

3400 Medical services and first aid

5095-5100 Control of noise exposure

CODE OF FEDERAL REGULATIONS, TITLE 29
1910.95 Noise standards

Management Resources:

DEPARTMENT OF INDUSTRIAL RELATIONS PUBLICATIONS

Guide to Developing Your Workplace Injury and Illness Prevention Program, rev. August 2005
WEB SITES

California Department of Industrial Relations, Occupational Safety and Health:
http://www.dir.ca.gov/occupational _safety.html

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

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

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

U.S. Department of Labor, Occupational Safety and Health Administration: http://www.osha.gov

(6/91 7/99) 3/10  Approved Dec. 2013



Classified Vacation BP4262

A. Vacation benefits are earned on a fiscal year basis.

B. No vacation time may be used during the first six months of the employee’s
probationary period.

C. All vacations must be used in the fiscal year in which it is earned unless the

employee has been expressly authorized by the Superintendent to carry over
vacation time from one fiscal year to the next.

1. The amount that may be carried over is limited to one year of vacation,
except as provided in “D.”

2. The employee must request the carry over in writing and set forth the
reasons for such request.

3. Once an employee accrues two years of vacation, no more vacation may
be earned (accrued) until the vacation balance falls below that level.

D. For vacation balances accrued as of June 30, 2013, employees are to use such
balances, over the two year cap, by June 30, 2014 as well as comply with the
provisions of “C” above. At the discretion of the District, the value of some or all
of the June 30, 2013 unused vacation balance may be paid to affected employees
at the end of the 2013-14 fiscal year. The remaining accrued balance, above the
cap, will be required to be used by June 30, 2014.

E. Ten and eleven month employees shall have their vacation time incorporated in
their regular pay and shall not take vacation during the school year.

F. Employees shall request in writing, at least three (3) weeks in advance, the use of
five (5) consecutive days or more of vacation time. Employees are encouraged to
request vacation time of less than five (5) days in duration as much in advance as
is possible so that the necessary arrangements can be made in order to grant such
request.

G. If an employee (while on vacation or just prior to vacation) becomes ill and/or
requires hospitalization and supplies supporting information to that effect; or
requests bereavement leave, the days may be charged to the appropriate leave and
the vacation leave will be credited to the employee’s account.

H. Employees who have served a minimum of six (6) months who are terminated or

resign from active service, shall be entitled to all vacation pay accrued up to and
including the effective date of termination or resignation.

Q/;zm3



Evaluation / Supervision BP 4315

The Governing Board recognizes the importance of regular and comprehensive evaluations
of administrative and supervisory personnel to provide ongoing feedback for continuous
improvement of employee performance. Evaluations shall be linked to the district's vision,
strategic plan, school improvement goals, professional development plan, and goals for
student achievement.

Certificated Administrative and Supervisory Personnel

The Superintendent shall develop objective evaluation guidelines and standards for use in the
district's evaluation system for certificated administrative and supervisory personnel. Such
standards may include those of the California Professional Standards for Education Leaders
as well as other standards and criteria developed by the Board and Superintendent.

Each certificated administrative and supervisory employee shall be evaluated every other
year. However, an employee may be evaluated every five years provided that he/she has been
employed by the district for at least 10 years, his/her previous evaluation rated him/her as
meeting or exceeding standards, and the evaluator and the employee agree to this schedule.
Either the evaluator or the employee may withdraw consent for this schedule at any time.
(Education Code 44664)

Any certificated administrative and supervisory employee who is new to a position may be
evaluated each year for the first two years in the position. Evaluation is a continuous process
and may occur between scheduled periods at the request of the employee, his/her supervisor,
or the Superintendent or designee.

Evaluations shall be conducted within the timelines specified in law, Board policy, and
administrative regulation. The evaluation process for certificated administrative and
supervisory personnel shall be the same as for other certificated instructional personnel, as
detailed in AR 4115 - Evaluation/Supervision.

Classified Senior Management and Supervisory Employees

Classified senior management and supervisory employees shall be evaluated in accordance
with the procedures developed by the Superintendent or designee and approved by the Board.

Evaluations shall be used to recognize the exemplary skills and accomplishments of
classified senior management and supervisory employees and to identify areas needing
improvement. When the evaluation indicates areas needing improvement, the Board expects
such staff to take the initiative to improve their performance and for their supervisors to assist
them in obtaining needed job skills.

The evaluation shall be dated and signed by the classified senior manager or supervisory
employee and his/her supervisor. The manager or supervisory employee may respond in
writing to the evaluation within a reasonable time after receiving a copy of the evaluation.
The response shall be attached to the evaluation and placed in his/her personnel file.

Legal Reference:



Evaluation / Supervision BP 4315
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EDUCATION CODE

33039 State guidelines for teacher evaluation procedures

35171 Availability of rules and regulations for evaluation of performance

44660-446635 Evaluation and assessment of performance of certificated employees

45113 Rules and regulations for the classified service in districts not incorporating the merit
system

GOVERNMENT CODE

3543.2 Scope of representation
UNITED STATES CODE, TITLE 20
6319 Highly qualified teachers

801 Definition of highly qualified teacher



Evaluation / Supervision BP 4315

Management Resources:

COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS

Standards of Quality and Effectiveness for Administrative Services Credentials, 2001
WEB SITES

CSBA: http://www.csba.org

Association of California School Administrators: http://www.acsa.org

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

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

National Board for Professional Teaching Standards: http://www.nbpts.org

Policy: Twin Hills Union School District
Adopted: April 12, 2012, Sebastopol, California



